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Foreword

[n the foreword for the first edition of this manual it was noted that probation and parole
services were being criticized for their apparent ineffectiveness. Now, three years later, it is
still pertinent to note the fact of these criticisms, but the constructive and spirited responses
to these criticisms which have appeared have been heartening. These responses have not just
been an instinctive defense of an old friend among our correctional programs, Parole ser-
vices in particular have undergone some close reexamination regarding their place in the cor-
rectional process, and a substantial effort has been made to make improvements where the
critics have convincingly pointed to defects.

[tis to the credit of professionals in corrections that they have responded to criticism with
descriminating objectivity and have been able to take positive steps toward constructive
change. In this general context of critical reappraisal the American Correctional Association
and the Commission on Accreditation for Corrections have noted the experience with the
probation and parole standards and have worked to revise them with careful concern for the
best practices of each respective service. Whatever the findings may be in the research on
program effectiveness, the public is entitled to the best protection it can obtain, the most ef-
ficient management of its correctional services, and a dependable level of accountability
from correctional management. The Association and the Commission have the responsibility
through constant refinement of standards, to help define and ensure a high level of manage-
ment quality.

Through the conscientious work of thoughtful professionals in probation and parole, the
standards was reviewed and revised to define the best modern concepts, The labor of ac-
complishing this was made easicr and more rewarding by the growing enthusiasm with which
the accreditation process has been aceepted by the whole corrections field. Standards and ac-
creditation provide the most visible guide and cffective encouragement in the growing
momentum for change.

The Association and the Commission are truly grateful to the many corrections profes-
sionals whose hard work and insight have been brought together in the committee work
which produced this new, up-dated edition of standards for probation and parole,

Anthony P. Travisono
Executive Director
American Correctional Association
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Preface

This volume of Standards for Adult Probation and Parole Field Services represents a revi-
sion of the Manual of Standards for Adult Probation and Parole Field Services printed in
1977 by the American Correctional Association and the Commission on Accreditation for
Corrections. The original Manual was a monumental first for practitioners in the area of
field services: they joined with representatives of other correctional disciplines to codify a set
of operational standards that could serve as a measure of good practice and facilitate agency
accreditation by the Commission on Accreditation for Corrections.

The second edition, Standards for Adult Probation and Parole Fields Services, represents
a continuation of the American Correctional Association commitment to update and codify
the best of correctional practice as a service to its membership. The review and revision pro-
cess utilized the experience of the Commission with the accreditation process and a distilla-
tion of the impact of current legislation and case law.

The burgeoning population of correctional institutions has prompted a reawakening of the
common sense value of community-based services as represented by probation and parole,
The American Correctional Association has a long established policy of support for sound
and effective noninstitutional services. The Association is also committed to the promotion
of national standards as a key element in the development of effective programs to serve of-
fenders and the public welfare. The future impact on national policy and practice is an im-
portant aspect of standards, and the voluntary accreditation process of the Commission on
Accreditation for Corrections is an important utilization of the second edition.

Appreciation is extended to the ACA Committee on Standards for review and comment.
The Committee on Standards Resource Subcommittee composed of Charles J. Kehoe, Rudy
F. Guillen, Julian Pugh and Samuel Sublett Jr. did yoeman’s work in the review process for
this second edition. Special appreciation is accorded to Donald Atkinson, principal consul-
tant, as well as to the other consultants who participated in drafting and field testing the
standards during the revision process. An ACA Resource Subcommittee was also convened
to advise the consultants as to those revisions which might be most appropriate. The Sub-
committee members contributed immeasurably from their extensive experience as successful
practitioners. :

Special appreciation is also extended to the Commission Resource Team which worked so
diligently in their review of the standards. The Resource Team was chaired by Marcella C.
Rapp, and composed of Ralph A. Jefferson, Irvin M. Riedman and Joseph R. Rowan. Ap-
preciation is further extended to the full Commission for its review.

A field test of draft revisions was conducted jointly with the Division of Probation and
Parole of the Missouri Board of Probation and Parole and the St. Louis County Department
of Justice Services. Additional field tests were conducted at the Kanawha County Probation
Department, Charleston, West Virginia and with the Division of Adult Parole Services of the
Colorado State Board of Parole. The participation and concern expressed by individuals in
these agencies provided a significant contribution to the final version of the standards.

A special note of thanks is due Dr. Dale K. Sechrest, Director of the ACA Correctional
Standards Program. Dr. Sechrest, who was ably assisted by Alexandreena D. Dixon, Susan
A. Dunn and the ACA staff, provided the tremendous effort required for the rewriting of
several drafts and the final language and format of the manual.

An equal level of participation was provided by Dr. Robert H. Fosen, Executive Director
of the Commission on Accreditation for Corrections and members of his staff. Sharon L.
Johnson served as the Commission’s primary staff person for the revision effort.

This edition of the standards has been endorsed by the American Probation and Parole
Association through its President, John Maloney. Gail D. Hughes, Chief State Supervisor
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for the Missouri Division of Probation and Parole was the principal coordinator of this ef-
fort, having also participated in the field test of the standards in Missouri.

Finally, the entire effort was made possible by the continued support of Anthony P.
Travisono, Executive Director of the American Correctional Association, and Nick Pappas
and staff of the Program Management Team, Office of Criminal Justice Programs of the
Law Enforcement Assistance Administration.

Samuel Sublett, Jr. Robert J. Watson

Chairman Chairman

ACA Committee on Standards Commission on Accreditation
for Corrections
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Introduction

Probation and parole field services continue to be a vital component of not only the cor-
rections system but also the overall criminal justice system. As noninstitutional measures,
probation and parole are generally recognized as alternatives that need to be given even
larger and more dynamic roles in a comprehensive response to the national dilemma about
crime. Certainly they are seen as part of the solution to the current overcrowding that
adversely affects the institutional component of the system. However, the full extent of the
use of probation and parole has yet to be determined.

As with any public service, particularly one that faces potential growth, probation and
parole have not escaped criticism and controversy. The healthy aspect to the controversy is
the resulting array of responses which should lead to better field services based on increased
knowledge and understanding. Probation and parole field services, as any component in the
corrections continuum, should benefit from a refined definition of purpose.

Recent reappraisals of parole have been so extensive that a few states have made substan-
tial changes in their parole laws, and the general literature has been enlivened with writings
which suggest that parole might well have little or no place in future correctional systems.

The healthy quality of the controversy is seen in the reactions: the writings that have come
forth to defend or reappraise and explore the values of both probation and parole. Such
reactions should lead to the shaping of better services based upon more perceptive
understandings. Particularly encouraging is the new appreciation of ways to conduct both
probation and parole with a quality of fairness. There is a growing appreciation of the need
for a civilized society to apply its standards with dedicated impartiality to all conditions of its
citizenry. A characteristic of a mature society is the acceptance of the principle that fairness,
even to the least of its members, must be supported as a virtue. Accordingly, an important
aspect of probation and parole standards is the enforcement of practices which support cur-
rent concepts of basic fairness to offenders under supervision.

One effect of argument in behalf of abolishing parole has been to emphasize the sensitive
interrelationships that exist within the criminal justice system. Even if an impressive case
could be made for the abandonment of the practice of parole supervision, the weight of the
argument shifts immediately when consideration is given to the extent of the imbalance this
must cause in the total system. Probation and parole exist in a fragile balance with sentenc-
ing practices and institutional systems and any restatement of purpose in scope of respon-
sibility must consider the simultaneous compensating adjustments required for the others to
maintain the balance.

Probation and parole remain vital elements in the larger system and in fact, their impor-
tance seems lately to be emphasized by the crippling overload that has affected the institu-
tional component in the system. Without probation and parole the extent of overcrowding in
our correctional institutions would be much worse. Furthermore, the potential capability of
probation and parole to serve as effective and sufficient criminal justice sanctions has
seldom been realized due to lack of support, resources and sound professional working con-
cepts. The increasing importance of probation and parole to the correctional system requires
the determination of proper standards for their design and conduct. The standards will pro-
mote additional efforts to create more effective policy and procedures systems which will
provide better public protection and improved supervision and guidance to offenders.

This set of standards for probation and parole field services has a close companion in the
Standards for Adult Parole Authorities, which was recently revised and published as a se-
cond edition. Although parole authority functions and parole field services are sufficiently
separate to justify separate sets of standards, they must be closely interrelated in practice,
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both in their philosophical bases and with respect to practical, coordinated case manage-
ment.

In this context of need for the coordination of efforts in all areas of corrections and the
new emphasis which is most certainly being placed on probation and parole, the need for
comprehensive national standards for field service operations are critical.

Revision of the Standards

The American Correctional Association and the Commission on Accreditation for Correc-
tions originally responded to the need for standards by publishing the Manual of Standards
Jor Adult Probation and Parole Field Services in 1977, As with all ten manuals of standards
published by the ACA and the Commission, the volume for field services was a product of
the experience and expertise of the professionals in the field. This revised edition has the ad-
ditional advantage of incorporating the experience of using the standards in the accreditation
process administered by the Commission.

This second edition, Standards for Adult Probation and Parole Field Services, was re-
viewed by committees of field service practitioners to ensure that the standards continued to
reflect current knowledge relative to good practice. Also, before the standards were pub-
lished, they were field-tested in several probation and parole agencies. Final approval was
the result of their review and acceptance by both the American Correctional Association
Committee on Standards and the Commission on Accreditation for Corrections. The
members of the Commission and the Committee are active professionals who represent a
cross section of the field of corrections.

From this process of initial publication, use in the accreditation process, reformulation,
professional review and final approval has come a revised set of standards which represent
the current consensus of the best probation and parole management practice.

Accreditation

A probation or parole agency wishing to participate in accreditation must contact the
Commission on Accreditation for Corrections in order to formally enter the process. After
acceptance for the process by the Commission, the agency completes a self-evaluation to
determine compliance with the standards, compiles documentation to support compliance
and develops plans of action to correct all deficiencies. After acceptance of the self-
evaluation report by the Commission, and as the required compliance levels are attained, the
agency can request an audit to verify compliance. This on-site audit is conducted by a team
of trained Commission consultants.

The standards allow for the measurement of acceptable performance in achieving objec-
tives. For purposes of their application in the accreditation process, they are minimal re-
quirements and should be exceeded whenever possible. When they are met, it is expected that
every effort will be made to maintain performance at the level designated in the standards.
Each standard has a weight of mandatory, essential or important, which is used in determin-
ing compliance levels for accreditation. Mandatory standards address conditions or situa-
tions which could become hazardous to the life, health and safety of offenders, employees
and/or the public. Without exeption, all mandatory standards must be met for purposes of
accreditation. In addition, probation and parole agencies must meet 90 percent of the essen-
tial standards and 80 percent of the important standards in this edition, as well as any other

criteria stipulated in the policies and procedures of the Commission on Accreditation for
Corrections.

Xvi

Most standards require evidence of written policy and/or procedure in specific areas of
operations. Policy and procedure are crucial elements in the effective administratior} of an
agency and are heavily emphasized in this edition and in the accreditation process. Since an
understanding of the meaning of these words is necessary to the use of the standards they are
fully defined in the glossary and in the following discussion. . ‘ .

A policy is a statement of principles which guides the agency in the attainment of objec-
tives. To comply with a standard which requires a policy for a certain area, there must be not
only a written statement of policy, but also evidence that an action or a principle has been
adopted and is being followed by the agency. . .

A procedure is a method of performing an operation or an outline of the sequential ac-
tions that must be executed to ensure that a policy is fully implemented. Policy and pro-
cedure may both be required by the standard, in which case documentation demonstrating
implementation of the procedure would also be necessary.

Conclusion

The Association and the Commission, in promulgating these standards for probation and
parole field service agencies, see them as more than just a tool for accreditatjon. Genera}ly
they represent, as they must, a higher quality of operation than mc_)st agencies have main-
tained; but, they are standards which are attainable. They provide guidelines fpr s.elf-
improvement, stimulus to change, and leverage for improved support from !eglslatxvg,
judicial and executive branches of government. Nevertheless, they will be.effectlve only‘ in
relation to an agency’s willingness to accept and use the standards to provide change which
reflects the best contemporary vision of leaders in the correctional field.
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ADMINISTRATION, ORGANIZATION
AND MANAGEMENT

2-3001 The assignment of organizational responsibility for agency field supervision sery-
ices within the governmental structure is specified by statute or by order of court.
(Essential)

DISCUSSION: Statutory specification provides unquestionable definition of the role
of field supervision services within the governmental structure.

2-3002 Responsibilities and functions of the field agency are specified by statute or ad-
ministratively defined by the parent governmental organization. (Essential)

DISCUSSION: Probation and parole agencies can best achieve their goals and ob-
jectives when responsibilities and functions are articulated either by a parent
organization or by statute. Vague definitions of responsibilities and functions hinder
both individual and organizational effectiveness, resulting in a loss of understanding
and support from criminal justice and other agencies and the general public.

2-3003  The authority, responsibility and function of the position of administrator of field
services, are specified by statute or administratively defined by the parent governmental
organizaton. (Essential)

DISCUSSION: To have effective leadership, a clear definition of the authority and
responsibilities of the administrator of field services should be maintained. The
functions specified by statute should include planning, organizing, staffing, coor-
dinating, directing and controlling the probation/parole services.

2-3004 The field agency and its programs are managed by a single administrative officer.
(Essential)

DISCUSSION: Each agency should be headed by a single administrative officer, ap-
pointed by and responsible only to the governing authority of the field agency.
There should be no employees or units of management within the agency that are
not accountable to the administrative officer. When: tliere are persons (usually
employees of other public and private agencies) who are providing a service to the
agency, written policies and procedures should be developed and reviewed, at least
annually, to describe their roles and functions as they relate to the authority and
responsibility of the administrator of field services.

2-3005 There is a written organizational plan and chart reflecting the current structure of
authority, responsibility and accountability within the field agency which is reviewed at least
annually and updated as needed. (Essential)

DISCUSSION: A signed and dated plan of organization and current chart provide the
employees with a clear picture of the field agency administration. Names of units
and duties should reflect precisely what is entailed. Similar functions should be
grouped. Span of control, lines of authority and orderly channels of communication
should be noted. Updating should be made as changes occur, and a regular review

oo



ADMINISTRATION, CRGANIZATION AND MANAGEMENT

should be made to be certain that the plan is appropriate for agency functions, An

orgapizationzfll c!lart also presents an overview of the agency to other private and
public organizations.

2-3006 ‘Written policy and procedure provide for the participation of all employees in
staff meetings related to their respective duties. (Essential) '

DISCUSSION: Staff meetings provide the opportunity for identification and solution
of problems _and exchange of ideas. Staff input from all levels can be generated for
tpe formulatlgn of policies, procedures and programming. Parole and probation of-
flﬁcers, supervisors and qnit directors should meet at least weekly in order to coor-
dinate the tasks of planning, organizing, staffing, directing, reporting and budgeting

for the agency. Agendas and the minutes of the meeting sh i
i ould be used to intro
or change policy and procedure. s ntroduce

2-3007 The field agency can document that ail levels of staff participate in the develop-

ment and review of organizational goals ici i
; » Policies, procedures, rules and regu .
(Essential) P ’ gulations

DISCUSSION: Although the agency administrator has ultimate responsibility for the
fu_e]d agency, staff represent@ng every level and function in the field agency can con-
t‘rlbute toa reasoned set of field agency goals, policies, procedures, rules and regula-
tions. Meaningful employee participation in management helps ensure that the at-

titudes and values of the individual members are in substantial agreement with those
of the agency.

DISCU§S!ON: The adgninistrator of field services should be able to ensure that the
supervision and service needs of the field agency are addressed in the planning func-
tions, although the agency administrator is ultimately responsible for this function.

2-3_0(?9 _ The .a.dministrafor. of field services is responsible for formulating goals
est?bh.shmg policies anfl priorities related to them, and translating the goals into measurablé
objectives for accomplishment by field staff. (Essential)

DISCUSSION: None. (See related standards 2-3008 and 2-3010)

2-3010 A written statement that describes the philosophy and long-range goals of the

field agency is prepared by the agency administrator reviewed at |
if needed. (Essential) ’ ed at least annually and updated

DISCUSSION: The efforts of probation/parole agencies should not be characterized
by situational reactions to crises. Agencies should articulate goals, objectives and
policies for at l'east two years in the future and reassess them periodically. These
goals and policies may be developed alone or jointly with the parent agency. The

gc:;clisagency should document practical and specific plans to achieve its long-range

ADMINISTRATION, ORGANIZATION AND MANAGEMENT

2-3011 Written policy provides for collaboration and consultation with other criminal
justice agencies, community interest groups and service agencies on a continuing basis by the
administrator of field services for the purpose of enhancing the formulation and evaluation
of organizational policies, procedures, rules and regulations. (Essential)

DISCUSSION: Collaboration with criminal justice and private agency personnel
and members of the community is basically the responsibility of the administrator of
field services. The process may vary by location. The local manager should have
discretion to develop procedures to provide a joint working relationship which will
provide better and equitable treatment for the offender. (See related standard
2-3012)

2-3012 The field agency participates directly, or through the parent agency, in federal,
state and regional planning efforts with criminal justice and noncriminal justice agencies.

