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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be mads in the bast interest of tha State of Wes? Virginia. : —
2 The Siate may accept of reject In pard, or in whols, any bid. >
3 All quotations are govemed by the West Virginia Code and the Legisiative Rufes of the Purchasing Division.

4, Prior {o any award, the apparent successiul vendor must ba properly registered with the Purchasing Division and have
paid the required $125.00 regisiration fea.

5. All services performed or goods defivered under State Purchase Orders/Contracts are fo be confinued for the torm
of the Purchase Order/Contract, contingent upon funds being appropriated by the Legislature or otherwise being
made available. In the eveni funds are not approprizted or othenvise available for these services or goods, this
Purchase Order/Contract becomes void and of no effect after June 30.

m

Payment may only be made after the delivery and accepiance of goods or services.

it 0l

Interest may be paid for late payment in accordance with the West Virginia Code.

Vendor preference wilt he granted upon written request in accordance with the West Virginfa Code.

powmooN

The State of West Virginia is exempt from tederal and state taxes and will not pay or reimburse such taxes.
10.  The Direclor of Purchasing may cance! any Purchaze Order/Contract upon 30 days writlen notice o the sefler.

11.  The laws of the Siate of West Virginia and the Legislative Bules of the Purchasing Division shall govem alf rights
and dutiss under the Conlract, including without limftation the validity of this Purchase Order/Contract.

12.  Any reference to automatic renewal is hereby deleted. The Coniract may be renewed only upon mutual wiitten
agreement of the parties.

13, BANKRBUPTCY: Inthe svent the vendor/contractor files for bankrupicy protection, this Conftract may be deemsad ]
null and void, and terminated without further order. =

14,  HIPAA Business Associate Addendum - The Wes! Viginia State Government HIPAA Business Associale
Addendum {BAA), approved by the Allomey Genaral, and available online at the Purchasing Division's web site
{httpJiwww state wv usfadmin/purchase/vre/hipaa.him) is hereby made pari of the agreement. Provided that. the
Agency meets the definition of a Covered Entity (45 CFR §180.103) and will be disclosing Protected Healih
Information (45 CFR §160.103) o the vendor.

iINSTRUCTIONS TO BIDDERS

1. Usa the quotation farms provided by the Purchasing Division.

NN K i ] (e

2. SPECIFICATIONS: items offered must be in compliance with the specifications. Any deviation from the specifications
must be clearly indicated by the bidder. Allemates offered by the bidder as EQUAL fo the specifications must be
clearly defined. A bidder offefing an altemate should attach complete specifications and Herature 1o the bid. The
Purchasing Division may waive minor deviations o specifications.

3. Complete all sections of the quolation form.
4, Unit prices shall prevail in cases of discrepancy.
&, All quotations are considered F.C B. destination unless aliernate shipping terms are clearly identified in the quotation.

B, BID SUBMISSION: All quotations must be delivered by the bidder to the office listed bslow prior to the dats and time
of the bid opening. Failure of the bidder to deliver the guotations on time will result in bid disqualifications.

SIGNED BID TO:

Department of Administration
Purchasing Division

2019 Washington Streetf East
Post Difice Box 50130
Charleston, WV 25305-0130

FIETTIE

Pov. 925407




State of West Virginia Request for L R G IV R o L
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BE IN ACCORDANCE WITH THE TERMS AND CONDITIONS OF THE
ORIGINAL CONTRACT, AND [SHALL BE LIMITED TO TWO (2) ONE
(1) YEAR PER{IODS.

CANCELLATION: THE| DIRECTOR OF PURCHASING RESERVES THE

RIGHT TO CANCEL THIS CONTRACT IMMEDIATELY UPON WRITTEN
NOTICE TO THE VENDOR IF THE COMMODITIESS AND/DR SERVICES
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WHETHER MORE| OR LESS THAN THE QUANTITIES SHOWN.

ORDERING PROCEDURE: SPENDING UNIT(S) SHALL ISSUE A
WRITTEN STATE CONTRACT) ORDER (FORM NUMBER WV-39) TO
THE VENDOR FOR COMMODITIES COVERED BY [THIS CONTRACT.
THE ORIGINAL| COPY] OF THE WV-39 SHALL BE MAILED TO THE
VENDOR AS AUTHORIZATION FOR SHIPMENT, SECOND COPY
MAILED TO THE PURCHASING DIVISION, AND| A THIRD COPY
RETAINED BY [THE SPENDING UNIT.

BANKRUPTCY: | IN THE EVENT THE VENDOR/CONTRACTOR FILES
FOR BANKRUPTCY PROTECTION, THIS CONTRACT IS AUTOMATI- =

HIG
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RJC632 FOOD & COMMISSARY SERVICE SPECIFICATIONS

GENERAL INFORMATION

The Acquisition and Contract Administration Section of the Purchasing Division “State”
is soliciting bids for the Department of Military Affairs and Public Safety, WV Regional
Jail and Correctional Facility Authority Division “Agency” to provide Inmate Commissary
and Food Service at various regional jail facilities located throughout the State of West
Virginia.

It is the intent of the WV Regional Jail and Correctional Facility Authority to award one
contract for the provision of the services to include in this solicitation.

The mission or purpose of this Request for Quotation is to engage the services of a
qualified organization to provide inmate commissary and food service at various
regional jail facilities located throughout the state of West Virginia: Central, Eastern,
North Central, Potomac Highlands, South Central, Southern, Southwestern, Tygart
Valley and Western Regional Jails. The Northern Regional Jail located in Moundsville,
West Virginia (The Northern Regional Jail is a joint complex housing DOC and Regionai
Jail inmates) and Ohio County Correctional Complex are to be included in the food
service section of the contract only.

The successful bidder will be awarded a one (1) year contract, with an option to renew
for four (4) additional one (1) year periods.

OPERATING ENVIRONMENT
Locations:

The Eastern Regional Jail is located at 38 Grapevine Road, Martinsburg (Berkeley
County), West Virginia 24501. This 288 cell facility serves inmates from Berkeley,
Jefferson and Morgan Counties. FY 2006-2007 average daily population was 421.

The Central Regional Jail is located at 300 Days Drive, Flatwoods (Braxton County),
West Virginia 26601. This 192 cell facility serves inmates from Braxton, Calhoun, Clay,
Gilmer, Lewis, Nicholas, Roane, and Webster Counties. FY 2006-2007 average daily
population was 273.

The Ohio County Correctional Complex is located at 1501 Eoff Street, Wheeling (Ohio
County), West Virginia, This 36 bed facility is operated by the WV Division of
Corrections and will require food service only. FY 2006-2007 average daily
population was 58.

W W

(I (e E




The Northern Regional Jail and Correctional Facility is located at RD2, Box 1,
Moundsville (Marshall County), West Virginia 26041. This 384 bed serves a dual
purpose: 192 cells are operated by the WV Division of Corrections; the other 192 form
a Regional Jail which serves inmates from Brooke, Hancock, Marshall, Ohio and
Wetzel Counties. THIS FACILITY WILL REQUIRE FOOD SERVICE ONLY. FY 2006-
2007 average daily population was 252 for Corrections and 339 for Regional Jails.
Combined average daily population for FY 2006-2007 was 591.

The North Central Regional Jail is located at #1 Lois Lane, Greenwood (Doddridge
County), West Virginia 26415. This 384 cell facility serves inmates from Doddridge,
Harrison, Marion, Monongalia, Pleasants, Richie, Tyler, Wirt and Wood Counties. FY
2006-2007 average daily population was 529.

The Potomac Highlands Regional Jail is located at 13 Dolan Drive, Augusta
(Hampshire County), West Virginia 26704. This 192 cell facility is used to house
inmates from Grant, Hampshire, Hardy, Mineral and Pendleton Counties. FY 2006-
2007 average daily population was 249. '

The South Central Regional Jail is located at 1001 Centre Way, Charleston (Kanawha
County), West Virginia 25309. This 288 cell facility serves the counties of Jackson and
Kanawha Counties. FY 2006-2007 the average daily population was 473.

The Southern Regional Jail is located at 1200 Airport Road, Beaver (Raleigh County),
West Virginia 25813. This 288 cell facility serves the counties of Fayette, Greenbrier,
Mercer, Raleigh, Summers, Monroe and Wyoming. FY 2006-2007 average daily
population was 519. '

The Southwestern Regional Jail is located at Earl Ray Tomblin Industrial Park, #13
Gaston Caperton Drive, Holden (Logan County), West Virginia 25625. This 288 cell
facility serves inmates from Boone, Logan, McDowell and Mingo Counties. FY 2006-
2007 average daily population was 375.

The Tygart Valley Regional Jail is located at 400 Abbey Road, Belington (Randolph
County), West Virginia 26250. This 288 cell it will serve the counties of Barbour,
Pocahontas, Preston, Randolph, Taylor, Tucker and Upshur. FY 2006-2007 average
daily population was 356.

The Western Regional Jail is located at One O’Hanlon Place, Barboursville (Cabell
County), West Virginia 25504. This 384 cell facility serves the counties of Cabell,
Lincoin, Mason, Putnam and Wayne. FY 2006-2007 average daily population was 473.
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Mandatory Requirements:

Any specification or statement containing the word “must”, “shali”, or “will” are
mandatory. The vendor is required to meet mandatory specifications. Failure to meet
mandatory items result in disqualification of the vendor's quotation. Decisions regarding
compliance with any mandatory specification shall be at the sole discretion of the State.

Experience/ References:

Vendor must have a minimum of 5 years experience in providing commissary / food
service to a confined inmate population to a statewide system of similar size and scope.
Contract(s) must have been in affect within the previous (5) years. Provide a listing of
no less than five (5) references to include: Institution, contact person, telephone
number, dates of service, number of facilities served, number of individuals served, and
a concise description of services.

PROCUREMENT SPECIFICATIONS
General Requirements:

All inmate food service provided under this contract shall be in accordance with
95CSR1 (attached) and regulations of the West Virginia Department of Health,
while the provision of commissary service shall be in accordance with
Document Number 22003 of the WV Regional Jail and Correctional Facility
Authority’s Policy and Procedure Manual and American Correctional Standards
(ACA).

1. ' Contractor shall purchase all licenses or permits required at vendor's
expense, and pay any fees necessary for a legal food service operation.

2. Contractor shall not assign, transfer, or subcontract any part of this
agreement.
3. Contractor must comply with all applicable rules and regulations of the

West Virginia Workers Compensation Fund.

3 Contractor must comply with all applicable laws, rules and regulations of
any Federal, State or city government bureau or department.

5. The RJCFA will provide the contractor with a food service facility in each
facility completely equipped and ready to operate, together with such
heat, fuel, refrigeration and utilities and inmate labor reasonable required

10
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10.

1.

for an efficient operation.

Each facility will make all equipment repairs and replacements, and will
furnish building and equipment maintenance services for the premises.
Each facility will provide an adequate inventory of metal ware, silverware
and cooking utensils.

Contractor shall be responsible for the supervision of routine cleaning,
housekeeping and sanitation in the food preparation, service and storage
areas. Contractor shall insure that high standards of sanitation are
maintained, and will be responsible for the supervision of trash and
garbage removal from dining and kitchen areas to designated site
locations.

The facility will be responsible for pest, vermin and rodent control.

The RJCFA will have full and complete access to the commissary and
food service facilities with or without advance notice. Contractors
representatives will be required to accompany RJCFA representatives
when inspecting such facilities.

The Contractor shall keep full and accurate records regarding all phases
of this contract, including, but not limited to, costs, inventories, menus,
special diets, staffing and number of meals served. All such records
shall be retained for the life of the contract, and shall be available for
inspection or audit by the RJCFA or the jail staff, or other authorized
State agencies at any reasonable time during regular working hours.
Copies of such records shall be supplied to the RJCFA upon termination
of the contract.

The food service operation and management shall be in accordance with
West Virginia Minimum Jail Standards for the Construction, Operation
and Maintenance of Jails in West Virginia and the American Correctional
Association Standards (ACA).

All personnel employed by the Contractor shall:
a. Be employed in accordance with an approved EEO/AA program.
b. Undergo a psychological evaluation to determine suitability to work

in a correctional setting. This expense will be paid for by The West
Virginia Regional Jail and Correctional Facility Authority.

c. Meet all requirements of the West Virginia Department of Health, if
applicable.
d. Be required to pass an NCIC background investigation conducted

by the RJCFA requisite for initial and/or continued employment.

11
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Comply with all regulations, policies and procedures of the RJCFA
and the facility.

Be responsible to immediately report any problems or unusual
incidents to the Administrator or designee.

The vendor must maintain a drug-free work place policy with their
employees.

Scope of Work: (Food Service)

Contractor shall provide food management and inmate food services in
accordance with §95-1-13, 95CSR1at the expense of the contractor.

CEIEMMUOWR

Frequency See §95-1-13.12
Temperature See §95-1-13.3
Management See §95-1-13.8
Menu Inspection See §95-1-13.1
Review See §95-1-13.2
Meal Variety & Nutrition See §95-1-13.4
Special Diets See §95-1-13.5
Health Protection See §95-1-13.7
Food Service Records See §95-1-13.8

Budget, purchasing and accounting: The food service operation
shall use budgeting, purchasing and accounting practices that
include, but are not limited to the following systems.

Food Service cost accounting designed to determine cost per
meal;
Estimation of food supply requirements;

Purchase of supplies at wholesale prices and under favorable
conditions, when possible;

Determination of and responsiveness to inmates eating
preferences; and,

Refrigeration and storage of food with specific storage periods.

Equipment inspection: Inspection of food service area shall be
subject to the following conditions:

. Vendor shall make a weekly general inspection of food service

and food preparation area and equipment by a trained individual
who shall maintain a record of such inspections; all inspections
are to be documented.

2. Vendor shall make daily inspection of the sanitary condition and

12
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proper operation of temperature controlled food storage facilities
for food supplies; and '

3. Vendor shall make daily inspection of refrigerators and dish
washing temperatures by food service personnel to assure that
proper operating temperatures are maintained.

Documentation shall be maintained that complies with health and safety
regulations. See §95-1-13.15

A monthly meeting may be required between facility staff and food
service personnel to discuss significant issues and quarterly meeting with
the Executive Director or designee of the Regional Jail and Correctional
Facility Authority.

Contractor shall ensure that all new food service personnel are provided
with orientation regarding food service practices at the facility.
Orientation regarding other aspects of facility operations will be the
responsibility of the jail.

Contractor shall promulgate and distribute a written job description to
each member of the food service staff, which clearly delineates his/her
assigned responsibilities. Copies shall be provided to the Administrator.
Contractor shall monitor performance of food service staff to ensure
adequate job performance in accordance with these job descriptions.

Contractor shall provide adequate and appropriate in-service training for
all full time food service staff.

The Contractor shall arrange and pay for all physical examinations
required for food service personnel, with the exception of inmate workers.
Physical examination for inmates shall be the responsibility of the facility.

Contractor shall provide a daily caloric content of not less than 3200
calories per inmate per day to inmates housed in regional jails and the
Northern Correctional Facility and the Ohio County Correctional Facility.

Any donated foods received by the Authority and made available to the
vendor shall be utilized solely for the purpose of providing benefits for the
Authority's food service operation and shall be used to supplement and
augment the 3200 calorie contract requirement. The contractor shall
demonstrate that the full value of all donated foods is used solely for the
benefit of the Authority’s food service operation. The vendor's monthly
invoices to the Authority shall reflect the full value of all commodities or
donated foods used. :

The books and records of the vendor pertaining to the food service
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operation of the Authority shall be available for a period of five (5) years
from the close of the fiscal year to which they pertain.

At the time the vendor's contract is considered for renewal, the vendor
must demonstrate that proper accounting for all donated food received
during the previous contract period has been completed.

S. The coniractor shall comply with the facility’s policies and procedures in
dealing with inmate complaints regarding any aspect of the food service
program. In accordance with regional jail facility regulations, all
complaints received by the administrative staff will be referred in writing
to the Food Service Director.

The Food Service Director will respond in writing to the administrative
staff within three (3) days following receipt of the complaint.

T. The Contractor shall coordinate with the administrative staff of the jail
facility in the establishing and revising food services policies and
procedures in accordance with West Virginia minimum jail standards.

u. Vendor must demonstrate that a quality assurance management system
/ program is in place. -

MENU SPECIFICATIONS / REQUIREMENTS

Inmate Cycle Menu
(1) Menu Cycle
« Each vendor shall base their price per meal on the REQUIRED
BID MENU inciuded in the appendix of this RFQ. 5

No quotation will be considered that does not provide
the proposed cost per meal based upon this menu. Do
not bid on any other menu. Bidding on any other menu
will be grounds for rejection of bid.

(2)  Menu Description Requirements
* Entree items including casseroles must include cooked
weight measurements of meat or meat equivalent per
portion.
* Side dish portions including cooked cereals, starches,
vegetables, salads and puddings are volume
measurements.

6 [ ]

(3) Meal Product Expectations
¥ Pork and pork-derived products are not allowed.
* Ground meat items like taco filling, meat sauce for




(4) Stand

*

(5)  Nutriti

15

spaghetti, shall be made with ground turkey unless
otherwise specified.

The use of granular soy as an enhancement is allowed up
t0 15% dry product. Vendor should include in the quotation
product specifications for each item that includes soy and
the exact percentage provided for each product.

Chicken must be boneless and should be a minimum of 9
oz. raw weight. Any chicken used in meals shall be de-
boned prior to preparation of meals. In no event shall the
inmate population be given access to the bones.

Juice at breakfast must contain 100% fruit juice. Fruit Drink
is NOT allowed.

Fresh Fruit must be a minimum of 138 count.

Baked Potato count should be a minimum of 120 count.

ardized Recipes

Standardized recipes with portion yield data for all items
shall be available and utilized.

Vendor should include in their quotation all standardized
recipes planned to utilize for the menu included in the
appendix.

onal Requirements
The required bid menus will provide a 3200 calories per
inmate per day for the regional jails in addition to all
required nutrients. Inmates housed at the Northern
Correctional Facility and the Ohio Correctional Facility will
also require menus to provide a weekly average of 3200
calories per day.

