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PREFACE

THe development of correctional industries as an organized, effort to
utilize committed persons to produce products has been consistent with the
prevailing work ethic. The occupation of the time of committed persons in
the production of useful products is an operational goal appropriate to the
correctional scene. Attempting to put work programs on a functional basis
with ‘‘free enterprise’’ has been a goal of most correctional administrators
since the emergence of the correctional industries concept. However, the
obvious restraints imposed by institutional life and the ever present need to
prioritize the committed person’s time and activities impinge on the
development of correctional industries as a true free enterprise activity.
Considerations extraneous to corrections also impinge on the development
of the ideal model, including competition with private industry, fiscal
restraints, the high cost of équipment and the like.

Despite the restraints indicated, correctional industries as an organized
effort is experiencing rapid change. Once viewed as simple production
facilities for the convenience of the correctional system and state and local
agencies, many programs are now operating as viable businesses engaged in
the production of useful goods available to an expanded market. In many
jurisdictions this change emanates from special legislation detailing the
scope and goals of correctional industries. .

“Very visible are the current trends and emphasis in the area of product
marketing. The growth of .governmental agencies in terms of scope and
functional responsibility has created an increased need for industry pro-
ducts. Successful industry programs are those that reflect sufficient plann-
ing and development to respond to the increased product need.

The modern correctional industry operation is characterized by ““out-
SIde” and “‘inside’’ activities. The operating production function is located

“inside’” a facility. The ““outside’’ function includes vigorous marketing
and sales efforts consistent with inside production capability. Coordination
of the two functions is the role of a central management structure. A strong
marketing and sales program is needed for the transition of the correc-
tional industry program from a reactive production shop to a full fledged
business enterprise capable of responding to changing market needs. The
74 standards address the ““inside’’ and “‘outside’” needs of contemporary
correctional industries. Particular reference is made to the issue of overall
management of a correctional industries program. )

This publication is viewed as a reference service for agencies operatmg‘
and/or planning to operate correctional industries programs. It -is
understood that some of the standards will be benchmarks for the future, °

requiring_ operational and budgetary changes over a two or three year
period. The Committee on Standards which produced this volume an-
ticipates that such changes will be made in the best interests of the field and
the persons committed to correctional facilities whose life chances are often
~ baséd on their ability to get and keep a job after release to the community.
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dustries, Connecticut Department of Correction, and Wardens Carl Robin-
son, Somers, and Richard M. Steinert, Enfield, Connecticut; Robert Elsea,
Warden, and Charles Wilkie, Superintendent of Industries, Federal Cor-
rectional Institution, Lexington, Kentucky; J.R. Johnson, Warden and
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Introduction

- The blggest single issue affectmg correctional industries today is the
degree of confusion regarding primary purpose or mission. :

Legislation or program statements frequently list several basic objectlves
for the industrial program. For the correctional industries administrator,
these objectives are, unfortunately, often conﬂlctmg Reducing idleness in
prisons, providing training in job skills related to employment after release,
providir’f'g meaningful work opportunities for inmates and providing in-
mates with the opportunity to earn money are among those obJectlves most
generally cited.

There s also a frequent reference to the program’s bemg self-supportmg
- While it is an important goal and could be, patt of & prison: stat
not the basic purpose of an industries program

Much of the ambiguity surroundmg industries, their per
the continuing controversy stems from the lack of clarity as to.
pose. Some of this confusion is attrit:uitible to the history of ¢ urecuonal in-
dustries and their more recently perceivéd position as a treafﬂlent program.
Also influential are the various perspectives of different observers of the in-
dustries program. Whatever the cause, the confusion has frustrated correc-
tional industries administrators who need a clear set of- galdehnes in day-to-
day operations as well as assistance in long term planmng‘
=== A brief look at the history of ‘correctional industries v 111 prowde the
backdrop for examination of the appropnate mission of; the activity.

Since the establishment of the first prisons in the United States, the need
to provide work for inmates has been recognized and met in various ways
and with varying degrees of success. ,
At both Eastern State in Pennsylvania and Auburn in New York work -
was the primary emphasis. The Auburn system emphasized group work
and Eastern” State Penitentiary employed the individual working in
solitude. The Auburn system partxcularly has provided the model which

~ 'was copied by other states in an effort to achieve economically self-

sufficient prisons and thus reduce the costs of maintaining conv1cted of-
fenders in tax-supported facilities. .

As part of the mgve toward economic self-sufflczency, many prisons per-
mitted and even encouraged the contracting out of prison labor to private
employers. The original incentive that work and the accompanying self-
d1sc1phne as a health antidote for criminal behavior was replaced by
economic considerations as prison-based industrial operatlons increased in
size and profitability. - .

Yet, almost immediately there developed countervailing opposition from
" private industry and free labor. This continues to be a factor affecting the
efforts of leglslators and prxson administrators to provide inmates with
work opportunities. .

Penodlc scandals and ensuing pubhc cries of explo1tat10n of helpless
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prlsoners by private contractors quickly subsided, and the industrial prison 3 )
prevailed in this country until the twentieth century. As early as 1901, :ense oflaci;:orlr(lphs}ﬁment and self-worth, These concerns and considera
however, President Theodore Roosevelt issued Executive Order 305A pro- sllg?lsggigrr::txc:gafl ]e r:é?ll;?ri zznce of a clear understanding of the basic mis-
e B s e, Aoy st by Pres A clear mission statement for correctional industries should serve not on- -
'densteN1xon tgo exempt worllc) releasees, parolees and probationers, remains ly to 1den}tlxt:y the reason for the ‘e:a';‘-‘i.stence.of the or ganiza}tiqn but also to L
in effect today.) Congressional efforts to further curb activities of in- A\, gle ;;2';5121; el‘feg{o;? gg’;;tggif;l:;tgﬁigga zoﬁl%wzfriesslfef:}:tf aﬁ‘érﬁ:‘slgs et
dustries culminated in 1929 when federa’ legislation passed prohlbltmg the clear sta temen oF vgv hat kind of business it is. Y 1ndu a ~
interstate commerce of prison-made goods. Additional legislation in the 4
'1930’s, spurred by the depressicn, provided further restrictions on the sale pu'jr[gl:scre alggfiiaf; ;Z;)Sti}’llee rlgl‘ll:;?glg:si’rfegge v:::‘;ﬁ;fyciigflcztslzg rﬁf
gndt mcl)verzlexgeof;r}) rl;slc;g;lr;lade goods yirtually wiping out large scale in- peting forms of transportation began to flourish, it became necessary for
aus nabac vl sultpf those devel . rapid incrése in 1dleness railroads to re-examine their basic mission if they were to survive. The suc-
‘Ano w?hl;s resh (t)th es:upet‘rle Og)l;lézntsfgﬁ % naelzlres ‘te during World cessful companies were thost which addressed themselves to the transporta- o
in prisons h oughout Lhe ¢ Y. P a duct I: o gl ere tion business rather than the railroad business. This new perception spurred ! .
; War IId wden restnt;:tlons on tpnfs«:.()lrlx-ma e f}grOt ugls ?mg T mga\:;va innovative ideas and solutions to ex1st1ng problems. A more recent illustra- i B -
: d;olptpef an pnsons tecagllf parh: : t}f an;l‘:e dog talteseneds ecam y tion is the major petroleum.companies that have recast themselves as energy | e
° Tlhz p(z)rsgvnv:rn}er}:{lnsi:rsed 1n0 :l’gl errlllpha.:ls on rehabilitation with its various i:omptames f step which has had significant impact on their operations and ! e
* ong term plans. : ' |
treatm}ent conceﬁts Prol%lraﬁns werfi)desagrtxedt;lo enabllTe;uhtenllx;;nta:zs t?}ggz{; It is essential then that correctional industries should examine carefully ; :
with taﬁse prokems wiie dcon Hou ed dlto a?r co t ihe chnliman s their basic purpose, determine what the business really is and capitalize on i
gg;i‘; oL y',T}?i (s)rtrev:xgs }Y;?iwglaralie?ln:f?ects 181111 mgsefll)r?gugsltnes pfograims this new-found interest in the work ethic and the intrinsic value of work i
’ itself. !
res\‘{}ts IV(V i“Ch linger on tod?y dine rather than having intrinsic A mission statement for mdustnes, therefore, must not refer solely to i R
i cfn; k ecaunselsra.l Illrllflirsir?espvl\-/z:l mle ags ul;zlcrlul‘lift ;l e b ke shiet but by reducing idfeness in prisons or providing meaningful work for prisoners. ey
, ﬂfnzl Y uccesn ¢ of work skills related to futurey risonér-worker employ- Institution support activities such as maintenance and food service fulfill i
e ceve opme hut P P that need. A mission statement providing training in work skills does not . 4

ment after release. Production goals were regarded ds archaic and ex-

~ ploitative of inmates. ‘Correctional or “‘prison’” industries, as they were

called for years, were considered just another treatment program: Business
goals and methods were subordinated to those of treatment.