. (Essential)

DISCUSSION: The field agency should be represented in state planning agencies or
regional planning units to ensure that probation/parole has an active voice in setting
directions for the future. The field agency should also participate in the planning ac-
tivities of community coordinating councils and educational, social, religious,
charitable and other organizations to facilitate their understanding of probation and
parole services. This participation can create greater community support for proba-
tion/parole services and conserve community resources.

2-3013 There is a system to monitor operations and programs through inspections and
reviews at least annually by the agency administrator or designated staff. (Essential)

DISCUSSION: An audit system providing timely and periodic assessment of various
field agency operations will reveal the degree of compliance with policies and pro-
cedures. The internal administrative audit exists apart from any external or con-
tinuous audit conducted by other agencies.

2-3014  An agency manual, including policies, procedures, rules and regulations of the
field agency is developed and maintained by the agency administrator. The manua.l is re-
viewed annually, updated as procedures change and is available to all staff. (Essential)

DISCUSSION: The agency should have a single source for its established poligies
and procedures, which is available to all personnel to ensure consistency in organiza-
tional operations. Efficient management of resources and supervision are facilitated
when all personnel understand how operations are conducted, and have available to
them expectations and definitions of organizational activities and personnel
behavior, The manual should be well-organized and include a statement of purpose,
table of contents, and an open-ended numbering system.

2-3015  Legal assistance is available to the field agency for the purposes of formulating
field agency policy, advising on individual cases, interpreting case I.aw and rep;esentmg the
field agency, as required, before courts and other appropriate bodies. (Essential)

DISCUSSION: Continuing availability of legal counsel ensures that the public, the
field agency and the offender are afforded the legal protection to which they are en-
titled.

-



ADMINISTRATION, ORGANIZATION AND MANAGEMENT

2-3016 The administrator of field services submits a report to the parent agency, at least
biennially, that includes objectives, programs, budget, major developments, problems and
plans, as well as services furnished to the courts, parole authority and offenders. (Essential)

DISCUSSION: The publication of a comprehensive report at least every two years
serves several important functions: it helps to inform the general public, elected and
appointed officials, criminal justice administrators and others about the agency’s
programs, services policies and accomplishments; it provides an assessment of past
accomplishments and an opportunity to redefine future goals; and it provides a
historical perspective depicting development of the agency over a period of years.

2-3017 Field facilities are located in areas conveniently accessible to offeriders’ places of

residence and employment, to transportation networks and to other community agencies,
(Essential)

DISCUSSION: Maximum involvement with the community is vital to the success of
field supervision programs, The strategic location and appropriate design of
facilities maximize staff performance and service delivery.

2-3018 A written plan requires the systematic review of equipment needs and/or the
replacement of equipment as needed. (Essential)

DISCUSSION: Inadequate equipment decreases the effectiveness of a proba-
tion/parole agency, both in terms of efficiency and the public’s view of the agency.
All equipment should be maintained in good working order and replaced periodical-

ly. More efficient equipment should be acquired when increased efficiency will
result. (See related standard 2-3079)

2-3019  Requests from federal, state and local legislative and executive bodies for infor-
mation concerning programs and specific cases are responded to promptly and fully by agen-

cy staff in accordance with written policy and procedure, and provisions relevant to rights of
privacy. (Essential)

DISCUSSION: To maintain the integrity and credibility of the field agency with
other elements of the governmental structure, full and immediate cooperation
should prevail with legislative and executive offices of government.

2-3020  Written policy and procedure provide for cooperation and/or consultation with
colleges and universities in areas of mutual concern. (Important)

DISCUSSION: Institutions of higher learning can provide qualified persons to serve
as advisors for policies and programs, and to arrange special training conferences
and learning seminars. Students can serve both as potential recruits and current
manpower. Field agency policy and procedure should provide for designated staff to
initiate and maintain liaison with these institutions.

2-3021 Written policy and procedure provide a public information program that en-
courages contacts with the public and communication media; the policy and procedure are
disseminated to all employees and media representatives. (Essential)

4
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ADMINISTRATION, ORGANIZATION AND MANAGEMENT

DISCUSSION: The agency should seek to inform and educate the public regarding
the role of probation and parole in the criminal justice process in an effor_t to gain
cooperation and participation. The agency should direct its activities in this regard
not only toward the general public, but also toward labor and management groups,
service organizations, allied criminal justice forces, churches, and fraternal and
other civic organizations.

The written policy should specify the agency’s statutory basis, types of information
that can be released, persons authorized to release information, rights of oft:enders
with regard to publicity, and a clear statement of the agency’s intent to provide the
media with accurate and timely information and to be responsive to requests
concerning programs, services and policies.

2-3022 Written policy and procedure govern the dissemination of case information to the
public, and address confidentiality requirements and the designation of who provides such
information. (Essential)

DISCUSSION: Probation and parole authorities often are requested to proyide ip-
formation about cases under supervision, and it is important that poliqles exist
within the agency to specify who should provide such information and how it should
be provided. Procedures regarding the confidentiality of case records should be
observed at all times, ‘

2-3023 There is a written procedure for the investigation of citizen complaints about the
field agency. (Essential)

DISCUSSION: In order to maintain credibility with the public, the field agency
must investigate and respond to complaints registered by citizens. qu the protection
of the officer, as well as in the public interest, a copy of the comp}amt, the fmdmgs
from the investigation, and the action taken should be placed on file. The complain-
ant should be advised of the outcome of the investigation and the response of the
agency. (See related standard 2-3163)

2-3024  When the field agency is designated to operate a pretrial services program, such as
offender release on own recognizance (ROR), its authority.and responsibility is stated by
statute, administrative regulation or order of court. (Essential)

DISCUSSION: The authority and responsibility for such programs should be clearly
stated to ensure the cooperation and participation of judges, attorneys, law enforce-
ment and correctional officials, community leaders, and the participants, and to
facilitate the successful operation of the program.

2-3025 When pretrial services are administered by the probation agency, a workload for-
mula is used in allocating staff, and space and equipment are provided to service the pro-
gram, (Essential)

DISCUSSION: Provision should be made for effective use of pe.rsormel‘ ona full: or
part-time basis by using a systems approach to identify pretrial service ob_lectt‘x'ves
and by specifying job tasks and the range of personnel necessary to meet lthe (;) tjec~
tives. Similarly, space and equipment needs should be determined. (See related stan-
dard 2-3106)




ADMINISTRATION, ORGANIZATION AND MANAGEMENT

2-3026 When the agency operates pretrial services, it does so with the coeperation of
other criminal justice authorities. (Essential)

DISCUSSION: Successful development and operation of pretrial services, such as
{elease on own recognizance (ROR) programs, is dependent upon the cooperation of
judges, attorneys, law enforcement officials, correctional officials and legislative

bodies. They should be involved in these programs from initial planning through im-
plementation,

2-3027 When the agency operates pretrial services, these services are evaluated at least an-
nually. (Important)

DISCUSSION: Staff providing pretrial services should have the opportunity to par-
ticipate in evaluating these services and programs. The evaluation should assist in
determining the extent to which the service has achieved specific objectives. An ef-
fort should be made to identify the factors, both individual and social, which have a
direct relationship to success in the program.

PERSONNEL

2-3028 The agency administrator and/or governing board of the level of government at
which the probation/parole services are constituted has the responsibility for appointing the
administrator of field services. (Essential)

DISCUSSION: Since the agency administrator and/or governing board of the proba-
tion/parole agency’s parent governmental organization is responsible for the overall
functioning of the correctional agency, that individual or group should select the ad-
ministrator of probation/parole services.

2-3029 The qualifications, authority, tenure and responsibilities of the administrator of
field services are specified by statute or by the parent governmental organization. (Essential)

DISCUSSION: Explicit definition is necessary to ensure both that minimum standards
are met and that opportunities for political interference with administrator appoint-
ments are reduced. (See related standard 2-3008)

2-3030 The educational, operational and administrative qualifications of the ad-
ministrator of field services are specified in writing by the appointing authority and include,
at & minimum, a bachelor’s degree, five years of related administrative experience, and
demonstrated administrative ability and leadership. (Important)

DISCUSSION: To ensure that only qualified persons are recruited and apply for the
position of administrator, the appointing authority should establish high qualifica-
tions which are disseminated widely, and recruit and hire on the basis of these
qualifications,

2-3031 The term of office of the administrator of field services is continuous and may be
terminated only by the appointing authority for good cause and subsequent to a formal and
open hearing on specific charges, if requested. (Essential)

DISCUSSION: Stability of the office of administrator of field services is an important
contribution to a high quality operation. Since many of these positions are not
covered by civil service provisions, it is necessary that political interference be re-
duced by such measures as a specified term or protection against removal without
cause,

2-3032 There is a personnel policy manual which covers the following subjects:

Organization

Recruitment procedures

Equal employment opportunity provisions

Job qualifications, descriptions and responsibilities
Basis for determining salaries

Benefits, holidays, leave and work hours
Personnel records

Employee evaluation

In-service training

Promotion
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Retirement, resignation and termination
Employee-management relations

Disciplinary procedures

Grievance procedures

Insurance and professional liability requirements.

A copy of this manual is available to each employee. (Essential)

DISCUSSION: The field agency’s personnel policy should reflect its operational
philosophy and this should be expressed in writing so that it is available to all
employees. At the time of employment, each employee should have the opportunity
to review a copy of the agency’s personnel policy manual. Employees should be en-

couraged to ask questions about the policies. Copies of this manual should be
available for employee reference.

2-3033  Written personnel policy and procedure govern the selection, retention and pro-
motion of all personnel. (Essential)

DISCUSSION: The selection, retention and promotion of field agency personnel
should be based on merit, specified qualifications, and competitive oral and/or writ-
ten examinations. All job qualifications and hiring policies should be examined with
the assistance of equal employment specialists from outside the agency. Employ-
ment qualifications should be demonstrably related to the skills required to perform
the work. Tests should not be culturally biased. To permit selection from a larger

pool of applicgnts, every effort should be made to remove artificial barriers to
employment with the agency.

2-3034 Written policy and procedure provide for and show evidence of lateral entry as
well as promotion from within the agency. (Essential)

DISCUSSION: While agency personnel policies should emphasize promotion from
W1th}n, the)_' §hould also provide for lateral entry to obtain the best qualified persons
to fill positions, Any individual with the required education, experience and
baclggroungl 'should be eligible to enter the field agency at the level at which the per-
son is guahfled. Lateral entry is employment by the agency of candidates from both
the private sector and by transfer from other governmental agencies. Lateral entry
should include the transfer of retirement credits where statutes permit.

th?I(SB(SE SSZZ{;;:)en policy specifies that equal employment opportunities exist for all posi-
DISCUSSION: Men and women sho
any position within the field agency
details certain exceptions which do
Agencies should continuously evalu
ment for both men and women,

uld I}ave equal opportunities to compete for
- Section 703 of Title VII of the Civil Rights Act
not constitute unlawful employment practices.
ate their work environment to provide employ-

2—302316 The field agency has an affirmative action plan and program, which has been ap-
Proved by the appropriate governmental authority, (Essential)

DISCUSSION: An affirmative action

program ensures that pers om-
pete equally for entry into and pro persons are able to com

motion within the agency. This program should

PERSONNEL

be designed to seek out qualified minority and female personnel and encourage their
participation in the staff development program of the field agency.

2-3037 The field agency can document the implementation of its affirmative action pro-
gram, and provide evidence of annual reviews and necessary changes ri:quired to keep it cur-
rent. (Essential)

DISCUSSION: Personnel records and revised policies and procedures that reflect
increases in the hiring and promotion of minority groups and women should be used
to demonstrate implementation of the agency’s affirmative action plan. At least an
annual review of the affirmative action program should be conducted to monitor and pro-
mote continued compliance.

2-3038 Written policy and procedure provide for the employment of qualified ex-
offenders. (Important)

DISCUSSION: Ex-offenders can be a valuable manpower resource and should not
be discriminated against when they seek employment with the field agency.
Qualified applicants should have the opportunity to prove that they can be a produc-
tive employee.

2-3039 Inaccordance with state and federal statutes, a criminal record check is conducted
on all new or prospective employees to ascertain whether there may be criminal convictions
which would affect job performance. (Essential)

DISCUSSION: While policy may permit the hiring of ex-offenders, the administra-
tion should always be aware of any such criminal history in order to safegua.rd.the
agency’s reputation and effectiveness, and to evaluate the effect of the criminal
record on the prospective employee’s performance.

2-3040 Written policy and procedure require a physical examination by a physician of
any new or prospective employee at the time of initial employment, \yhlch is paid for by the
field agency. Provisions exist for reexamination according to a defined need or schedule.
{Essential)

DISCUSSION: Probation and parole can be physically demanding work apd q.ll
staff members should be physically fit. Physical examinations shquld be required in
order to protect their health, ensure their ability to perform effectxvely, :apd to avoid
appointments or assignments incompatible with their _ph)(sxcal condltlpx}. When
employment is denied based on the findings of the examination, Fhe physupan must
provide a statement which explains the relationship of the physical {n}palrment to
the work required by the position. Policy should not preclude the hiring of hand-
icapped persons.

2-3041 An entry level probation or parole officer possesses a minimum of a bachelor’s
degree. (Important)

DISCUSSION: None.

2-3042 Written policy and procedure provide that new or promoted employees are ap-
pointed initially for a probationary term of not less than six months nor more than one year.
After completing & probationary period, employees are granted permanent status.
(Essential)




PERSONNEL

DISCUSSION: Tenure should be dependent upon the successful performance of the
duties assigned during the probationary term. Employee performance during the
probationary period should be evaluated at least bimonthly, and the employee
should be given the opportunity to discuss the evaluation. Forms for evaluation of
employee performance should be developed and used. Persons not performing
satisfactorily should be returned to their former position. (See related standard
2-3058)

2-3043  Written policy and procedure provide employees on permanent status the right to
request and exhaust grievance and appeals procedures, including an open and formal hear-
ing, prior to their termination or demotion. (Essential)

DISCUSSION: Termination or other adverse personnel actions should be open,
based on formal hearings and specific charges, and processed before an independent
organization to ensure fairness.

2-3044 Written personnel policy and procedure provide for a career development plan.
(Important)

DISCUSSION: There is a positive contribution to staff morzie as well as a needed
enhancement of overall agency operative quality when personnel policies and prac-
tices that enable high-potential staff members to gain the necessary qualifications
and to feel motivated to move through promotions to higher job levels are main-
tained. (See related standard 2-3070)

2-.3045 Salary Ievels and employee benefits for all field agency personnel are competitive
with those of other components of the criminal justice system as well as with comparable oc-
cupational groups. (Essential)

DISCUSSION: Competitive salaries and benefits are necessary to recruit and retain
hlgh. caliber staff, The salary ranges should provide for regular increases based on
merit and should be adjusted annually to reflect changes in the cost of living. To en-
courage mobility and the exchange of personnel among elements of the criminal
Justice system, efforts should be supported that would permit employee benefits to
accompany the employee from one position to another within the system.

2-3946 When authorized by statute or regulation, special pay provisions are made
available on an equitable basis to all staff. (Important)

DISCUSSION: Special pay increases are excellent means for rewarding outstanding
job performance, advanged academic achievements, and completion of special
training. Equity and consistency in awards are critical.

2-3047 Writtep policy and procedure provide that employees are reimbursed for all ap-
proved expenses incurred in the performance of their duties. (Essential)

DISCUSSION: None.

2-304§ Written policy and procedure govern employee-management relations.
(Essential)
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DISCUSSION: The agency cannot operate effectively in the absence of specific pro-
cedures for the recognition and resolution of legitimate employee concerns. It is
essential that the agency have written policy and procedure for responding im-
mediately and effectively to problems that may develop,in employee-management
relations. These should include specific assignment of responsibility and precise
delegation of authority for action, steps for resolving grievances and adverse ac-
tions, and an appeal procedure. Minutes should be kept of all such meetings to avoid
misunderstandings and to provide a written record of meetings between employee
groups and the agency’s administration.

2-3049 There is a written grievance procedure for employees that has been adopted by the
parent agency. (Essential)

DISCUSSION: The agency should indicate specifically the procedure an employee
can undertake when a grievance exists, identifying, at a minimum, the hearing body
and provisions for appeal, if any. The written grievance procedure should be
distributed and explained to all new employees at the time of orientation.

2-3050 The field agency makes available to all employees a written code of ethics that
prohibits employees from using their official positions to secure privileges for themselves or
others and from engaging in activities that constitute a conflict of interest. (Essential)

DISCUSSION: To protect the integrity of the field agency, its staff, and the parent
agency, all personnel must be made thoroughly familiar with a code of ethics which
is established and enforced by the agency. The code should be available for
employee reference and should be reviewed as part of each new employee’s orienta-
tion.