Percent of calories as fat —
The required bid menus provide a maximum weekly
average of 35% of calories as fat.

Protein —
The required bid menus provide a weekly average of
78 grams of protein per day.

Nutritional Analysis - tied to actual recipes and products
proposed: An item-by-item computer nutritional analysis of
the_3200 calorie required bid menus with a weekly
summary indicating the percentage of compliance to the
highest RDA values for the population should be submitied

with the quotation.

Each item on the menu shall have specific nutritional
values based on recipes that will be used. For example . ..
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the specific calories, protein, fat, sodium, calcium, iron, and 5
vitamins in the recipe that will be used for Beef, Macaroni,
and Tomatoes and all other meal items shall be separately
identified on the computer analysis.

Menu & Analysis Certified by Registered Dietician:

A registered dietitian must certify the inmate menu in the
quotation with a signed nutritional compliance statement for
the age and sex of the population. A copy of the dietitian’s
ADA reqistration card should be submitted with the

quotation. -

TR e

A registered dietitian will approve all menus prior to service
and annually thereafter. All meals served will be in
compliance with the most recently published Recommended
Dietary Allowances and Dietary Reference Intakes for adult
males as established by the National Academy of Sciences.

Court Sack Meal

(1) Court sack meals are to be provided at regular inmate rates -
as needed. These meals are in place of the regular inmate -
meals.

(2) Court sack meals are to consist of:

Two sandwiches made with:
4 slices of bread and 3 0z. meat and/or cheese
2 p.c. condiments
1 fresh fruit
2 cookies
2 - 8 oz. bulk beverage

BRI

(3) Sack meals are to be billed at regular inmate rates.
Work Release Sack Meals (if applicable)

(1} Work Release sack meals are to be provided at regular
inmate rates as needed. These meals are in place of the
regular inmate meals.

(2) Work Release sack meals are to consist of:

Two sandwiched made with:
4 slices of bread and 3 oz. meat and/or cheese
2 p.c. condiments '
1 fresh fruit
2 cookies
2 - 8 oz. bulk beverage =
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Sack meals are to be billed at regular inmate rates.

Medical & Religious Diets

(1)

()

3)

(4)

The vendor shall provide, ai no additional cost, ALL religious and
medical diets conforming to special religious or physician-ordered
specifications.

Average number and type:

The average daily number of inmates receiving medical or
religious diets has been approximately 500 including an average of
400 night snack meals to inmates for medically approved diets.

The most common medical and religious diet order are:
(a) Diabetics
(b) Religious

Policies and Documentation Requirements:

The vendor should submit with their quotation a sample of their
corrections diet handbook. This handbook must be available for
inspection at all times.

ALL Medical and Religious meals are to be billed at regular
inmate rates.

Holiday Meals

(N

(2)

(3)

The vendor shall include in the quotation their policies for
serving special meals (spirit lifters) on holidays.

Proposed menus and holidays shall be identified. A
minimum of five (5) spirit lifter meals shall be provided
annually, including Easter, Thanksgiving, Christmas, and
New Year holiday specials and one (1) meal should be
scheduled at the discretion of the Executive Director or
Designee. A copy of these five (5) menus should be
submitted in the guotation.

All such meals will be provided at regular inmate rates.

Plan for Product Wholesomeness

(1)

Vendor will warranty that:

All meat products will be purchased from suppliers using
HACCP (Hazard Analysis Critical Control Point) programs.

e T VT
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(2)

All food items will be purchased from facilities and
manufacturers that meet all applicable federal and state
regulations for food safety, use only industry “best
practices” to assure wholesomeness and maintain
appropriate liability insurance on their products.

Vendor shall insure that dairy and bakery products are
received by the facility at least 10 days prior to sale by or
freshness date.

Vendor shall submit to the Executive Director or designee
it's specific plan for maintaining safe and wholesomeness
food in the facilities operated by the Authority within thirty
(30) days of contract award.

Documentation of Meals Served

(1)

Served Menu records — Substitution policy

Documentation of all meals served including
substitutions shall be maintained. A plan for
assuring nutritional compliance with substitutions
shall be provided within 30 days of the contract
award.

Install standard methods of preparation throughout
the foodservice department to assure all meals will
be served at appropriate temperatures and in a
manner that makes them palatable, neat,

and visibly pleasing.

Annual Base Price Increase

Annual price increases for year two (2) through year five (5) shall be
based on the May Consumer Price Index (U.S. City Average). All items.
as published by the United States Departments of Labor, Bureau of Labor
Statistics or 3.1% whichever is lower.

Emergency Plan

After award of contract vendor must submit within 30 days a plan for
‘continued operation at contractual standards in the event of facility or
natural emergencies and/or loss of workforce after award of contract.
Vendor must supply copies of such plan to each facility administrator for
inclusion in facility emergency plans.

18
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Scope of Work: (Commissary Service)

The contractor shall provide all labor and materials necessary to provide
commissary services to Inmates incarcerated in facilities operated by The West
Virginia Regional Jail and Correctional Facility Authority, pursuant to the
following requirements and specifications.

1.

AGENCY’S RESPONSIBILITIES

Provide access to our Windows XP computer system and
networking using MicroSoft Windows Network which includes
terminals and provides for access to inmate accounts using the
WV Regional Jail and Correctional Facility Authority Tag system
commissary software.

WV Regional Jail and Correctional Facility Authority will key in all
pertinent inmate data into the successful vendor's software
system.

Provide in the commissary areas adequate heat, light, ventilation
and all other utilities necessary for the commissary operations.
Provide local and internal business telephone service to the
vendor at no charge. This telephone service shall be used for
local, business related calls only. The vendor may make
arrangements for long distance and/or toll phone service at their
own expense.

Provide general maintenance to the building structure including but
not limited to maintenance of gas, water, sewer, ventilation,
lighting, air conditioning, refrigeration, duct work, floor coverings,
and wall/ceiling surfaces. Repairs of damage due to vendor's
employee’s negligence or abuse shall be at the vendor's expense.
The maintenance provided or housekeeping of areas used by the
vendor should be maintained in it's daily operation.

Remove trash and garbage from loading dock area.

Provide security control and limitation of inmate movement in, to
and from the commissary area, including physical security fo
vendor's employee’s, suppliers, and other visitors authorized by
the facility.

Conduct inspections of the commissary areas when deemed
necessary, with or without advance notice to the vendor.

13
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CONTRACTOR’S RESPONSIBILITY

Purchase stock and sell all items listed on the inventory.

Purchase, upon the effective date of this Agreement, all usable
commissary stock remaining in the facility’s inventory, at the price
the stock items are purchased by the previous vendor.

Provide a monthly report on gross sales for the month and
commission paid to the facility, line item sales amounts, and
number of indigent transactions. This report is required by the
seventh (7) day of the following month.

Provide a semi-annual report to WV Regional Jail and Correctional
Facility Authority. This report will indicate by facility the total gross
sales, commission paid, indigent sales for the period of January 18t
to June 30" and July 1% to December 31%. This report shall be
delivered to the Executive Director of the WV Regional Jail and
Correctional Facility Authority.

Keep full and accurate accounts of sales and other records related
to the commissary services covered by this Agreement. All such
records shall be retained by the vendor for a period of five (5)
years and may be audited by the RI&CFA at any time during
regular working hours.

Provide cleaning and housekeeping of commissary area.

Participate in the facility budget preparation process relating to
commissary equipment, as required during each fiscal year.

Schedule deliveries so as not to interfere with the daily routine of
the facility.

Provide all forms, supplies, and copying services necessary to
provide the commissary services.

INVENTORY

1.

Vendor shall stock the commissary with a selection of items and
quality products as mutually agreed to by the parties.

Quality level and selection of the products shall meet the approval
of the correctional facility.

Purchases and payment for inventory and stock shall be the sole
responsibility of the vendor.

28

TR TR (T




21

4. Upon termination of this agreement, the vendor must offer to sell to
the facility the inventory of the commissary items -on hand at the time
of the termination. The facility may, at its sole option, purchase or
have a successor vendor purchase any such inventory.

COMMISSARY OPERATIONS:

1. All sales of goods shall be generated from an inmate commissary
order form. Said forms shall show items available and their
current prices. Forms shall be made available to the inmates prior
to the order day.

IR e

2. The full capabilities of the TAG commissary module, including
inventory, will be used. The TAG system will dispiay the
requested items and the inmate balance of funds available for
commissary purchases.

3. If the inmate has sufficient funds available, the TAG system will
update the inmate’s account.

4, Upon receipt, verification, and completion of an inmate's order, the .
cost thereof will be deducted from the inmate’s fund balance. The
West Virginia Regional Jail and Correctional Facility Authority TAG
system shall maintain balances on inmate’s accounts and permit
entries from commissary clerk, booking clerks, and fiscal clerks.

5. Vendor will be responsible to package inmate orders in, clear,
perforated, plastic bags, and to organize the order for convenient L
delivery to inmates. =

INDIGENT ITEMS

1. The vendor shall issue to indigent inmates who have less then
$0.50 in their account for more than 30 days an “indigent
package”. The “indigent package” shall consist of: 2 stamped
envelopes, 2 sheets of paper, 1 pencil, 1 comb, 1 toothbrush, and
1 toothpaste. Legal items, such as a legal writing pad, pen (blue
or black), stamps, and business envelopes, will be provided upon
request of an indigent inmate. Indigent items shall be distributed
at the facility’s discretion.

PRICING

H
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1. All prices shall remain unchanged during the first year of the
contract term. Commencing with the first anniversary date, and =
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each anniversary date thereafter, the prices may be changed to
reflect the May Consumer Price Index (U.S. City Average - Ali
ltems) as published by the United States Depariment of Labor,
Bureau of Labor Statistics. However, the RJ&CFA reserves the
right of final approval of any price changes for any item.

2. ltem selection and variety may be adjusted as mutually agreed
upon by the parties.

3. Vendor shall pay the West Virginia Regional Jail and Correctional
Facility a commission based upon a fixed percentage (25.8%) of
Gross Sales.

SPECIAL REQUIREMENTS:

1. Vendor shall provide all labor and materials necessary to provide
commissary to inmates incarcerated in regional jail facilities. Said
services shall be offered to the inmates no less frequent then five
(5) times per week.

2. Performance of the services shall require the vendor to be
responsible for the maintenance of inventory, staffing, and all other
operations of the commissary. The vendor shall establish proper
operations procedures to ensure the efficient, effective and
accountable operation of the commissary. The vendor shall
strictly adhere to the WV Regional Jail and Correctional Facility
Authority rules, regulations and guidelines.

3. All Contractor staff must submit to and successfully complete a
background investigation conducted by and at the expense of the
West Virginia Regional Jail and Correctional Facility Authority.
The Contractor shall maintain current personnel files available to
the Authority upon request.

4, Contractor shall be responsible for routine cleaning and
housekeeping of the commissary area and maintain a high
standard of sanitation during normal working hours in compliance
with all local and state health code requirements.

STAFFING PLAN

Training must be included for each eight-hour shift of each day of the
week. Although the Contractor shall be permitted to utilize part-time
employees in the staffing for inmate food / commissary services, part-
time staff shall not be used to the extent that continuity of services is
impaired or staff is not adequately familiar with the specialized nature of
the services required for the provision of inmate food / commissary
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services. The Authority reserves the right to audit the Contractor’s use of
part-time staff to determine the impact upon the quality of services

provided.

The Contractor shall provide personnel at all ten Regional Jail Facilities and the
Ohio County Correctional Complex according to the following breakdown:

Personnel

Full Time / Parf Time

District Manager

Regional Support

- | Regional General Manager WV Based
Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Full - Time
Commissary Support Regional Support
Administrative Assistant WYV Based
3 Supervisors Full - Time

Personnel Full Time / Part Time
District Manager District Support
| Regional General Manager WYV Based
Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Full - Time
Commissary Support Regional Support
Administrative Assistant WYV Based
3 Supervisors Full - Time
Personnei Full Time / Part Time
District Manager District Support
-| Regional General Manager WV Based
Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Full - Time
Commissary Support Regionai Support
Administrative Assistant WV Based
3 Supervisors Full - Time

Personnel Full Time / Part Time
District Manager District Support
Regional General Manager WV Based
Food Service Director Full -Time
Registered Dietitian Regional Support
Food Service Administrative Assistant WYV Based
Only 4 Supervisors

Full - Time

Tt 1 I
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Personnel Full Time / Part Time
.| District Manager District Support
Regional General Manager WV Based
Registered Dietitian Regional Support
Administrative Assistant WYV Based
Food Service 1 Supervisor Full - Time

Only

Personnel Full Time / Part Time
| District Manager District Support
.| Regional General Manager WV Based
‘Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Full - Time
Commissary Support Regional Support
Administrative Assistant WYV Based
3 Supervisors Full - Time
Facility Personnel Full Time / Part Time
- So1 District Manager District Support
Regional General Manager WV Based
Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Full - Time
Commissary Support Regional Support
Administrative Assistant WYV Based
3 Supetvisors Full - Time

Facility

Personnel

Full Time / Part Time

District Manager District Support
Regional General Manager WV Based

Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Full - Time
Commissary Support Regional Support
Administrative Assistant WYV Based

3 Supervisors Full - Time
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Personnel

Full Time !/ Part Time

District Manager District Support

| Regional General Manager WV Based
Food Service Director Full -Time
Registered Dietitian Regional Support
Commissary Manager Fuli - Time
Commissary Support Regional Support
Administrative Assistant WV Based
3 Supervisors Full - Time

Personnel Full Time / Part Time
| District Manager District Support
Regional General Manager WYV Based
Food Service Director Full -Time
Registered Digtitian Regional Support
Commissary Manager Full - Time
Commissary Support Regional Support
Administrative Assistant WV Based
3 Supervisors Full - Time

Personnel Full Time / Part Time

District Manager District Support

Regional General Manager WYV Based

Food Service Director Full -Time

Registered Dietitian Regional Support
Commissary Manager Full - Time

Commissary Support Regional Support
Administrative Assistant WYV Based

3 Supervisors Full - Time

OPERATIONAL PROCEDURES: COMMISSARY

CENTRAL REGIONAL JAIL:

Monday — Tuesday - Wednesday — Thursday & Friday

Pick up orders from Central Control

Key orders into computer and print out delivery ticket and receipt

Bag all orders

Restock Shelves

Deliver commissary to inmates
Deliver indigent kits
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Wednesday | 2
+ Take inventory and work on all end of week paper work

Complete all returns and credits

Place orders with vendors

Receive incoming orders and enter inventory into system

Print commissary forms and pass out to inmates

Clean and organize office

EASTERN REGIONAL JAIL: §
-

Sunday
e Pick up orders from Central Control
e Key orders into computer for 3 pods and print out delivery ticket and receipt
s Bag orders for 2 of the 3 pods
¢ Restock Shelves

Monday — Wednesday
» Deliver commissary to inmates
e Bag the rest of orders

Thursday .
» Take inventory and work on all end of week paper work
e Complete all returns and credits
e Place orders with all vendors
¢ Receive incoming orders and enter inventory into system
L]
L ]

Print commissary forms to pass out to inmates
Clean and organize office

NORTH CENTRAL REGIONAL JAIL:

Monday — Tuesday — Thursday & Friday:
» Pick up orders from Central Control
Key orders into computer and print out delivery ticket and receipt
Bag all orders
Restock Shelves
Deliver commissary to inmates
Deliver indigent kits

Wednesdays L

o Take inventory and work on all end of week paper work
Complete all returns and credits -
Please orders with vendors ' L
Receive incoming orders and enter inventory into system e
Print Commissary forms and pass out to inmates -
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» Clean and organize office

POTOMAC HIGHLANDS REGIONAL JAIL:

Monday & Thursday
e Pick up orders from Central Control
Key orders into computer and print out delivery ticket and receipt
Bag all orders
Restock shelves
Deliver commissary to inmates
Deliver indigent kits

Tuesday

o Take inventory and work on all end of week paperwork
Compilete all returns and credits
Place orders with vendors
Receive incoming orders and enter inventory into system
Print commissary forms and pass out to inmates
Clean and organize office

Wednesday
e Stock sheives
e Put away received inventory
¢ Port orders into system

SOUTHERN REGIONAL JAIL:

Sunday - Monday — Wednesday & Friday
» Pick up orders from Central Control
Key orders into computer and print out delivery ticket and receipt
Bag all orders
Restock shelves
Deliver commissary to inmates
Deliver indigent kits

Wednesday

» Take inveniory and work on all end of week paper work
Complete all returns and credits
Place orders with vendors
Receive incoming orders and enter inventory into system
Print commissary forms and pass out to inmates
Clean and organize office
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SOUTH CENTRAL REGIONAL JAIL:

Monday — Wednesday & Friday

Pick up orders from Central Control

Key orders into computer and print out delivery ticket and receipt
Bag all orders

Restock shelves

Deliver commissary to inmates

Deliver indigent kits

Wednesday

* & O & 9 »

Take inventory and work on all end of week paper work
Complete all returns and credits

Place orders with vendors

Receive incoming orders and enter inventory into system
Print commissary forms and pass out to inmates

Clean and organize office

SOUTHWESTERN REGIONAL JAIL:

Monday — Wednesday & Friday

Pick up orders from Central Control

Key orders into computer and print out delivery ticket and receipt
Bag all orders

Restock shelves

Deliver commissary to inmates

Deliver indigent kits

Wednesday

Take inventory and work on all end of week paper work
Complete all returns and credits

Place orders with vendors

Receive incoming orders and enter inventory into system
Print commissary forms and pass out to inmates

Clean and organize office

Thursday

Receive all deliveries
Enter items into computer
Restock shelves

T A




23

TYGART VALLEY REGIONAL JAIL:

Monday — Tuesday — Wednesday — Thursday & Friday

Pick up orders from Central Control

Key orders into computer and print out delivery ticket and receipt
Bag all orders

Restock shelves

Deliver commissary to inmates

Deliver indigent kits

Wednesday

o o & o o @

Take inventory and work on all end of week paper work
Complete all returns and credits

Place orders with vendors

Receive incoming orders and enter inventory into system
Print commissary forms and pass out to inmates

Clean and organize office

WESTERN REGIONAL JAIL:

Monday — Tuesday — Thursday & Friday

e ® & & &

Pick up orders from Central Control

Key orders into computer and print out delivery ticket and receipt
Bag all orders

Restock shelves

Deliver commissary to inmates

Deliver indigent kits

Wednesday

e & & & o &

Take inventory and work on all end of week paper work
Complete all returns and credits

Place orders with vendors

Receive incoming orders and enter inventory into system
Print commissary forms and pass out to inmates

Clean and organize office
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OPERATIONAL PROCEDURES: FOOD SERVICE F

1. Meals will be delivered by the vendor’s staff to areas mutually agreed upon after
award of the contract but prior to start-up of service.