.In recent years, however, there has been a resurgence of interest in the

work ethic and, with-it, a rediscovery. of the potential of an efficient in-

‘dustries program. This is, in part,-due to the reaction against many of the

treatment actlvxtles, the challenge to the medical model concept of the.

“prison, increasing costs of prisons and the various tax-reduction etforts on
all government levels. The value of a‘self-supporting industries program
which can provide work for a significant portion of an institutional popula-

_tion without use:of tax funds is apparent to leglslators and correctlonal ad-
ministrators alike. :

But the wheel has not turned entlrely full c1rcle Although there is renewed
1nterest in correctional industries, it now exists within the framework of
< prisoner rights undreamed of a hundred years ago. The new.industries

. operations must not only be cost-effective but must also prov‘de asafeand

‘humane work environment for inmate employees. This requires that they
be provided an oppertunity to work productively in an atmosphere where

. they are tzeated with dignity and respect and are encouraged to develop a

7/

differentiate industries from vocational education any more than prov1dmg
inmates an opportunity to earn money while 1ncarf~erated dlstlngulshes n-
dustrles in most correctional systems. ~’

It seems obvious that the unique characteristic dlstlngulshmg 1ndustr1es '
“from all other activities in correctional institutions is the ability to provide a

work setting within institutional walls which replicates pnvate industry. In-

dustries should provide inmates a realistic work experience in a business- -

like environment which stresses the same types of performance standards
and rewards used for workers in the outside world. These industries should

be self-supporting, generating sufficient revenues from the sale of products

and services to meet the costs of operation, i.e., staff and inmate wages,
raw materials, business costs. This provides the most significant opportuni-
ty that the institution can offer for inmates to expenence real world expec-
tations, satisfactions and failures.

Adoption of this view of industries makes it relatively easy to develop a

_unified, coherent set of strategies as address operatxonal problems and long
.and short range plans consistent with this mission,

One important aid to an industries program is the involvement of anad-

visory or supervisory board or commission. Such a body representing
. various elements of the community, advisory or policy-setting, provides a

(v

3
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_Through.such involvement busmess and Jy

forum to discuss and examine cntlcally the plans of the industries staff.
bor leaders and others can pro-
vide guidance to the program as.well as in erpret the program to the com-
munity and the legislature.

The relationship of the central mdustnes administrator and the
warden/superintendent is a significant organizational issue in the area of
administration. Each has an important role in the success or failure of the
institutional industries program. The warden/superintendent is the ad-

* ministrative head of the institution and all activities, including industries.
The industries central office administrator has agency-wide responsibilities

for the whole industries program. These two must maintain' continuing
communication and cooperation on plans and problems.

Sound fiscal management is the key to an effective industries operation.
A cost accounting system will provide accurate, timely fiscal reports to ad-
vise all concerned of operational status and allow monitoring of essential
items, i.e., cash flow, revenues and expendltures, profit and loss data.

Health and safety issues are important in any work setting and par-
ticularly important in industries. Many inmates have limited work ex-
perience and, therefore, less understanding and appreciation of the need
for good safety practices.

The méanner in which industries programs treat inmate employees is a
crltlcal test of effectiveness. The industries program is an opportunity to
hold inmates accountable for performance against the objective standards

of real world activity. As is consistent with security requlrements participa-

tion in such a program should be made avallable to the broadest segment of
the prison populace. Coe

~ As with other aspects of the program, industries’ operatmg practlces
should be those successfully used by private industry to achieve efficiency

- and productivity. The supervisor must develop most systems rather than

the industrial engineer who would be employed in private industry, but the
systems need be neither sophisticated nor complex. Without these systems,
industrial operations which may include agricultural and service activities
as well as manufacturmg, simply cannot be projected as efficient and cost-
effective.

An important area of management which rarely gets the attention it
deserves in the industries program is that of marketmg Marketing is more
than catalogue distribution or order-taking. It is, most importantly, con-
cern for the customer and the customer’s needs. In a state-use market, the

~customer too often is taken for granted or even tolerated as a necessary evil.

As with private industry, correctional industries administrators must
recogmze that their financial success rests as much on customer acceptance
and good will as on technology or productivity.

Finally, despite continued emphasis on private industry practlces, the in-
dustries administrator must not forget that while industries can emulate

private industry, there are certain, unavoidable consequences. of existing
~within a correctional institution. The real test of the industries ad-

Xiv.

(f ‘

i

ministratof is to maintain that perspective and yet push to the limits the

g “ potential for 1ndustr1es to provide a real world experience for inmate
workers ’ : ﬁ

XV
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 Definitions

Agency Industries Administrator 2 :
‘The person who has responsibility for industries operations throughout

 the correctional system. Titles such as head of industries, superintendent;

chief, director or general manager may be used to denote this positiony. '
Industry = N “ ¥

An activity existing in a correctional system which-uses inmate ldbor to
produce goods and/or services for sale. These goods and/or services are

sold at prices calculated to recover all or a substantial portion of costs

associated with their production and may include a margin of profit, Sale

of the products and/or services is not limited to the institution within which |

the operation is located.
Institution Industries Manager _ ‘

The person designated to have responsibility for industries operatioqs at
a specific institution in the correctional system.

Operating Unit ‘

One distinct operation.of the industries activity, which may be operated
" as a cost center or separate accounting entity. It may take the form of a

manufacturing operation (furniture making, clothing production)’,. an
agricultural operation (dairy or poultry farming, crop or orchard farming,
raising beef or pork) or a service activity (warehousing, keypunch,

~ microfilming, laundering, repairing schoolbuses, etc.).

i

1. ADl&IINﬂI}STRAIION |

NOTE: Thess standards apply principally to central ofﬁce/parent agen}
cy operations. . 3 . ;o ' '

1.1.1 There is a statute 'aythérizing the establishment of an industries
program.” L

DISCUSSION: Effective administration of a-program results largely”
from the existence of a body of carefully formulated constitutional
or legislative statutes that clearly define the mission and basic goals
of the program. Such statutes provide the legal framework within
which the program’s administrative structure, philosophy and
policies are developed as well as the basis for assessing perfor-
mance'and identifying needed changes in organization and opera-
tion,

3

1.1.2, The purpose and objectives of the industries program are stated in

~-writing, communicated to all institution personnel,, reviewed annually and

updated if necessary. : g

DISCUSSION: If there are multiple objectives for the industries pro-
gram, there should be a definite ordering of priorities. There
should be a specific means for providing information on industries
purposes and objectives to all employees. Industries staff should
receive special instruction in those objectives that pertain to their
sphere of operation. Line industries employees particularly need
the guidance such a statement provides.

1.1.3 There is, or the institution/parent agency can document current
efforts to obtain, statutory authorization to obtain and spend needed
capital othér than through the normal appropriations process.