2-3051 Written policy prohibits personnel from accepting any gift or gratuity from or
engaging in personal business transactions with the offender or the offender’s immediate
family. (Essential)

DISCUSSION: The potential conflict of interest is obvious and potentially harmful
to the field agency, its personnel and the offender, and such activities should be une-
quivocally prohibited. Field personnel should not handle funds or property belong-
ing to the offender except when essential to their supervisory function.

2-3052 Written policy provides for field agency complisiice with statutes and regulations
relating to campaigning, lobbying and political practices. (Essential)

DISCUSSION: Field agency policy must reflect those regulations that govern cam-
paigning and other political practices (e.g., the Hatch Act), so that actions of the
staff will not hinder funding efforts or provision of services.

2-3053 Written policy and procedure ensure that consultants and contract personnel
who work with clients abide by the field agency’s policies on confidentiality of information.
(Essential)

DISCUSSION: The field agency should specify in writing what types qf information
are confidential between worker and client, what types of info_rmatlon should be
shared with other agency personnel, and what types of information can properly be
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communicated to other agencies or to the public. Outside worker .
iti . s shoul
writing to respect these policies. uld agree in

2-3054 ‘The agency provid ri P
(Essential) gency provides the clerical support needed to accomplish its stated goals,

DISCUSSION: Provision of adequate presentence investigati i
1S gation and/or field super-
vision for offenders should not be hampered by a lack of clerical support. Tllljere

should be sufficient clerical personnel so that field offj .
P c
of their time to their work load. icers can devote the majority

2-3055 The field agency maintains an accurate,

and curr
employee. (Essential) ent personnel record on each

DI.S(.:USSION.: A persgnngl record on each employee should contain, at a
minimum, mltlal.apph.catlon, rc;fgre:nce letters, appropriate results of employment
Investigation, verification of training and experience, wage and salary information,

J a 1

2-3056  Written

(Essential) policy and procedure ensure the confidentiality of the personnel record.

DISCUSSION: Employee records must
polic

icy should specify both those ersons authori identi
personnel records and the purposes for s ! St uid lines are stated

in the Privacy Act of 1974

tion in their personnel file and have it -
(Essential) corrected or removed if jt

DISCUSSION: None,

DISCUSSION: Effective. performance review should
process. To be gf‘fectlve, reviews should be objecti
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TRAINING AND STAFF DEVELOPMENT

2-3059 Written policy and procedure provide that the field agency’s training programs
for all employees are specifically planned, ceordinated, supervised by a qualified employee
at the supervisory level, and reviewed annually. (Essential)

DISCUSSION: Staff development should be an integral part of the management
and operation of the field agency. Therefore, a supervisory level staff member
should be selected to maintain continuity and ensure cooperation in the training
function. The training plan should include pre-service and in-service training cur-
ricula for the various subcategories, with specific timelines for completion of each
training unit, (See related standard 2-3064)

2-3060 The individual coordinating the training and staff development program has
received specialized training for that position. At a minimum, full-time training personnel
should have completed a 40 hour training-for-trainers course. (Essential)

DISCUSSION: The development of correctional staff is an important responsibility
of the administration, whether it is achieved through the field agency’s training pro-
gram or through an academy or central training unit. Only trainers with specialized
training should develop and direct the training program, although other specialists
can be used to instruct in specific areas.

2-3061 The field agency’s training and staff development plan provides for an ongoing
formal evaluation of all pre-service, in-service, and specialized training programs, and for an
annual written evaluation report. (Essential)

DISCUSSION: Staff development programs should be evaluated at least annually to
determine whether all components are having a positive impact on the attitudes,
knowledge, and skills of the trainees. Program evaluation is helpful in planning new
programs and in modifying existing ones.

2-3062 Library and reference services are available to complement the training and staff
development program. (Important)

DISCUSSION: None.

2-3063 Space and equipmient required for the training and staff development program are
provided. (Essential)

DISCUSSION: Facilities for the training and development program should be easily
accessible to the staff, free from distracting noise and large enough to accorpmodate
20-30 employees for classroom instruction. Equipment should be provided for
audiovisual presentations.

2-3064 The agency administrator of field services annually assesses personnel needs and
plans for recruitment, training and staff development. (Important)

DISCUSSION: Personnel planning is not substantially different from planning for
other requirements. The field agency staff should determine the types and numbers

13
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of personnel who will be required in the future and what skills they should have,
Future need should be measured against current or projected availability of such
personnel. The agency should design education, training and recruitment programs
to develop future personnel. (See related standard 2-3059)

2-3065 Written policy and procedure provide that all new full-time employees receive 40

hom:s of origntation prior to job assignment; provisions exist for acknowledging and giving
credit for prior training received. (Essential)

DISCUSSION: All new full-time employees in the azzncy, regardless of status or ti-
t}e, should have at least 40 hours of general orientation to the policies, organiza-
tional structure, programs and regulations of the field agency and, where applicable
1ts parent agency. This training should be given before the employee receives a jol;
assignment. If the employee has had training in these areas prior to employment
he/she should receive credit and not be required to repeat this training. ’

2-3066 Written policy and procedure provide that all full-time clerical and support
employees receive a ml.nimum of 16 hours of training annually, and that all full-time profes-
snom.ll. en}ployt_:es receive a minimum of 40 hours of training annually. The field agency
specifies in writing the content of the annual training. (Essential)

DISCUSSION: Ongoing training enables employees to sharpen their skills,
familiarize themselves with new developments in the field, and reinforce their
knowledge and understar_ldin.g of the fundamentals of their job. Retraining provides
employeps an opportunity to exchange experiences, define problems from their
perspective, and communicate to the administration issues of special concern.

2-3067 Written
than 35 hours
(Essential)

policy anq procc.edure provide that all part-time employees working less
per week receive orientation and training appropriate to their assignment,

DISCUSSION: Training_ for part:time staff enables them to kevp informed and up-
to-date with changes in operations as well as policy and procedure.

2-3068 In-service education and training programs are planned and implemented by the

agency in cooperation with appropriate city, count i
o ; y, state and federal agenc nd
universities, and community organizations.’ (Import’ant) gencles, colleges a

Dcl:(l:USSIdON: The in-service education and training program should be related to
% hes and objectives, anc.i shou}d be sufficiently diverse to meet varying staff needs.
many resources available in the community should be used whenever possible.

Programs should be available f i
for cctovsshould v b :ssf)r all levels of staff and should be reviewed regularly

2-3069  Written policy and

their education. (Important procedure encourage and provide for employees to continue

:llli(;gisuz)l}lf:ighlet'agency should help its employees continue their education by
g 1al time to attend college classes, staggering work hours to encourage

school attendance, assisting wi i
. : : g with the cost of the educat i
secure financial assistance, (See related standard 2-3042)wn A Belping employees
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2-3070 The field agency provides administrative leave for employees attending profes-
sional meetings, seminars and similar work-related activities, and reimburses employees for
expenses connected with these activities. (Important)

DISCUSSION: Outside training and educational programs may provide new ideas
and insight into probation, parole and related activities. Participation in these ac-

_ tivities should be encouraged, and the budget should include adequate funds for
staff participation.

2-3071 Field probation and parole officers who are authorized to carry firearms and/or
chemical agents receive appropriate weaponry training; this training covers the use, safety,
care and constraints involved in the use of weapons. (Mandatory)

DISCUSSION: Staff authorized to carry fire arms and/or chemical agents require
thorough training in their use, safety and care. A specific curriculum must be
established that includes individual and group instruction by competent authorities.
The curriculum should include instruction regarding the limited conditions under
which the use of weapons would be condoned; this training should be comparable to
the police constraints/regulations of that particular jurisdiction. (See related stan-
dard 2-3162)

2-3072 When probation/parole officers are authorized to arrest offenders they are
trained in arrest practices before being allowed to make them. (Essential)

DISCUSSION: Field officers should be trained in the proper procedures for effect-
ing an arrest and in the correct procedures for transporting prisoners. Proper
restraining equipment should be available and used in all arrest situations. (See
related standard 2-3154)

2-3073 The field agency encourages staff participation in criminal justice and allied pro-
fessional associations and activities on a lecal and national level. (Important)

DISCUSSION: Membership and participation in criminal justice and allied profes-
sional associations provides the administrator of field services and the staff the op-
portunity to stay abreast of developments in the field, to make contributions to the
field and to further their knowledge and skills.

15
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FISCAL MANAGEMENT

2-30'?4 The field agency’s budget process is in accord with the policies, procedures and in-
structions of the jurisdiction of which it is a part. (Essential)

DISCUSSION: Although it is a distinct organization within the governmental struc-
ture, the agency should comply with the policies, procedures and instructions of the
parent governmental jurisdiction. The budget should make adequate provision for
the costs of personnel, operations and travel.

2:-30'_75 The administrator of field services is responsible for budget control and prepara-
tion, including expenditure and monitoring. (Essential)

DISCUSSION: 'I:he administrgtor of field services is responsible for the preparation
and presentation of a detailed budget request and justification. Although budget

specialists may be required, the administrator is ultimately responsible for the total
budget process.

2-3076 The administrator of field services participates in budget hearings conducted by

the parent agency or the next higher level of government justifi
and presents just -
port the budget request. (Essential) & , P Justification to sup

DISCUSSION: Ag requested by the parent agency or the next higher level of govern-
ment, the administrator of field services should prepare for the hearings and be
ready to Justlf)( requests. The administrator’s participation in budget hearings can
promote more interest in the agency and its programs,

2-3077 The administrator of field servi i i
] rvices monitors and revi inui
the expenditure of budgeted funds. (Essential) VIES: on & continuing bass,

ll))lSdCUS_S-ION: Thg administrator of field services should ensure that planning and
u g.gtx(rjxg.are dxr.ectly. related to program objectives and that the fund flow over
Speciiled time periods is as projected. The review should include a full accounting of

the funds allocated for each pro i i i
: gram function. Expendit
accordance with appropriations. penditures should bemade only in

2-3078 Field agenc izati
t NCy or parent organization planning, budgeting and program manage-
ment functions are interrelated, and all are linked directiy with ob?ectiveg. (I%ssential) ’

rl:}list(smris;?:: 1S%ootr‘dmatlo.n conserves resources, enhances public safety and per-
T o shi) <l=§ g'e del;very of services to offenders. To the extent possible,
D ograms. uld be subjected to cost effectiveness analysis to evaluate their con-

lon to stated goals and to see that goals are achieved with allocated funds.

Priorities and programs should be revi
: A revised wh :
analysis, (See related standard 2.3008) en necessary as the result of this

2-30 i

tield Zggenc,;‘ltl)i)r:r:ii?) ::a;?l ;n;l(l)zggn';e;;t pr9gra(|1n which provides adequate facilities for all
! . reviewed continually, and requests to meet space re-

Quirements are made to the parent governmental agency. (Iyrhportan(}) .
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DISCUSSION: Space management programs should provide for sufficient space
and the efficient use of space. The facility should have attractive, clean, well-lighted,

- and accoustically sound offices and related accommodations, appropriate locations,
and adequate maintenance. Continuous review of the space program takes into ac-
count client population shifts, changing property values, changes in public transpor-
tation, etc., and will facilitate planning for an optimum arrangement of space to
serve the needs of offenders, their families and agency employees.

2-3080 Written policy and procedure govern budget revisions. (Essential)

DISCUSSION: Because a budget serves as a guideline for anticipated revenues and
expenditures, it will have to be revised periodically. Any significant revisions should
be approved by the parent agency and any other appropriate government agency,
and should adhere to funding source regulations.

2-3081 When required by law or other regulations to collect funds from offenders, the
administrator of field services is responsible for the collection, safeguarding and disburse-
ment of all monies in accordance with court order. The written policy and procedure regard-
ing the collection, safeguarding and disbursement of these monies are made known to staff
and reviewed annually. (Essential)

DISCUSSION: Where it is necessary for the agency to receive monies from of-
fenders, the agency administrator is ultimately responsible for them, even though
other personnel may be assigned collection and disbursement duties. An effective
collection and disbursement system requires the development and promulgation of
written procedures necessary for the uniform and orderly performance of tasks.
Such procedures should include, but not be limited to, clear statement of duties and
responsibilities of each staff member, maintenance of accounting records, prepara-
tion of fiscal reports, administrative review of fiscal policies, and cooperation with
auditors.

2-3082 The field agency has written fiscal policies and procedures adopted by the govern-
ing authority which include, at a minimum: internal controls, petty cash, indemnification,
signature control of checks, and employee expense reimbursement. (Essential)

DISCUSSION: None.

2-3083 Written policy and procedure provide for both ongoing internal and independent
audits of the agency’s fiscal activities which are conducted annually, or at a time period
stipulated by applicable statute or regulation, but not to exceed three years. (Essential)

DISCUSSION: Internal audits should be conducted on a continuing basis to deter-
mine whether established internal control procedures are being followed, to
strengthen internal control where it is weak, to provide management with periodic
information on the performance of its staff responsible for financial activities, and
to provide management with information on which to base important decisions.

2-3084 Funds are available for purchasing community services to assist offenders and to
supplement existing programs. (Essential)

DISCUSSION; Some offenders are indigent or require services for which they can-

17
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not pay, especially in eémergencies, Funds may also be needed to pay for educational

programs, vocatignal training, and similar programs most readily available from
community organizations.,

2-3085 Written policy and procedure provide for employee insurance coverage to include,

at a minimum: workman’s compensation civil liability, liabilit for st i
at
bond, and group medical, (Essential) ’ v Y ® veicles, blaket

their work activities. In addition, jurisdictions should have some mechanism for

replacing government property lost by fire or other catastrophic even

. : I ts. Covera
provided by private companies, a self-insurers progr o %
acceptable.
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CASE RECORDS

2-3086 Written policy and procedure govern case record management and include, but
are not limited to: the establishment, utilization, content, privacy, security, preservation,
and a schedule for retiring or desiroying inactive case records, These policies and procedures
are reviewed annually, (Essential)

DISCUSSION: The orderly recording, management, and maintenance of data in-
crease the efficiency and effectiveness of service delivery to the courts, release
authorities, and offenders. Case records facilitate the planning, implementation,
and evaluation of programs.

2-3087 The agency maintains written records of decisions and events regarding proba-
tioners/parolees. (Essential)

DISCUSSION: Such records should include reasons for the offender’s entry into the
system, actions taken by the offender and officer, and rationales for significant deci-
sions from entry until termination of supervision. Comprehensive case records ex-
pedite case reviews and conserve resources. (See related standard 2-3160)

2-3088 The contents of case records are separated and identified according to an
established format, (Important)

DISCUSSION: Standardization of case records promotes efficiency and effec-
tiveness. A logical sequence for filing would be the following: intake data, legal
documents, the presentence report, and, supervision history.

2-3089 Case records are safeguarded from unauthorized and improper disclosure.
(Essential)

DISCUSSION: An individual’s constitutional right to privacy can be abridged if
case files are improperly disseminated, especially if the information contained
therein is inaccurate, incomplete or immaterial, The agency should establish pro-
cedures to limit access to case records to persons and public agencies that have both
a “need to know"” and a “right to know,” and that can demonstrate that access to such
information will serve a criminal justice purpose. (See related standard 2-3094)
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MANAGEMENT INFORMATION AND RESEARCH

Management Information Systems

2-3090 The field agency has access to and uses an organized system of information
retrieval and review that is part of an overall research capacity. (Essential)

making, research and timely responses both to offender needs and outside inquiries.
These services often are provided by a division of a large state-wide correctional
system., If the parent correctional agency does not provide these functions, the agen-

cy should assign selected personnel to the data collection function, Adequate train-
ing should be provided for these personnel

DISCUSSION: Management information systems and research facilitate decision

2-3091  The administrator of field services establishes or participates in the establishment
of policies and procedures for collecting, recording, organizing, Processing and reporting

field services data developed for management information purposes; these policies are
reviewed at least annually, (Essential)

DISCUSSION: Although other field agency personnel may be assigned these tasks,
the administrator of field services is ultimately responsible for their accomplish-
ment. The administrator should review, at least annually, all aspects of the manage-
ment information system for relevance, completeness, effectiveness and efficiency.

2-3092 The administrator of field services has established a procedure for receiving, at a

minimum, quarterly reports from those individuals in charge of the information system and
research program, (Important)

DISCUSSION: Those in charge of the field agency’s information system, related
data collection and research program should report to the administrator of field sery-
ices at !east quarterly, Appointment of a single director to be responsible for the in-
formation system and research efforts may facilitate the reporting procedure.

2-3093 _ Using agency goals and objectives as guidelines, agency staff identify information
needs prior to the collection of data for the management information system, (Important)

DISCUSSION: The information system should have the capacity to deliver two
basic types of information: (1) standard information, consisting of the data required

or management control, such as the parole success rate, the numbers of offenders
under supervision ata given time, caseload levels, and payroll data; and (2) demand
mf‘ormatxon, consisting of information that can be generated when a report is re-
quired, such as thgz number of cases to be terminated during a 12-month period by
offense, type of disposition, and month of termination, The agency administrator
should be aware of both the capabilities and limitations of the system and should en-

(s)%ie‘th?it the information required for the successful operation of the agency is
ained.