2. Meal will be signed for by Facility staff.

3. At the end of the meal serving period, the Department’s personnel will be

responsible for retrieving all the serving trays and support equipment from the

living areas and placing them at the delivery point. g
4. This system will be repeated for every meal service period. g
5. The vendor will be responsible for insuring all trays and support equipment are

cleaned after each meal period.

6. The times for the retrieval of the trays and support equipment will be mutually
agreed upon and established prior to the start up of service for each facility.

7. In the event of a lockdown, the vendor will work with the Department’s personnel
to deliver the meals and retrieve them. An alternate menu (that has been pre-
approved) will be used if necessary.

Diets must be properly integrated into the Vendors operational environment with cooperativ
efforts by food staff, medical staff, corrections officer, administration and inmates involved
in the system. The Vendor's diet program will be development to meet the unique needs of
corrections facilities. The program includes the following:

« A written diet procedure established with the medical department and
Administration.

« Service of appropriately authorized medical and religious diets.

e 24 hours telephone availability of our dietitians to relay special instructions
or consultations.

¢ Record keeping and documentation system which can be used for legal
protection.

¢ Label system to assist with diet distribution.
Availability of night nourishments for diabetics, pregnant females and other
special needs.

e Diet “pick-up” records.

A single copy of the Vendors Diet Handbook in its entirety should be included with
the quotation a sample or table of contents will not be acceptable.

These procedures will be used by the vendor to provide a quality diet program for
correctional facilities and meet recommendations of the American Correctional
Association and the National Commission on Correctional Heal Care of the American
Medical Association. -
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SPECIAL TERMS AND CONDITIONS:

3.3.1

3.3.2

3.3.3

3.34

3.3.5

Insurance Requirements:

The Contractor shall furnish certification that it will carry insurance for the life of
this contract. Coverage shall be for public liability and property damage with
minimum coverage of $1,000,000 each event. The policies shall contain a
convenant by the insuring company that the policies will not be canceled
without a thirty (30) day written notice of cancellation first given to the WV
Regional Jail and Correctional Facility Authority.

Workers Compensation:

Contractor shall have workers’ compensation coverage for the operation of the
commissary and proof of this coverage. Proof of this coverage shall be provided
prior to the award of the contract and shall be maintained throughout the term of
the contract.

Contractor must comply with all applicable laws, rules and regulations of any
Federal, State and City government bureau or department.

Equal Opportunity Employer:

The contractor will not discriminate against any employee or applicant for
employment because of race, religion, sex, national origin, age or handicap,
except where religion, sex, nationat origin or age is a bona fide occupational
qualification reasonably necessary and post in conspicuous places, available to
employees and applicants for employment, notices setting forth the provision of
this nondiscrimination disclosure

License Requirements:
Contractor shall purchase ali licenses or permits required at his expense and
pay any fees necessary for a legal food service operation.

Contractor must comply with all applicable rules and regulations of the West
Virginia Worker's Compensation Fund.

The Contractor shall comply with applicable laws, rules and regulations of any
Federal, State or City government bureau or department and the Policy and
Procedure of the WV Regional Jail Authority.

Purchasing Affidavit:

West Virginia State Code 5A-3-10a-(3)(d) required that all vendors submit an
affidavit of debt what certifies that there are not outstanding obligations or debts
owing the State of West Virginia. The Debt Affidavit is aftached fo this request
for quotation, which must be completed, signed and returned with the vendor’s
quotation.
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3.4 General Terms and Conditions

3.4.1

34.2

By signing and submitting their quotation, the successful Vendor agrees to be
bound by all the terms contained within the Request for Quotation.

Conflict of Interest:

Vendor affirms that its, officers or members or employees presently have no
interest and shall not acquire any interest, direct or indirect which would conflict
or compromise in any manner or degree with the performance or its services
hereunder. The Vendor further covenants that in the performance of the
contract, the Vendor shall periodically inquire of its officers, members and
employees concerning such interests. Any such interests discovered shall be
promptly presented in detail to the Agency.

Vendor Relationship

The relationship of the Vendor to the State shall be that of an independent
contractor and no principal-agent relationship or employer-employee
relationship is contemplated or created by the parties to this contract. The
Vendor as an independent contractor is solely liable for the acts and omissions
of its employees and agents.

Vendor shall be responsible for selecting, supervising and compensating any .

and all individuals employed pursuant to the terms of this RFQ and resuiting
contract. Neither the Vendor nor any employees or contractor of the vendor
shall be deemed to be employees of the State for any purposes whatsoever.

Vendor shall be exclusively responsible for payment of employees and
contractors for all wages and salaries, taxes, withholding payments, penalties,
fees, fringe benefits, professional liability insurance premiums, contributions to
insurance and pension or other deferred compensation plans, including but not
limited to Workers’ Compensation and Social Security obligations, and licensing
fees, etc. and the filing of all necessary documents, forms and returns pertinent
to all of the foregoing.

Vendor shall hold harmless the State, and shall provide the State Agency with a
defense against any and all claims including but not limited to the foregoing
payments, withholdings, contributions, taxes, social security taxes and employer
income tax returns.

The Vendor shall not assign, convey, fransfer or delegate any of its
responsibilities and obligations under this contract to any person, corporation,
partnership, association or entity without expressed written consent of the
Agency.
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3.4.3

3.4.4

3.4.5

Indemnification:

The Vendor agrees to indemnify, defend and hold harmless the State and the
Agency, their officers, and employees from and against: (1) Any claims or losses
for services rendered by any subcontractor, person or firm performing or
supplying services, materials or supplies in connection with the performance of
the contract; {(2) Any claims or losses resulting to any person or entity injured or
damaged by the Vendor, its officers, employees, or subcontractors by the
publication, translation, reproduction, delivery, performance, use or disposition
of any data used under the contract in a manner not authorized by the contract,
or by Federal or State statutes or regulations; (3) Any failure of the Vendor, its
officers, employees or subconiractors to observe State and Federal laws,
including but not limited to labor and wage laws.

Contract Provisions:

After the successful Vendor is selected, a formal contract document will be
executed between the State and the Vendor. In addition, the RFQ and the
Vendor’'s response will be included as part of the contract by reference. The
order of precedence is the contract, the RFQ and the Vendor’s bid in response
to the RFQ.

Term of Contract & Renewals:

This contract will be effective (date set upon award) and shall extend for the
period of one (1) year, at which time the contract may, upon mutual consent, be
renewed. Such renewals are for a period of up to one (1) year, with 2 maximum
of four (4) one year renewals, or until such reasonable time thereafter as is
necessary to obtain a new contract. The “reasonable time” period shall not
exceed twelve (12) months. During the “reasonable time” period the vendor
may terminate the contract for any reason upon giving the Agency ninety (90)
days written notice. Notice by Vendor of intent to terminate will not relieve
Vendor of the obligation to continue to provide services pursuant to the terms of
the contact. Prices will remain firm for the initial contract year. Subsequent
request for contract increases with renewais cannot exceed the CPI for “Food
Away from Home” index or 3% whichever is less per each renewal.

Any change in Federal or State law, or court actions which constitute binding
precedent in West Virginia, and which significantly alters the Vendor's required
activities or any change in the availability of funds, shall be viewed as binding
and shall warrant good faith renegotiation of the compensation paid to the
Vendor by the Agency and of such other provisions of the contract that are
affected. If such renegotiation proves unsuccessful, the contract may be
terminated by the State upon written notice to the Vendor at least thirty (30)
days prior to termination of this contract.
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3.4.6

3.4.7

3.4.8

Non-Appropriation of Funds:

If the Agency is not allotted funds in any succeeding fiscal year for the continued
use of the service covered by this contract by the West Virginia Legislature, the
Agency may terminate the contract at the end of the affected current fiscal
period without further charge or penalty. The Agency shall give the vendor
written notice of such non-allocation of funds as soon as possible after the
Agency receives notice. No penalty shall accrue to the Agency in the event this
provision is exercised.

Contract Termination:

The State may terminate any contract resulting from this RFQ at any time the
Vendor fails to carry out its responsibilities or to make substantial progress
under the terms of this RFQ and resulting contract. The State shall provide the
Vendor with advance notice of performance conditions which are endangering
the contract’s continuation. If after such notice the Vendor fails to remedy the
conditions contained in the notice, within the time period contained in the notice,
the State shall issue the Vendor an order to cease and desist any and all work
immediately. The State shall be obligated only for services rendered and
accepted prior to the date of the notice of termination.

The contract may also be terminated upon mutual agreement of the parties with
thirty (30) days prior notice.

Changes:

If changes to the original contract become necessary, a formal contract change
order will be negotiated by the State, the Agency and the Vendor, to address
changes to the terms and conditions, costs of work included under the contract.
An approved contract change order is defined as one approved by the
Purchasing Division and approved as to form by the West Virginia Attorney
General’s Office, encumbered and placed in the U.S. Mail prior to the effective
date of such amendment. An approved contract Change Order is required
whenever the change effects the payment provision and/or the scope of work.
Such changes may be necessitated by new and amended Federal and State
regulations and requirements.

As soon as possible after receipt of a written change request from the Agency,
but in no event more than thirty (30) days thereafter, the Vendor shall determine
if there is an impact on price with the change requested and provide the Agency
a written statement to identifying any price impact on the contract or to state that
there is no impact. In the event that price will be impacted by the change, the
Vendor shall, provide a description of the price increase or decrease involved in
implementing the requested change.

NO CHANGE SHALL BE IMPLEMENTED BY THE VENDOR UNTIL SUCH
TIME AS THE VENDOR RECEIVES AN APPROVED WRITTEN CHANGE
ORDER.
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3.4.9 Invoices, Progress Payments, & Retainage:
The vendor shall submit invoices, in arrears, to the Agency at the address on
the face of the purchase order labeled “Invoice To” pursuant to the terms of the
contract.

3.4.10 Liquidated Damages:
According to West Virginia State Code 5A-3-4(8), Vendor agrees that liquidated
damages shall be imposed at the rate of $1,000 per week for failure to provide
services in accordance with contract provisions. This clause shall in no way be
considered exclusive and shall not limit the State or Agency's right to pursue to
any other additional remedy to which the State or Agency may have legal cause
for action including further damages and penalties against the Vendor.

T IR I

Cost :

The vendor is to provide inmate food service pricing on the contract rate sheet
attached for each inmate population level. For the purpose of identifying

any future cost changes, the vendor shall identify the percentage of cost of food
items and non-food items (Management Services). The vendor's percentage
shall be based upon the following inmate population levels: 4200, 4100 and 4000
on the contract rate sheet.

Additionally, the vendor is to provide inmate commissary pricing on the inmate
Commissary ltems Listing attached.

T

Contract Rate:

Vendor shall provide food service and food management utilizing the rate per day
for the specified number of inmates. Any changes to the rate per day per inmate
must be documented and written approval obtained from the Director of Purchasing
of the Department of Administration, State of West Virginia.
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WEST VIRGINIA REGIONAL JAIL & CORRECTIONAL FACILITY AUTHORITY
FOOD SERVICE PRICE SHEET

Number of Inmate Meals Served Daily Price Per Meal Served
at all Regional Jail Facilities Combined

Below 3500

3500 - 3600

3600 — 3700

3700 — 3800

3800 — 3900

3900 - 4000

4000 - 4100

4100 - 4200

Over 4200

Price Bid Evaluation will be based upon the 3800 — 3900 range.
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WV REGIONAL JAIL & CORRECTIONAL FACILITY AUTHORITY

COMMISSARY MARKET BASKET

PRICING: The following is a sample market basket listing of products offered through the Commissary. This
price list will be used to evaluate the pricing structure proposed by the Vendor. This West Virginia Regional Jail
and Correctional Facility Authority may request product samples to be submitted on 2 no charge basis for evaluation
of quality. In the event the Regional Jail Authority returns product samples, it shall be at the vendor’s expense. Ifa
vendor does not make arrangements for the return of the product samples within 10 days after notification from the
Regional Jail Authority, the Authority may dispose of the product samples. Please provide unit price for each items

listed below:

FOOD ITEMS:

Peanut Butter Crackers
Snicker Bars

Reese Cups

M&M Peanuis

Granola Bar

Mrs Freshleys Honey Bun
Mrs Freshleys Cup Cake
Frito Lay BBQ Chips
Frito Lay Cheetos

Frito Lay Nachos
Cherry Drink Mix
Orange Drink Mix

Hot Cocoa

HEALTH & BEAUTY:

Regular Shampoo
Conditioner

Ladies Deodorant
Mens Deodorant
Close-Up Toothpaste
Cocoa Butter Lotion
Rolaids

Dial Soap

Halls Cough Drops

WITH TAX WITHOUT TAX

150z

2.07 oz
150z

1.74 oz
150z

50z

40z

1 oz bag

1 oz bag

1 oz bag
Ind Serving
Ind Serving
Ind Serving

Subtotal $ $

12 0z Brand:
12 0z Brand:
20z Brand
20z Brand:
4 oz

20 oz Brand:
12 Tablets
3.50z

9 drops

Subtotal 3 $
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CLOTHING:
Mens Boxer XL
T-Shirts XL
Subtotal $ N
MISC:
Envelopes (5 pk) 41/8X9.5
Golf Pencil
Pocket Dictionary
Subtotal 5 $
COMMISSARY TOTAL: $ $

Bids will be evaluated per the following:

Price per meal indicated in the 3800 — 3900 range $

*Total Comrmissary (w/Tax) Market Basket: $

Grand Total: 3

*Commissary Total with Tax will be used for evaluation purposes

T
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WV'Regional Jail and Correctional Facility Authority ‘ Page 1 of 2
Policy and Procedure Statement Document Number 22003

Effective Date: May 15, 1997

CHAPTER: Inmate Services and Programs
SUBJECT: Commissary Procedures
REFERENCE: Policy Numbers 2005 and 2008

CANCELLATION: Policy and Procedure Statement Number 22003, dated 12 December
1994

POLICY: The Commissary is a small store operated at the Regional Jail. Its purpose is to
supply the inmates a source of purchasing luxury items such as soft drinks, candy, etc. which
are not issued by the jail. Items that will not be sold by the Commissary include: products
that contain alcohol, chewing gum, aeroso! products, matches, cigarette lighters, lighter
fluid, or any other items which may constitute a hazard to the and security of the facility.

PROCEDURE: General Procedure

1. The inmates will purchase items by completing a Commissary Voucher wiﬂ1
normal delivery expected on the following week day.

2. Inmates may turn in Commissary Vouchers to the pod rover or deposit them in
a receptacle provided, All submitted vouchers will be collected on the first shift (2300 hours
- 0700 hours) for delivery to the commissary at their next opening hour.

3. Staff on the second shift (0700 hours - 1500 hours) will receive the completed
Commissary Vouchers and deliver them to the commissary to determine the availability of
funds in the inmate’s account for the purchase. The voucher will be noted as “Insufficient
Funds” if funds are not available, and returned to the inmate. The orders will be filled in
the Commissary and prepared for delivery.

4. The goods and the Commissary Voucher will be delivered to the inmate by the
third shift (1500 hours - 2300 hours). The inmate signs the voucher and returns the second
copy. The Commissary will ensure that the inmate’s account balance is consistent with the
account balance maintained by the business office. Completed vouchers will be kept by
Commissary personnel,
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WYV Regional Jail and Correctional Facility Authority Page 2 of 2

Policy and Procedure Statement Document Number 22003
' Effective Date: May 15, 1997

B
-

5. ‘In selected cases, as determined by the Administrator, an inmate may be
determined to be indigent for the purposes of obtaining an indigent package. A
determination of indigence shall be based upon a finding that an inmate has less than $0.32
in his account for more than seven (7) days. The indigent package may be issuad weekly
and consists of two (2) stamped envelopes for personal letters and sufficient supplies and
stamps to correspond with their attorneys, or courts and public officials. Funds received by
~ the inmate, after qualifying for free supplies, after any accounting period, shall be used to

pay for items received during the previous accounting period. The inmate’s individual
account shall be debited accordingly. :
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95CSR1

TITLE 95
LEGISLATIVE RULES
JAIL AND CORRECTIONAL FACILITY STANDARDS COMMISSION

SERIES 1
WEST VIRGINIA MINIMUM STANDARDS
FOR CONSTRUCTION, OPERATION,
AND MAINTENANCE OF JAILS

195.1-1. General.

1.1. Scope. This legislative rule establishes minimum standards and procedures for jail facilities in West
Virginia. The standards as developed for construction, operation and maintenance of jail facilities only apply
to jail facilities completed after April 5, 1988, but shall serve as guidelines for any jail facility in operation

before that date.
1.2. Authority. W. Va, Code '31-20-9.
1.3. Filing date. March 27, 1996.

1.4. Effective date. June 3, 1996.

1.5. Repeal of former rule. This legislative rule repeals and replaces 95CSR1 "West Virginia Minimum
Standards for Construction, Operation, and Maintenance of Jails" which was filed on March 28, 1995 and

which became effective on March 28, 1995.
195.1-2. Administration, Organization, And Management.