DISCUSSION: Because-of the need to adapt quickly to marketing
and "production changes, industries need more fiscal flexibility

" than is afforded in the traditional governmental process. They also

~ require a method of generating capital for equipment replacement

- and expansion. There should be a special industries fund in which

revenues are deposited which does not require annual reappropria-
tion and permits expenditure regardless of fiscal year. (Seerelated -
standard 1.2.10) ) : o
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1.1.4 There is, or the agency can document efforts to obtain, statutory 1.1.7 Written policy and procedure delineate the areas of authority,

authorization to provide industries with sufficient markets t\f opergte " responsibility and accountability for the industries program, specifically

economic and efficient shops and/or service enterprises. defining the role of)the warden/superintendent and the agency industries
: ' Sler ) S | . . ; ( ; administrator in reléx\t\ion to insiitutional industries operations.
pISCUSSION: A fundamental requirement of a sound industries ‘ ; ﬁ \ '

program is accessing sufficient markets. Industries then are able to DlSCUSSIdiv: The warden/superintendent is responsible for all -

: L AR j- develop a volume of work for econénﬁcall);_-tf:e_a:lilble c;peizt;i)enisri stitution programs and activities including industries. This respon-_
R B : ‘ M;Sl; %?:g:sblfs 2g,liltclffaitxl1%léss’trli):1t£gtclz§sp gnl tlﬁe o%:ﬁ ;&rk et. A sibility s’}‘lﬁuld focus ondthe‘ safetjé1 and well-being of staff l:a)llnd fi‘n-

v . m ) : L1l prociuchs QL LN oy e mates. The agency industries administrator is responsible for

SR S strong state-use law is necessary to give 1ndtlllstr1es I()) rit:rf :ltz‘é’dllf: financial and operational matters of the agency’s industries pro-
IR = not mandatory, status in state agencies’ purciiase programs. gram. Shared responsibility for and authority over the institutional

B tional access to non-profit sales listings also is desirable. industries operations requires close cooperation of these two

e - : S TN ) managers. There must be a clear statement of the roles and respon-
. Cﬁ T R : sibiltiy of each to provide a framejw,ork for this cooperation.

i

1.1.5 There is administrative policy governing the creation of new in-

Lo T e dustries operations. |

‘ S R P 1.1.8 The industries unit has a current organizational chart which

e EEIR T RR b DISCUSSION: The creation of new industries enterprises should be a delineates the structure of authority, responsibility and accountability
ool formal process providing sufficient written information to the within the institution and the agency. This chart should depict line relation-

B head of the correctional agency as is necessary to make an informed ships and thpse functionally unique to the program.

decision on whether to proceed. Information should include, at a
minimum, data on anticipated markets, number of staff and in-
mates to be employed, space required, équipment costs and a pro-
jection of operating costs against anticipated revenues. Some
analysis of the potential impact on the private sector also is
desirable.

DISCUSSION: Workers’ compensation in private industry provides

| _benefits to injured workers as assures proper medical care and

compensation for the injury. Because the institution medical staff
provides necessary treatment for any work-related injury, this
benefits program is not necessary. In the case of serious, long term
linjury, however, some mechanism should allow the inmate in-

1.1.6 - There is a mechanism for compensating inmate employees for i’n-
juries sustained while working in industries.

volved to receive compensation. This could be available througha - '

-normal workers’ compensation program or special process not re-

- quiring legal action. Any process established should include a
record of injury and initial claim, provision for medical examina-
" tion and a prerelease claim for compensation after a required

physical examination. *

o

DISCUSSION: An organizational chart presents an overview of the
unit to other public and private organizations. The chart should be
updated as needed and should reflect functional groupings and ef-
fective span or control, lines of authority, distinctions between

. staff and line roles and orderly channels of communication. There

may also be important functional relationships involving the cen-
tral office mariagement of industries, the institutional component

_and the warden/superintendent. '

1.1.9 The institution industries manager participates in staff meetings
with the warden/superintenderit and other program staff.
S ]

DISCUSSION: To pfeclude isolation of the industries program, there

- should be a strong effort to incorporate industries into the total in-

stitutional program. The warden/superintendent as administrative
head of the institution should take a leadership role in creating an
institutional climate which results|in a high level of interaction be-
tween industries and the rest of th¢ institution, Participation of the

industries manager in the instituq‘[ion, executive staff meeting and
regularly scheduled sessions with!‘ith,e warden/superintendent are

two means of achieving this resultlg.

‘9‘»
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1.1.10  Personnel job descriptions reflect the duties, responsibilities and
requirements of the various personnel classifications in the industries
organization. ‘

DISCUSSION: For purposes of recruitment, selection, pay,
classification and performance evaluation of agency employees, it
is necessary that the duties, responsibilities and requirements be
delineated clearly. These factists form the legal and administrative
basis for personne] actions.

1.1.11 Staff training provided to full time industries employees includes
both technical industrial practices and correctional policies and procedures;
this training includes 80 hours in the first year of employment and an addi-
tional 40 hours of training annually. ‘

DISCUSSION: Many industries employees will be selected for their
technical skills and have little or no correctional background. For
this reason, it is important that new full time employees receive 40
hours of orientation/training prior to being assigned independent-
ly to their job in industries, and an additional 40 hours of training
during their first year of employment. This training will enable
them to work effectively in an institutional setting. Those
employees who have primarily a correctional background will need
‘training in industrial practices to increase their technical com-
petence. Exposure of supervisors to comparable operations in
‘private industry and other correctional institutions, trade shows,
exhibits and other displays of current trade practices constitutes
training where they may achieve specific learning objectives.

&

1.1.12 Written policy and procedure provide that the industries’ ad-
ministrative and managerial staffs receive at least 40 hours additional train-
ing each year. This training covers, at a minimum, administrative and

management theory and practice with emphasis on industrial applications,
labor law, employee-management relations, the interaction of elements of

the criminal justice system and fiscal management.

DISCUSSION: Administrative and managerial staff should be trained
to respond effectively to problems and to deal effectively with the
parent agency, the employees and the community. Training should
emphasize industrial principles and techniques as well as principles
of financial management in an industrial setting. =

R oA R e

W

W

1.1.13  Written policy and procedure provide that decision dbout the
employment of inmates in industries and their separation based on work
performance are made by industries staff. Security determinat%ons
necessary for any individual to be eligible for industries work are made by
the classification committee. ' '

DISCUSSION: Appropriate industries staff should evaluate and

choo_se from the pool of potential employees made-available by the

classification committee. Responsibility for separation of inmates

based on work performance rests with the supervisor and is subject

to review by the industries manager at the institution and to ap-

plicable due process of standards and procedures. Separation for
reasons not related to job performance should be done by ap-

prppriate classification through the appropriate institutional com-

mittee. Inmates separated are referred to the classification coms-

mittee for reassignment,;

i
s

1.1.14 There is statutory or written administrative provision for the
establishment of a part time board or commission to provide advice and/or
policy guidance to the administrator of the industries program,

DISCUSSION: The industries program is both politically sensitive
and unique to government by virtue of its business oriented opera-
tions. It is important, therefore, to have a board or commission
provide advice and guidance regarding the prison industries ac-
tivities and also provide an open forum for the consideration of
issues affecting the program. It is preferable that this body have
- statutory rather than ‘administrative authorization to provide a
firmer legal foundation for their activities. The authorization
should define clearly the role and the responsibilities of the
board/commission. '

1.1.15 Authorization for the industries board or commission provides
for {nembershlp of primarily noncorrectional persons, but includes the cor-
rectional agency administrator, and describes member functions: and

3 LYOIN

responsibilities, term of office, method of selection and appointment, and

provisions for expenses and pay, if any.

DISCUSSIQN: The board or commission should include the
membership of the agency administrator to assure proper support

L}
-_.
¥
Q
&
& ‘
. .
-~
RN
) .
@o .

Sy



o
o]
%
o
G
“
. o
!
] " o
™
& ;
1
'
Y Oy
o ’
o
o
<] e
. » X
w ¥
o ,ﬂ} .
&, :
oaEr . R
- & bt
T - L
4 B 1% ! :
r?,' k3 a
£ T
. P
o
B 2
Iy
M
44 ‘\\L
e .o
i S Fa
. ] -
2 o
: . PN -
B = "9 o
nT e
. . »
B ‘»“ . p
s ¥
& 3t o )
G o
. ‘ .

4

1.1.16  Authorization for an industries board or commission includes a
schedule of meetings, not less than twice a year. Meeting minutes are

and integration of industries with other correctional’ activities.
Representatives of private industry, organized labor, _and‘ the
general public should be included as well as an agrgcultural
representative should the industries programs have an agricultural
department head also provides a valuable liaison with the govern-
mental structure. Other aspects of creating and-maintaining this
board should be determined and documented prior to the authoriz-
ing statute or administrative directive.

recorded and maintained.

1.1.17 Industries have a written policy and procedure which details a
mechanism for maintaining relations with
vant community organizations.

DISCUSSION: The industries board or commission should not be
dependent upon the call of the chairperson for meetings. Rather it
should have a statutory requirement of regular meetings to ensure
that it does not become inactive. Records of each meeting should
be kept and a file of board meeting minutes maintained to help en-

sure effective operation of the board.