2-3094 Written policy and procedure govern the security of the information and data col-
lection system, including verification, access to data and protection of the privacy of of-
fenders. (Essential)
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ifi ifying data before
ISCUSSION: Procedures should be specified not only for verifying .
gley are entered into the system, but also for determining what data are required. As
with case files and records, access should be limited to persons and public agencies
that have both a ‘‘need to know’’ and a ‘‘right to knov\(,” and that can demonstrate
that access to such information will serve a criminal justice purpose. (See related
standard 2-3089)

i izati llaborates with other
- S The ficld agency or parent governme_nta.l (.)rgamzatfon collab
fri?r’tggal justice systems and human service agencies in information gathering, exchange and
standardization. (Important)

: System-wide collaboration is critical to effic{ent and eft:ectlve
xlx)xl:r(l::gssrlg:lt. ’the key to effective collaboration is standgrdlzatlon anq sl}armg of
information. The needs of probation and p:ax:ole agencies are very SI.mllar, par-
ticularly with respect to the type and capabilities of services available in thei) com-
munity. Duplication of effort and costs often can be avoided or reducegl yhex-
change of information. While it is important that proba_tan/parole agencies s all‘e
information, it is also vital that they respect the confidentiality and privacy of parole

records.
Research and Evaluation

2-3096 The field agency supports and engages in internal research relevant to its pro-
grams, as well as research conducted by outside professionals. (Essential)

: Research can assist the agency in establishing goals,_ob3ect1ve§ ‘and
;))ll::l:su ?cs>IrOtT1e l;u:ure and can contribute to more efficient and effec‘txve supervlsmni
conservation of resources and increased publ_ic safety. Because of time or pei:s%llile
constraints, agencies often cannot condgct mterqally all necessary research, boff{
should, therefore, contract with responsible outside proqusmngls. Howgver,t‘l oth
internal research and outside research should not be permitted to proceed unti
research design and agency requirements are fully understood.

i i i i d staff participate with re-
2-3097 The administrator of field services and designate
searchers in deciding what questions should be addressed, what data should be gathered, and
how that data should be presented. (Important)

is i ini i i d staff be
DISCUSSION: While it is important that the admmlst‘rator of field services an
guided by the best researcﬁ capacity they can obtain, the_y should play an :p;g:lrtaa;x;
role in shaping the direction of that reseg‘xrf:h. Cooperation among lg)plsra i nal and
research personnel is required for determm;ng research needs, es}:?b is m% z?tion tes
among needs, and collecting and interpretu}g data .gathered. This coocxl)eb_ on Wi
ensure that the research is relevant and consistent with agency goals and obje .

2-3098 The agency administrator of field services reviews and approves all research proj-
ects prior to their implementation. (Essential)

DISCUSSION: Research should not be permitted to proceed until the research

ot
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design and the requirements of field agency staff are understood fully and agreed
upon.

2-3099 When changes in the management of offenders may significantly affect the public
safety, demonstration programs are used to determine how the changes will impact on public
safety and agency operations. (Essential)

DISCUSSION: Significant changes in agency practice should be supported by
research evidence that public safety is undiminished and agency operations unim-
paired. New programs should be initiated on a trial basis to permit scientific evalua-
tion before they are expanded to the entire offender population.

2-3100 To supplement the fiscal resources made available by its own jurisdictio:, the

agency receives or seeks fiscal support for its research programs from national and private
funding agencies. (Important)

DISCUSSION: Funds for research are available from a variety of public and private

sources, These funds may supplement existing resources and increase research
capacity.

2-3101 Written policy and procedure exist to ensure that the privacy of offenders and
other parties will be maintained during all research. (Essential)

DISCUSSION: Although it is important that agencies facilitate research, it is essen-

tial that they safeguard the privacy and interests of offenders, offenders’ families,
and other persons.

2-3102 Written policy and procedure specify the method for dissemination of research
findings. (Important)

DISCUSSION: Written policies and guidelines will prevent misunderstandings
about the publication and dissemination of research results. As a general rule,
research findings should be published and distributed regardless of the nature of the
findings. Their publication can avoid duplication of effort elsewhere and provide
for the sharing of knowledge and experience throughout the correctional field.

2-3103  There exists a written definition of recidivism, which is understood and used by all
agency personnel using recidivism data. (Essential)

DISCUSSION: Recidivism is a useful criteria for evaluating probation/parole agen-
cies qngl offender per.formance. The agency should develop a standard definition of
recidivism that considers: the nature of events to be counted; the categories of

behavior and degrees of seriousness to be included; the time of release (use of
cohorts); and, the duration of the follow-up period.

2-3.104 The agency measures performance on at least two levels:
achievement of more immediate program goals,
least every six months. (Essential)

overall performance and
A review of performance is conducted at

DISCUSSION: A distincgion is made here between system review and program
review. In a system review, overall performance of the entire field organization in
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achieving its goals and objectives is the object of measurement. Ina program rgvie_w,
effectiveness of a particular program in the achievement of an immediate objective
is the object of measurement..
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SUPERVISION—PROBATION AND PAROLE AGENCIES

2-3105 The agency’s statement of purpose affirms that the supervision program is to pro-
vide necessary services to the offender with the goal of reducing the probability of continued
criminal behavior on the part of the offender. (Essential)

DISCUSSION: Supervision should be intended for the protection of the community
and for the provision of services to the offender in order to reduce the probability of
continued criminal behavior. Provision of adequate assistance and services to the of-
fender is the best insurance against harm to the community,

2-3106 There is a written workload formula which is implemented in the allocation of
work to field staff. (Essential)

DISCUSSION: This formula should consider factors such as legal requirements,
goals, character and needs of offenders to be supervised, geographic area, ad-
ministrative tasks required of the field staff, and types of personnel to be utilized. A
workload rather than caseload model is based on programs of differential supervi-
sion ranging from intensive to minimal, Supervision tasks must be identified,

measured against a time requirement, and then translated into specific total time and
staff requirements.

2-3107 A full-time supervisor does not supervise more than 10 field staff members.
(Essential)

DISCUSSION: The span of control of a supervisor in the agency should be large
enough to provide economical supervision, but not so large as to prevent effective
management. Exceptions should be justified based on the experience of the field of-
f}cers supervised. Ideally, all personnel supervised should be located in the same of-
fice as the supervisor and perform the same function. For a supervisory span of 10,
all personnel supervised should be experienced in their specific functions; a smaller
ratio of supervision should be used with a high proportion of inexperienced field
staff. In small or remote field offices where the supervisor has other duties, the

s.uper'visory time should be allotted at the ratio of one tenth for every field staff posi-
tion in the office.

2-3108 Field staff who have caseloads report to a designated supervisor who is trained in
the supervisory function. (Essential)

DISCUSSION: Regular case conferences between field staff and their supervisors
can provide training and improve professional development. Such contacts can also
help to ensure maximum effectiveness and efficiency in job performance. The span

of control for a supgrvisor should not exceed six, and the job of supervising field
staff should be full time. (See related standard 2-3107) ’

2-.3.109 _ Field supervision is continually reviewed by the supervisor from both an ad-
ministrative and case management perspective. (Essential)

DISCUSSION: Administrative review of the conduct of field supervision should be
ongoing and should focus on how well the field services comply with policies and

SUPERVISION—PROBATION AND PAROLE AGENCIES

procedures regarding the degree and type of supervision and assistance provided of-
fenders.

2-3110 Written policy and procedure govern classification and supervision of offenders
in order to safeguard the community and meet the program needs of the offender. (Essential)

DISCUSSION: Offenders should be placed in the appropriate supervision category
individual dignity and basic concepts of fairness, provide for maximum involvement
of the offender, and include the concept of diminishing field supervision. Agency
procedures should require that the initial classification he recorded and justified in
the records. Reclassification should occur at quarterly evaluation periods, and are
recorded and justified in the chronological record. (See related standard
2-3119)

2-3111 The conditions of probation/parole are furnished in writing to the offender and
translated into those languages spoken by significant numbers of offenders. When a problem
prevents an offender from understanding probation/parole conditions, a field officer or
other person assists the offender in understanding them. (Essential)

DISCUSSION: Conditions of probation/parole must be in writing so that there is
no uncertainty as to the expected standards of behavior or requirements imposed.
Adequate provision should be made for the needs of the handicapped. Be.cause.th‘e
conditions of probation/parole may serve as the basis for violation hearings, it is
essential that they be stated clearly and recorded.

2-3112 The offender acknowledges, in writing, receipt and understanding of the condi-
tions of probation/parole. (Essential)

DISCUSSION: Because offenders are required to comply with court/authgrity
orders to meet stated conditions for their behavior, it is essential that they receive a
copy of the conditions and sign the form containing them. The acknowledgm.ent in-
cludes a statement that the conditions are understood, that there are no_questlons as
to expected behavior, and that the offender will comply with the conditions.

2-3113 Supervision services are available 24 hours a day. (Essential)

DISCUSSION: The needs of offenders do not emerge only during business hours; it
is necessary that services exist around-the-clock and on weekends. The 24-hour
availability of supervision services should be made known to offenders, and staff
should be advised of these hours by publication of formal schedqles. Use should be
made of split shifts, duty officers, paging systems, and all-night and weekend
telephone numbers.

2-3114  Consistent with court or parole authority requirements, the field officer and the
offender jointly develop objectives and a supervision plan. This plan includes whlc.hever of
the following is most appropriate for the supervision of the individual offender: field con-
tacts, office contacts or collateral contacts. The offender receives a copy of the plan.
(Important)

DISCUSSION: Planning that incorporates the needs, problems, capabilities, limita-

25




SUPERVISION—PROBATION AND PAROLE AGENCIES

tions and the participation of the offender provides a positive framework for the
period of supervision. It is important that the goals and plans remain within the of-
fender’s capacity. The plan should incorporate those provisions necessary for
proper supervision, such as reporting and testing requirements, compliance with
regular and special conditions of probation/parole, etc.

2-3115 When specific services ordered by the court or releasing authority are not
available, the field staff should return the case to the court or releasing authority for further
dispositional consideration. (Essential)

DISCUSSION: Offenders often are subject to discriminatory treatment by noncor-
rectional agencies and are prevented from participating in service programs
available to citizens. If access to ordered services is not being provided to the of-
fender, the field office should so inform the releasing authority.

2-3116 The field supervision plan is reviewed with the offender on an as-needed basis and
adjusted in accordance with the offender’s performance in the community. (Important)

DISCUSSION: The agency’s supervision system should include provision for the
field officer to review with the offender the adjustment and/or progress the offender
is making, and to revise the supervision plan and level of supervision as appropriate.
This review should take place on an as-needed basis, but no less often than once
every three months. Changes in the supervision plan are reviewed with the field of-
ficer’s supervisor.

2-3117 The supervision plan requires that the field officer or other duly authorized per-
sons maintain personal contact with the offender according to the supervision plan.
(Essential)

DISCUSSION: Supervision of the offender should include scheduled and
unscheduled visits by the field officer to the offender’s home and, when possible,
place of employment. A duly authorized person is any agency or qualified person
who offers the necessary services on an accepted contractual basis. Office interviews
are a useful supplement to the field supervision and, at times, provide the best set-
ting to resolve administrative questions regarding the offender’s case.

2-3118 The supervision plan requires that the field officer contact the offender in the
community and contact persons and agencies in the community that are familiar with the

offender; such contacts are made according to the supervision plan and have a specific pur-
pose. (Essential)

DISCUSSION: The monitoring of the offender’s progress in the community is
essen‘tial for the field officers. Field officers should not depend solely upon their
own insights, but should supplement them with information from others, so that a
more accurate evaluation and assessment will emerge. These contacts (i.e., employ-
ment, residence, family, friends) should be according to a plan, have a specific pur-
pose, and be adjusted as offender performance and behavior in the community
change. The field officer should meet with the offender outside of the office in such
places as the home, on the job or during their recreational pursuits.

2-3119 The community supervision plan specifies the minimum number of contacts with
the offender per time period. (Essential)

SUPERVISION—PROBATION AND PAROLE AGENCIES

DISCUSSION: A specified minimum number of contacts with the offender helps
ensure that the state, through the field officer, stays informed about the offender’s
location and activities. This monitoring requirement also serves to remind offenders
that they remain under legal jurisdiction and must meet certain obligations. Provi-
sion should be made for officers and their supervisors, in case conferences, to deter-
mine the case services to be provided and the number of case contacts included in
this service. The range and nature of field and office contacts should be commen-
surate with the agency’s classification program and supervision plan for each
offender. Waiver of the minimum contacts should be permitted under circumstances
such as extreme climatic conditions, unusual tension or violence potential in a
neighborhood.

2-3120 Written procedure governing community supervision provides for review of levels
of supervision at least every six months, with prompt reclassification where warranted.
(Important)

DISCUSSION: A minimum of six months should elapse between reviews of
minimum supervision cases, with three-month reviews for cases requiring maximum
supervision, Reclassification should occur promptly when offender adjustment war-
rants. Reviews are conducted by the field officer and the supervisor.

2-3121 For those agencies that require written reports from offenders under supervision,
the interval between them is modified in relation to community adjustment; information in
the reports is relevant to the supervision plan and/or agency administrative requirements,
(Important)

DISCUSSION: Written reports by offenders do not substitute for personal supervi-
sion by field officers. They should be required only when an advantage in public
safety or offender adjustment is obtained.

2-3122 Written policy and procedure provide that the confidentiality of the offender’s
probation/paro!e status is maintained. (Essential)

DISCUSSION: Policies and guidelines relating to disclosure should be developed
collaboratively by the agency with its parent agency, and other criminal justice agen-
cies. Unless public safety is threatened, and within statutorily defined limits, the
agency should keep the offender’s probation/parole status confidential. The use of
unmarked automobiles, discreet visits to places of employment and residence, and
plain mailing envelopes are simple techniques to ensure confidentiality.

2-3123 Written policy and procedure preclude offenders from being confronted with
possible probation/parole violations for failure to meet financial obligations other than
those which are conditions of probation/parole. (Essential)

DISCUSSION: The agency should not be placed in the position of collection agency
for the community. The agency and field officer should not enforce the collection of
civil obligations by threats of probation/parole violation. Court ordered debts, such
as fines, restitution and child support, siould be paid, and provision is made in the
supervision plan for payment of such obligations.
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2-3124 Written policy and procedure provide that probation/parole agency staff may re-
quest the court or the paroling authority to add, remove or modify any or all of the special
conditions of supervision, (Essential)

DISCUSSION: One condition of probation/parole is applicable to all offenders—
that they obey the law. Other conditions are added to this basic requirement to the
extent that they add protection to the public and/or ensure the delivery of services to
the offender. Conditions should be tailored to individual offenders, reviewed
regularly, and amended if required. They should be realistic, few in number, and
phrased in positive rather than negative terms. There should be provision as the in-
dividual’s adjustment warrants, for the supervising officer to petition the court or
the paroling authority for changes in special conditions.

2-3125 A closing report is prepared that summarizes the performance of the offender
during the entire period of supervision. (Essential)

DISCUSSION: At the conclusion of probation/parole supervision, a ‘‘summary of
supervision’’ report should be prepared that indicates what occurred during supervi-
sion. The report should include unusual occurrences, the use or unavailability of
community resources that affected the outcome of the supervision, and the field of-
ficer’s assessment of the reasons for the success or failure of the outcome. These
reports may provide guidance for the conduct of future cases.

2-3126 Written policy and procedure provide for at least annual reviews of offender
progress with a recommendation of early termination of probation/parole where indicated;
the results of such reviews are recorded in the case file. (Essential)

DISCUSSION: The agency should have the prerogative to recommend early ter-
mination of probation/parole when it is clear that the delivery of services to the of-
fender is no longer required to protect the community or to enhance the individual’s
overall performance. The agency should develop, in collaboration with the courts,
criteria for early termination of probation. It is important that the agency advise the
court of those individuals whom it believes meet the criteria for early termination.
Procedure may include case review by peers, supervisors and administrators or their
representatives. Reduced intensity of supervision may be an appropriate step prior
to early termination of probation/parole.

2-3127 The field agency identifies the collective service needs of its probationers/parolees
at least biennially. (Essential)

DISCUSSION: Although the service needs of individual offenders are important,
the agency has a responsibility to assess periodically the collective needs of all its of -
fenders to ensure that it is maximizing the delivery of services. The agency should
concentrate on developing these community resources that will be of value to many
offenders. Determination of collective needs will emerge from a careful screening of
case files and discussions with staff, offenders and community agencies.

2-3128 Male and female offenders under supervision have equal access to all agency pro-
grams and activities. (Essential)
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DISCUSSION: Male and female offenders should be encouraged to participate
equally in all programs and activities available through the agency.

2-3129 The field agency supports efforts to develop community resources which can pro-
vide services to offenders, and field staff actively support community efforts on behalf of of-
fenders. (Essential)

DISCUSSION: Probation and parole are community oriented and community
centered. The agency should be a mobilizing force in the community and assist in the
development of community resources, so that offenders can benefit from a wide
variety of these resources. Field officers should serve as community organizers in ad-
dition to their more traditional roles.