2.1. Philosophy, goals and policies. A written statement shall be prepared by the authority having
jurisdiction that describes the philosophy, goals and policies of the facilities under its control, and which is
reviewed annually and updated as necessary. This statement shall be made available to staff, inmates and the

general public.

29 Jail Administrator. The jail facility shall be managed by a single administrator to whom all employees
or units of management are responsible.

2.3. Appointment. The jail facility administrator shall be appointed by the chief executive officer or
governing board of the authority having jurisdiction.

2.4. Qualifications. The educational, operational and administrative gualifications of the jail facility
administrator shall be stated in writing and include, at 2 minimum, a bachelor's degree and/or three years of
experience and training at the supervisory level.

2.5 Term. The term of the jail facility administrator shall be continuous, except for assignment to a
position of equal responsibility, and may be terminated by the appointing authority only for good cause, and if
requested, subsequent to a formal and open hearing on specific charges.

2.6. Outside agencies. There shall be policy which is reviewed annually which specifies the roles and
functions of employees of other agencies which provide a service to the jail facility.

1
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95CSR1

2.7. Organization subunits. There shall be a written plan with an organization chart which describes the
facility's organization structure and which groups similar functions, services and activities into administrative
subunits. This plan shall be reviewed at least annually and updated as needed.

2.8. Operations manual. There shall be a written operations manual that delineates the procedures for
operating and maintaining the jail facility. The operations manual shall be made available to employees,
reviewed annually and updated as needed.

2.9. Legal assistance. Legal assistance shall be available to the administrator and other staff as needed in
the performance of their duties.

2.10. Authority to release. When the facility is designated to operate any type of prefrial intervention
service or other release program, its authority and responsibility is stated by statute or administrative regulation.

195-1-3. Fiscal Management.

3.1. Budgetary system. The budgetary system shall link operations and activities to the cost necessary for
their support.

3.2. Fiscal system. The fiscal system shall account for all income and expenditures on an ongoing basis.

3.3. Accounting procedures. The methods used for collection, safeguarding and disbursement of monies
shall comply with accounting procedures established by the appropriate jurisdiction.

3.4. Minimum policies. The jail facility shall have written policies and procedures approved by the parent
agency that includes, at a minimum:

a. Internal controls;

b. Petty Cash procedures;

¢. Bonding for all appropriate staff;

d. Signature control on checks;

e. Handling of inmate funds; |

f. Employee expense reimbursement; and,
g. Issuance or use of vouchers.

3.5. Audit. The jail facility or its parent agency's fiscal process shall include an external financial audit of
the jail facility at time periods stipulated by applicable statutes and/or rules.

3.6. Inventory. There shall be inventory control of property, stores and other assets. The inventories shall
be conducted at time periods stipulated by applicable statutes, however, they should not exceed every two (2)
years.

3.7. Insurance coverage. Each jail facility shall maintain insurance coverage which includes, at a
minimum: Worker's compensation, civil liability, liability for official vehicles, and a public employee blanket
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bond.

3.8. Personnel assessment. Budget policy and procedure shall provide for an annual assessment of
presently assigned positions and future personnel needs required to meet jail facility objectives.

195-1-4, Personnel.

4.1. Selection, retention, and promotion. The selection, retention, and promotion of all personnel shall be
on the basis of merit and specified qualifications.

4.2. Psychological testing. All jail facility personnel who have direct contact with inmates shall undergo
psychological testing prior to their employment and when a justifiable need exists during their employment, to
determine their suitability for appointment and retention. The testing shall include, but not necessarily be
limited to, measurements of basic attitudes and tendencies toward honesty and against unprovoked acts of
personal violence and shall be administered, scored and interpreted by, or under the supervision of, a licensed
psychologist.

43. Affirmative action. Each jail facility shall maintain a program of affirmative action and equal
employment opportunities.

4.4. Criminal record check. In accordance with state and federal statutes, a criminal records check and
complete background investigation shall be conducted on all new employees to ascertain whether there are
criminal convictions or other information in the applicant's background which have a specific relationship to
job performance and their ability to perform.

4.5. Physical examination. A physical examination of all employees by a physician at the time of
employment is required. The examination may not be used in violation of the requirements of federal
legislation related to employment of disabled persons. Provision shall exist for reexamination of applicants or
employees when indicated.

4.6. Probationary employees. There shall be a procedure governing probationary employment. New or
promoted employees are appointed initially for a probationary period of one year. After successful completion
of the initial probationary period, employees shall be granted permanent status.

4.7. Job classification. A job classification or post audit system shall exist which is linked to the salary
and benefit compensation plan.

4.8. Personnel policy manual. There shall be a personnel policy manual. A copy of this manual shall be
available to each employee for examination and review during employee orientations. A signed statement shall
be obtained from each employee, to be kept in their personnel files, certifying their understanding of the
manual and its contents. The manual shall include, at a minimum, the following areas:

a. Organization structure;
b. Recruitment and selection procedures;

¢. Equal employment opportunity provisions;

d. Job qualifications, descriptions and responsibilities;
e. Job classification plan;
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95CSR1

f. Wage and benefit plan;

g. Holidays, leave and work hours;

h. Policies and procedures related to personnel records;

1. Performance evaluation procedures;

j. Promotion, retirement, resignation, layoff and termination procedures;
k. Employee/management relations;

1. Physical fitness policy;

m. Disciplinary procedures;

n. Grievance énd appeal procedures; and,

0. Insurance and professional liability provisions.

4.9. Conflict of interest. Employees shall not use their official position to secure privileges for themselves
or others or engage in activities that constitute a conflict of interest.

4.10. Disciplinary investigations. A staff person charged with alleged maltreatment of an inmate shall not
work directly with any inmate until and investigation is completed.

4.11. Disciplinary actions. Disciplinary actions against employees shall be consistent with Division of
Personnel policies and in accordance with chapter twenty-nine of the code; disciplinary actions shall be subject
to the policies and procedures of the Education and State Employees Grievance Board created by W. Va. Code

t29-6a-5.

4.12. Amnual evaluation. A written performance evaluation of all employees, based on defined criteria
related to job performance shall be provided at least annually. The evaluation criteria shall bear a direct
relationship to the skills, knowledge areas, aptitudes and personal characteristics defined in the job description.

Employees shall review and discuss the performance evaluation with the person who completes it. If an
employee disagrees with the evaluation, they shall have an opportunity to express their opinions in writing;
their statements shall be included in their personnel file.

4.13. Transfer, assignment and selection. Procedures shall provide for the transfer, assignment and
selection of employees on the basis of facility need and the ability of the employee to perform the job.

4.14. Emergency Medical Technician. There shall be at least one medically trained employee of at least
emergency medical technician licensure, available at all times on each shift. (See section 14.13 of this rule
also)

4.15. Provisional appointments. Resources shall provide for provisional appointments and/or reserve
correctional officers to ensure the availability of trained personnel for short-term, full-time or part-time work in
special or emergency situations.

4.16. Personnel records. The jail facility administrator or the parent agency shall maintain a current,
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accurate and confidential personnel record for each employee.

4.17. Record confidentiality. Written policy and procedure shall provide for the confidentiality of the
personnel record and restrict its availability to the employee who is the subject of the record, to administrators
and supervisors directly responsible for the employee, and to other personnel who need the information for the
performance of their duties. '

4.18. Record correction. Provisions shall be available to any employee to challenge information in their
personnel files and shall include a process for correction or removal of inaccuracies.

195-1-5. Training And Staff Development.

5.1. Program supervision. The training program of each jail facility for all employees shall be specifically
planned, coordinated, and supervised by a qualified employee at a supervisory level; in jail facilities of over
one hundred (100) employees, this person shall be employed full time for this purpose.

5.2. Supervisory training. The individual coordinating the training and staff development program shall
receive specialized training for that position.

5.3. Training curriculum. A training curriculum shall be developed, evaluated, and updated based on an
annual assessment that identifies current job-related training needs. The Regional Jail and Correctional
Facility Authority is the approving agency.

5.4. Trainer certification. Any individual providing pre-service, in-service, or basic training for
correctional staff shall be certified as a correctional trainer by the Regional Jail and Correctional Facility
Authority.

5.5. Outside resources. The training and staff development program shall use the resources of other public
and private agencies, private industry, colleges, libraries and reference services to complement the program.

5.6. Budget. The budget shall include ﬁlnds for compensating staff for additional time spent in training,
or for replacement personnel required when regular personnel are off duty for training purposes.

5.7. New clerical/support employees. All new clerical/support employees who have minimal inmate
contact shall receive at least forty (40) hours of orientation and approved training during their first year of
employment. Twenty-four (24) of these hours shall be completed prior to being independently assigned to a
particular job. All persons in this category shall be given at least an additional eight (8) hours of training
during each subsequent year of employment. The Regional Jail and Correctional Facility Authority is the
approving agency.

5.8. New clerical/support employees. All new clerical/support employees who have regular daily inmate
contact shall receive at least forty (40) hours of orientation and approved training during their first year of
employment. Twenty-four (24) of these hours shall be completed prior to being independently assigned to a
particular job. They shall be given at least an additional sixteen (16) hours of training each subsequent year of
employment. The Regional Jail and Correctional Facility Authority is the approving agency. At aminimum,
this training shall cover the following areas: '

a. Security procedures and regulations;
b. Rights and responsibilities of inmates;
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95CSR1 ' =
¢. All emergency procedures;
d. Interpersonal relations;
e. Communication skills; and,
f. First aid.
5.9 New correctional officers. All new correctional officer personnel shall receive at least one hundred §
twenty (120) hours of approved orientation and training during their first year of employment. The Regional =

Jail and Correctional Facility Authority is the approving agency. Forty (40) of these hours shall be completed
prior to being independently assigned to a particular post. All persons in this category shall be given an
additional forty (40) hours of training each year thereafter. Ata minimum, this training shall cover the
following areas:

a. Security and search procedures;

b. Use of force regulations and tactics;

¢. Supervision of inmates;

d. Report writing; -

e. Inmate and staff rules and regulations;

{ Rightsamdresponsibilitis ofinmates;

g. All emergency procedures;

h. Interpersonal relationships;

i. Social/cultura} life style of the inmate population;

j. Communication skills; and,

k. First aid.

5.10. Administrative and managerial staff. The jail facility's administrative and managerial staff shall
receive at least forty (40) hours of orientation if they are new to the jail facility and at least eight (8) hours of
management training each year thereafter. This training shall cover, at a minimum, the following:

a. General management and related subjects;

b. Decision making processes;

¢. Labor law, employee/management relations;

d. The interaction of elements of the criminal justice system; and,
e. Relationships with other service agencies.



95CSR1

5.11. Emergency Response Unit. When there is an emergency response unit, all officers assigned to that
unit shall receive forty (40) hours of training relative to the unit's purpose and function prior to their
assignment.

5.12. Weaponry and chemical agents. All personnel authorized to use firearms or chemical agents shall be

trained in weaponry and the use of chemical agents on a continuing, in-service basis, and are required to
qualify annually.

5.13. Security personnel. Allsecurity personnel shall be trained in approved methods of self-defense and
the use of force, including passive restraint, to control inmates.

5.14. Continuing education. The jail facility administration shall encourage employees to continue their
education and provide reimbursement to employees attending professional meetings, seminars and similar
work-related activities as approved by the administrator.

105.1.6. Management Information and Research.

6.1. System of information. The facility shall contribute to, have access to, and use an organized system
of information storage and retrieval relative to both inmate and operational needs.

6.2. Security. Policies and procedures shall govern the security of the information and data collection
system, including certification, access to data, and protection of the privacy of all inmates under the jurisdiction
of the agency.

6.3. Collaboration. The facility, or its parent agency, shall collaborate with criminal justice and service
agencics in information gathering, exchanges and standardization.

6.4. Inmate population accounting. There shall be an inmate population accounting system which
includes records on the admission, processing and release of mmates.

6.5. Annual evaluation. There shall be at least annual evaluations of jail facility programs and services to
determine progress toward achieving previously identified objectives.

6.6. Research. Written policy and procedure governing the conduct of research shall comply with state
and federal guidelines for the use and dissemination of research findings and with accepted professional
scientific ethics.

6.7. Inmate participation. Written policy and procedure shall govern voluntary inmate participation in
non-medical, non-pharmaceutical and non-cosmetic research.

105.1-7, Inmate Records.

7.1. Booking. Inmate booking information shall be recorded for every person admitted to the facility and
include at least the following data, unless prohibited by law:

a. Fingerprints;

b. Photograph;
¢. Booking number;
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95CSR1

d. Name and aliases of person;

e. Current address (or last known address);

f. Date, duration of confinement, and copy of court order or other legal basis for commitment;
g. Name, title and signature of delivering officer and arresting officer;
h. Specific charge(s);

1. Sex;

J. Age;

k. Date of birth;

1. Place of birth;

m. Race;

n. Present or last place of employment;

0. Health status, including any current medical or mental health needs;
p. Emergency contact (name, relationship, address and phone number);
q. Telephone calls made by the inmate at time of admission;

r. Driver's license and social security numbers;

s. Notation of case and all property; and

t. Additional information concerning special custody requirements, service needs, or other identifying
information such as birthmarks or tattoos.

7.2. Case record management. Case record management shall include, but is not limited to, the
establishment, utilization, content, privacy, security and preservation of records, and a schedule for the
retirement or destruction of inactive case records. These procedures shall be reviewed annually.

7.3. Custody records. The facility shail maintain custody records on all inmates committed or assigned to
the facility, that contain, but are not limited to, the following:

7.4. Format. The contents of inmate records shal! be identified and separated according to an established
7.5. Caserecords. A current and accurate classification or case record shall be maintained for each inmate

committed to or housed in the facility. Procedures shall be established to safeguard legally privileged or
confidential information. The records shall contain, at a minimum, the following:

a. Classification and reclassification decisions;
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b. Reports of disciplinary actions, grievances, incidents and crimes committed while in custody;
¢. Medical and mental health information relevant to the classification; and,
d. Information on work or study release when applicable.

7.6. Identification system. The jail facility shall maintain a system which identifies all inmates in custody
and their actual physical location.

7.7. Access to records. Those persons within the jail facility and other authorized persons who have direct
access to inmate classification or case records shall be defined.

7.8. Release of information. The administration shall use a consent form which complies with applicable
federal and state regulations. The inmate shall sign a "Release of Information Consent Form” prior to the
release of information, as required by statute or regulation, and a copy of the form shall be maintained in the
inmate's case record.

+95.1-8. Physical Plant.

8.1. General. All new jail facilities shall be designed, constructed, maintained and operated in accordance
with the rules promulgated by the State Fire Commission in State Fire Code 87CSR1. All existing jail
facilities must comply with the provisions of State Fire Code 87CSR1.

8.2. Safety of occupants. Because the safety of all occupants in all detention and correctional facilities
cannot be adequately assured solely by a dependence upon evacuation from the building, their protection from
fire shall be provided by appropriate arrangement of facilities, an adequately trained staff, and careful
development of operating, security, and maintenance procedures to include the following:

a. Proper design, construction and compartmentalization;
b. Provisions for fire detection, alarms and extinguishment;

¢. Fire prevention programs which include planning, training, and drills covering such protective
activities as: Tsolation of the fire; transfer of occupants to areas of refuge; and evacuation of the facility or
measures for in-place protection of the occupants; and,

d. Security provisions to the degree necessary to provide for the safety of both the occupants of the
facility and the general public.

8.3. State Fire Marshal review. Plans and specifications for all new jail facilities shall be submitted to the
State Fire Marshal for review prior to the start of construction.

8.4. State Fire Marshal certificate. No facility shall be occupied until a certificate of occupancy is issued
by the State Fire Marshal's office.

8.5. Activity areas. All activity areas shall have sufficient air circulation (at least ten (10) cubic feet of
outside or filtered air per minute per occupant), lighting and sanitary facilities. These areas include
multipurpose rooms, recreation areas for inmates, or work areas for staff. Temperatures shall be maintained
appropriate to the summer and winter comfort zones with consideration for the activity performed.
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8.6. Inmate booking and release area. The inmate booking and release area shall be located inside the
security perimeter, but outside inmate living quarters, and have the following facilities:

a. Booking area;

b. Security vestibule or sally port;

c. Access to drinking water;

d. Shower facilities;

e. Secure storage for inmate's personal property;

f. Telephone facilities;

g. Private interview space(s);

h. Temporary holding rooms with sufficient fixed seating for all inmates at its rated capacity; and,
i. Operable toilets and wash basins.

8.7. Double Bunking of Inmates. Double bunking of inmates is permitted to the extent that the practice
does not violate federal law or standards.

8.8. Floor space. All single rooms or cells in detention facilities shall have at least seventy (70) square
feet of floor space.

8.9. Fnvironment. All rooms or cells shall have access to the following facilities and/or conditions;

a. A toilet above floor level which is available for use without staff assistance twenty-four (24) hours a
day;

b. A wash basin and drinking water;
¢. Hot and cold running water;

d. A bed above floor level, a desk or writing surface, a clothes hook or closet space, and appropriate
seating;

¢. Lighting of at least twenty (20) foot candles at desk level and in the personal grooming areas. (In
additions to existing jail facilities and in new jail facilities, the lighting shall be both inmate and centrally

controiied);

£ Air circulation of at least ten (10) cubic feet of outside or recirculated air per minute per occupant;
g. Temperatures appropriate to the summer and winter comfort zones;

h. Noise levels not exceeding seventy (70) decibels in daytime and forty-five (45) decibels at night;
and,
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i. Natural lighting.
8.10. Multiple occupancy. Where used, multiple occupancy rooms shall house no more than fifty (50)
inmates each. Inmates shall be screened prior to admission to determine their suitability to group living.
Multiple occupancy rooms shall provide for the following:

a. Continuous observation by staff

b. A minimum floor area of fifty (50) square feet per occupant in the sleeping area and a clear floor fo
ceiling height of not less than eight (8) feet;

c. Toilet and shower facilities with a minimum of one operable toilet and one shower for every eight
(8) occupants;

d. One operable wash basin with hot and cold running water for every six (6) occupants;

¢. Natural lighting;

. Beds above floor level, a desk or writing surface, appropriate seating;

g. A locker for each occupant;

h. Lighting of at least twenty (20) foot candles at desk level and in the personal grooming area;

i. Air circulation of at least ten (10) cubic feet of outside or recirculated air per minute per occupant;
j. Temperatures appropriate to the summer and winter comfort zones; and,

k. Noise levels not exceeding seventy (70) decibels during daytime hours and forty-five (45) decibels
during night hours.