0

N S
* DISCUSSION: Private industry, organized labor and other relevant

community organizations are important sources of technical
assistance to the industries program. Both labor and industry are
essential elements in postrelease planning for inmates. It is impor-
tant these groups are kept informed of the status of the industries
program thus improving its operations and assisting to provide
employment to inmates upon their release.

industry, labor and other rele-

¢

i
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2. FISCAL MANAGEMENT

NOTE: These standards apply principally to central office/parent agen-
¢y operations. ‘ ? ‘ o

1.2.1 A cost accounting system in operation for each operating unit is
designed and maintained in accordance with generally accepted accounting
principles. ‘ Py

DISCUSSION: Governmental agencies use an- accounting systemmn -

- which is appropriate¥or their fiscal management needs. Industries,
however, should have a cost accounting system based on a chart of
accounts and general ledger which, in turn, generates data for a
number of other fiscal reports. The system should provide a basis"
for recording and allocating direct and indirect costs and ad--
ministrative overhead for each operating unit. : = S

i

1.2.2" Annual sales and expense projections are developed for the in-
dustries program to include individual operating units.

DISCUSSION: Industries should have a budget separate from the
correctional agency or institution within which it is located. This
budget should be a realistic financial plan for the coming fiscal
year. It shouid be prepared by management with the assistance of -
the accounting staff rather than exist solely as an accounting docu-
ment. The budget should be based on production or the costs of
production in relation to sales forecast prepared by the staff re-
sponsible for the marketing of products. Operating staff at the in-
stitution level should participate in the budget preparation.

it O .

3z}

2

1.2.3 Written pelicy and :procédu;re ﬁrovide for a financial audit, in-
dependent of the institution, which is conducted annually, or at a time
period stipulated by applicable statute or regulgtion, not to exceed three
years, ' N Tk

I3
o

DISCUSSION: Industries books should be audited regularly either by
-the office responsible for fiscal gudits of other governmental agen-
cies or by commercial accounting firms specializing in finarcial
audits. Audit reports should be prepared and industrie§ staff

should analyze and respond to audit findings in writing.

2]
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1.2.4 Written policy and procedure provrde that mdustnes produce
monthly financial reports. These reports include at a minimum, inceme

statements for each operating unit and a balance sheet for all agency in-
dustrres programs. ‘ S

)

DISCUSSION: Industrles staff need accurate fmanmal records to
‘manage the program. The general ledger should applythe. neces-
sary data for a system of reports which are meamngful to manage- :

ment.

1.2.5 The monthly financial reports on mdustrles operations are

available within at least 30 days of the close of the month they cover and are

distributed ¢o those persons with responsrbllmes for the program. L
DISCUSSION:Financial reports must be t1me1y as well as accurate if _
they are to be useful to management. Financial reports should be -
made available not only to accounting and management personnel '
but also to shop supervisors and members of the board or commis-
sion. It is important that shop personnel be informed regularly of
the financial status both of the total orgamzatlon and of thelr

rrespectlve shops. -~ S

&

. .

1 2. 6 Wntten policy and procedure provrde for effectrve momtormg
, and collection of accounts recelvable. : ,

5
: DISCUSS!ON In a business operation, managmg the accounts :
receivable is an 1mportan‘ iscal and marketing -process. [There
should be a written procedure for maintaining an accounts
regeivable file, defining responsrblhty for follow-up and handlmg ‘

overdue accounts.

1.2.7 Wrrtten pohcy and procedure govern the prrcmg of products made

for sale. - = _ , : - SRS

- DISCUSSION: The pricing of industries products is a sensitive issue -

- which obviously affects customer agencies as well as the industries
organization. The written statement on pricing policies and pro-
cedures should specify who is responsible, what fiscal dat-are used,

- how prevailing market data are obtained"and used and what staff
members routlnely are. consulted on pr1c1ng demsxons. S

A

o
e

..

1.2.8 Written policy and procedure prescribe at least an annual review
of the status of industries operating units which do not generate sufficient
revenues to offset the cost of” expendrtures assoclated wrth that operatmg
umt 3

: ADISCUSSION Generally, mdustnes programs are expected to. be,

self-supporting. "However, there may be valid reasons for main:
taining the- operatlon of an operating unit which. is not self- o
supporting. There are “also steps which can be taken to increase
reveniies or decrease expendltures It is important, therefore, that
there be an annual-review of cach operating unit not self- suppor-
ting to determine how the financial -situation can be improved
and/or whether the value of the unit is sufficient to justify con=
tinuation. This may be a part of the annual budget process but
should bea formal documented procedure.

feS

o

1.2.9 Written policy and procedure provide for pezpetual inventory
management, including provision for annual physical inventories of raw

- materials, work in process and finished goods. Minimum and maximum in-

ventory levels are estabhshed for commonly used 1tems.

__ DISCUSSION: None. o »

, //’P

1.2.10 There is, or the'agency can document efforts to obtain authority
for mdustrres to procure the raw materrals required for’ productlon.
, DISCUSSION: The ability to procure required.'raw 'materials as
- quickly as possible is essential to good customer relations, effective
_production -scheduling and marketing. Procurement activity -
should be competitive as assures lowest prices consistent with

delivery-and product specification requirements. Stocking of raw © S e

materials above customer order requirements should be approved °

by the authority in charge of the industrial operating unit. Sole
~source purchasing should be limited and subject to spec1f1c
justification. (See related standard 1 1 3)
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, 3 S AFETY SECURITY AND WORKING _ ’ PR I because many inmates do not have experience in comparable work - o R
S S : situations and therefore have less knowledge and understanding.of = ST ) AR
i CON DITIONS ' ' ; o : o ' - good safety practlces -
1.3.1 Policy snd procedure provﬁe that all industries programs meet | - 1,3.5 - Written polrcy,,and procedures rovrde for safety commlttees N . PR
applicable minimum federal, state and local work, health and safety stan- R ‘ whrch meet at least monthly and include input from inmate workers. o L e i
dards; there is documentatlon of at least annual health and safety Inspec- ne , o ‘ ‘ R
tions by federal state and/or local officials. o : w DISCUSSION: Safety comrmtte‘es are an 1mpertant safety manage- , , A Lo o
| . o e | ~ ment tool. There should be a committee for operating units as war- o R
DISCUSSION; Inmate work programs should meet all applicable re- i - ranted by size. Should the size or potential for safety problems not - o R Y
quirements for the safety and health of workers. A mechanism, - fi require an individual comnnttee, there should be one cormmttee ' ' ST e A ¢
such as safety committee, should be used to’conduct weekly in- . for the industries complex which includes at least one represen- - ' Vo e o
specuons and contmuously momtor the operatlon of the pro- , , : tative from each operatmg unit. Inmate workers should have input Rt oy
grams. : ; S RS § - into the committee whether formally assigned as members or not. ’
: : ' ' IR . - i ' Such committees should meet regularly tQ discuss safety issues and o : T e R
N o to condiict periodic inspections-of the work areas as supplements B B N R
1.3.2 Thereis documentatron of at leastm'eekly safety inspections of -0 = . or assists safety specialists’ inspections. The committee should - ° B
dustries facilities conducted by a persoi wrtc 4 special competence in the field - R | ’ ldentlfy unsafe conditions and practices and recommend remedres o R D _
of safety. Defrcrencles reported will be corrected. o . - ¢! LN to management. : o , BRI :
DISCUSSION Safety is a continuing problem.in ‘indu'stries, Frequent Lo o e ERE // ; ; 1 c "
‘inspections by safety specialists are necessary to ensure continuing . g . v ' ‘ e ’ . oA
- compliance with applicable health and safety regulations and with P e 1.3.6- Each mdustnes operating nmt has an accrdent record system . S
- sound safety practices. These inspections may be conducted by in- R S which includes a written analysis Of each accrdent o S - oo
stitutional personnel who hgve been assigned specxal respon- - : R i T & e
slblhtles and recelved safety trammge : 2 Lot i DISCUSSION As a check on the effecnven'*ss of* the safety program L " & L
s ; S A SR ; -and to identify problem areas, data on the extent and severity of REEIAL T,
" ‘ A - I accidents .are necessary. These should be collected in a formal, R
-1.3. 3 ‘Wiritten safety rules are establrshed and dIstrIbuted to all staff and ‘ o ok : documented method. Accident reports also provrde a_basis for o
inmates assigned te the program. These rules specifically mandate the ap- : £ T -+ assessing inmate claims Of industrial injury. L S s
propriate use of safety equipment and clothing. There is evrdence that the : R o ' ° S
) rules are enforced & , S , i g ' ‘ ' E e
S [ : : o B i 1.3.7 Each operating unit conforms to relevant safety standards in the ' R
L ., DISCUSGION: It is important that the industries program have safety - - handling and disposal of chemicals, waste materials and other potential at- e
,‘C:' . - rules. It is necessary that staff and inmates be made aware of these mospheric, soil or water, pollutants o , : ° = ’ VR
T - : . ) e
fgﬁ dFé?zasnu};; ;ﬁ;fsf)‘;‘;ca‘l;l Jﬁ;ﬁ;ﬁﬁ}ﬁs haye meaning and are en DISCUSSION: Control of mdustnal’ wastes and other types of en- [