2-3130 The field staff maintains a cooperative working relationship with public and private
service agencies. (Essential)

DISCUSSION: The agency should maintain a list of the services that are available
from public and private service agencies, and should outline the procedures whereby
offenders are referred for assistance. This document should be distributed to all
field staff. Designated field staff should serve as liaison with the larger service agen-
cies, such as departments of employment, vocational rehabilitation or public
assistance.

2-3131 A current inventory of functioning community agencies is maintained which is
readily available to the field staff. The effectiveness of these resources is evaluated
periodically. (Important)

DISCUSSION: To ensure that parolees and probationers are receiving the help for
which they are referred to community service agencies, the probation/parole agency
should evaluate these resources periodically, and maintain and distribute to all field
officers a current inventory of effective agencies. Community resources that are not
proving effective should be informed in writing and offered whatever assistance
possible in order to become fully functional.

2-3132 When the incidence of special needs offenders warrants, the field agency initiates
and/or supports provision of special programs for these offenders. (Important)

PISCUSSION: Offenders who should be part of special programs, such as drug
abusers, alcoholics, the mentally ill, retarded or otherwise handicapped, should be
provided special programs when a sufficient number are found in the offender
population,

2-3133  The field agency devotes specific resources to assist employable offenders in finding
suitable employment. (Essential)

DISCUSSION: The agency should maintain close liaison with the state department
of employment, both at the headquarters and at local offices, in order to remain
abreast of the changing labor market and to ensure that eligible offenders obtain job
placement assistance. Field staff should solicit job placement assistance from labor
unions, private sector businesses, and community action and self-help groups.
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2-3134 The agency maintains a file of those agencies providing financial assistance to of-
fenders; field officers are instructed and trained in methods to obtain financial assistance for
offenders from available community resources. (Essential)

DISCUSSION: Adequate financial support is essential for individuals beginning
probation or parole with no income. Such offenders should have enough funds or
resources to maintain themselves for at least three weeks, or until a first payday.
Public assistance and welfare officers increasingly are extending financial help to of-
fenders in need, and field officers should know where and how this help is available.
Other public and private agencies extend financial assistance in selected cases, and
field officers should know how to use these sources. Agencies should plan for some
form of unemployment compensation for released offenders until they are gainfully
employed.

2-3135 Written policy and procedure provide for enrollment and support of offenders in
educational programs and vocational training. (Essential)

DISCUSSION: Long considered part of the aftercare program for juveniles, educa-
tional and training programs are becoming significant resources for adult offenders.
In recent years more federal funds have been made ayailable to finance the academic
education and vocational training of selected adult and juvenile offenders. Voca-
tional rehabilitation agencies are also active in providing services for eligible of-
fenders. The agency should identify and support programs featuring education and
training. Staff should be designated to serve as liaison with major program offices,
and the agency should maintain close, cooperative relationships with colleges and
trade schools for purposes of developing suitable programs of learning for of-
fenders.

2-3136  The agency provides guidance to offenders on leisure time programs and activities
available in the community, (Important)

DISCUSSION: Constructive and acceptable leisure time activities contribute to a
satisfactory community adjustment, therefore, the agency should provide the

necessary guidance for those offenders who want to learn how to use leisure time ac-
tivities.

2-3137 The agency, in accord with the courts or parole authority, defines specifically the
types of minor violations that can be resolved by field staff. (Important)

DISCUSSION: Although all major probation/parole violations are reported, and
final resolution is determined by the courts or parole authority, many minor viola-
tions can be handled satisfactorily by field staff. Written policy and procedure
should be provided to permit field staff to resolve minor probation/parole viola-
tions. Records of all minor violations and their resolution should be maintained and

be available to the courts or parole authority whenever a change is being considered
in the legal status of that case.

2-3138  All alleged probation or parole violations are reviewed by the field officer with the
supervisor. (Essential)

DISCUSSION: Following investigation of the alleged violation, the field officer
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should confer with his/her supervisor to determine what action is required. A deci-
sion should be made at this time regarding the need for a formal violation pro-

ceeding or an informal administrative adjustment. Any action taken should be noted
in the case record.

2-3139 The field officer’s written report of an arrest or violation includes the officer’s
recommendation and justification as to final action or resolution of the situation. (Essential)

DISCUSSION: Because the field officer is often very familiar with the case, his/her
views on how best to resolve the matter will assist the final decision-maker. The of-
ficer’s recommendation should be in accordance with the organization’s policies and
guidelines,

2-3140 Al arrests and probation/parole violations are investigated immediately; all
serious arrests and major probation/parole violations are reported promptly in writing to the
proper authority within time deadlines previously defined in writing by the agency.
(Essential)

DISCUSSION: All arrests and alleged probation or parole violations that come to
the attention of the field officer should be investigated promptly and thoroughly,
reviewed with the field officer’s supervisor, and documented in complete written
reports for the case record. This procedure is in keeping with the evidentiary
requirements mandated by the United States Supreme Court regarding parole
revocation, and should be followed in probation cases also. The investigations
should include law enforcement reports, statements from victims or witnesses, and a
statement or explanation from the offender.

2-3141 When a probationer or parolee is arrested on a detention warrant, or when a
detention warrant is lodged as a back-up to bail in conjunction with pending criminal
charges, a preliminary hearing is held within 14 calendar days after the arrest and detention
of the offender or the lodging of the detention warrant; however, when there has been a con-
viction or a finding of probable cause on new criminal charges, the preliminary hearing is
not required. (Essential)

DISCUSSION: The United States Supreme Court case of Morrissey v. Brewer 408
U.S. 471 (1972) requires, as a matter of due process, that a preliminary hearing be
conducted as soon as possible after an offender is taken into custody, so that evi-
dence and sources are readily available. The purpose of the hearing is to determine
whether probable cause exists which indicates that probation or parole conditions
have been violated. Later cases in various jurisdictions have held that a conviction or
a finding of probable cause on new criminal charges takes the place, for due process
purposes, of the preliminary hearing.

2-3142  The preliminary hearing is held in or near the community where the violation is
alleged to have occurred or where the offender has been taken into custody. (Essential)

DISCUSSION: None, (See related standard 2-3141)
2-3143  The preliminary hearing may be delayed or postponed for good cause, and the

probationer/parolee may waive the hearing if first informed of rights pertaining to the hear-
ing and of the consequences of waiving the hearing. (Essential)
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DISCUSSION: Due process requires that any waiver of rights by the proba-
tioner/parolee be done knowingly and voluntarily. Therefore, the revoking authori-
ty should assure that no form of coercion is used to induce a waiver of the

preliminary hearing, and that the parolee understands the nature and consequences
of the hearing before waiving it.

2-3144 When requested by the revoking authority, a member of the administrative staff

or field officer conducts a preliminary hearing and makes findings as te probable cause for
revocation, (Essential)

DISCUSSION: The Morrissey case provides that the hearing officer need not be a

judicial officer, but may be a parole staff member, so long as that staff member is
impartial.

2-3145 The preliminary hearing is conducted by an administrative staff member or of-
ficer who has not previously been involved. (Essential)

DISCUSSION: In view of the requirement that the hearing officer be impartial, it is
inappropriate for the officer who supervised the offender, or an individual who
authorized the offender’s detention to conduct the preliminary hearing.

2-3146 At least three days prior to the preliminary hearing, the probationer/parolee is
notified in writing of the time and place of the hearing, and of the specific violation(s) charg-
ed. The probationer/parolee is also advised in writing of the right to:

Present evidence and favorable witnesses
Disclosure of evidence

Confront adverse witness(es) unless the witness(es) would be subjected thereby to
a risk of harm

Have counsel of choice present, or, in case of indigent persons who request
assistance to adequately present their case, have counsel appointed

Request postponement of the hearing for good cause.
(Essential)

DISCUSSION: Due process requires that the parolee receive notice of the hearing,
of the specific acts alleged to have constituted a violation, and of all rights with
respect to the hearing. Consistent with the United States Supreme Court case of
Gagnon v. Scarpelli 411 U.S. 778 (1973), a revoking authority should decide, on a
case-by-case basis, whether to appoint counsel for an indigent probationer/parolee
who requests such assistance. Among the factors to be considered in making this
decision are: whether the offender denies committing the alleged violation(s);
whether there are mitigating factors which are complex or otherwise difficult to

develop or present; and whether the offender appears to be capable of speaking ef-
fectively in his/her behalf,

2-3147 The person wiio conducts the preliminary hearing determines whether there is
probable cause to revoke probation or parole and hold the offender for a revocation hearing
before the revoking authority. The reveking authority may empower the hearing officer to
make the provisional revocation decision, or merely to report his/her findings and recom-
mendation to the authority for a decision as to revocation, The hearing officer issues a verbal
decision or a recommendation immediately after the hearing and provides a written decision
to the offender within 21 calendar days of the hearing. (Essential)
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piscUssION: The hearing officer should make a summary of the documents
presented and responses made at the preliminary hearing in order to make a deter-
mination as to probable cause for revocation. Although the findings need not be for-
mal, the officer should state the reasons for the determination and indicate the
evidence relied upon,

2-3148 The probationer/parolee is sentenced to or returned to prison only when probable
cause is found at the preliminary hearing and when it is determined, after considering the ap-

propriateness of less severe sanctions, that the clear interest of the public requires incarcera-
tion. (Essential)

DISCUSSION: The preliminary hearing has a usefulness that goes beyond the nar-
row fact-finding process. The hearing may provide an occasion to identify and
reverse potentially harmful patterns of conduct, or to identify gaps in the program
of supervision and recommend alternatives. The authority should consider not only
whether a violation has been committed, but also whether a less severe sanction is
appropriate.

2-3149 When violations occur, alternatives to revocation and incarceration are con-

sidered to the extent that public safety is not endangered and the possibility of successful
community adjustment exists. (Essential)

DISCUSSION: Alternatives to incarceration include: the imposition of special con-
ditions of future probation/parole; increasing the intensity of supervision or
surveillance; placement in a halfway house; enrollment in a local detoxification
facility; transfer of the case to another district or area; and, involvement with a com-
munity or self-help organization.

2-3150 Written policy and procedure govern, in conformance with prevailing law,
cooperation with law enforcement agencies in efforts to apprehend offenders known to be or
suspected of being involved in criminal activities. (Essential)

DISCUSSION: When police are trying to detect and apprehend offenders known to
be or suspected of being involved in new crimes, field staff should cooperate by fur-
nishing photographs, descriptions, and all other information requested by police of-
ficers. If field officers have definite information that might assist in effecting a
proper disposition, they should submit such facts immediately to the appropriate
authorities. Field officers should establish and maintain effective communications

with local police units for the exchange of information relative to offenders’ ac-
tivities.

2-3151 Agency policy prohibits the use of probationers/parolees as police informers;
written policy and procedure specify the conditions for exceptions. (Important)

DISCUSSION: Probationers/parolees should not be subjected to the criminal con-
tacts and influences that are involved in gathering information for police in col-
laboration with other offenders. Procedures should specify the conditions ungier
which exceptions are made. When an offender can and is willing to help the police,
and a review of the situation indicates this is warranted, there should be a written
agreement between the law enforcement agency and the probation/parole organiza-
tion that specifies the conditions under which the offender will be used, including a
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definite time period, Procedures should include securing the approval of probation/
parole administrators and authorities. The field officer should always be informed
of such activity within his/her caseload.

2-3152  Written policy and procedure specify the types of action required to locate and
recover absconders. (Essential)

DISCUSSION: Field investigation should include inquiry at the last known
residence and place of employment, and checks with family, friends, local jails,
hospitals, welfare and service agencies, 2nd other agencies with whom the offender
may have had contact. Also, tracer ietters should be mailed to all possible contacts,
including those outside the immediate area. When appropriate, all law enforcement
agencies should be notified and an arrest warrant issued.

2-3153 When statute permits, written policy and procedure provide that recovered
absconders who commit no new crimes, who are not viewed as an undue risk to the public or
who surrender themselves, may be continued on community supervision. (Important)

DISCUSSION: Many absconders only avoid supervision. When such individuals are
located, an evaluation should be made of their activities, and their present situation
should be assessed. Consistent with public safety, those with no delinquent
behavior, other than absconding, should be restored to active supervision. '

2-3154  Written policy and procedure govern the authorization of probation/parole of-
ficers to arrest offenders. (Essential)

DISCUSSION: When the power to arrest is allowed, any action taken should be
preceded by a conference between the officer and the supervisor, If it is concluded
that an arrest is necessary, trained field officers should make the arrest, using law
enforcement personnel when personal or public safety may be endangered. While
most arrests require warrants, warrantless arrests may be made when the violation

involves the commission of a crime, and current legal standards for warrantless ar-
rests are met, (See related standard 2-3072)

2-3155 Warrants for the arrest and detention of offenders, pending a determination by
the revoking authority as to whether probation/parole should be revoked or provisionally
revoked, are issued only upon the affirmative approval of a revoking authority, or the
statewide or regional director of supervision services. (Essential)

DISCUSSION: The arrest and detention of an offender on violation charges is a
serlous act with profound implications for the offender. In view of the loss of liberty
which results from the issuance of a detention warrant, the need for such a warrant
should be. r.evxewed. by the revoking authority, or the statewide or regional director
of supervision services. The power to issue detention warrants should be exercised

by such administrative personnel, not by the officer involved directly in the supervi-
sion process.

[§2-3156 Warrants for the arrest and d
J¥ evidence which indicates a probable se
¥ and a compelling need for detention pe
& sion. (Essential)

etention of offenders are issued only upon adequate
rigus or repeated pattern of violation of conditions
nding the revoking authority’s initial revocation deci-
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DISCUSSION: The standard for the issuance of detention warrants may not rise to
the standard of probable cause required foria.rrest on criminal charges, However,.to
justify issuance of a detention warrant, sufficient evidence should be produced to in-
dicate that conditions have been seriously breached and that detention is required.
Detention may be required in order to prevent injury to an individual or the public,
to interrupt a serious continuing violation of conditions, or to assure the presence of
the offender at a preliminary hearing when it is determined that he/she would not at-
tend voluntarily. )

2-3157 When violation charges are based on the alleged commission of a new crime, a
detention warrant is only issued when the offender’s presence in .the community would pre-
sent an unreasonable risk to public or individual safety. (Essential)

pISCUSSION: The issuance of a detention warrant often }?rgqludes an offender
who is charged with committing a new crime from the possibility of bail or other
forms of pretrial release. As a general rule, offender§ s}lould be able to seek the
forms of pretrial release which are available to othe.r crupmal defendants. However,
the presence of other serious probation/parole violation cha}rges or a danger to
public or individual safety may justify the issuance of a detention warrant when the
offender is charged with committing a new crime.

i i i ical force only in in-
2-3158 Written policy and procedure provide for the use of physical |
stances of justifiable self-defense, protection of others, .preventlon of propsarty damage
and prevention of escapes, and in accordance with appropriate statutory authority. Only the
minimum force necessary is employed. (Essential)

DISCUSSION: Sometimes offenders lose control over their actions, becoming
violent, and they must be brought under control. Assistance should be sought from
fellow field officers or from local police.

inci i i i tly and in
2-3159 Al incidents involving use of physical force are reported fully, promp i
writing to administrative staff for their information and review. All injuries are reported in
writing and treated promptly. (Essential)

DISCUSSION: Prompt and complete written reports of any use of' force are (;:ssenﬁ
tial as a means of administrative evaluation and contrql of field officer actions; suc
reports are also essential basic documents for protectlon of the agency angi the af-
fected personnel in case of subsequent complaints, accusations or court suits.

2-3160 Written policy and procedure govern searches of offenders by field officers and
ensure the proper disposition of all confiscated items. (Essential)

DISCUSSION: When allowed, searches of offenders should comply with ‘legal re-
quirements. Written regulations should detail how such searches are to be conducted
and under what circumstances, and require a stated reason for the search. Whenever
circumstances permit, field officers should seek concurrence from their suplervxsprs
on the possible need for a search. The supervisor should conduct a postsearch re}'}el\z
to ensure that the search was conducted prOperly..To prevent accusations the tlteh
officer who confiscates any property should, f_or his/her own protectxon,d repoyt th:
incident to his/her supervisor as soon as possible apd should promptly deposi
property with the appropriate law enforcement office.
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2-3161 Special supervision reports are prepared whenever an unusual situation involving

the offender occurs. (Essential)

DISCUSSION: An unusual situation during the period of supervision is any oc-
curence or event which would impact significantly on public safety or probation ad-

justment. (See related standard 2-3087)

2-3162 Probation/parole officers do not routinely carry weapons in the performance of
their duties. Written policy and procedure specify those situations in which agency personnel

may carry weapons. (Essential)

2-3163 Written policy and procedure require that all probationers/parolees are informed
of the grievance program available to them at the time of the initial interview. (Essential)

2-3164 Written policy and procedure govern the transfer of supervision of offenders to
and from other jurisdictions. Transfer policies are in accordance with the Interstate Com-

DISCUSSION: Agency policy should authorize the use of weapons only in carefully
defined and reviewed situations. The agency should train those probation and parole

personnel who are authorized to carry weapons in the proper use of those weapons.
(See related standard 2-3069)

DISCUSSION: Specific procedures should be defined so that all offenders who
believe their rights have been or are about to be violated by administrative actions
and conditions of correctional control, treatment and other services can file com-
plaints. Grievance procedures should include: a time limit for written responses and
action; evaluation by someone not directly connected with the case under investiga-

tion; special provisions for emergencies; right to appeal; and, a monitoring system.
(See related standard 2-3023)

pact on Probation and Parole and other interstate agreements. (Essential)

DISCUSSION: Supervision of offenders is transferred when offenders move into

other jurisdictions. The new probation/parole agency is notified so as to permit con- .

tinuing supervision and to preclude uncontrolled and unauthorized relocation of of-
fenders outside the area of their original jurisdiction. Procedures should exist for the
return of foreign nationals to their home countries under circumstances which are in
concert with authorities in the home countries and in the best interests of all
concerned. The interstate transfer of supervision of offenders is regulated by two
compacts. Compliance with these compacts ensures the public the protection that
probation/parole provides, and provides offenders the services they need. Although
the interstate compacts provide corisiderable detail on the transfer process, it is im-
portant that these policies be localized and supplemented as necessary.