8.11. Segregation rooms. Segregation rooms shall provide living conditions which approximate those of
the general inmate population. Any exceptions shall be clearly documented. Segregation housing units shall
provide for the following:

a. Single occupancy rooms or cells with a floor area of at least seventy (70) square feet;
b. A bed above floor level, a desk or writing space and appropriate seating,

¢. Continuous access to toilet facilities above the floor level;

d. Hot and cold running water;

e. Natural light;

f. Lighting of at least twenty (20) foot candles at desk level and in the personal grooming area;

g. Air circulation of at least ten (10) feet of outside or recirculated, filtered air per minute per
occupant;
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h. Temperatures appropriate to the summer and winter comfort zones; and,

i. Noise levels not exceeding seventy (70) decibels during daytime hours and forty-five (45) decibels
during night hours.

8.12. Communication. A room used for segregation shall permit inmates assigned to it to communicate
with staff and have a door which permits observation by staff.

8.13. Continuous staff observation. When seriously ill, mentally disordered, injured or non-ambulatory
inmates are held in the facility, there shall be at least one single-occupancy cell or room for them which
provides for continuous staff observation.

8.14. Sleeping quarters. When both males and females are housed in the same facility, they shall be
provided separate sleeping quarters which are separated visually and acoustically.

'8.15. Perimeter security. The security perimeter shall be secured ina manner which provides that inmates
remain within the perimeter and that access by the general public is denied without proper authorization.

8.16. Storage security. Space shall be provided for the secure storage of chemical agents, restraining

devices and related security equipment and the equipment shall be located in an area which is readily
accessible to authorized persons only.

8.17. Security Vestibules/Sally ports. There shall be security vestibules or sally ports between inmate
areas and areas accessible to the public.

8.18. Dayroom. There shall be a separate day room or leisure time space for each cell block or detention
room cluster, with space equivalent to a minimum of thirty-five (35) square feet per inmate.

8.19. Exercise areas. Space outside the cell or room shall be provided for inmate exercise. Indoor and
outdoor exercise areas shall be secure and available to all inmates. Outdoor areas shall have adequate space
and equipment to permit regular outdoor sports activities. For jail facilities with bed capacity of more than one
hundred (100) inmates, this area shall be increased in proportion to the inmate population and shall provide
adequate opportunity for exercise. Indoor exercise programs may be conducted in a multipurpose room or day
room: Provided, that the space is available and the location is acceptable. Indoor space shall be an area in
which lighting, temperature and ventilation is artificially controlled.

8.20. Kitchen. When the jail facility provides food service, the kitchen shall have a minimum of two
hundred (200) square feet of floor space.

8.21. Employee space. Consistent with the size of the facility, space shall be provided for administrative,
professional and clerical staff, including conference rooms, an employee lounge, a storage room for records, a
public lobby and toilet facilities.

8.22. Multipurpose room. There shall be at least one multipurpose room available for inmate activities
such as religious services, education programs, or visiting.

8.23. Janitor closet. A room or closet equipped with a sink shall be provided for the storage of cleaning
supplies and equipment.

8.24. Storage space. Storage space shall be provided for clothing, bedding and facility supplies.

12
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8.25. Storage of personal property. Space shall be provided for the secure storage of inmates' personal
property.

8.26. Maintenance and repairs. There shall be a written plan for preventive maintenance of the physical
plant with provisions for emergency repairs or replacement of equipment. This plan shall be reviewed annually
and updated if needed.

827. Accessibility. A new jail facility shall be geographically accessible to criminal justice agencies,
community agencies and inmates’ lawyers, families and friends.

8.28. Layout. The jail facility shall be designed and constructed so that inmates can be separated
according to existing laws and regulations, or according to the facility's classification.

829 Disabled inmates. Disabled inmates shall be housed in a manner which provides for their safety and
security. Cells or housing units used by them shall be designed in accordance with the American National
Standards Institute (ANSI) Standard A117, and provide the maximum possible integration with the general
population. Appropriate institutional programs and activities shall be accessible to disabled inmates confined
in the jail facility.

8.30. Disabled visitors. All parts of the facility which are accessible to the public shall be accessible to
and usable by disabled persons.

195-1-9. Safety and Emergency Procedures.

9.1. Policies and procedures. Written policies and procedures shall be adopted which specify the jail
facility's fire prevention regulations and practices. For purposes of clarification and identification these
procedures and standards of fire prevention are divided into two (2) classifications:

a. General requirements applicable to all occupancies covered by the State Fire Code; and,
b. Specific detention and correctional occupancies.

9.2. General requirements. The following includes the general requirements applicable to all occupancies
covered by the State Fire Code.

9.2.1. Construction, repair and improvement operations. Adequate escape facilities shall be
maintained at all times in buildings under construction for the use of construction workers. Escape facilities
shall consist of doors, walkways, stairs, ramps, fire escapes, ladders or other approved means or devices
arranged in accordance with the general principles of the State Fire Code insofar as they can reasonably be
applied to buildings under construction. Flammable or explosive substances or equipment for repairs or
alterations may be introduced in a building of normally low or ordinary hazard classification while the building
is occupied only if the conditions of use and safeguards provided are such as not to create any additional
danger or handicap to egress beyond the normally permissible conditions in the building.

9.2.2. Reliability of means of egress. Every required exit, exit access or exit discharge shall be
continuously maintained free of all obstructions or impediments to full instant use in the case of fire or other

emergency.

9.2.3. Furnishings and decorations. Furnishings and decorations in the means of egress are subjectto
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the following:

a. No ﬁ:lrnishiﬁgs, decorations, or other objects shall be so placed as to obstruct exits, access
thereto, egress therefrom, or visibility thereof;

'b. Hangings or draperies shall not be placed over exit doors or conceal or obscure any exit.
Mirrors shall not be placed in or adjacent to any exit in such a manner as to confuse the direction of exit; and,

c. There shall be no obstruction by railing, barriers, or gates that divide the open space into
sections appurtenant to individual rooms, apartments, or other uses. Where the jail facility administrator
having jurisdiction finds the required path of travel to be obstructed by furniture or other movable objects, he
or she may require that railings or other permanent barriers be installed to protect the path of travel against
encroachment.

9.2.4. Equipment maintenance and testing. Equipment maintenance and testing shall include the
following:

a. Every required automatic sprinkler system, fire detection and alarm system, exit lighting, fire
door, and other item of equipment required by this rule shall be continuously maintained in proper operating
condition;

b. Any equipment requiring testing or periodic operation to assure its maintenance shall be tested
or operated as specified elsewhere in this rule or as directed by the authority having jurisdiction;

¢. Systems shall be under the supervision of a responsible person who shall cause proper tests to
be made at specified intervals and who has general charge of all alterations and additions;

d. Systems shall be tested at intervals recommended by the appropriate section of State Fire Code
87CSR1; '

e. All automatic sprinkler systems required by State Fire Code 87CSR1 shall be continuously
maintained in operating condition at all times, and such periodic inspections, tests and maintenance shall be
conducted as is necessary to assure proper operation; and,

f. Fire alarm signaling and detection equipment shall be restored to service as promptly as possible
after cach test or alarm and shall be kept in normal condition for operation.

9.2.5. Furnishings, decorations and treated finishes. Furnishings, decorations and treated finishes are
subject to the following:

a. Draperies, curtains and other similar farnishings and decorations shall be flame resistant where
required by the applicable provisions of State Fire Code 87CSR 1. The materials required in this section are to
be tested in accordance with Standard Method of Fire Tests for Flame Resistant Textiles and Films, NFPA701
and shall comply with both the small and large-scale tests;

b. Furnishings or decorations of an explosive or highly flammable character shall not be used;

and,
c. Fire retardant paints or solutions shall be renewed at such intervals as necessary to maintain the

necessary flame retardant properties.
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9.2.6. Fire Exit Drills. Fire drills are subject to the following requirements:

a. Fire exit drills conforming to the provisions of State Fire Code 87CSR1 shall be regularly
conducted in occupancies where specified by that rule;

b. Fire exit drills, where required by the authority having jurisdiction, shall be held with sufficient
frequency to familiarize all occupants with the drill procedure and to have the conduct of the drill a matter of
established routine;

c. Responsibility for the planning and conduct of drills shall be assigned only to competent
persons qualified to exercise leadership;

d. In the conduct of drills, emphasis shall be placed upon orderly evacuation under proper
discipline rather than upon speed;

e. Drills shall include suitable procedures to make sure all persons in the building, or all persons
subject to the drill, actually participate; and,

£ Drills shall be held at unexpected times and under varying conditions to simulate the unusual
conditions prevalent in case of fire.

9.3. Detention and correctional occupancies. The following includes those requirements specifically
directed to detention and correctional occupancies.

9.3.1. Attendants, evacuation plan, fire exit drills. Attendants, evacuation plan, and fire exit drills
shall include the following:

a. Detention and correctional facilities, or those portions of facilities having such occupancy, must
be provided with twenty-four (24) hour staffing on any floor level having residency and located within one
hundred (100) feet (30.48m) of the access to any housing area. Under Use Conditions III, TV and V, as defined
in State Fire Code 87CSR1 for classification of correctional occupancies, audio monitoring shall be provided
for every sleeping space;

b. The jail facility administrator of every detention and correctional facility shall have in effect
and provide to all supervisory personnel, written copies of a plan for protection of all persons in the area in
event of fire and for their evacuation to areas of refuge and from the building where necessary. All employees
shall be periodically instructed and kept informed of their duties under the plan;

¢. Books, clothing and other combustible personal property allowed in sleeping rooms shall be
stored in closeable metal lockers or fire resistant containers; and,

d. The number of heat producing appliances (such as toasters, hot plates, etc.) and the overall use
of electrical power within a sleeping room will be controlled by the jail facility administration.

9.3.2. Furnishings and decorations. Furnishings and decorations are subject to the following
requirements:

a. Furnishings and decorations in detention and correctional occupancies shall be in accordance
with State Fire Code 87CSR1;
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b. Combustible decorations are prohibited in any detention or correctional occupancy unless flame
retardant;

c. Wastebaskets and other waste containers shall be of noncombustible or other approved
materials;

d. Furnishings, such as mattresses and upholstered or cushioned furniture shall not be of a highly
flammable character; and,

e. Window draperies, curtains for decoration or acoustical purposes and privacy curtains shall be
non-combustible or rendered and maintained flame resistant as per Standard Method of Fire Tests for Flame
Resistant Textiles and Films, NFPA701.

9.3.3. Keys. All keys necessary for unlocking doors installed in means of egress shall be individually
identified by both touch and sight.

9.3.4. Storage of flammable, toxic and caustic material. Written policy and procedures shall govern the
storage and use of all flammable, toxic, and caustic materials which ensure that inmates are never in possession
of items such as Iye, insecticide, anti-freeze and denatured alcohol, unless they are under constant supervision
by qualified personnel. Such material shall be stored in secure areas which are inaccessible to inmates; a
prescribed system shall be used to account for their distribution.

9.3.5. Fire and safety officer. A staff member with appropriate training shall be appointed as Fire and
Safety Officer. This officer is responsible for monthly inspection of the facility, development of Standing and
Emergency Operating Procedures relating to fire safety and for staff training in fire safety.

9.3.6. Inspection. Each facility shall be inspected at least annually by the State Fire Marshal's Office.
Any violation noted shall be corrected immediately.

195-1-10. Sanitation and Hygiene.

10.1. Responsibility. Jail facility authorities shall maintain the facility in a condition that is clean,
healthful and sanitary and which conforms to all applicable health laws and rules. The use and possession of
tobacco, tobacco products and tobacco-like products shall be prohibited in all jail facilities and all facilities
jointly operated by the Regional Jail & Correctional Facility Authority and the Division of Corrections.

10.2. Maintenance. Jail facility authorities shafl develop and implement a plan for the maintenance of all
areas of the jail facility at an acceptable level of cleanliness and sanitation. The plan shall provide for a regular
schedule of housekeeping tasks and inspections which shall include, but not be limited to, the following:

a. The daily cleaning of toilets, sinks and showers;

b. The daily cleaning of floors;

¢. The emptying and cleaning of receptacles provided for refuse each day and provision for adequate
trash removal;

d. The scrubbing and rinsing of each living unit, washing of windows, cleaning of janitors' closets,
and dusting of bars, screens and ledges on a regular basis;
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e. The contracting of extermination services to be performed with sufficient frequency and
thoroughness to keep the jail facility free from insects and vermin. Services shall include, at a minimum,
monthly inspections by a qualified person; and,

f, The cleaning and sanitary maintenance of all kitchen areas and all kitchen equipment.

10.3. Inspections. There shall be regular sanitation inspections of all jail facility areas by a designated
staff member; at least annual inspections by federal, state and/or local sanitation and health officials, or other
qualified person(s); and, compliance with all applicable laws and rules of the governing jurisdiction.

10.4. Water supply. The water supply and plumbing fixtures shall meet all applicable codes and be
maintained in operable and sanitary condition. Water samples from both drinking and waste water shall be
tested periodically to ensure that the jail facility's water meets all applicable laws. The facility shall provide hot
and cold running water.

10.5. Cleaning equipment. Inmates shall be provided sufficient cleaning equipment to maintain their cells
in a clean condition.

10.6. Floors. Jail facility floors shall be kept clean, dry, and free of hazardous substances. Floors shali be
inspected regularly throughout the day for cleanliness. Particular attention should be given to potentially
hazardous areas, such as showers, kitchens, detoxification rooms, boiler and furmace rooms.

10.7. Personal hygiene items. The jail facility shall provide each inmate, as part of the admission process,
and thereafter as necessary, an adequate supply of soap, toothpaste, toilet paper, toothbrushes, combs, and
feminine hygiene supplies. Timely access to shaving equipment shall also be provided.

10.8. Facility clothing. Clean, suitable, and presentable clothing shall be available to all inmates at all
times. Tt is essential that inmates be provided clothing that is properly fitted, climatically suitable, durable,
economical, casily laundered and repaired, and presentable to the extent that they do not provide such clothing
themselves. Quter wear shall be available for recreation and work assignments.

10.9. Special clothing. Inmates shall be issued special, and where appropriate, protective clothing and
equipment when participating in special work assignments. The clothing shall be available in quantities which
permit exchange as frequently as the work assignment requires.

10.10. Bedding. Each inmate shall be provided with one clean, fire retardant mattress, two (2) clean
sheets, a clean pillow and clean pillow case. Worn bedding and linen which are unfit for further use shall not
be issued. Clean blankets shall be provided in 2 number appropriate to the season.

10.11. Towels. Each inmate shall be provided a clean towel and washcloth at least three (3) times a week.

10.12. Laundry of bedding. Laundry services shall be sufficient to permit the regular exchange of sheets
and pillowcases at least weekly. Mattresses shall be cleaned or replaced as appropriate.

10.13. Laundry of clothing. Clean undergarments shall be provided daily and outer garments every other
day, or as appropriate.

10.14. Recording. The issuance of all clothing and bedding shall be recorded to provide accountability for
their use. Inmate accountability for clothing and bedding shall be specified in the Handbook of Inmate Rules
and Conduct.
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10.15. Supply. The clothing, linen, and bedding supply shall exceed that required for the maximum
inmate population. This excess will allow for the replacement of items that are lost, destroyed or worn out.

10.16. Cleaning and storage of personal clothing. There shall be provision for cleaning and storage of
inmate personal clothing. Prior to storage, inmhate clothing shall be cleaned and/or disinfected to prevent the
accumulation of odors and vermin.

10.17. Court appearance. Whenever the court so directs, inmates shall be permitted to wear personal
clothing during court appearances.

10.18. Removal of linen and bedding. Linen and bedding shall be removed from an inmate's bed only
under extreme circumstances such as to protect the inmate from self-injury. An action to remove linen or
bedding shall be reviewed daily by the supervisor and the deprivation ended as soon as practical. A record
shall be kept of all such actions taken.

10.19. Showers. There shall be sufficient facilities in the housing areas to permit inmates to shower or
bathe upon admission to the facility and daily thereafter.

10.20. Water temperatures. Water temperatures for showers or bathing shall be thermostatically
controlled to ensure the safety of inmates.

10.21. Access to water. Inmates shall have continuous access to a washstand with running hot and cold
water.

10.22. Hair care. Hair care services and facilities shall be available to inmates. Hair shall be cut under
sanitary conditions. The area used for hair care shall be located to permit observation by staff. Equipment
shall be stored securely when not in use.

'195-1-11. Security and Control.

11.1. Manual. Written policies and procedures for security and control, including procedures for
emergencies, shall be contained in a manual which is available to all staff and is reviewed annually and
updated as needed.

11.2. Control center. The jail facility shall maintain a control center.

11.3. Communication system. The jail facility shall have a communication system between the control
center and the inmate living areas.

11.4. Alarm system. The jail facility shall have an emergency alarm system that is linked to the control
center; signal devices shall be located throughout the facility.

11.5. Secure perimeter. All security perimeter entrances, control center doors and cell block doors which
open into a corridor shall be kept locked except when in use for admission or exit of employees, inmates or

visitors or during emergency conditions.

11.6. Electronic surveillance. When audio or visual electronic surveillance is used, it shall be located
primarily in hallways, elevators, corridors or at points on the security perimeter, such as entrances and exifs.
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11.7. Immediate assistance. No staff member shall enter a high security cell block without the availability
of immediate assistance from another staff member.