~vironmental pollutants is a concern of industrial operations and

~ ~ociety generally. Correctional industries management must be -
“aware of the polluting effects of the various substances used in the
operation, including their handling and disposition to assure com- :
- pliance with appropriate community standards, whether Iegally o
bmdmg on the institution ornot. =~ 0

l_”,

1..9.4 A formal safety tralmng program is provrded for boih staff and
inmates in industries operating units, with documentation avarlable con-
cermng subject matter covered ard attendance.

e o DISCUSSION Safety tralmng can not be caﬁual and unstructured o0 : ' . :
"~ To be effective, it must be formalized. Sifety training covering ] 1 3. 8 There is documentatlon by an mdependente quahfred source that g
. ' safe workmg condmons and practlces is 1mportant for industries

the mdustnes operatmg units comply with the appllcable fIre safety code(s).

o

S

11 .
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DISCUSSION Local or state ﬁre codes must be stnctly adhered to in . ' f;: : | ' DISCUSSION: The evacuation plan ‘sh'ou1d"also, specify routes of
order to ensure the safety and well—bemg of inmates and staff in in- CIRE A ‘ - evacuation, subsequent dispositi\on and housing of inmates, and -
dustries units. Reports of periodic inspections and action with § ' ~ provision for medical care or hospital transportation for injured
respect to such reports must be available. In the event local and/or Lo . inmates and/or staff. Fire drills should include evacuation of all
-state codes-are not applicable, the requirements of the National R inmates from industries operating units.
Fire Protection Assoc1at10nL1fe Safety Code, (current edltlon) ap- % - B >
I | . : i
PY. , s 4 Securzty .
1.3.9 Wrrtten pohcy and procedure provrde for a qualified fire and safe-

1.3. 12 Wrrtten pohcy and procedure govern the control and use of tools
and equipment in the mdustnes program.

‘ty offrcer to routinely inspect industries operating umts for compliance with
safety and fire prevention s{andards, and for a review of this policy and
pr;ocedure annually; there is a weekly fire safety inspection of the industries
urits by a person with specral competence m the freld of frre safety

DISCUSSION: None. - S
. \\\\ ) ! - N
v 1.3.13 Written policy and procedure rdentlfy responsrbility for security in
./ theindustries area, including provision for periodic searches of the area to

control contraband, and defrnmon of the standards of security to be used.

DISCUSSION; None.

03

. ¥ 3 ’10 5 Written pohcy; and procedure specrfy frre preventron regulatlons :
and practlces. These mclude, but are not limited to the followmg | e

Provrsron for an adequate fire protectron service ' ’ v l}l‘}

A fire detection system : \ o o
A system of fire inspection and testmg of equlpment at least quarterl‘( ] K
An annual mspectlon by local or state frre offrclals or other qualified
person(s) ;

Avallablhty of fire protectron equrpment at appropnate locatlons
throughout the rnstltutlon.

L DISCUSSION: Security measures which 'affectvi'ndustries‘ OperatiOns, ‘
; staff and inmates should be specified in policy andcpr'ocedure. %

[/

; N

1 3.14 When private industries operate on institutional grounds, securi-
ty regulations. apphcable to facrhty personnel also apply to pnvate in-
dustnes personner.

)

a

| mscvssroN:Non.e. S e

B!

: DISCUSSION The admlmstratlon should plan and execute all % o
reasonable procedures for the prevention and prompt control of |
fire. The use of national codes, such as the Life Safety Code, can
help to ensure the safety of staff, mmates and v1s1tors

Working Coﬁditions

1.3.15 ertten policy and procedure require weekly sanitation inspec-

. tions of industries areas by a designated administrative staff member; at
least annual inspections by federal, state and/or local sanitation and health
officials, or other qualified _person(s), and, compliance with all applicable
laws and regulations of the governing jurisdiction. There is documentation

“by-an mdependent outside source that defrcrencles, if any, have been cor— ,
rected. ‘ ‘

o

1.3.11 There is a written evacuation plan prepared in the event of fireor =~
major emergency which is certified by an independent, outside inspector \
trained in the apphcatron of national fire safety codes. The plan is reviewed
annually, updated if necessary, and rerssued to the local fire _]unsdrctwn. ,
The plan includes the followmg 3 : S
Location of building/room floor plans ke
Use of exit signs and directional arrows for traffrc flow
- Location of publicly posted plan
At least quarterly drills in all institution locatlons

Staff drrlls when evacuatmn of extremel'g dangerous inmates may not
be mcluded ’

G

’DI'SCUSSION: The industries areas should be inspected at least an-
nually by appropriate government officials to ensure the health of
personnel and inmates. In addition to the regu1ar inspections by
governmental officials, industries areas should’ be inspected at

- least weekly by a-designated staff member who should submit a
written report to the warden/superlntendent documentmg defi-
ciencies wherever they occur. / o
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1.3.16  Industries units provide access to sanitary facilities for staff and

inmates, including toilets, drinking water and necessary washing facilities.

DISCUSSION: None. o

N

i

4. INMATE PERSONNEL PRACTICES

1. 4 1 Eachinmate work statlon in the mdustnes program is defmed by a

* written Job description.

.DISCUSSION Each work a551gnment in industries should have a JOb

“description including the requirements of satisfactory perfor-
mance. These descriptions should be based on the Dictionary. of
Occupatzonal Titles to permit comparability to jobs found in

~ private industry. The descriptions are important for training selec-
tion and evaluation of the performance of inmate workers and
should be used in any recruitment efforts (See related standard ’
L.5. 4) ' '

i

1.4.2  Written pelicy and procedure provide that the ‘number of inmates ,

assngned to mdustnes operatlons meet the workload needs of each
operating unit. :

DISCUSSION: To ensure that reallstlc workmg condmons prevall in
the industries operations, the industries management should be in-
‘volved in deterrmmng the number of workers necessary to handie
_the workload

1.4.3 There are, or the agency can document its efforts to develop, for-
mal training programs in mdusmes which have trade recogmtlon in pnvate
industry. :

Q9

DISCUSSION: Much of the training for inmate workers in industries

o s on-the-job training, appropriate for its purposes. There are,

however, opportunities for apprenticeship and other trade-
recognized training programs which lead to certification or licen-
sure. These 6pportunities should be identified and pursued actively
by industries management. Such programs provide trained

- workers and, if recognized by private industry and organized
labor, prov1de post-release employment opportunities. .

1.4.4 Job vacancies in industries are available to any inmate in the in-
stitution who meets the criteria for such an assignment and qualifies under
the job specifications. There is a procedure for advising the inmate popula-
tlon of such vacancies and for mterested inmates to apply.

K
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1. 3 16 Industries units provide access to samtary facilities for staff and
mmates, mcludmg tonlets drmkmg water and necessary washing facilities.

//)‘ DISCUSSION' None
i1

&

R
2

4. INMATE PERSONNEL PRACTICES

1.4.1 Eachinmate work station in the industries program is defmed bya

written job descnptlon.

DISCUSSION: Each work assignment in industries should have a ]Ob

~ description including the requirements of satisfactory perfor-
mance. These descriptions should be based on the Dictionary of
Occupational Titles to permit comparability to jobs found in
private industry. The descriptions are important for training selec-

- tion and evaluation of the performance of inmate workers and
should be used in any recruitment efforts. (See related standard .
1.5.4). ‘

hw

¢ 1 4.2 Written policy and procedure provide that the number of inmates

“assigned to industries operations meet the workioad needs of each
operating unit,

DISCUSSION: To ensure that realistic working conditions prevail in
the industries operations, the industries management should be in-

- volved in determining the number of workers necessary to handle
the workload.

1.4, 3 There are, or the agency can document its efforts to develop, for-
mal training programs in industries which have trade recognition in private
industry.