2-3165 A staff member is designated to act as liaison for the transfer of offenders.
(Important)
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DISCUSSION: Effective administration of the compacts requires the clear assign-
ment of responsibility to a designated staff member, who should be thoroughly
familiar with the rules and procedures for implementing transfers. The designated
staff member also may provide training to field personnel and promulgate local
guidelines. Regardless of the amount of interstate transfer activity, at least one staff
member should be charged with and have expertise in this function.
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i ifies that no
3166 Unless precluded by statute or court order, parolg agency pohcy speci
i%u?ula?e is released on parole until the parole program is verified by a designated parole of-

ficer. (Essential)

DISCUSSION: To ensure that the inmate is being released to a legitimate parole

LRSI

olicy should provide for authorizing release on parole only whep .the
?;lc')eig?g;o%ran? has been investigatgd and verified by a parole officer. T}}e verifica-
tion process should include field visits by the parole officer to the parolep § prospec-
tive employer, and family or friends with wh.om the garolee plan§ to reside. This in-
vestigative procedure should include the option to reject or modify the release pro-
gram if circumstances warrant.

7-3167 Unless precluded by statute or court order, written policy a.nd procedu_re provide
that the parole agency receives pertinent information about-a prospectlv.e par9lee in adva!lce
of the parole date to allow for parole program development and/or verification. (Essential)

piscussioN: Adequate time is needed to develop a sound program for the in-
dividual about to be paroled. In cases where the parole officer must devel.op a parole
program, particularly where a number of con_lmunity resources gnd relatives may be
involved, early receipt of referral material is essential. .Even in cases vyhere onl.y
verification of a job and residence is needed, early receipt and pompletlon _of this
task by the parole staff eases the anxiety of the inmate. The options of placing the
parolee in transitional release programs, such as work release and halfway houses,
and the possible need to advance or modify the release date.to accommodate a par-
ticular release program, require that the parole officer receive the referral material

three months in advance of the parole date.

2-3168 The parole agency supports release policies that require employable inmates to
have a visible means of support or a reasonable assurance of employment, rather than a pro-
mise of a specific job, before release on parole. (Essential) :

DISCUSSION: Often inmates cannot be released on parole until Fhere is a specific

and verified job waiting for them. This results in many inmates being “ox_lerdue,” or

retained past their parole date in the institution. This is an expensive pohcy, both in \
terms of institutional costs and inmate anxiety and motivation. Family help, publ}c

assistance, haifway house placement, and direct financial assistancq can maintain

parolees adequately until they are self-supporting. A number of studies have shown

that releasing parolees with ‘“‘reasonable assurance’ of employment. does not

adversely affect recidivism rates, and that offenders do as well or better if they can
find their own jobs.

2-3169 The parole agency participates in programs that include provisions for graduated
or partial release. (Important)

DISCUSSION: Sudden and direct release to the cornmunity after many years }n a
closed or maximum security institution can produce psychological shock in a
releasee and may be a factor in a releasee’s inability to adjust on parole. A few
months in a minimum or open institution can help ease the transition to parole and
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should be arranged if possible. Other partial release programs include work and
study release and trial visits to family and community prior to parole. Another type
of program that can achieve the same objective permits an extension of visiting
privileges at the institution for the last few months prior to release. Such programs
gradually reacquaint inmates with the issues, pressures and emotions they will en-
counter once paroled.

2-3170 Written policy and procedure provide for staff recommendations to parole
authorities for the advancement of parole dates in hardship or exceptional cases. (Important)

DISCUSSION: Parole staff, following an appropriate investigation, should be able
to recommend, and the paroling authority grant, advdnces in release dates in cases
of hardship or exceptional merit. Hardship cases would include serious or terminal
illness, imminent death, or death of a member of the inmate’s immediate family.
Cases of exceptional merit would include an outstanding prison adjustment beyond
that normally expected, performance of a meritorious deed by the inmate, or ex-
istence of an unusual employment opportunity for which the inmate is especially
qualified and which would not be available at the time of normal parole date. In ad-
dition to the parole officer’s verification of the circumstances, the advance release
should be consistent with the legal requirements of the case and not in conflict with
detainers, pending disciplinary or medical action.

2-3171 Written policy and procedure provide for parole officer approval of parolees’
reasonable delays enroute to approved parole programs. (Important)

DISCUSSION: Valid reasons for allowing an inmate a delay enroute to the ap-
proved parole program may become apparent to the parole officer during the con-
duct of the parole investigation. An individual may wish to visit family, recover
clothing or tools, or take care of a legal matter at a location other than the parole
location. The person best able to evaluate such situations is the parole officer con-

ducting the preparole investigation, and his/her recommendation regarding such
delays should be followed.

2-3172 The agency provides funds and encourages the use of community residential

centers to parole staff for prerelease programs and to parolees for crisis situations.
(Important)

DISCUSSION: Many newly released offenders need a place to live. For some, the
small, privately-operated community residential center is extremely helpful. This
type of transitional residence offers privacy with some structure and guidance, but
without state authority. Where such facilities can be obtained on a contract basis,
the agency budget should provide funds to purchase such services.

2-3173 The initial personal contact between the newly released parolee and the field
parole staff takes place as soon as possible, but not more than three work days after the
parolee’s release from custody, unless otherwise agreed upon prior to release. (Essential)

DISCUSSION: Immediate contact between the newly released parolee and parole
staff determines that the parolee did report to the designated program, emphasizes
the importance of parole supervision as part of the individual’s sentence, provides
for immediate parole officer assistance if parts of the release program fail to
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i i int in
’

regard to the parole program.

2-3174 Written policy and procedure provide that parole officers can use local detention

only for alleged parole violations. (Essential)

custody can be justified only when an alleged

i iolati T
parole violation occurs and when either the serloucsiness }c:_f lt1h§ ‘g:rlglt;o:f?irc élrle;) ?:;gsea
i i whic
ding is a factor. The circumstances ufn er whi 2
ggrﬁzﬁg cusgtody should Le limited, and the time spent in custody should be kept

a minimum,

pISCUSSION: Placing a parolee in

oy tial
2.3175 Time limits exist for the submission of parole violation reports. (Essen ial)

i i i ted.
DISCUSSION: Arrests and parole violatlor}s mu.st be mvesgﬁallltglcll ﬁr;c(l) nrxng;role
Frequently, the parolee is in custody.durmg th}s protfessl.d pitho agblished par8 ¢
violations require extensive investigation, deadlines shou

d delivery of services for mandatory releases

2-3176 When statutes permit, supervision an P

are of the same quality as that provided parolees.

DISCUSSION: None.

i i request
2-3177 The parole agency provides assistance and services to dischargees who req

such help. (Important)

i le often re-

from prison or from paro
!%rhe parollz: agency should make every effort
hen such aid will promote 2 crime-free

DISCUSSION: Persons discharged direct
quest assistance from the parqle agency.
to extend case services to dischargees W
existence. _—
. . iti
2.3178 The field agency cooperates in providing information on the leg
furlough requests. (Important) -
ntly needs help in investigating the
ising the inmate on furlough. _The
and the parole agency should
f assistance.

i institution freque
DISCUSSION: A correctional institu f
legitimacy of a request for furlough and in supery

field parole officer should provide this assistance,

make adequate provision in its operations for this type o
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2-3179 The administrator of the probation field agency organizes and manages the in-
vestigation function to maintain both presentence and supervision services. (Essential)

DISCUSSION: Investigations and reports constitute a significant amount of proba-
tion activity, Where demands for investigations are great, it may be more efficient
and effective to provide for a substructure within the organization to carry out this
function. Where investigation. requirements are minimal, consolidation of the in-
vestigation and supervision functions may be practical. There should be a logical,
orderly, and expeditious work flow from receipt of the request for an investigation
to delivery of the report to the court.

2-3180 The priority assigned to the supervision function is equal to that assigned to the
presentence investigation function. (Essential)

DISCUSSION: Supervision of the offender in the community is integral to effective
probation. The probation administration should ensure that competing demands

(e.g., presentence investigations and report deadlines) do not cause the relegation of
supervision to a secondary function.

2-3181 The supervision of misdemeanant offenders is governed by standards, policies
and practices comparable to those available to felony offenders. (Important)

DISCUSSION: Misdemeanants placed on probation should receive the same pri-
ority and quality of service as those accorded felony probationers. The agencies re-

sponsible for felony probation also should have responsibility for misdemeanant
probation.

2-3.182 The field agency has a written policy governing methods to be used in collecting
the information essential in making recommendations of fines, restitution, family support
and their amount(s) to the court. (Essential)

DISCUSSION: While the offender should not have to pay more than a reasonable
cost, it is important that the victim be given the opportunity to present information
relative to the value of the loss. Value should be verified and the victim should be
told the method to be used. The victim should be informed about the offender’s

ability to pay and whether or not the money will be paid in small amounts over a
long period of time or at a specific time.

2-3183  Unless prohibited by statute, written policy and procedure preclude the require-

ment that pl:obationers pay the cost of probation, but do not preciude the payment of court
ordered restitution or court costs. (Important)

DISCUSSION: The costs of probation should be borne by the jurisdiction that
established the probation agency.

?-3184 A probation officer conducts an initial supervision interview with the probationer
immediately after the individual is placed on probation. (Essential)
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DISCUSSION: The conditions of probation and the supe.rvision plan are explained
to new probationers immediately because they will guide the probgtloners’ con-
tinued freedom in the community. The first interview should emphasize that super-
vision is a condition of probation. The supervision plan shoulc} .begm at this time
and include, at a minimum, provisions for monitoring the conditions of probathn,
the establishment of a reporting schedule, and the offer of available community
resources and development of additional resources, if required.
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2-3185 Written policy specifies that the primary purpose of the presentence report is to
provide the sentencing court with timely, relevant and accurate data so that it may select the
most appropriate sentencing alternative and correctional disposition; subject to this primary

- purpose, the report is prepared in a manner to serve the needs of any correctional institution

or field agency which may receive the offender. (Essential) '

DISCUSSION: The needs of the sentencing court must have first priority in prepar-
ing the format and content of the presentence report. But if and when the offender
goes to an institution, the staff there, and later the parole authority, may have little
or no background information on the offender except as found in the presentence
report. Accordingly, it is vital to the interest of both the institution and the sentenc-
ing court for the presentence report to serve the institution and the parole authority

if they in turn are to handle the offender appropriately and with due respect to the
intent of the court.

2-3186 The agency assigns the resources required to ensure the submission of investiga-
tion reports within three weeks for confined offenders and four weeks for offenders who are
not confined. (Essential)

DISCUSSION: Sufficient staff, time, space and equipment should be assigned to all
presentence functions. However, the resources assigned to the presentence investiga-
tion and report function should not adversely affect the delivery of other probation
services. A presentence investigation and preparation of a report should not exceed
four weeks in general, or three weeks for offenders in custody. These time frames,
however, will vary depending on the nature of the offense, complexity of the of-
fender’s circumstances, possible dispositions, availability of prior reports, and
necessity of delivering the report to the court in time for review and analysis.

2-3187 _ Written policy and procedure govern the conduct of presentence investigations,
preparation of reports, and provision of sentencing alternatives for the court. (Essential)

DISCUSSION: Wri.tten g_uidelines help ensure high quality investigations and
reports, and minimal disparities in the provision of sentencing alternatives. The

g111idlelines should be developed in collaboration with the court and reviewed reg-
ularly.

2-31m8_8 Policy and procedure provide for interviewing the victim when appropriate or
possible. The information obtained is contained in the presentence report. (Important)

DISCUSSION: Interviewing the victim for the presentence investigation (victim im-
pact statement) allows the victim to not only tell his story in his own words but also
offers an opportunity for him to express his feelings about the disposition. At the
same time the probation officer is given the opportunity to explain to the victim the
offender’s situation. For example, in some jurisdictions the victim and the offender
are brought together in face to face confrontation with the probation officer acting

as a mediator. At this time the amount of payment is determined and agreed upon
by both parties.
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7-3189 The administrator of field services supervises and reviews, on a continuing basis,
the conduct of presentence investigations, the preparation of reports, and the provision of
sentencing alternatives for the court. (Essential)

DISCUSSION: None.

2-3190 Written policy specifies that a presentence investi.gati'on is no! conducted nor a
presentence report prepared until the defendant has been adjudicated gullty .of an offense,
unless the defendant, on advice of counsel, has consented to allow the mvestlga.tlon to pro-
ceed before adjudication, and adequate precautions are taken to ensure that information
disclosed during the presentence investigation does not come to the attention of the prosecu-
tion, the court or the jury prior to adjudication. (Essential)

DISCUSSION: While there are occasional and exceptional situations in which a
short cut may be taken in the interest of both the court apd thg defendant, thg basic
rights of the defendant are ordinarily jeopardized if the investigative process is con-
ducted before adjudication. Also, since a full account of the of fense is an important
element in a competent report, it is difficult for the probation officer to get th.e
needed information in a case for which guilt has not been finally _determme.d. If it
does become necessary to conduct a preadjudication investigation, it is essential that
the defendant’s informed consent be given and that inadvertent premature
disclosure of the report be conscientiously avoided.

2-3191 Written policy and procedure permit the use of staff other than probation officers
to collect information during the presentence investigation. (Essential)

DISCUSSION: Some of the data required for an investigation and th.e presentence
report may be collected by nonprofessional staff (i.e., paraprof_esmqnals, vplun-
teers, students, clerical), thus freeing probation officers to use their skills for inter-
preting the data and developing a probation plan.

2-3192 When probation is not prohibited by statute, a potential supervision plan is
developed during the presentence investigation and included as part of the presentence
report. (Essential)

DISCUSSION: It is necessary to ensure that, if probation is granted, a plan vsflll be
available on the first day of supervision. The plan should include such con§1dera-
tions as employment, residence, education, etc., and should be develqped with the
offender. To the degree possible, the probation officer who will supervise the proba-
tioner should participate in the development of this plan. The pl.an should be
realistic in that both the goals set and the resources required are attainable.

2-3193  Written policy and procedure provide that probation officers are to c9nsider m
novative sentencing alternatives in all cases in which incarceration is not clearly imperative
for reasons of immediate public safety. (Essential)

DISCUSSION: The traditional dispositions in adult courts are probation, confine-
ment in a local facility, or confinement in a state correctional institution. It is impor-
tant to seek other alternatives that may permit a better balance between the dual
needs of protecting the community and providing for the welfare of the defendant.
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The appropriate time to search for alternatives is during the presentence investiga-
tion, and any feasible alternatives should be set forth in the presentence report, The
use of alternatives such as halfway houses, detoxification centers, civil addict com-

) 3

i ici i ad and assess the document
mitment programs, and self-help groups may be appropriate. Attention also should DISCUSSION: The court requires SL.lff]ClteaI}i. tgnfn itsir;im and ases the documen
be given to finding resources that would permit use of individualized probation 3 and perhaps discuss it w1th.probatlotxl1fs en.eralized mum of bvo ful deys st a
supervision programs if probation is ordered. essential for the court’s review, but this g
judicial schedules and workloads.
2-3194  The probation agency can document efforts to promote the resources necessary to ,, e e vebiot {0 rericw by 8 e
process a presentence report in every case in which there is a potential sentencing disposition ' 2-3199 Al pres entgn ce reports ant 1(- E ommen ‘
involving incarceration for one year or longer, and in every case involving first offenders and « visor prior to submission to the court.
minors, (Important) |

mendations
DISCUSSION: Supervisory review of presentence reports and recom

‘. 4 ; ing: ensures that functions are being
DISCUSSION: As correctional institutions become more expensive and more serves several purposes including thei{}? ugﬁér;gogjectives and procedures; helps to
crowded, it becomes especially important to ensure that incarceration is not resorted i properly implemented in acgordatlr;;e \:Ileedl?ed inf’ormation in the correct'format; en-
to in any case in which viable alternatives are available and appropriate, Minors and determine that the court will get ti el-eaSonable and supported by the 1nformatl'0n
first offenders should be diverted from an institutiona] career whenever possible, The sures that each reco.mmendaltll?ntlS ining of personnel and the development of skills
bresentence report in such cases may have particular utility in outlining, when ; provided; and, contributes to the training
justified, feasible alternative plans.

and knowledge.