11.8. Inmate movement. Jail facility staff shall regulate inmate movement.

11.9. Personal interaction. Written policies and procedures shall facilitate personal contact and interaction
between staff and inmates. Supervision of inmates shall be conducted by staff of the same sex whenever
procedures require physical contact, examination or monitoring of personal hygiene activities.

11.10. Staffing. The jail facility shall have the staff needed to provide full coverage of designated security
posts, full surveillance of inmates, and to perform all ancillary functions.

11.11. Emergency response. Correctional officers shall be located in or immediately adjacent to inmate
living areas to permit officers to hear and respond promptly to emergency situations.

11.12. Observation. Written policies and procedures shall require that all high and medium security
inmates shall be personally observed by a correctional officer at least every thirty (30) minutes, but on an
irregular schedule. A schedule of observation at least every fifteen (15) minutes shall be required for those
inmates who are violent, suicidal, mentally disordered or who demonstrate unusual or bizarre behavior.

11.13. Dailyrecord. The jail facility administration shall maintain a written daily record of the following:

a. Personnel on duty;

b. Inmate population count;

¢. Admissions and release of inmates;

d. Shift activities;

¢. Entry and exit of physicians, attorneys and other visitors; and,
f Unusual occurrences.

11.14. Dailyinspections. Designated staff shall visit and inspect every area of the facility daily, including
holidays and weekends, and report their findings in writing to designated officials with recommendations for
action or with notations of action taken.

11.15. Weekly inspections. The jail facility administrator or his or her designee shall inspect all security
facilities and devices at least weekly and initiate corrective action if needed.

11.16. Searches. Written policics and procedures shall provide for searches of facilities and inmates to
control contraband and provide for its disposition and to develop recommendations for corrective action.

Procedures shall provide that:

a. Manual or instrument inspection of inmate body cavities is conducted only when there isreason to
do so and when authorized by the jail facility administrator or his or her designee;

b. Visual inspections are conducted onty when there is a reasonable belief that the inmate is carrying
contraband or other prohibited material;
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¢. Strip searches are done without specific authorization only upon entry to the facility and at all other
times are based on articulated suspicion; and,

d. All such inspections are conducted in privacy and manual or instrumental inspection of body
cavities is done by medically trained personnel or correctional personnel trained by health care personnel.

11.17. Preservation of evidence. The procedures governing searches shall require the preservation of
evidence when a new crime is suspected. Searches shall be authorized only by the administrator or his or her
designee.

11.18. Search policy published. The jail facility's policy regarding searches for the control of contraband
shall be published, made available to both staff and inmates, reviewed at least annually and updated if
necessary.

11.19. Control of security equipment. Written policies and procedures shall govern the availability,
control and use of firearms, ammunition, chemical agents, "stun guns", and related security devices, and
require that sufficient security equipment is available to meet the jail facility’s needs.

11.20. Storage of security equipment. The procedures shall provide that security equipment isstoredina
secure but readily accessible depository located outside inmate housing and activity areas, and is inventoried at
least monthly to determine condition and expiration dates, if any there be.

11.21. Use of weapons. Written policies and procedures shall be established regarding the use of
weapons, and shall include federal and state requirements, weapons security, weapons instructions and
inspections, use of deadly force, and other appropriate actions to be taken regarding life threatening situations.
The policies and procedures shall include the following requirements:

a. Weapons are subject to stringent safety regulations and inspections;

b. The secure weapons locker is located outside the security perimeter of the facility;

¢. Only during emergency situations are firearms and weapons, such as nightsticks or gas guns,
permitted in areas to which inmates have access. At all other times, such weapons are maintained in areas to

which inmates do not have access;

d. Employees are instructed to use deadly force only after other actions have been tried and found
ineffective unless the employee has reason to believe that a person's life is immediately threatened; and,

¢. Employees on duty only use firearms or other security equipment which have been issued through
the jail facility and only when directed by or authorized by the jail facility administrator or his or her designee.

11.22. Written record. Each jail facility shall maintain a written record of both routine and emergency
distribution of security equipment.

11.23. Written reports. Any employee who discharges a firearm, uses chemical agents or any other
weapons, or uses force to control any inmate shall submit a written report to the jail facility administrator or his
or her designee no later than the conclusion of his or her tour of duty.

11.24. Injuries. All persons injured in an incident shall receive an immediate medical examination and
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treatment, if required.

11.25. Incident reports. Written policies and procedures shall require prompt oral and written reporting of
all incidents that result in physical harm to, or which threaten the safety of, any person in the facility, or which
threaten the security of the facility.

11.26. Keys. Written policies and procedures shall govern the control and use of keys.

11.27. Tools. Written policies and procedures shall govern the control and use of tools, culinary and
medical equipment.

11.28. Correctional/Security posts. There shall be written orders for every correctional/security post
which are reviewed annually and updated if necessary.

11.29. Post orders. Procedures shall require that personnel read, sign and date the appropriate post orders
each time they assume a necw post.

11.30. Escapes. Procedures regarding escapes shall be available to all personnel, and shall be reviewed at
Ieast annually and updated if necessary.

11.31. Riots and other disturbances. There shall be plans that specify procedures to be followed in
situations including, but not limited to, riots, hunger strikes, disturbances and the taking of a hostage. These
plans shall be made available to applicable personnel, and reviewed and updated at least annually.

11.32. Miass arrests. There shall be procedures to be followed in the event of a mass arrest which results
in the admission of inmates in excess of the maximum capacity of the jail facility.

11.33. Work stoppage. There shall be a written plan that provides for continuing jail facility operations in
the event of a work stoppage or other job action. Copies of this plan shall be available to all supervisory
personnel, who are required to familiarize themselves with it.

11.34. Physical force. Written policies and procedures shall restrict the use of physical force to instances
of justifiable self-defense, protection of others, protection of property and prevention of escapes, and only
when it is necessary to control inmates and in accordance with appropriate statutory authority. In no eventis
physical force justifiable as punishment. Any employee who uses physical force shall prepare a written report
of the incident and submit it to the jail facility administrator.

11.35. Mechanical restraints. Instruments of restraint shall be used only as a precaution against escape,
during transfer or transport, for medical reasons by direction of the medical officer, and as a preventive
measure against inmate self-injury, injury to others or property damage when there is approval from the facility
administrator or his or her designee. They shall be applied for only the length of time necessary to regain
control of the inmate.

11.36. Inmate authority. No inmate or group of inmates shall be given control or authority over other
inmates.

11.37. Shift reports. Correctional staff members shall maintain a permanent log and prepare shift reports
that record routine and emergency situations, and unusual incidents.

11.38. Weekly inspection. The jail facility administrator or his or her designee, the chief correctional
officer, and other department heads shall inspect the facility’s living and activity areas at least weekly.
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11.39. Transportation of inmates. When transportation is the responsibility of facility staff, written
policies and procedures shall govern the transportation of inmates outside the facility.

11.40. Facility vehicles. Written policies and procedures shall govern the use and security of facility
vehicles.

11.41. Personal vehicles. Written policies and procedures shall govern the use of personal vehicles for
official purposes, including provision for insurance coverage.

195-1-12. Special Management Inmates.

12.1. Operation of segregation units. Written policies and procedures shall provide for the operation of
segregation units for the supervision of inmates under administrative segregation, protective custody or
disciplinary detention.

12.2. Immediate segregation. Only the facility administrator or his or her designee can order immediate
segregation of an inmate and then only when it is necessary to protect the inmate or others.

12.3. Disciplinary detention. Inmates shall be placed in disciplinary detention for a rule violation only
afer a hearing by the appropriate committee, or hearing officer, and when no other available alternative
dispositions are adequate to regulate the inmate's behavior within acceptable limits and the inmate's presence in
the general population poses a serious threat to the orderly operation or security of the jail facility.

12.4. Administrative segregation. Inmates shall be placed in administrative segregation only after a
hearing before the jail facility administrator or shift supervisor, classification committee, or other standing
committee specifically designated for this purpose.

12.5. Administrative segregation hearing. Placement in administrative segregation should be preceded by
the inmate receiving notice of intended placement, appearance at the hearing and an opportunity to present his
or her case to the hearing officer(s).

12.6. Review of administrative segregation. The status of the inmate shall be reviewed at least every
fifteen: (15) days to determine whether the reasons for initial placement in segregation continue to exist. Ifthe
reasons do not, the inmate shall be released from segregation.

12.7. Release and appeal from administrative segregation. An inmate shall be released from

administrative segregation by action of the appropriate committee with jurisdiction over the inmate's placement

in this status, or an appeal to the jail facility administrator or appropriate supervisory authority.

12.8. Protective custody. An inmate shall be admitted to the segregation unit for purposes of protective
custody only when there is documentation that protective custody is warranted and no reasonable alternatives
are available. Protective custody shall be used only for short periods of time, except when an inmate needs
long-term protection, and the facts are well documented. When an inmate consents to protective custody, his
or her consent shall be fislly documented with a consent form signed by the inmate. The inmate may at any
time request reassignment to the general inmate population.

12.9. Review of protective custody. Inmates in protective custody shall have their status reviewed by the
appropriate personnel at least every fifteen (15) days.
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12.10. Appeal of protective custody. When inmates are placed in protective custody an appeal process
shall be provided to the jail facility administrator or an appropriate supervisory authority.

12.11. Isolation. The responsible physician shall approve a plan guiding the use of restraints in isolation.
For an inmate to be kept in isolation for more than twenty-four (24) hours, a physician or mental health
professional shall determine upon evaluation that the inmate is a threat to himself or herself or others. Transfer
of the inmate to a hospital or state institution may be appropriate. Isolation shall be reviewed as soon as
possible by the jail facility supervisor but in no event later than six (6) hours after the initial placement in
isolation. Inmates placed in isolation as a result of being out of control shall be released immediately upon
their regaining self-control. An appeal process to the jail facility administrator or the appropriate supervisory
authority shall be provided.

12.12. Isolation observation. A monitoring procedure shall be developed to require observation of inmates
in isolation. The procedures shall include regular observations and at least an hourly recording of the behavior
observed. The individual recording shall include the following information: the inmate's name; the date and
hour of placement in isolation; the reason or basis for placement in isolation; the behavior exhibited while in
isolation; the release time; any physical or mental problems or needs; and, any visits by health personnel.

12.13. Permanent log in segregation units. Staff members in any segregation unit shall maintain a
permanent log. Admissions of all inmates to these units shall be recorded with the following information
included for each inmate: the inmate's name; the inmate's number; the inmate's previous housing location; the
date admitted; the type of infraction or reason for admission; the tentative release date; and, any special
medical or psychiatric problems or needs. The log should be used to record all visits by officials who inspect
the units or counsel inmates, all unusual inmate behavior, and all releases.

12.14. Observation of potentially suicidal inmates. Inmates who are classified as potentially suicidal shall

be continuously monitored which shall include a verbal exchange between the inmate and the monitoring staff.

A recording of this monitoring shall be made and placed in the inmate's health record. High risk persons shall
be placed on continuous observation.

12.15. Deprivation of authorized item or activity. Whenever an inmate in segregation is deprived of any
usually authorized item or activity, a written report of the action shall be made and forwarded to the jail facility
administrator. The report shall identify the inmate, the item or activity he or she was deprived of, and the
reasons for the action. The report shall be forwarded to the chief security officer as soon as possible. If
circumstances warrant the removal of all of an inmate's personal items, approval for this action shall be
obtained in advance from the jail facility administrator or his or her designee. No item or activity shall be
withheld longer than is necessary to ensure the inmate's safety and the well-being of the staff and other
inmates. In no case shall an inmate be deprived of an item or activity for the purpose of punishment unless
proper disciplinary process has been utilized.

12.16. Meals. Inmates in segregation shall receive the same meals as those served to the general
population. Deprivation of food shall never be used as punishment.

12.17. Shower. Inmates in segregation shall have the opportunity to shave and shower daily. Inmates in
segregation shall have the opportunity to maintain an acceptable level of personal hygiene, unless the activities

present an undue security hazard.

12.18. Clothing, bedding, hair care service. The issuance and exchange of clothing, bedding and linen
and laundry of those articles, barbering and hair care services shall be provided for inmates in segregation on
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the same basis as for inmates in the general population; exceptions to this rule are permitted only where found
necessary by the senior officer on duty, and are recorded in the log required by section 12.13 of this rule and
justified in writing. Inmates in segregation shall be afforded the same hygienic living conditions as the general
inmate population.

12.19. Mail. Tnmates in segregation shall be provided the same opportunities for the sending and
receiving of letters as are available to the general inmate population. Letters shall be delivered promptly. If
any item is rejected consistent with the policies and procedures for sending and receiving letters, the inmate
shall be advised of the reason for the rejection, and the item shall be returned to the sender.

12.20. Visitation. Inmates in segregation shall be provided opportunities for visitation, unless there are
substantial reasons for withholding such privileges. Every effort shall be made to notify the inmate and any
approved visitors of any restrictions on visiting. This practice will avoid disappointment and unnecessary
inconvenience for the visifors.

12.21. Telephone. Inmates in disciplinary detention shall be allowed limited telephone privileges, which
consist of telephone calls related specifically to access to the judicial process and family emergencics as
approved by the jail facility administrator or his or her designee. Inmates in administrative segregation and
protective custody shall be allowed telephone privileges.

12.22. Legal materials. Inmates in segregation shall have access to both personal legal materials and to
available legal reference materials. Reasonable arrangements shall be made to assist these inmates in meeting
court deadlines.

12.23. Reading materials. Inmates in segregation shall have access to reading materials.

12.24. Exercise. Inmates in segregation shall be allowed the same opportunity for recreation as those in
the general population unless specific temporary security restrictions are designated in writing by the jail
facility administrator in advance. :

12.25. Programs and services. Inmates in segregation shall be allowed to participate in facility programs
to the same extent as the general inmate population, providing their participation is consistent with the safety
and security of the facility and the community. They shall also have the same opportunity to receive treatment
from professional persons, such as social workers, psychologists, counselors, and psychiatrists.

12.26. Visits from staff. Inmates in segregation shall receive daily visits from the chief security officer or
the shift supervisor, members of the program staff upon request, or a qualified health care official three (3)
times per week unless medical attention is needed more frequently.

12.27. Staffing of segregation units. Written policies and procedures shall govern selection criteria,
supervision and assignment of staff who work with inmates on a regular and daily contact basis in segregation
units. Procedures shall be established o supervise and evaluate the on-the-job performance of all staff
members who work with inmates in segregation. Administrative procedures shall exist for promptly removing
ineffective staff members from these positions. The need for reassignment shall be based on the intensity of
the assignment.

195-1-13. Food Service.

13.1. Menu inspection. A qualified nutritionist shall inspect and approve menus in advance of adoption
and make recommendations regarding diets to assure adherence to nationally recommended basic daily caloric
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and nutritional requirements.

13.2. Review. All menus, including special diets, shall be planned, dated, and available for review at least
one month in advance; notations shall be made of any substitutions in the meals actually served. Substitutions

shail be of equal nutritional value.

13.3. Temperature. Meals must be served at the appropriate temperature. There shall be at least two (2)
hot meals a day.

13.4. Meal variety and nutrition. Meals must include variety and be nutritious. There shall be a rotation
of at least four (4) weeks duration of planned menus prepared by a registered dietician under the direction of
the food service provider.

13.5. Special diets. Special diets for medical and religious reasons shall be provided.

13.6. Management. A staff member experienced in food service management shall be responsible for
food service management and operations.

13.7. Health protection. Adequate health protection shall be provided for all inmates and staff in the jail
facility as well as inmates and other persons working directly in food service. All food handlers, the jail
facility, and food preparation equipment shall meet all applicable health and safety standards. Inmate food
handlers shall be required to receive a complete physical examination prior to job assignment.

13.8. Food service records. Records of daily menus shall be maintained; any deviations from planned
menus shall be appropriately noted on the records. Records of inmates' refusal to eat shall be noted in their

medical files.
13.9. Restriction. Restriction of food shall not be used as a disciplinary punishment.

13.10. Toilet and hand washing facilities. A toilet and hand washing facility shail be available to food
service personnel and inmates assigned to work in the food service preparation area.

13.11. Regimentation. Meals shall be served under conditions which minimize regimentation, although
supervision of group dining by staff members should be available. Meals shall not be served in cells unless it
is necessary for purposes of safety and security or the inmate is under disciplinary, administrative or medical
segregation. When a meal is served in a cell a small table or shelf and appropriate seating distanced from the

toilet shail be provided.

13.12. Frequency. At least three (3) regular meals, at least two (2) of which are hot, shall be served at
regular meal times during each twenty-four (24) hour period with no more than thirteen (13) hours between the
beginning of the evening and breakfast meals.

13.13. Budgeting, purchasing and accounting. The food service operations shall use budgeting,
purchasing and accounting practices that include, but are not limited to, the following systems:
a. Food expenditure cost accounting designed to determine cost per meal;

b. Estimation of food supply requirements;

c. Purchase of supplies at wholesale prices and under other favorable conditions, when possible;
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d. Determination of and responsiveness to inmate eating preference; and,
¢. Refrigeration and storage of food with specific storage periods.

13.14. Equipment and dining area inspection. Inspection of food service and dining areas shall be subject
to the following conditions:

a. Weekly general inspection of food service, dining and food preparation areas and equipment by a
trained individual who shall maintain a record of such inspections;

b. Daily inspection of the sanitary condition and proper operation of temperature controlled food
storage facilities for food supplies; and,

¢. Daily inspection of refrigerators and dish washing temperatures by food service personnel to assure
that proper operating temperatures are maintained.

13.15. Documentation. Documentation shall be maintained that complies with health and safety
regulations.

13.16. Utensils. All inmates shall be provided appropriate utensils and drinking cups with meals.
195.1-14, Medical and Health Care Services.

14.1. Right to medical care. All inmates shall have prompt access to necessary medical, dental and
psychiatric care provided in a reasonable manner by licensed personnel.

14.2. Responsibility. Medical, dental and mental health decisions involving clinical judgements shall be
the sole province of the responsible health care professional. The jail facility administrator shall provide
administrative support for the availability of medical care to inmates and shall advise the health care
professionals concerning jail facility security.