DISCUSSION: Much of the training for inmate workers in industries
is on-the-job training, appropriate for its purposes. There are,
however, opportunities for apprenticeship and other trade-
recognized training programs which lead to certification or licen-
sure. These opportunities should be identified and pursued actively
by industries management. Such programs provide trained
workers and, if recognized by private industry and organized
“labor, provide post-release employment opportux)j’éies., ;

/
/

1.4.4 Job vacancies in industries are available to any inmate in the in-
stitution who meets the criteria for such an assignment and qualifies under
the job specifications. There is a procedure for advising the inmate popula-
tion of such vacancies and for interested inmates to apply.
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DISCUSSION: Work opportunities in institutions are limited
generally as are the opportunities to earn money or other incentives
normally provided in industries. Therefore, there should be an op-
portunity for all inmates to learn about job vacancies in industries
and have an opportunity to apply if they are interested and
qualified. Inmates must meet whatever security criteria apply
before they can be considered for employment.

1.4.5 Written policy and procedure specify linkages between industries
and both academic and vocational education programs which may include
providing trained inmates for industries, training programs for inmates

- working in industries, and live work projects from industries for vocational
shops.

DISCUSSION: Industries, academic education, and vocational train-
ing are three elements in a broad occupational training program.
They should work closely together in training inmates.

1.4.6 Written policy and procedure provide a normal work day for in-
mate workers in industries which, including breaks but excluding meals, is
at Jeast equivalent to that of the industries supervisors less one hour.

DISCUSSION: To provide a realistic work program whicﬁ enables in-
mates to develop good work habits and attitudes, it is important
that the work day approximate that normally found in private in-
dustry. Because of supervisor and custodial staff work shifts, it is
difficult to create a normal eight hour work day in industries. A
work day which is at least the equivalent to that of the industries
supervisor less one hour, including regular breaks but excluding
meals is a realistic expectation for full time assignments. Thus, if
the pogmal work day for supervisors is eight hours, the work day
for inmate workers should be at least seven hours. This provides
staff with ample time before the inmates arrive and after they leave
for preparation, clean-up and other supervisory responsibilities.

1..4:7' The number and duration of inmate workday interruptions are
minimized through rescheduling of staff assignments and inmate activities.
Written policy and procedure govern the conditions under which inmates
may be absent from work. PR :

[ e : . .
L\DISCUSSION: One of the most serious deterrents to the maintenance

* of arealistic workday for industries operations is the number of in- <

4

/ v . . . . s ee . . LI »
<\take part in other institution activities, or use institution service

" iy

/mate absences taken to meet with other institution staff inembess, -

[A)

£

1]

facilities. Rescheduling of staff assignments and institution ac- .
tivities can minimize these interruptions and still enable industries
inmates to have access to institution services and programs.

1.4.8 All inmates working in industries receive financial remuneration

‘based on the level of skill required by the job and the quantity and quality

of their work.
DISCUSSION,: Inmates working in industries should be paid suffi-
cient wages so they can make purchases from the‘canteen and ac-
cumulate funds to assist them upon their release from prison. Pay
should be related to job performance. L

1.4.9 Written policy and procedure outline the pay plan for inmates

assigned to industries, including bonuses, if used. Copies of the pay plan

are distributed to staff and made available to inmates. Tke pay plan is

reviewed annually, and updated if necessary. )

DISCUSSION: Any pay plan used should identify rates of pay, per- 5
formance requirements and the method of awarding pay increases.

When bonus payments are made, the plan should identify bonus

pay increments, requirements tc achieve bonuses and method of
calculation. Both staff and inmates should be made aware of the

details of the pay plan. - -

) Lo vl
1.4.10 Where ‘““good time” or other senterice reduction credits are
awarded to inmates in the industries program, written policy and procedure
define the standards to be met and require that supervisors review their
recommendations with the affected inmates.” :

DISCUSSION: There should be clear and objective standards govern-
ing the awarding of sentence reduction credits when they are
authorized statutorily. Inmates should be informed of the super- *
visory recommendations on such credits. '

1.4.11  Written policy and procedure define the types of incentives pro-

vided for inmates assigned to industries, their purposes, the governing con- -

ditions and persons responsible for authoriziiig such incentives, : :

. DISCUSSION: Special incentives in addition to pay may be provided
to reward inmates working in industries, such as special housing

- and extra privileges. Policies and procedures governing such incen-
tives should be written and made available to staff and inmates.

0
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1.4.12 Equal employment opportunifies exist for inmates in each » ' ' DISCUSSION: Supervisors of industries operations should evaluate .
operating unit of the industries program, i 4

\ the performance of inmate workers at least every three months. At
T ” T the time of separation,.a final report should be prepared on each 1
. S ’ DISCUSSION: An equal opportunity employment program for in- ° R worker regardless of time spent on the job or time lapsed sincethe = o o
e * mates is essential to ensure that all racial and ethnic groups par- ’ 8 last evaluation. A standardized written form should be used for ‘ 4 N
- q\ | ticipate equitably in the industries program. There should beap- - N this purpose. The inmate should receive a copy and a copy should . y
N Ty propriate balance of racial and ethnic groups in each of the | be placed in tbz inmate’s central file. The final evaluation should i :
i
}

separate operating units of industries. Management should have a o be aviilable t& parole hearings and for postrelease employment ef- .
means of mnrutormg this regularly. - o v ¥ forts.

- AR
oo g
P b = 3
AT
C

) o 1413 M mstltumons with both male and female inmates, written policy
4 AR and procedure provide for equality of assignment to mdustrres jobs. Excep- .

s tions are justified and documented. . 1
o ! e
Sy DISCUSSION: Sex should not be a factor in the selection and assign- ‘ : : ’ '
S ) ment of inmates to industries. However arranged, female inmates ; ’
v should have opportunities equal to the male inmates in regard to
B job assignments, promotional opportunities, pay scales, incentive A
. plans, earning of good time credits and training opportunities. _ : S

8 1.4.14  Orientation material provided to newly arrived inmates includes ' ‘ . 2
mt‘ormat;on about the industries program, jobs'available, pay rates, incen- s ‘ . . ‘ DR
tives off¢ red and instructions for application. o : '

[P

DISCUSSION: New inmates should have an opportunity to learn

! about the industries program and make an informed demsron ; e
! about possible participation. . . °

N )
sar . i

!

-

o
=

-

S

i ~

1.4.15 Policy and procedure provide for inmate orientation to employ- ~ : :

ment conditions, including safety and operatmg instructions for equip-
‘ ment, hours of work, the pay plan, special rhles and personnel policies af- ' '

fectmg the inmate worker. There is a wntten acknowledgement by the i m-

mate of the receipt of this mformatron. |

“ rd

DISCUSSION: None. , | R ‘ N »\ V : , o

k]

k)

N

i 5

&

Y]

: 1.4.16 Thereisa uniform system with estahllshed criteria through which : , . LRI ~ s
inmates working in industries receive written |performance eyaluations at G . , , - ‘ .
least quarterly, These evaluations are revlewed\ with the inmate and a firal 1 o : : :