A . onfidentiality of presentence reports
2-3195 Written policy and procedure govern the use of different presentence report for- 2-3200 Written policy and procedure protect the ¢
mats to meet the specific needs of the courts and correctional agencies. (Important) and case records. (Essential) 4 rtroom and
! ‘ ) -~ ds beyond the cou
DISCUSSION: The establishment of standard formats to be used without deviation ] DISCUSSION: The issue Of. co;?ii?éfg% f:;?)?t prOCgSS from reqelpt of the case
is an important contribution to quality control and efficiency in presentence report ; should pe.rme.ate the entlref}nvlede%truction of documents, Information about caaseg
production, However, there may be proper reason to have more than one standard | for investlgatlor} through ln? and files and records should not be.left unatter}r }f's
format to adapt efficiently to different types of cases while stil] avoiding uncon- ,, should not be discussed open g’ have a proper and legitimate interest in the case.d h;s
trolled variations from case to case. To this end the agency should collaborate with or given to persons who do n(‘)th the sharing of the report with th‘? defendant an
the courts to design a standard report format to be used for particular types of cases. : principle is not to }?tf:rfere w1” is recognized in law or court policy.
As a basic principle, enough data should be collected and analyzed so that the most ' counsel wherever ““disclosure

appropriate sentencing alternative may be selected to pr

otect the community and
serve the needs of the offender.

2-3196 If probation is one of the sentencing alternatives, the probation officer identifies fender is ordered. (Essential)

. " : ined
the need for special conditions of probation, if any, and recommends that these special con- ~ . i hich the offender is ordered C(.’nf{ne. ’
o0 nces 1n wiic oY | v e
ditions be appended to the general conditions of probation, (Essential) DISCUiSlON:mlz?te:i};?sSZhg:ﬁ? be provided to the re%el‘vmg lllnsgggt‘i(g; tvcsiﬁs:geglciléz
presentence ' idelines, developed in colla
DISCUSSION: In addition to those general conditions of probation which are ap- ; classification Dr‘?ce‘?' Vf"fg‘ffj;sg utc,crilould ‘be available and cover such .m?t.teggitis_
plicable to all probationers, possible special conditions should be identified during ] receiving committe t? transmittal of documents. In consideration of vital in
the presentence investigation, fecommended to the court, and appended to the method and timing 0

general conditions by the court if it appears that these additi

5 " a successful community adjust-
ment, Special conditions should be few in number, realistic, and phrased in positive

i tto
to deliver the presentence repor
i should make every effort : :
:ilonglsrtlietictli’c:rtl\ Z? %lelrems};me time that the offender is transferred there.
e

2-3197 When statutes permit, confinement, full or part-time, is part of a probation grant

(mly in s‘electe‘d cases when circumstances clearly indicate the need for confinement as part of
a prescribed program plan, (Important)

tion it should be discouraged unless it clearly will contrj
likelihood of better community adjustment,
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CITIZEN INVOLVEMENT AND VOLUNTEERS

2-3202  Written policy and procedure provide for securing volunteer citizen involvement
in the programs, including roles as advisors, interpreters between the program and the

public, direct service roles, and cooperative endeavors with offenders under supervision,
(Important)

DISCUSSION: Probation/parole agencies should assign staff responsibility for pro-
moting and maintaining volunteer citizen involvement in their programs. Citizen

2-3203  Written policy and procedure for volunteer citizen involvement include a system

for selection, training, term of service, termination of service, and definition of tasks,
responsibilities and authority for volunteers. (Essential)

DISCUSSION: The structure and goals of the volunteer program should be stated
clearly so that the volunteer’s experience will be productive and satisfying, and that

problems and misunderstandings will be minimized. A period of orientation and

training should be provided, followed by continuing supervision and guidance from
designated staff,

2-3204  Written policy and procedure call for the recruitment of volunteers from all
cultural and socioeconomic segments of the community, (Important)

DISCUSSION: Volunteer contributions can be made in many ways, and a volunteer
corps representative of a cross section of the community has much to contribute.

2-3205 Written policy and procedure provide that
completes a documented oricntation and training pro
tion of his/her assignment. (Essential)

» Prior to assignment, each volunteer
gram to prepare for the proper execu-

DISCUSSION: An initial orientation session for long-term volunteers should ad-
dress the history, policies, and regulations of the agency and should include an over-
view of the program so that the volunteers may develop a sense of their role in the
program. The curriculum should include a description of the volunteers’ duties, as
well as a review of the needs, attitudes and life styles of the offender population.
One-time or short-term volunteers may require less intensive orientation. All
volunteers should receive 3 copy of the field agency’s code of ethics.

2-3206  Written policy and procedure specify

all agency policies, particularly those relating to
tion, (Essential)

that volunteers agree in writing to abide by
the security and confidentiality of informa-

DISCUSSION;: Voluntegrs will be exposed to information about offenders and their
background and, at times, to information about the agency and its operation, It is

important. that volunteers respect the confidentiality of offender information and
other privileged information,
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education. (Essential)

fessional services without proper
: unteers should not perform professi : .

Dlsgg SS;%I; Z)?allmination or license. Volunteers qffermg prof:essmr}al. se_:tryllcgs c%léiﬂ
certi ‘Cairled ;o cite their credentials and/or certificate status in their 1q1dxea; edpzfpro-
E?)riec"llputoring or sponsorship of a craft or hobby program is not consi

fessional service.

i isi inst
DISCUSSION: The field agency administ.ratgon. s.hould malllce pré):ésxo;lrso rr?gallégal
liability or'tort claims to protect the jurisdiction ?ndtt e raoggra % e
proceedings and provide liability procetc}ulr?s folr ;:fax‘;(g)l;lrrrll ::trspand offér e P
et "« 1x a
isions are essential in avoiding potential leg s anc
z::lt?:ns for the staff, volunteers and offenders under supervision

. inst liability or
2-3208 The field agency administration or the parent agt:r;:yl é)gr;)]v;)drzsv;gi;a):lnsstv ::I‘:g“nln ythe
X i i igned waivers or o
ims in the form of insurance, signed
;3:;sflliztion in which the volunteer program is located. (Important)
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Glossary

Administrator of Field Services

The person directly responsible for directing and controlling the operations of the adult
probation an;i/or parole field services program, This person may be a division head in a
la{gg cor_rectloqal agency, a chief probation officer answering to a judge, or the ad-
ministrative officer of a court or parole authority with responsibility for the field services
program,

Agency Administrator

Career Development Plan

‘ The planned sequence of promotions within an agency that contains provision for: 1) ver-
tical movement throughout the entire range of a particular discipline; 2) horizontal move-
ment encouraging lateral and promotional movement between disciplines; and 3) opportuni-
ty for all to compete for the position of head of the agency,

Additionally, career development plan may mean that progression along these three

T . aS the am 1 q

Detainer

A warrant placed against a person in a federal state or | i ili i
) ' , ocal correctional facility notify-
Ing the holding authority of the intention of another jurisdicti ' ’ i
g ontot -
dividual when he or she is released, . ake custody of that in

Facility
The actual physical setting in which a program or agency functions.
Field Agency

The unit of a governing authority which has dir ibili isi ;
. - ' ect responsibility for the provision of field
Supervision services, and for the carrying out of policy as set by the governing authority,

Furlough
Approved leave from a correctional institution,

Holidays

All days legally desi ‘ : ‘
of a jurisdict%on.y 1gnated as nonworkdays by statute or by the chief governing authority

Information System

The concepts, personnel and supporti i

‘ epts, per! Supporting technology for the collection, organization and
dteh\éerydo‘f mformgtmn for gdgnmistrative use. There are two such types c’>f ingformation: (1)
Standard information, consisting of the data required for operational control, such as the

daily count of individuals on probation or parole, payroll data in a personnel office, proba-
tion/parole success rates, and caseload levels in a parole or probation agency; (2) devn:and in-
formation, consisting of information which can be generated when a report is required, such
as information on the number of probationers/parolees eligible for discharge during a
twelve-month period by offense, sentence and month of release,

Interstate Compact for the Supervision of Probationers and Parolees

An agreement entered into by eligible jurisdictions in the United States and its territories,
except the District of Columbia and Guam. The Compact provides the means for these
jurisdictions to function cooperatively in working with probationers and parolees.

Interstate Compact on Juveniles

An agreement authorizing the interstate supervison of juvenile delinquents and the
cooperative institutionalization of special types of delinquent juveniles, such as psychotics
and defective delinquents. Forty-nine of 54 eligible jurisdictions have ratified this Compact,

National Uniform Parole Reports Systems

A cooperative effort sponsored by the National Parole Institutes. This program calls for
the voluntary cooperation of all federal and state authorities having responsibility for felony
offenders in developing common terms to describe parolees—their age, sex and prior
record—and common definitions to describe parole performance. These types of data allow
for comparisons across states and other jurisdictions,

Parent Governmental Organization
The administrative department or division to whom the agency seeking accreditation
reports; it is the policy-setting body.

Parole Authority

The decision-making body which has the responsibility to grant, deny and revoke parole,
In some jurisdictions it is called the ““Parole Board’’ or the “‘Parole Commission’’, The term
parole authority is meant to include all of these various bodies.

Policy

A policy is a course or line of action adopted and pursued by an agency which guides and
determines present and future decisions and actions. Policies indicate the general course or
direction of an organization, within which the activities of the personnel and units must
operate. They are statements of guiding principles whiqa should be followed in directing ac-
tivities toward the attairment of objectives. Their attainment may lead to compliance with
standards as well as compliance with the overall goals of the agency/system.
Procedure

The detailed and sequentisl actions that must be executed to ensure that a policy is fully
implemented. It is the method of performing an operation, or a manner qf pgoceedmg ona
course of action. A procedure differs from a policy in that it directs action in a particular
situation to perform a specific task within the guidelines of policy,

Training
An organized, planned, and evaluated activity designed to achieve specific le_amgng _obJec-
tives. Training may occur on site, at an academy or training center, at an institution of
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h‘igher learning, thropg.}{ contract service, at professional meetings or through closely super-
vised on-the;-;ob activities. Meetings of professional associations are considered training
when there is clear evidence of the above elements.

Volunteer

Citizens from the community who donate their time and effort to enhance the activites of
tt_xe program. T}ley are selected on the basis of their skills or personal qualities to provide ser-
vices In recreation, counseling, education, religious activities, etc.
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APPENDIX A
Parallel Reference Table and New Weights

First edition indicates standard number as it appeared in the first edition of the manual. The
revised edition column indicates the number of the equivalent standard in the revised edition.
The revised standard may have no change or only minor changes, or it may be revised or totally
rewritten. The following symbols indicate the extent of change:

R revised

N replaced with new standard
None no equivalent in first edition

no symbol no substantial change in standard

The weights which are found in the revised edition are shown. A change in weight from the
first edition is indicated with a “C”,

First Revised New First Revised  New
Edition Edition  Weight Edition Edition  Weight
Administration, Organization ' Personnel
and Management , 3041 2-3028  Essential
3003 2-3001 Essential 3042 2-3029  Essential
3004 2-3002  Essential 3043 2-3030  Important
3006R, 3025R  2-3003 Essential 3044R 2-3031 Essential
g%g 2-3004  Essential None 2-3032  Essential

N, 3009N, _ 3045 2-3033  Essential
3025N, 3028N  2-3005  Essential-C 3063 2-3034  Essential
3010N, 3020N  2-3006  Essential None 2.3035  Essential
3017 2-3007 Essential 3046 2-3036 Essential
3098N 2-3008 Essential 3047N 2-3037 Essential
3014 2-3009  Essential 3051 23038  Important-C
3097 2-3010  Essential None 2-3039  Essential
3018N, 3035N  2-3011 Essential None 2-3040  Essential
3100 2-3012  Essential 3048R 2-3041  Important
3021R, 3026R  2-3013  Essential 3052R 2-3042  Essential-C
3022N, 3023N  2-3014 Essential 3053N 2-3043 Essential
3029 2-3015 Essent§a1 None 2.3044 Important
3030 2-3016 Essenqal 3061R, 3062R  2-3045 Essential
3031 2-3017  Essential 3064R 2-3046  Important
3033 2-3018 Essential None 2-3047  Essential
3034R 2-3019  Essential None 2-3048  Essential
3036 2-3020  Important 3072R 2-3049  Essential
3037 2-3021% Essential 3001N 2-3050 Essential
3038 2-3022 Essential 3070 2-3051 Essential
None 2-3023  Essential 3002 2-3052  Essential
3005 2-3024  Essential None 2-3053  Essential
3013 2-3025 I.f:.ssentgal 3060R 2-3054  Essential
3103 2-3026 Essential 3055 2-3055 Essential
3111 2-3027  Important
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First Revised New
Edition Edition = Weight
3056R 2-3056 Essential
3057 2-3057 Essential
3058R 2-3058 Essential

Training and Staff Development

None 2-3059 Essential
None 2-3060 Essential
None 2-3061 Essential
None 2-3062 Important
None 2-3063 Essential
3102R 2-3064 Important
3065R 2-3065 Essential
3066N 2-3066 Essential
None 2-3067 Essential
3067 2-3068 Important
3068R 2-3069 Important-C
3069 2-3070 Important
None 2-3071 Mandatory
None 2-3072 Essential
None 2-3073 Important
Fiscal Management

3073 2-3074 Essential
3074R, 3077R  2-3075 Essential
3076 2-3076 Essential
None 2-3077 Essential
3075N 2-3078 Essential
3032 2-3079 Important
None 2-3080 Essential
3079N 2-3081 Essential
3081N 2-3082 Essential
None 2-3083 Essential
None 2-3084 Essential
None 2-3085 Essential
Case Records

3082N, 3083N,

3086N 2-3086 Essential
3084 2-3087 Essential
3085 2-3088 Important
3087 2-3089 Essential

Management Information and Research

3089 2-3090 Essential
3090 2-3091 Essential
3091 2-3092 Important
52

First
Edition

3092
3093
3094
3104R, 3106R
3105
None
3107
3108
3109
3110
3095
3096R

Revised
Edition

2-3093
2-3094
2-3095
2-3096
2-3097
2-3098
2-3099
2-3100
2-3101
2-3102
2-3103
2-3104

- New

Weight

Important
Essential
Important
Essential
Important
Essential
Essential-C
Important
Essential
Important
Essential
Essential

Supervision—Probation and Parole

Agencies

3112
3113
3027R
3114N, 3115N
3116
3117R
3139R
3138R, 3140R
3122
3118R
None
3119
3120R
3121R
3123
3124R
3125N
3135
3136
3145N, 3165N
3088
3164
3i27
None
3128
3129
3130R
None
3131
3132R
3133
3134N
3143N

2-3105
2-3106
2-3107
2-3108
2-3109
2-3110
2-3111
2-3112
2-3113
2-3114
2-3115
2-3116
2-3117
2-3118
2-3119
2-3120
2-3121
2-3122
2-3123
2-3124
2-3125
2-3126
2-3127
2-3128
2-3129
2-3130
2-3131
2-3132
2-3133
2-3134
2-3135
2-3136
2-3137

Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Important
Essential
Important
Essential
Essential
Essential
Important
Important
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Important
Important
Essential
Essential
Essential
Important
Important

s
i

TR S &

First
Edition

3141
3142
3144R
None
None
None
None
None
None
None
None
3146N
3137
3153R
3147
3148R
3149R, 3166R
3166R
None
3166R
3150
None
3151R
3188
3071
3152N
3154N, 3155N,
3156N
3157

Revised
Edition

2-3138
2-3139
2-3140
2-3141
2-3142
2-3143
2-3144
2-3145
2-3146
2-3147
2-3148
2-3149
2-3150
2-3151
2-3152
2-3153
2-3154
2-3155
2-3156
2-3157
2-3158
2-3159
2-3160
2-3161
2-3162
2-3163

2-3164
2-3165

New
Weight

Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Important
Essential
Important
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential

Essential
Important

Supervision—Parole Agencies Only

3158
3159
3174
3175
3160
3161
3162R
3163R
3167
3168
3171R
3172
3176

2-3166
2-3167
2-3168
2-3169
2-3170
2-3171
2-3172
2-3173
2-3174
2-3175
2-3176
2-3177
2-3178

Essential
Essential
Essential
Important
Important
Important
Important
Essential
Essential
Essential
Essential
Important
Important

Supervision—Probation Agencies Only

3178

2-3179

Essential

First
Edition

3179R
3180

319IN
3192N
3181R

Revised
Edition

2-3180
2-3181
2-3182
2-3183
2-3184

New
Weight

Essential
Important
Essential
Important
Essential

Presentence Investigation and Report

3193R
3194N
3195
None .
3196
3197
3198
3199
3200
3201
3202
3203
3204
3205
3206
3207
3208

2-3185
2-3186
2-3187
2-3188
2-3189
2-3190
2-3191
2-3192
2-3193
2-3194
2-3195
2-3196
2-3197
2-3198
2-3199
2-3200
2-3201

Essential
Essential
Essential
Important
Essential
Essential
Essential
Essential
Essential
Important
Important
Essential
Important
Essential
Essential
Essential
Essential

Citizen Involvement and Volunteers

3039

3040

None
None
None
None
None

2-3202
2-3203
2-3204
2-3205
2-3206
2-3207
2-3208

Important
Essential
Important
Essential
Essential
Essential
Important
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Code of Ethics

AMERICAN CORRECTIONAL ASSOCIATION

The American Correctional Association expects of its members unfailing honesty, respect
Jor the dignity and individuality of human beings, and a commitment to professional and
compassionate service. To this end we subscribe to the Jollowing principles.