14.3. Responsible physician. A responsible physician shall be designated to approve health care policies,
procedures and agreements which may include the use of emergency rooms in local hospitals. Each jail facility
shall have agreements or provisions for twenty-four (24) hour coverage by an on-call physician. All physicians
and dentists examining or treating inmates shall be licensed to practice in the State of West Virginia.

14.4. On site health authority. An on site health authority shall be designated and present at all times.
The health authority may be a physician, physician's assistant, registered nurse, licensed practical nurse, nurse
practitioner, paramedic, emergency medical technician, or a health trained staff member.

14.5. Medical autonomy and jail facility administration. Medical decisions shall be made only by the
physician or his or her designee. It shall be made clear to the health authorities, that security rules which apply
to non-medical jail facility staff also apply to health care staff. The jail facility administrator shall provide
information and orientation concerning security rules to health care staff.

14.6. Duties and responsibilities. Appropriate state and federal licensure, certification or registration
requirements and restrictions apply to personnel who provide health care services to inmates. The duties and
responsibilities of medical care personnel shall be governed by written job descriptions approved by the
responsible physician and the jail facility administrator. Verification of current credentials and job descriptions
shall be on file in the jail facility. The provision of quality health care shall be ensured by the use of only
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qualified health care personnel to determine and supervise health care procedures. Written job descriptions
shall include the qualifications required and the specific role in the health care delivery system of that position.
Verification of qualifications may consist of copies of current certificates or licenses.

14.7. Administrative meetings and reports. There shall be meetings, at least quarterly, between the health
care staffand the jail facility administrator to review and discuss health care programs in the jail facility. Notes
of these meetings shall be kept by the jail facility administrator. The responsible physician shall submit
quarterly reports on the health care delivery system and annual statistical reports. The report shall include
topics such as the effectiveness of the health care delivery system, a description of any environmental factors
which may require improvement, changes effected since the last report, and recommendations for corrective
action ifneeded. The annual statistical report of inmate health care shall include the number and nature of sick
call visits, diagnostic studies conducted, emergency services rendered, referrals to specialists, hospitalizations,
special procedures performed, ambulance transports used, communicable diseases reported and deaths. The
annual statistical report, along with an appraisal of the jail facility's health care system shall be submitted to the
authority having jurisdiction over the jail facility by the responsible physician.

14.8. Review. Each policy, procedure and program in the health care delivery system shall be reviewed at
least annually by the responsible physician and revised if necessary. Each policy or procedure document shall
bear the date of the most recent review or revision and the signature of the reviewer.

14.9. Policies and procedures. The responsible physician shall write or approve pre-written heaith policies
and procedures for the following components of jail facility health care:

14.9.1. Decision making for special problem inmates. Before inmates with diagnosed psychiatric or
significant medical illnesses are given housing assignments, work assignments, disciplinary measures or
transfers, the jail facility administrator and the responsible physician or their designees shall confer to consider
any special precautions or preparations. A listof frequent illnesses which require special arrangements shall be
developed. Special diets must be provided when requested by health personnel and approved by the
responsible physician.

14.9.2. Notification of next of kin. The jail facility administrator or responsible physician shall notify
the next of kin or legal guardian of the serious illness, serious injury or death of any inmate in the custody of
the jail facility.

14.9.3. Post mortem examination. The jail facility administrator or responsible physician shall
immediately notify the State Medical Examiner of the death of any inmate. The jail facility shall cooperate
with the State Medical Examiner in the conduct of post mortem examination if found to be necessary.

14.9.4. Minimum staff training requirements. Health trained staff is defined as jail personnel who
have the equivalent of EMT training and also have received information regarding the symptoms of physical
and mental illnesses common to the inmate population (including depression and chemical dependency), basic
management of seizures, medication administration, health record maintenance, recognition of potentially
suicidal behavior, ability to respond to health related situations within four (4) minutes, first aid training, and
procedures for transfer of inmates to appropriate medical facilities or health care providers. Training may be
effected through a local hospital, emergency room, county health department, county medical society, Red
Cross chapter, or any other program approved by the responsible physician. An appropriate training course
may be completed in approximately 60-80 hours. Each shift shall include at least one person who has become
health trained as described in this subsection. Ideally these persons shall be from the health care profession but
may be health trained jail facility personnel.
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14.9.5. Suicide prevention. There shall be a written suicide prevention and intervention program that
is reviewed and approved by a qualified medical or mental health professional. Al jail facility staff who are
responsible for inmate supervision shall be trained in the implementation of the program. The staff shall be
responsible for intake screening and identification of potentially suicidal inmates in an effort to prevent suicide.

14.9.6. Prohibited inmate assignments. Inmates shall not be assigned the following duties:
a. Performing direct patient care services;
b. Scheduling health care appointments;
¢. Determining or conirolling access to health care by other inmates;

d. Handling or having access to surgical instruments, syringes, needles, medications or heaith
records; and,

e. Operating medical equipment.

The restrictions of this subsection shall not be construed to preclude inmates from participation in a
certified vocational training program. Inmates may be permitted to perform janitorial or cleaning services in
the medical areas under the supervision of qualified staff.

14.9.7. Receiving Medical Screening. A receiving medical screening appraisal to elicit information
pertinent to the inmates' health shall be performed on every inmate at the time of admission. The screening
shall be recorded on a form which has been approved by the responsible physician. Screening is a means to
discover and prevent health and safety threats to both inmates and staff. The goal of receiving screening shall
be to detect any communicable diseases, chemical dependence, potential for suicide, or other medical or
psychiatric problems before the inmate is placed within the jail population. When the inmate has been
transferred from another facility and is accompanied by a previously completed screening form, the form shall
be reviewed and verified. The receiving screening shall be conducted by a health-trained staff member. No
inmate in obvious need of medical attention shall be admitted to any jail facility until such time as the arresting
or transporting officer shall obtain written medical clearance indicating that the inmate is phiysically capable of
withstanding incarceration. The screening inquiry shall include the following topical areas:

a. Current illness and health problems, including dental problems;

b. Venereal diseases and other infectious diseases;

¢. Current medication and special health requirements;

d. Use of alcohol or other drugs, including types of drugs used, mode of use, amounts used,
frequency of use, date or time of last use, and history of problems which may have occurred after cessation of
use;

e. Past and present treatment or hospitalization for mental disturbance or attempted suicide; and,

f. Other health problems as may be identified by the responsible physician.

14.9.8. Disposition. The receiving screening process shall include a recommendation to one of the
following population classifications: General population, with or without referral for appropriate health care

28

68

o R N

k3




95CSR1

services; emergency referral to appropriate health care services; or, medical isolation and special observation.

14.9.9. Health Appraisal. Within fourteen (14) days of admission, a health appraisal shall be
completed for each inmate which includes a medical history and examination which is recorded on a form
approved by the responsible physician. Although a physician, physician's assistant or nurse practitioner must
perform the physical examination, the health history may be completed by 2 health trained staff member. The
health appraisal shall include the following:

a Review of the earlier receiving screening by the examining clinician;
b. Collection of additional data to complete the medical, dental, psychiatric and dental histories;

c. Administration of laboratory and/or diagnostic tests to detect communicable diseases including
tuberculosis;

d. Recording of current height, weight, pulse rate, blood pressure and temperature, any other
diagnostic tests administered and comments concerning mental and dental status; and,

e. The results of the medical examination, test results and other information collected shall be
reviewed by a physician who shall direct the initiation of appropriate medical care and treatment.

14.9.10. Care for persons under the influence of drugs. The responsible physician shall approve
policies and procedures for the identification of alcohol and drug dependence as well as subsequent
management and/or transfer for the care of persons under a drug influence. Unless the jail facility has special
facilitics and constant medical supervision to perform detoxification, detoxification shall not be performed at
the jail facility; inmates who require detoxification shall be transferred to a hospital or detoxification center
designated by the responsible physician, Procedures for adequate care of persons under the influence of drugs
include written policies and training concerning medical screening, observation, referral evaluation, and safety
protection.

14.9.11. Psychiatric illness. Post admission screcning and referral for the care of mentally ill or
retarded inmates whose adaptation to the jail facility environment is significantly impaired shall be provided.
Psychiatric problems identified, whether identitied during receiving screening or after admission, shall be
followed up by medical staff. The urgency of the presenting problem shall determine the response. Potentially
suicidal and psychotic patients are emergencies and require prompt attention. Inmates awaiting emergency
evaluation shall be housed in a specially designated area with constant supervision by trained staff. Inmates
shall be held only for the minimum time necessary before emergency care is rendered. All sources of
assistance for mentally ill or impaired inmates shall be identified in advance of need and referral procedures
shall be in place for use in cases where the need exists. No person shall be housed in a jail facility solely upon
an involuntary commitment proceeding pursuant to W. Va. Code '27-5-1 et. seq..

14.9.12. There shall be consultation between the jail facility administrator and the responsible
physician or their designees prior to the making of housing assignment, program assignment, imposition of
disciplinary measures or the transfer of any inmate who is diagnosed as having a psychiatric illness.

14.9.13. Access to treatment. Upon admission each inmate shall be informed of his or her right of
access to medical treatment; in addition to verbal instruction, each inmate shall receive an information sheet
which includes information about the jail facility's sick call schedule, the procedures for registration for sick
call and the grievance procedutes concerning medical care. The medical information sheet shall be approved
by the responsible physician. :
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14.9.14. Daily health complaints. The health complaints of inmates shall be solicited daily and acted
upon by trained personnel suchasa licensed nurse or registered nurse and followed by appropriate triage and
treatment by qualified personnel. Triage is the sorting and allocation of treatment of patients according to

priorities of need.

14.9.15. Sick Call. Sick call is the system through which each mate reports for and receives
appropriate medical services for non-emergency illness or injury; if an inmate's custody status precludes
attendance at sick call, arrangements shall be made to provide sick call services in the inmate's place of
detention. Inmates will have daily access to sick call forms which shall be reviewed that day by the health
authority or other person designated by the responsible physician. All complaint forms will become part of the
inmate's health record. Sick call shall be performed by a licensed physician, physician's assistant, registered
nurse, or other person designated by the responsible physician. Sickcallisa designated time to review non-
emergency medical problems and shall be held at the following intervals:

a. In jail facilities of less than fifty inmates, one time per week;

b. In jail facilities of fifty to one hundred inmates, two times per week;

¢. In jail facilities of one hundred to two hundred inmates, three days per week; and,
d. In jail facilities of more than two hundred inmates, five times per week.

14.9.16. Use of restraints or isolation for out of control inmates. The responsible physician shall
approve a plan which guides the use of restraints or isolation and providing for mental health personnel to
evaluate inmates who are repeatedly out of control or who remain out of control for more than a short amount
of time. Use of physical restraints in the control of inmates inside the jail facility may only be used for the
protection of the individual or others. The use of restraints shall be recorded in the inmate's record. Any time
an intnate remains out of control for more than a short amount of time, mental health personnel shall be

consulted.

14.9.17. Health Promotion/Wellness Promotion. The responsible physician shall consider plans
which provide inmates with health education and preventive medical services.

14.9.18. Prevention of the spread of disease. Jail facilities shall establish an area for use by inmates -

who have medical problems which require separation or close observation. Inmates in such areas shall be
allowed to participate in an appropriate form of exercise, including exercise of large muscle groups, fora

minimum of one hour per day.
14.9.19. Dental Care. Dental care shall be provided to each imate under the direction and

supervision of a licensed dentist under the following conditions:

a. Each inmate shall receive a dental examination as a component of his or her health evaluation
within fourteen days of admission; and,

b. | Emergency dental treatment for conditions which adversely affect the inmate's health shall be
provided within three (3) months of admission.

14.9.20. Special medical programs. Arrangements shall be made for the provision of special medical
programs, including chronic care, convalescent care and preventive medical maintenance for inmates. The
special medical program shall service a broad range of health problems, e.g., seizure disorders, diabetes,
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potential suicide, chemical dependency, and psychosis. These special medical programs require ¢lose medical
supervision. Chronic care is medical service rendered to a patient over a long period of time for conditions
such as diabetes, asthma, and epilepsy. Convalescent care is medical care provided to assist a patient in the
recovery from illness, injury or surgery. Preventive medical maintenance includes health education and
medical services such as inoculation and immunization and is provided to take measures in advance of the
onset of illness or to provide instruction in the self-care of chronic conditions. Provided that, for purposes of
this rule only, use of or withdrawal from the use of nicotine shall not be considered a chemical dependency or
otherwise qualify the inmate for medical or psychological treatment or counseling.

14.9.21. Prostheses. The responsible physician or dentist shall determine the medical necessity for
prosthetic devices. Prosthetic devices shallbe provided when medically necessary to avoid adverse affect upon
the inmate's health.

14.9.22. Management of pharmaceutical. Procedures for prescribing, dispensing and administering
drugs shall be in compliance with federal and state laws and regulations. The responsible physician shall
approve written procedures for the distribution, administration, accounting and disposal of medications. The
responsible physician shall approve a written medication log which shall be maintained for each inmate
receiving medication. The inmate's medication log shall include the date, time, name of drug and dosage
administered. Any inmate who refuses medication shall sign a statement to that effect, which shall be signed
by a staff member and filed in the inmate's medical record. Medications shall be administered only by a
physician or nurse, or, after written approval from the responsible physician, by the health authority or health
trained staff member; exception to this requirement may be made for self administration of insulin injections
by inmates who have received appropriate instruction and are under the supervision of the health authority or a
health trained staff member. The physician shall inform jail facility personnel of possible side effects of
medication prescribed for inmates. When medications are taken orally, the person administering the
medication shall take appropriate action to verify that the medication has been swallowed, thereby ensuring
proper ingestion of the prescribed medication. The jail facility shall provide a locked storage area for
medications and a list of stored medications shall be maintained. Refrigeration shall be provided if needed for
proper storage of medications.

14.9.23. Administration of medications. Persons administering medications shall do so under the
supervision of the responsible physician and shall have received training appropriate to their assignment. They
are accountable for administering medications according to orders as to both frequency and dosage, and for
recording the administration of medications in a manner and on a form approved by the responsible physician.
Training from the responsible physician shall include the medical aspects of administration or distribution of
medication. Training from the jail facility administrator shall include security matters inherent to the
administration and distribution of medications in a jail facility.

14.9.24. Health records. A separate file shall be established for each inmate at the time of his or her
receiving screening for the collection of medical information. The health record shall be sufficiently detailed
to enable a practitioner to give continuing care and permit the retrospective determination of the inmate’s
condition and treatment at the time of examination and treatment and to provide information which will enable
consulting medical professionals to render advice on the inmate's care and treatment. Entries in this record
shall be made in ink, be legible, be signed by the maker, and dated. Records shall be maintained for at least
seven (7) years following the inmate's most recent incarceration. The file shall contain the following:

a. The completed receiving screening form;

b. The completed health appraisal, if the inmate was incarcerated for more than thirty (30) days;
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¢. All findings, diagnoses, orders and treatments;

d. A medication log sheet;

e. The results of laboratory, x-ray or other diagnostic procedures;
f. Any completed medical complaint forms;

g. The date, place and time of health encounters;

h. Dental, psychiatric or other consultation reports;

i. Consent and refusal forms; and,

j. Release of information forms.

14.9.25. Transfer of records. When an inmate receives off-site examination or reatment or is
transferred to another facility or hospital the inmate's health record or a copy of the summary shall accompany
him or her. Documentation of any off-site examination or treatment shall be made in the health record by the
physician or other health professional involved. Health records shall be retumed to the jail facility with the
inmate or, in the event of the transfer or hospital admission of the inmate, as soon as possible thereafter.
Written authorization by the inmate is required for the transfer of health record information, except in an
emergency situation where the inmate is unable to authorize the transfer.

14.9.26. Confidentiality. The inmate's medical information, health record, and confidences enirusted
to a physician or other medical care professional in the course of screening, examination or treatment are
confidential and shall not be disclosed to anyone except in the following instances:

a. With the informed consent of the inmate;
b. When required by law, e.g., the reporting of communicable diseases;

¢. When the security of the institution or the safety of the individual requires disclosure, and then
only to the extent necessary for the protection of the inmate and the security of the jail facility; and,

d. When the chief administrative officer requests review of medical information, subject to all
other requirements of this subsection.

14.9.27. Facilities and equipment. When health services are provided within a jail facility the jail
facility shall provide a private examination/treatment area and such equipment necessary and appropriate for
the delivery of medical care as provided in this section. Medical equipment shall be periodically inspected and
kept in good repair.

14.9.28. First aid kits. Each jail facility shall have one or more first aid kits which contain, at a
minimum, bandages, gauze, slings, adhesive tape and band-aids. The responsible physician shall designate the
number, location and contents of first aid kits and shall provide for the periodic inspection and replenishment
-of the kits.

14.9.29. Informed consent. The informed consent of inmates is necessary for all medical
examinations, treatment and procedures except those required by law, e.g., the freatment of infectious diseases
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when public health law requires such treatment, or in the event of an emergency. Informed consent is the
voluntary consent of an inmate o an examination, treatment or procedure after receiving information
concerning the material facts regarding the nature, consequences, risks and alternative procedures. In the event
2 minor is admitted, the consent to medical care must be obtained from a parent, guardian or legal custodian.

14.9.30. Medical research. The use of inmates for medical, pharmaceutical, or cosmetic research or
experiments is prohibited.

14.9.31. Serious iliness or injury. A process to notify an inmate's next of kin in the event of serious
illness or injury shall be developed. The jail facility's admission form shall provide for identification of the
inmate's choice of a person to be notified in the event of serious illness, serious injury or death. When
possible, permission for notification shall be obtained from the inmate.

105-1-15. Inmate Rights.