evaluation is prepared and placed in the mmate S master file at the time
employment is terminated,
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v * 5. SHOP PRACTICES 1.5.5 < Thereis a wntten procedure for scheduling and control of work C}@ PeEaR e g
: , orders for each industries operatmg unit. k o _
. , 1.5.1 Each industries operating unit has a written quality control pro- . . I . | R S
’ 0 cedure whichprovides for raw material, in-process and final product in- - °  DISCUSSION: Each industries operating unit should have a written ol e e
. i spec non k procedure governing the scheduling and control of production as L
: L . : ; appropriate to the method of operating-of that unit. If possible, v | ERRERR
; - DISCUSSION: Quahty control plans should stress per;odxc mspec- g there should be a visible record posted such as a schedule board or e e
0 R A tions during creation of the product as well as a final inspection of chart to which workers and supervisors can refer for easy check of ‘ : ‘
é Ly [ k the finished product. A quality control plan also must include pro- ,; the current status and schedule of ex1st1ng projects or work orders.
1 duct specifications and tolerances or dimensions as well as produc- | ° i R
. , i ‘ tion techniques. Use of mechanical devices such as gauges,-sizing R )
E ‘ IR boards an dqcolOr chips should be used where appropgriatge - Quali t)gr ol 1.5.6 There are- wntten product speclflcatlons and drawmgs, w!nere re- .,
. S O AT I - control records 'sh ould'bé maintained and used for training pur- quired, for each itém regularly produced in each industries operating umt. :
‘f} B o : ggggsu c'tl"flnesr;elgjlgnbe 100 per cent, random or statistical sampling DISCUSSION: It is 1mportant for marketing as well as productlon D En e e e
: : ‘ “ that there be a written description of each itém regularly produced : S T
¢ 4 . R S _ ' by industries. This should incliide raw materials used, dimensions, g -
. , E L 5 2 When required by statute, food products that are grown or pro- methods of production, special characteristics and any other infor- - : RE
: PRI I R U duced in agricultural units of industries are mspected and approved by the mation necessary to ensuré that items produced in the future are i
o T appropriate government agen& S ‘ equal to those produced in the past..Changes in any of the product . h
E A . S : . characteristics are documented and must be approved by industries e
LA T o DISCUSSION: Some industries programs include agricultural ac- ‘management personnel. N P e :
b e R tivities which grow or produce food for use in mstltutxonc*‘eedmg , : A
e , T S All foodstuff should meet or surpass governmental quality stan- . : B
- B A dards. Where appropriate and practicable, grading practices used = - 1.5.7 There is a current written inventory of equlpment for each in- L
k ‘m S ‘l‘; | commercially $hould-be used also by mdustrxes ) dustries operating unit. | = i e
R R I e 153 There isa dlStl'lbl.l]Oll system for agricultural units of mdustnes g::gg:sgﬁ’eghe{:s :igzgéqtg?ngﬁsﬂgﬁ;ﬁ?;ﬁfgﬁtysgi S%ullggggt RE ’ [
T - S T D (RSN that en ompt* . ) R o ,
¢ S L e enisures promp dehvery of foodstuff to mshtutxon lutchens : k ed to the i mvemory as it is acquired. The inventory may be main- T
S e PR S DISCUSSION: None \ ‘ : L Lo “‘tained in the s/uperwsor s office or the accounting office. ,
RS i e o T R L e S | Q | |
Vi e e R e 1.5.4  There are written productivity standards for indjvidual work sta— | ‘ 1.5.8 Written policy and procedure provide-for the maintenance of N '
e BT TR T tions and for each operating unit that specify the work output a trained i in- e equipment in each operating unit to include a preventive maintenance pro- e
L T e L E ~ ~mate worker should produce. ) o gram. Down time logs are maintained on major equipment items. - ) e
) Sl e it : DISCUSSION Productivity standards are necessary for many’ » DIS  3SI N The mz}intenance of equipment is important not onl:,: S BRI  E
R L reasons including production scheduling, performance’evaluation, ~ = for.productlon,effiuency, but also for:_‘saf_ety of ogerators:Asouna S TH L e e
T T T . and sales and financial forecasting. The establishment..of such ' maintenance program includes planned (preventive maintenance A S :
SN E R T s T standards in private industry may involve very soph]stlcated in- with responsibility for such work defined arid a record mamtaxned " R e
e e dustrial engineering processes. For industries, such standards need ~ - of the work done. Qe | | BTSSR
LA e ~ notbethis precise but may be based onlvonsupervmoryest/mates. STy e ) 7 o T g e T T R T e
LR B S e D There should be a written record of these standards, theethod o L N - B L
S R R ETEE - whereby they were developed and provision for perlodlc\Te\v;ew Sl el 1.5.9 Each operatmg umt has procedures to ensure accountablllty for k T g
o O L . .and updatmg (See related standard 1.4. 1) N T e °  tools, raw materials, components and fmlshed products : e Ly T i
o i T S AT e
o 3 ,’ /‘,‘,Q, . 4; s Sk ¢ g \\0“ '\ .
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every effort be made to reduce losses of equipment and products
made by lndustnes.

DISCUSSION: Security and production requirements require that

6. MARKETING

N OTE These standards apply prmmpally to central office/ parent agency

" operations.

1.6.1 Written policy and procedure govern the marketing of industries

products. Responsibility for the marketing functior is fixed in the organiza-

non¢ : ) , .

- DISCUSSION: Marketing of industries products even with a man-

. datory state-use law is important. The marketing program should
include not only sales and processing customer orders, but also
customer service, pricing, promotional activities, preparing bids
where necessary, customer complaints, customer information,
product design and quality, market research and sales forecasts.

1.6.2 Written policy and procedure provide a formalized process for

receiving orders from customers, transmitting the information to the ap-
propriate operating unit, if necessary, and acknowledging customer recelpt
of the order and anticipated date of decision, 1f requested

DISCUSSION~ Good busmess practice requlres a formal process for
handling customer orders.

1.6.3 Written policy and procedure provide for the identification and
timely processing of ali customers’ orders to avoid late or delayed delivery
of orders. There is a system to identify early those orders likely to miss their
promised delivery: dates, and to take whatever corrective action necessary,
including prompt notification to the customer.

. DISCUSSION: Industries have a responsibility to customers for time-
ly delivery as does any vendor. Circumstances can cause orders to
be late. There should be a process to identify such orders, advise
the customer and take whatever action necessary to complete the.
order as socn as possible. ‘

1. 6 4 Written policy and procedure provnde a process for customer com-

plamts about industries producis or service. This process includes a method

- for mveshgatmg the complaint;. takmg appropnate action and reportmg

back to the customer.

DISCUSSlON None. o
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1.6.5 Industries use promotional materials and meth,a)rés to aid in the
marketing of their products. o -» D

DISCUSSION: Catalogues, slide presentations, samples, price-
schedules, promotional fliers, trade fairs, exhibits and other
/ﬁimilar promotional activities are important marketing tools.

o

/ :
1.6.6 Written policy and procedure governing market research activities
include, but are not limited to, collection of pricing data, eXpanding ex~
isting markets, locating new markets for present and potentially new
products, o ' L B
DISCUSSION: Market research is important to provide data on pro-
duct prices for assistance in pricing decisions and to evaluate possi-
ble new products. : :

'APPENDIX A
References For%ée With Standards

American Correctional Association
4321 Hartwick Rd., Suite L-208
College Park, Maryland 20740

““Code of Ethics” » »
Library Standards for Juvenile Correctional Industries

American Soci"ety of Heating, Refrigeration and Air Conditioning Engi‘%%eers

345 East 47th Street
NewY. ork,’New York 10017

ASHRAE Handbook and Product Directory = °

Building 'Officials"and Code Administrators International, Inc.
17926 So. Halsted Street S :

Homewood, Illinois 160430

The BOCA Basic Building Code/1978
Iluminating Engineering Society of North America
345 East 47th Street :

New York, New York 10017

National Academy of Sciences

- 2101 Constitution Ave., N.W.

Washington, D.C." 20418
Recongmendéé ﬁietary Allowances = -

National Fire Protection Assbciat’ion
470 Atlantic Ave,. o
,Broston? Massachusetts 02210 -

Life }Sv'afet_};’ Code

United States Office of Personnel Mé,nagement
1900 E Street, NN-W. o
Washington, D.C. 20415

State Salary Survey
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AMERICAN CORRECTIONAL ASSOCIATION
: | R  Staff | -
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=
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ACA Services, Anc. oo

Ron W. Jackson, Manager
Membership Services ~ ~ . :
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Edward McMillan, Finance -~ Production Manager/: : :
‘and Administrative Officer ~ ~ Art Director. : ;

Marge L. Restivo, Manager
Congress/Committee/Advertising Division

William .J. Taylor, Manager
Education/Training/ Technical Assistance
Delegate Assembly e

i Executive Committee -

Amos E. Reed, President, Washington
H. G. Moeller, President FElect, North Carolina
Norman A. Carlson, Past President, Washington, D.C.
Joann B. Morton, Vice President, South Carolina
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Anthony P, Travisono, Executive Director, Maryland

| Board of Governors - , ; RN 2

Les Belleque; Oregon - George G. Killinger, Texas LhEs L
Frank B. Bishop, Virginia ~ Thdmas J . Northern, 111, Virginia , R e
James T. Black, Washington, D.C. Marcella Rapp, Colorado '
Jacqueline Crawford, Arizona J. Bryan Riley, Massachusetts
Doris R. DeHart, Virginia Carl Robinson, Connecticut
Gerald M. Farkas, Maryland ‘Sue Shirley, Texas R
George A. Hardesty, Kentucky ‘Rex Smith, Maryland ‘ g TN s
Perry M. Johnson, Michigan Ruben M. Torres, Texas o ‘ L e T e e
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‘ Pearl S. West, California .
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& Elected Members