Relation
[ ]

Professj
®

ships with clients/colleagues/other professions/the public—

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

Members will serve each case with appropriate concern for the client’s welfare and
with no purpose of personal gain,

Relationships with colleagues will be of such character as to promote mutual respect
within the profession and improvement of its quality of service.

Statements critical of colleagues- or their agencies will be made only as these are
verifiable and constructive in purpose,

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

Subject to the client’s rights of privacy, members will respect the public’s right 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.

onal conduct/practices—

No member will use his official position to secure privileges or advantages for himself.
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 th.at is in-
consistent with the free and objective exercise of his professional responsibilities.

In any public statement members will clearly distinguish 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 responsibility to record and make available for
review any and all case information which could contribute to sound decisiornis affect-
ing a client or the public safety, . _ ‘
Each member will report without reservation any corrupt or unethical behavior which
could affect either a client or the integrity of the organization. ‘

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

Each member will maintain the integrity of private information; he will nelthe_r 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 rpake all appoint-
ments, promotions or dismissals only on the basis of merit and not in furtherance of

partisan political interests.

(Adopted August 1975 at the 1081 Congress of Correction)
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Index

ABSCONDING: 2-3152, 2-3153

ADMINISTRATION:
Administrative Manual 2-3014
Annual Plan 2-3005, 2-3010
Biennial Report 2-3016
Citizen Complaint Investigations 2-3023
Legal Assistance 2-3015
Legislative/Governmental Relations 2-3019
Organizational Chart and Plan 2-3005, 2-3010, 2-3179
Policy Review and Dissemination 2-3011
Staff Meetings 2-3006
Staff Participation 2-3006, 2-3007, 2-3093
Statutory Authority
administrative officer 2-3003, 2-3029
organizational responsibility 2-3001, 2-3002

ADMINISTRATIVE OFFICER:
Appointment 2-3028, 2-3029, 2-3031
Duties: 2-3003, 2-3004, 2-3008, 2-3009, 2-3010, 2-3011, 2-3014, 2-3064,
2-307s, 2-3076, 2-3077, 2-3081, 2-3091, 2-3092, 2-3098, 2-3106,
2-3179, 2-3189
Qualifications 2-3030
AFFIRMATIVE ACTION: 2-303s, 2-3036, 2-3037, 2-3038
ALTERNATIVES TO CONFINEMENT: 2-3149

ANNUAL REVIEWS; 2-3005, 2-3010, 2-3027, 2-3037, 2-3059, 2-3061,
2-3081, 2-3086, 2-3091

ARREST  (See SUPERVISION o PROBATION/PAROLE)
BUDGET  (See FISCAJ, MANAGEMENT)

CASELOADS, SPECIALIZED: 2-3132

CASE RECORDS: .30, 2-3087, 2-3088, 2.3125

Confidentiality 2-3089, 2-3200
Information Dissemination 2-3022

CO-EDUCATIONAL PROVISIONS: 2-3128
COLLEGE/UNIVERSITY RELATIONSHIPS: 2-3020
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COMMUNITY RELATIONS: 2-3011
Citizen/Volunteer Involvement 2-3202, 2-3206, 2-3207, 2-3208
recruitment, selection, training of 2-3203, 2-3204, 2-3205

COMMUNITY RESIDENTIAL CENTERS: 2-3172

COMMUNITY RESOURCES: 2-3129, 2-3130, 2-3131
CONDITIONS OF RELEASE: 2-3111, 2-3112, 2-3123, 2-3124, 2-3196

CONFIDENTIALITY:
Case Records 2-3022
Confidentiality Requirements for Consultants, Contract personnel 2-3053
Presentence Report 2-3200
Research 2-3101
Parole/Probation Status 2-3122

CONFLICT OF INTEREST: 2-3050, 2-3051, 2-3052

CRIMINAL JUSTICE SYSTEM:;
Collaboration with 2-3011, 2-3095

EQUAL EMPLOYMENT OPPORTUNITIES: 2-3035, 2-3036, 2-3037, 2-3038

EVALUATION:
Agency Performance 2-3104
Pretrial Intervention Pro rams 2-3027

FACILITY:
Accessibility 2-3017, 2-3079
Equipment 2-3018
Space Management Plan 2-3079

o OPERATIONSZ: 3013, 2-3018, 2-3109
Inspection System 2- - y 2-
Wogkload M};nagement 2’-3106, 2-3107, 2-3108, 2-3109, 2-3132

FISCAL MANAGEMENT:

Audit Requirements 2-3083
Budget 2-3074, 2-3075, 2-3076, 2-3077, 2-3078, 2-3080

Financial Controls 2-3082, 2-3083
Insurance Coverage 2-3085

Resident Funds 2-3081
Service Purchase Funds 2-3084, 2-3133, 2-3135

FORCE, USE OF: 2-3158, 2-3159

GRIEVANCE PROCEDURES:

Offenders 2-3163
Personnel 2-3049, 2-3943
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INFORMANTS, USE OF: 2-3151

INFORMATION DISSEMINATION:
Biennial Report 2-3016
Case Records 2-3022
Public Information Program 2-3021
Research Findings 2-3102

INFORMATION SYSTEMS:
Access to  2-3090
Collaboration with Others 2-3095
Planning 2-3093
Policies & Procedures 2-3091
Security 2-3094

INSPECTION SYSTEM (See MONITORING SYSTEM)

INTERSTATE COMPACT ON PROBATION & PAROLE: 2-3164, 2-3165
LEGAL ASSISTANCE: 2-3015

MGCNITORING SYSTEMS: 2-3013, 2-3018, 2-3037, 2-3077, 2-3104

OFFENDERS:

Classification 2-3110, 2-3120

Funds 2-3081

Grievance Procedure 2-3163

Monitoring 2-3117, 2-3118, 2-3119, 2-3121

Needs 2-3127, 2-3132, 2-3133, 2-3134, 2-3135, 2-3136, 2-3170, 2-3171,
-3176, 2-3177

Reports From 2-3121

PERSONNEL:

Affirmative Action 2-3035, 2-3036, 2-3037, 2-3038

Benefits 2-3045, 2-3069, 2-3070

Career Development Plan  2-3044

Clerical Support 2-3054

Code of Ethics 2-3050, 2-3051

Confidentiality Requirements for Consultants,
Contract Personnel 2-3053

Criminal Record Check 2-3039

Employee-Management Relations 2-3048

Grievance Procedure 2-3043, 2-3049

Lateral Entry 2-3034

Performance Review 2-3058

Physical Exam Requirement 2-3040

Policy Manual 2-3032

Probationary Period 2-3042

Promotion 2-3033, 2-3034

Qualifications 2-3030, 2-3041

Records 2-3055, 2-3056, 2-3057

Reimbursement for Expenses 2-3047
Salaries 2-3045, 2-3046

Seléction 2-3033, 23038

Span of Control 2-3107

Training (See TRAINING OF STAFF)
Use of Weapons 2-3071, 2-3162
Workload Formula 2-3106

PLANNING: 2-3008, 2-3010, 2-3005
Information Systems 2-3093
Regional Participation 2-3012

PRESENTENCE INVESTIGATION:
Conduct of 2-3187, 2-3188, 2-3189, 2-3190, 2-3192, 2-3193
Jail as Part of Probation 2-3197
Staff 2-3179, 2-3186, 2-3191

PRESENTENCE REPORT:
Conduct of 2-3187, 2-3189, 2-3190, 2-3192, 2-3198, 2-3201
Confidentiality 2-3200
Format 2-319§
Jail as Part of Probation 2-3197
Purpose 2-3185, 2-3194
Review 2-3189, 2-3199
Staff 2-3179, 2-3186, 2-3191

PRETRIAL INTERVENTION PROGRAMS (See also RELEASE ON OWN
RECOGNIZANCE): 2-3024, 2-3025, 2-3026, 2-3027

PUBLIC INFORMATION PROGRAM: 2-3021, 2-3089, 2-3102
RECIDIVISM: 2-3103, 2-3105

RELEASE, MANDATORY: 2-3176

RELEASE PREPARATION: 2-3168, 2-3169

RELEASE ON OWN RECOGNIZANCE (See also PRETRIAL INTERVEN-
TION PROGRAMS): 2-3024

RESEARCH: 2-3096, 2-3097
Approval 2-3098
Confidentiality 2-3101
Demonstration Programs 2-3099
Dissemination of Findings 2-3102
Funding 2-3100

REVOCATION: 2-3144, 2-3147, 2-3148, 2-3149
SALARIES: 2-3045, 2-3046
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INFORMANTS, USE OF: 2-3151

INFORMATION DISSEMINATION :
Biennial Report 2-3016
Case Records 2-3022
Public Information Program 2-3021
Research Findings 2-3102

INFORMATION SYSTEMS:
Access to 2-3090

Collaboration with Others 2-3095
Planning 2-3093

Policies & Procedures 2-3091
Security 2-3094

INSPECTION SYSTEM (See MONITORING SYSTEM)
INTERSTATE COMPACT ON PROBATION & PAR
LEGAL ASSISTANCE: 2-3015

OLE: 2-3164, 2-3165

OFFENDERS:
Classification 2-3110, 2-3120
Funds 2-308)
Grievance Procedure 2-3163
Monitoring 2-3117, 2-3118, 2-3119, 2-3121

Needs 2-3127, 2-3132, 2-3133, 2-3134, 2-313s, 2-3136, 2-3170, 2-3171,
2-3176, 2-3177

Reports From 2-3121

PERSONNEL:

Affirmative Action 2-303s, 2-3036, 2-3037, 2-3038

Benefits 2-3045, 2-3069, 2-3070

Career Development Plan 2-3044

Clerical Support 2-3054

Code of Ethics 2-3050, 2-3051

Confident_iality Requirements for Consultants,
Contract Personnel 2-3053

Criminal Record Check 2-3039

Employee-Management Relations 2-3048

Grievance Procedure 2-3043, 2-3049

Lateral Entry 2-3034

Performance Review 2.3058

Physical Exam Requirement 2-304¢

Policy Manual 2-3032

Probationary Perjod 2-3042

Promotion 2-3033, 2-3034

Qualifications 2-3030, 2-3041

Records 2-3055, 2-3056, 2-3057
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Reimbursement for Expenses 2-3047
Salaries 2-3045, 2-3046
Selection 2-30::3, 225310(;”78

ontro -
’?‘Ir):ir:li?xfg((:See TRAINING OF STAFF)
Use of Weapons 2-3071, 2-3162
Workload Formula 2-3106

PLANNING: 2-3008, 2-3010, 2-3005
Information Systen}s 2-3093
Regional Participation 2-3012

ENTENCE INVESTIGATION: . )
P}g)sndljct of 2-3187, 2-3188, 2-3189, 2-3190, 2-3192, 2-3193

Jail as Part of Probation 2-3197
Staff 2-3179, 2-3186, 2-3191

ENTENCE REPORT: ] 3201

PR(iSr'lduct of 2-3187, 2-3189, 2-3190, 2-3192, 2-3198, 2-320

Confidentiality 2-3200

Format 2-3195 )

Jail as Part of Probation 2-3197

Purpose 2-3185, 2-3194

Review 2-3189, 2-3199

Staff 2-3179, 2-3186, 2-3191

ON OWN
PRETRIAL INTERVENTION PROGRAMS (6Se; glg;)?RELEASE
RECOGNIZANCE): 2-3024, 2-3025, 2-3026, 2-

: -3089, 2-3102
PUBLIC INFORMATION PROGRAM: 2-3021, 2-308

RECIDIVISM: 2-3103, 2-3105
RELEASE, MANDATORY: 2-3176

RELEASE PREPARATION: 2-3168, 2-3169

ERVEN-
RELEASE ON OWN RECOGNIZANCE (See also PRETRIAL INT
TION PROGRAMS): 2-3024

RESEARCH: 2-3096, 2-3097
Approval 2:3998
Confidentiality 2-3101 23099
Demonstration Programs :-2 e
Dissemination of Fiadings 2-

Funding 2-3100
REVOCATION: 2-3144, 2-3147, 2-3148, 2-3149

SALARIES: 2-3045, 2-3046
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SEARCH PROCEDURES: 2-3160

SENTENCING ALTERNATIVES: 2-3185, 2-31 87, 2-3189, 2-3193, 2-3194,
2-3196

STAFF:
Field Operations 2-3106, 2-3107
Meetings 2-3006
Participation 2-3007, 2-3093
Presentence Investigation 2-3179, 2-3186, 2-3191
Presentence Report 2-3179, 2-3186, 2-3191

Training 2-3065, 2-3066, 2-3067, 2-3069, 2-3070, 2-3071, 2-3072, 2-3073
STATUTORY AUTHORITY: 2-3001, 2-3002, 2-3003, 2-3029

SUPERVISION OF PROBATION/PAROLE:
Absconding 2-3152, 2-3153
Alternatives to Confinement 2-3149
Arrest 2-3139, 2-3140, 2-3141, 2-3150, 2-3154, 2-3155, 2-3156, 2-3157
Availability of Services 2-3084, 2-3113, 2-3176
Classification of Offenders 2-3110, 2-3116, 2-3120
Community Resources 2-3129, 2-3130, 2-3131

Conditions of Release 2-3111, 2-3112, 2-3123, 2-3124, 2-3196
Confidentiality 2-3122

Equal Supervision for Males and Females 2-3128
Force, Use of 2-3158, 2-3159

Grievance Procedures 2-3163

Informants, Use of 2.3151

Minor Violations Resolution 2-3137

Monitoring of Offenders 2-3117, 2-3118, 2-3119

Offender Needs 2-3084, 2-3127, 2-3128, 2-3129, 2-3131, 2-3132
education 2-3135

employment 2-3133
financial 2-3134
leisure activities 2-3136
Purpose, Goals 2-3105
Reports by Offenders 2-3121
Search Procedures 2-3160
Specialized Caseloads/Programs 2-3132
Special Reports Prepared 2-3161
Special Services Not Available 2-3115
Supervision Plan 2-3113, 2-3114, 2-3116, 2-3117, 2-3118
Termination of Supervision 2-3125, 2-3126
Transfer of Supervision 2-3164, 2-3165
Violations 2-3123, 2-3137, 2-3138, 2-3139, 2-3140, 2-314]

» 2-3142, 2-3143,
2-3144, 2-3146, 2-3147, 2-3149, 23150, 2.3157

Violation Hearings 2-3141, 2-3142, 2-3143
conduct of 2-3144, 2-3145, 2-3146, 2-3147
findings 2-3148, 2-3149

offenders’ rights 2-3141, 2-3142, 2-3143, 2-3145, 2-3146, 2-3147, 2-3148
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Warrants for Arrest/Detention 2-3155, 2-3156, 2-3157
Workload Formula 2-3106, 2-3107, 2-3108
Use of Weapons 2-3071, 2-3162

ISION OF PAROLE:

SU/i)cE/I;chement of Parole Dates 2-3170

Community Residential Services 2-3172

Furloughs 2—?178 23176

andatory Release 2-

lI\DIIrogram \y/erification 2-3166, 2-3167

Release Preparation 2-3168, 2-3169, 2-3170

Supervision Plan 2-3167, 2-3173, 2-3174

Violations 2-3174, 2-3175

SUPERVISION OF PROBATION:
Investigation/Supervision Equal 2-3180
Investigation Function 2-3179
Misdemeanant Probation 2-3181
Offender Financial Obligations 2-3182, 2-3183
Offender Initial Interview 2-3184
Purpose, Goals 2-3105, 2-3179, 2-3180

SUPERVISORY STAFF:
Responsibilities 2-3108, 2-3109, 2-3138, 2-3199

TRAINING OF STAFF: ]
Annual Training Requirements 2-306
Arrest Practices Training 2-3072
Evaluation 2-3061 « 2.3065
ientation Requirements 2- . ]
8{11tegcflrvice Trgining, Educational Provisions 2-3069, 2-307
Part-time Employees 2-3067
Resources 2-3062, 2-3063, 2-3068
Structure 2-3059, 2-3060
Weaponry Training 2-3071

VIOLATIONS (See SUPERVISION OF PROBATION/PAROLE)
VOLUNTEERS PROGRAMS (See COMMUNITY RELATIONS)

WEAPONS, USE OF: 2-3071, 2-3162
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