James Atchison, Kentucky

* Allen L. Ault, Georgia

Donald G. Austin, Texas

- Thom W. Baxter, Texas

Alfred R. Bennett, Indiana
Robert G. Britton, Alabama
Alfred E. Buscher, Illinois
Nathaniel Caldwell, Colorado

" Raymon J. Cowans, Virginia

Su Cunningham, Texas

Mary Davis, New York

Rendell A. Davis, Pennsylvania
Hugh C. Dismukes, Texas

Paul H. Hahn, Ohio

Allan C. Hubanks, Florida
Gail D. Hughes, Missouri
Howard J. Johnson, Wisconsin
Jalene Jones, Texas

James Jordan, Illinois

Daniel H. Joy, Sr., Louisiana
Paul W. Keve, Virginia

Al Maresh, Minnesota &
Carla ‘Mathis, Florida o
Lane Murray, Texas

Vicki Myers, Missouri

Vergil M. Pinckney, Michigan
Harry W. Poole, New York
Richard L. Rachin, Florida

Jim G. Ricketts, Colorado

Griffin Rivers, Louisiana -
William B. Robinson, Pennsylvania
Felix Rodriguez, New Mexico

Paul Root, Michigan

R. O. D. Schoenbacher, Hawan

L. D. Smith, Idaho

- Harold A. Spradlin, Virginia

Victor G. Strecher, Texas
Sidley E. Sullivan, Illinois
Edward F. Tripp, Missouri -
Olin Turner, South Carolina
H. Buddy Williams, Nebraska
Ronald E. Woods, Virginia
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Past Preszden s

Myrl E. Alexander, Florida

- George Beto, Texas

John W. Braithwaite, Canada
Gervase Brinkman, Illinois -
John C. Burke, Wisconsin

. Joseph S. Coughlin, Illinois
Parker L. Hancock, New Hampshire

Harold V. Langlois, Massachusetts
William D. Leeke, South Carolina
Peter P. Lejins, Maryland

O. J. Keller, Jr‘, Georgia

Ellis C. MacDougall Arizona
Richard A. McGee, California
Sanger B. Powers, Wisconsin
'E. Preston Sharp, Florida
Maurice H. Sigler, Florida :
W. Frank Smyth, Jr., Virginia
Harry C. Tinsley, Colorado ,
Louie L. Wainwright, Florida
Martha E, Wheeler, New York

Roberts J. Wright, Maine

Appointed Members
Representing Affiliate Ol/‘gdﬁizations
| (i

S. W. Wing, Washmgton
American Association of Cor/ectzonal Psychologists
Jess Maghan, Maryland =
American Association of Correctional Training Personne[
Cal Harvey, Colorado
American Association of Ex-Offenders in Criminal Justice
John S. Zil, California

American Association of Mental Health Professionals in Corrections

Edward J. Stelle, Oregon
Amerzcan Correctional Chaplains Association
Al Richardson, Utah )
American Correctional Food Service Association
.John P. Solomon, South Carolina
American Correctional Health Services Association
John C. Maloney, South Carolina =
American Probation and Perole Association
Elmer H. Johnson, Illinois
Association for Correctional ;'.gesearch and Statistics
Arthur W. Pohlen, Nebraska
Association of Juvenile Compact Administrators
W. V. Kaufman, Jr., Illinois
Association of Paroling Authorities
‘William K. Willis, Ohio
Assoczatzon of State Juvenile Justice Administrators
Robert J. Watson, Oregon
Association of State-Correctional Administrators
" Susan M. Hunter, lowa
Association on Programs for Female Offenders
Delmar Huebner, Wisconsin
Central States Corrections Association
Thomas O; Moore, Colorado
Colorado Correctignal Association
Jerome C. Hinson, Texas
Correctional Education Association /
Robert Hougliton, Georgia
Correctional Facjlities Association
Tom J. Crim, Washington, D.C.
Correctional Industﬁ”zes Assoczatzon Inc.
- Jack R. M. Pjerce, Maryland
Correctional Servzpe Federation—USA
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Paul Chandler, California
Federal Probation Officers Association
Michael A. Berg, Florida
Florida Council on Crime and Delinquency
Mike Mahoney, Illinois -
Hlinois Correctional Association ”
Linda Heede Cress, Indiana
Indiana Correctional Association
Tom H. Christensen, Missouri
International Halfway. House Association
Richard S. Jenkins, Iowa
lowa Corrections Association -
David R."McKume, Kansas
Kansas Correctional Association
Dewey Sowders, Kentucky
Kentucky Council on Crime and Delinquency, Inc.-
G. Joseph Putnam, Louisiana o
Louisiana Council on Criminal Justice, Inc,
Patricia Phelps Schupple, Maryland

Maryland Probation, Parole and Corrections Association

Salanda V. Whitfield, Maryland’
Middle Atlantic States Correctional Association
Audrey J. Bakke, Minnesota
Minnesota Corrections Association

George Shaw, Missouri ‘
Missouri Corrections Association
- Samuel Sublett, Jr., Illinois

National Association of Juvenile Correctional Agencies

Jim Ivey, Florida '
National Correctional Recreation Association
" Diana Gordon, New Jersey
National Council on Crime and Delinquency
John R, Newhart, Virginia
Natiorial Jail Association
Perry Tchorni, New Jersey
National Juvenile Detention Association
Larry A. Tewes, Nebraska
Nebraska Correctional Association
Raymond K. Coniff, Majne

New England Correctiona[ Coordinating Council, Inc.

Les Beaird, Texas

North American Association of Wardens and Superintendents

Theresa G, Williams, North Carolina
North Carolina Correctional Association
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; David L. Blodgétt, Ohio
:Ohio Correctional and Court Servicesk Association
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Oregon Corrections Association t
Victor E. Townsley, Louisiana

Parole and Probation Compact Administrators Assqciation
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- South Carolina Correctional Association
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Southern States Correctional Association
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Tennessee Correctional Association
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Texas Corrections Association
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Code of Etﬁics

AMERICAN CORREC’EIONAL ASSOCIATION

The American Correctional Association e‘\'pects of its members unfailing honesty, respect
for the dignity and individuality of human beings, and a commitment to professionai and
compassionate service. To {\hzs end we su SCI‘IbC’ to the following principles.

Relatioriships with chents/cm\eagues/othér professidus/the public—

Members will respect and protect the civil and legal rights of all clients.

Members will serve eac} h case with appropriate concern for the client’s welfare and
with no purpose of per Lonal gain. p

Relationships with colle

within the professmn a hd improvement of its qualxty of service.

Statements cntlh al of | olleagues or their agenciés will be made only as these are
verifiable and construu:v:@n purpose.

Members will respect the importance of all elements of the criminal justice system and
cultivate a professional cooperatnon with each segment.

Subject to the client’s rights of privacy, members will respect the public’s rxght to
know, and will share information with the public with openness and candor.
Members will respect and protect the right of the public to be safeguarded from
criminal activity.

» Professional conduct/practices— i)

e
No member will use his official position to secure pnvﬂeges or advantages for hlmself ,
No member will act in his official capacity in any matter in which he has personal in- -

terest that could in the least degree impair his objectivity.

No member will use his official position to promote any partisan political purposes.
No member will accept any gift or favor of a nature to imply an obligation that is in-
consistent with the free and objective exercise of his professional responsibilities,

In any pubhc statement members will clearly dlstmgmsh between those that are per-
sonal views and those that are statements and positions on behalf of an agency.
Each member will be diligent in his responslblhty to record and make available for
review any and all case information which could contribute to sound decisions affect-
ing a client or the public safety. o

Each member will report without reservation any corrupt or unethical behavxor which
could affect either a client or the 1ntegr1ty of the organization. :

Members will not discriminate against any client, employee or prospective employee
on the basis of race, sex, creed or national origin.

Each member will mdintain the integrity of private information; he ‘will neither seek

personal data beyond that needed to perform his responsibilities, nor reveal case infor-
mation to anyone not having proper professional use for such.

Any member who is responsible for agency personnel actions will make all appoint-
ments, promotions or dismissals only on the Jbasis of merit and not in furtherance of

partisan political interests. w

{Adopted August 1975 at the 10S5th Congress of € nnl‘cliun) . o
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gues will be of such character as to promote mutual respect
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