15.1. Access to courfs. Inmates shall have unlimited access to courts and to address uncensored
communication to governmental authorities. Inmates seeking judicial or administrative redress shall not be

subjected to reprisals or penalties as a consequence.
15.2. Attorneys. Sentenced and unsentenced inmates shall have access to attorneys or their

representatives, paralegal and experts. Private Attorney/Client interview rooms shall be provided. Provisions
shall be made for contacts during normal jail facility hours, for uncensored correspondence and teiephone

communication.

15.3. Access to legal materials. Inmates shall have access to appropriate legal materials. Provisions shall
be made for reasonable and meaningful access to a library. The library shall include the following documents

or their equivalent:
a. Black's Law Dicticnary,
b. Legal Research in a Nutshell (atest ed.);
¢. Federal Habeas Corpﬁs, Sokol, (Michie),

d. Crimina! Procedures in a Nutshell, Israel, Jerold J. and Lafave, Wayne R., St.Paul: West or a
comparable service;

e. Constitutional Rights of Prisoners, Palmer, John W.,(with current supplement) Cincinnati:
Anderson or a comparable service;

f Criminal Law Hombook, Lafave & Scott (West);

g. Court Rules;

h. W. Va. Code, Vols. 1-20, including Court Rules, with current supplements;
i. Southeastern Reporter (2nd series, 1960 to date);

j. Criminal Law Reporter, BNA;
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k. U.S. Code, Annotated, Titles 18, 29 and 42;

1. Supreme Court Reporter (1960 to date);

m. Federal Reporter (2nd series, 1960 to date);

n. Federal Supplement (1970 to date);

o. Corpus Juris Secundum (Criminal Law sections only);

p. Modern Federal Practice Digest Second (Vols. 16-19, 22-32, 53-54, Table of Cases and Indexes);
and,

q. Michie's Jurisprudence.

15.4. Access to paper and supplies. Inmates shall have access to paper and other supplies related to legal
matters. Inmates shall be provided reasonable access to the services of a notary public for legal documents and
other general purposes. There shall be no restricting or interfering with jailhouse lawyers or with inmates
attempting to assist other inmates in legal matters. Such interaction of inmates is subject only to legitimate
safety and security concerns.

15.5. Voting, Jail facility officials shall inform inmates on pre-trial status and those convicted of
misdemeanors of their right to vote and offer them the opportunity to exercise that right.

15.6. Religious observance. Inmates shall have reasonable opportunities to practice their religion, with
visits permitted by spiritual advisers at reasonable times. Provisions shall be made for inmates to observe the
requirements of their faith.

15.7. Checking and savings accounts. Inmates are entitled to maintain checking and savings accounts.

15.8. Discrimination. Each inmate shall be free from discrimination based upon race, religion, national
origin, sex, handicap, or political beliefs. Inmates shall bave equal access to various programs and work
assignments, and involvement in decisions concerning classification status. There shall be no discrimination in
regard to the rights and privileges, restrictive housing, or any other amenities afforded to inmates.

15.9. Protection. Inmates shall be protected from personal abuse, corporal punishment, personal injury,
disease, property damage and harassment. In instances where physical force or disciplinary detention is
required, only the least restrictive means necessary to secure order or control shall be used. Administrative
segregation shall be used to protect inmates from themselves or other inmates.

15.10. Inmate appearance. Inmates' personal appearance shall not be limited unless it presents clear
health, safety or security hazards.

15.11. Grievance procedure. The jail facility shall have a written grievance procedure which is explained
and available to inmates and staff. It shall give inmates an opportunity to seek redress for violations of j ail
facility rules and regulations or interference with the inmate’s rights or privileges. The procedure shall include
a provision for an investigation of the grievance and for a written response within a reasonable time (seventy-
two (72) hours) and proper action taken to ensure fair resolution of complaints. The response shall state
reasons for the response to the grievance. Unless grievances are clearly found to be in bad faith, the grievant
shall have a personal opportunity to be heard before a decision on the grievance is made. If the grievance 1s
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denied, an appeal shall be available.

15.12. Good Time. Inmates sentenced to jail for a term exceeding six (6) months are entitled to good
time. Inmates shall be presumed to have conducted themselves well and shall be entitled to good time credit
unless they have a recorded history of misconduct. Jail facility authorities shall notify inmates of good time.

15.13. Due Process. No inmate shall be deprived of any good time credit for alleged misconduct unless
they have first been afforded the following due process protection:

a. Written notice of the claimed violation;
b. Disclosure of the evidence against them;
c. An opportunity to be heard and to present witnesses and documentary evidence;

d. The right to confront and cross-examine adverse witnesses, unless the hearing officer specifically
finds good cause for prohibiting confrontation;

e. A neutral and detached hearing officer;

f. A written statement by the fact-finders of the evidence relied upon and the reasons for discipline;
and, '

g. The right to counsel, if the state is represented by an attorney, and otherwise the right to be assisted
by another inmate, staff member, lay advocate or paralegal.

195.1-16. Inmate Rules and Discipline.

16.1. Rules of conduct. There shall be written rules of inmate conduct which specify acts prohibited
within the jail facility and penalties which may be imposed. These rules shall be provided to all inmates and
procedures shall exist for ensuring that all inmates understand the rules.

16.2. Annual Review. The written rules of inmate conduct shall be reviewed annually and updated as
necessary to ensure that they are consistent with constitutional and legal principles.

16.3. Training. Al personnel who deal with inmates shail receive sufficient training so that they are
thoroughly familiar with the rules of inmate conduct, the sanctions available, and the rationate for the rules.

16.4. Minor infractions. There shall be written guidelines for informally resolving minor infractions of the
inmate rules.

16.5. Disciplinary reports. When rule violations require formal resolution, staff members shall prepare a
disciplinary report and forward it to their supervisor.

16.6. Minimum contents. Disciplinary reports prepared by staff members shall include the following
minimum information:

a. Specific rule alleged to have been violated;

b. A formal statement of the charge;
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¢. An explanation of the event, including who was involved, what transpired, and the time and
location of the event;

d. Any unusual inmate behavior;

e. Any staff witnesses;

f. The disposition of any physical evidence;

g. Any immediate action taken, including the use of force;
h. The reporting staff member's signature; and,

i. The date and time the report is made.

16.7. Investigation. When an alleged rule violation is reported, an investigation shall begin within forty-
eight (48) hours of the time the violation is reported.

16.8. Pre-hearing segregation. Pre-hearing segregation of inmates who are charged with a rule violation
shall be used only when necessary to ensure the safety of the inmate or the security of the jail facility.

16.9. Sanctions. There shall be a schedule of sanctions for rule violations. The maximum sanction for
rule violation shall be disciplinary confinement for fifteen (15) days for any one violation and no more than
(30) thirty days for all violations arising from one incident. If more than one incident occurs, continuous
disciplinary confinement for more than thirty (30) days shall require the review and approval of the jail facility
administrator.

16.10. Prosecution. Written policies and procedures shall provide for referral of alleged criminal
violations by inmates to appropriate law enforcement officials for prosecution.

16.11. Written copy of allegation. An inmate charged with a violation of jail facility rules shall be given a
written copy of the alleged violation within twenty-four (24) hours of the determination of the charges.

16.12. Hearing. An inmate charged with a rule violation shall receive a hearing within seventy-two (72)
hours of the charge, excluding weekends and holidays. The hearing may be postponed or continued by a
written waiver by the inmate or for good cause.

16.13. Written notice of hearing. Written notice of the hearing shall be provided to the inmate at least
twenty-four (24) hours prior to the hearing, The inmate may give written consent to a hearing within less than
twenty-four (24) hours.

16.14. Inmate absence. Inmates charged with rule violation shall be present at the hearing unless they
waive that right in writing or through behavior. Inmates may be excluded during the testimony of any inmate

whose testimony must be given in confidence. The reasons for the inmate's absence or exclusion shall be
documented.

16.15. Hearing panel. Disciplinary hearings of rule violations shall be conducted by an impartial person
or panel of persons.

16.16. Inmate representation. Staff assistance to represent inmates at disciplinary hearings shall be
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provided upon request by the inmate.

16.17. Rules of evidence. The inmate shall be given an opportunity to make a statement, present
documentary evidence, and to have present any person who has relevant and not unduly cumulative
information, except when doing so may jeopardize the life or safety of persons or the security or order of the
jail facility; reasons for denial shall be stated in writing. The formal rules of evidence shall not apply to inmate
disciplinary proceedings.

16.18. Written record of decision. A written record shall be made of the disciplinary hearing decision and
a copy shall be given to the inmate.

16.19. Review. A review of all disciplinary hearings and dispositions shail be made by the jail facility
administrator or his or her designee.

16.20. Appeal. Inmates shall have the right to appeal decisions of the disciplinary hearing officer to the
jail facility administrator or his or her designee. The administrator, or their designee, shall either affirm or
reverse the decision of the disciplinary hearing officer within five (5) days of the appeal.

16.21. Effect of negative finding. The disciplinary report shall be removed from the files of any inmate
found not guilty of an alleged rule violation.

195.1-17. Communication, Mail and Visitation,

17.1. Inmate correspondence. Written policies and procedures shall govern inmate correspondence, shall
be available to all staff and inmates, and shall be reviewed annually and updated as needed.

17.2. Limitations. The volume of lawful mail, including letters and publications, which an inmate may
send or receive or the length, language, content or source of the mail may not be limited except for reasons of
public safety or jail facility order and security. Outgoing mail shall be at the inmate's expense except as
provided in section 17.3 of this rule.

17.3. Indigent inmates. Indigent inmates shall be provided, without cost, sufficient stationery and postage
for all letters to attorneys, courts, and public officials and two (2) personal letters per week.

17.4. Restrictions. Written policies and procedures shall define the type of publications allowed in the jail
facility and inspection procedures. Restrictions of access to publications shall be directly related to the
maintenance of jail facility order and security.

17.5. Mail processing. Incoming and outgoing letters shall not be held for more than twenty-four (24)
hours, excluding weekends and holidays.

17.6. Inspection. Inmate letiers, both incoming and outgoing, may be opened and inspected for
contraband, but shall not be censored. The letters shall not be read or rejected except where there is reliable
information that there is a threat to order or security or that they are being used in the furtherance of illegal
activity. Inmates shall be notified when incoming or outgoing letters are rejected.

17.7. Cash. Procedures shall provide for the inspection of inmate letters to intercept cash, checks, money
orders and contraband. A receipt shall be given to the addressee.

17.8. Sealed letters. Inmates shall be permitted to send sealed letters to 2 specified class of persons and
organizations, which shall include courts, counsel, officials of the confining agency, government officials,
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administrators of grievance systems, and members of the parole authority. Mail to inmates from this specified
class of persons and organizations shall be opened only to inspect for contraband and only in the presence of
the inmate.

17.9. Telephone access. Inmates shall be afforded the right to reasonable telephone access. Telephone
calls shall not be monitored unless authorized by a prior court order.

17.10. Visitation. The number of visitors an inmate may receive and the length of visits shall be limited
only by jail facility schedules, space and personnel constraints. Visitation shall be provided at least four (4)
times weekly including weekends, holidays and evening hours as well as daytime hours. The scheduled
visitation hours shall be at least three (3) hours in duration. Individual visitations shall not be limited to less
than one-half hour. Visitors whose schedule cannot accommodate the jail facility's visiting schedule may be
granted special visitation hours upon request to the jail facility administrator. The visitation schedule and
visitation policies shall be posted.

17.11. Visitation limitations. Any visitor shall be allowed except those excluded by court order, visibly
under the influence of alcohol and/or drugs, or unable to produce appropriate identification. Inmates may
receive visits from immediate family regardless of age provided that all children under the age of eighteen (18)
are accompanied by an adult parent, or guardian. Any emancipated child under the age of eighteen (18) must
provide proof of emancipation.

17.12. Contact visits. Contact visits shall be available unless otherwise requested, or the inmate's behavior
risks causing harm to a person, or the inmate is on disciplinary status related to an offense related to visitation.

17.13. Risk Inmates. Visiting hours for high risk inmates shall approximate those for other inmaies.

17.14. Searches. Inmates may be searched prior to and subsequent to visitation. Visitors may be subject
to non-intrusive personal searches.

17.15. Privacy. Visitation facilities shall be private and confidential with no monitoring of conversations.

17.16. Contact visitation area. The contact visiting area shall contain tables which do not impair visibility
and communication.

17.17. Notification and visitation challenges. Inmates shall be given written notification whenever a
visitor is excluded from visitation and shall be given reasons for the action. An inmate shall be given an
opportunity to challenge the denial of visitation.

17.18. Visitation by counsel. The number of visits with counsel shall not be restricted, during reasonable
hours.

17.19. Visitation to home county. The regional jail authority shall provide transportation to the inmate's
home county for purposes of visitation if (1) The home county has a holding facility which may be used for
purposes of visitation (2) The county commission and the sheriff of the county agree to provide space in the
holding facility for purposes of visitation and to accept custody of the inmate during such period of visitation
and (3) Additional transportation space is available on regularly scheduled runs to the home county required
for other necessary purposcs such as transporting other inmates to court proceedings. Priorities for inmates
secking transportation to the home county for visitation shall be assigned to available space on regularly
scheduled runs as follows in the following order of priority: (1) Emergency circumstances (2) Transportation
for inmates awaiting court proceedings and not under a sentence of incarceration for any crime (3) Inmates
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who have not received a visit within a three-month period and (4) Other inmates on a first-come, first-served
basis in order of date and time of request.

195.1-18. Admission, Orientation, Property Control and Release.

18.1. New Inmates. Written policies and procedures shall govern the admission and orientation of new
inmates. They shall be reviewed annually and updated as necessary. The jail facility shall not accept persons
who are being committed solely because of the initiation of procedures for involuntary commitment pursuant to
W. Va. Code '27-06A-1 et. seq.

18.2. Mentally disabled inmates. Care shall be provided for inmates who are believed to be mentally ill,
retarded, or addicted and in need of treatment, iraining or other services. The jail facility administrator shall be
made aware of the illness and shall arrange for a mental health assessment. If the report of the examination
confirms the condition and services cannot be provided at the jail facility, the administrator shall immediately
take action to initiate the inmate's transfer to an appropriate facility pursuant to W. Va. Code ' 27-6A-1, et. seq.

18.3. Minimum admission requirements. Written policies and procedures for admitting new inmates to a
jail facility shall be provided and shall contain at least the following requirements:

a. Verification of court commitment papers or other legal documentation of authority to detain the
individual;

b. A complete search of the individual and his or her clothing and personal possessions;
¢. Appropriate disposition of the individual's clothing and personal possessions;
d. Medical screening including tests for infectious diseases;

e. Provisions for telephone calls by inmates;

f. Shower and hair care, if necessary;

g. Issuance of clean clothing;

h. Photographing and fingerprinting;

i. An interview to obtain identifying data;

j. A screening interview by a counselor or other trained interviewer;

k. An orientation to the jail facility;

1. Tssuance of personal hygiene items;

m. Classification of custody level for assignment to a housing area; and,

n. Assignment to a housing unit.

18.4. Housing of alcoholics. The jail facility administration shall refrain from housing or retaining in the
jail facility any persons who are known to be or should be known to be chronic alcoholics when the person has
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been charged solely with the offense of public intoxication; the person shall be afforded all reasonable and
necessary medical and health care services immediately; at all times the proper procedures for treatment of
such persons shall be followed in the manner set forth by the West Virginia Supreme Court of Appeals in State
ex rel. Harper v. Zeeger, No. 14950 (filed May 18, 1982) and in its Addendum (filed July 15, 1982),

18.5. Intoxicated or drugged inmates. There shall be written policies and procedures for the safe handling
of intoxicated or drugged inmates committed to the jail facility when such persons are charged with offenses
other than or in addition to public intoxication, the policies shall include requirements that:

a. All reasonable and necessary medical and health care services are provided immediately in the
manner set forth by the Harper decision and its addendum;

b. Such persons are segregated from the general inmate population until they can be safely integrated
without danger to themselves or others; and,

¢. When such persons are housed in the jail facility, they shall have access toa bed, a toilet and a wash
basin with hot and cold runming water.

18.6. Location of admission area. Inmates shall be separated from the general population during the
admissions process.

18.7. Orientation. All newly admitted inmates shall receive verbal and written orientation information in
language they understand. Completion of orientation shall be documented by a dated statement signed by the
inmate.

18.8. Telephone. Newly admitted inmates shall be permitted to complete at least three (3) collect local or
long distance telephone calls during the admissions process.

18.9. Personal Property. The personal property which inmates may retain in their possession shall be
specified.

18.10. Inventory and receipt. A written inventory of all personal property of newly admitted inmates and
secure storage of inmate property, including money and other valuables shall be provided. The inmate shall be
given a receipt for all property held until release.

18.11. Release. Written procedures for releasing inmates shall be developed to include the following:

a. Verification of identity;

b. Verification of release papers;

¢c. Completion of release arrangements, including the person or agency to whom the inmate is to be
released;

d. Return of personal effects;
e. Verification that no facility property leaves the facility with the inmate; and,

f. Completion of any pending action such as a grievance or a claim for damages or lost possessions.
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© 195-1-19, Classification.

19.1. General. Written policies and procedures shall provide for inmate classification in terms of'the level
of custody required, housing assignments and participation in correctional programs. They shall be reviewed at
least annually and updated as necessary.

19.2. Criteria and appeal. The inmate classification plan shall specify criteria and procedures for
determining and changing the status of an inmate, including custody, transfers and major changes in programs.
The plan shall include an appeals process for a classification decision.

19.3. Classification categories. The jail facility shall provide for the separate management of the
following categories of inmates:

a. Male and fermnale inmates;

b. Pre-trial and convicted inmates;

c¢. Felon and misdemeanant;

d. Other classes of detainees (witnesses, civil inmates);

e. Community custody inmates (work release, weckender, trustees);

f Inmates with special problems (alcoholics, narcotic addicts, mentally ill persons, physically disabled
persons, or persons with communicable diseases);

g. Inmates who require disciplinary detention;
h. Inmates who require administrative segregation;
i. Violent and non-violent inmates; and,
j. Juveniles. _
19.4. Juveniles. Juveniles, who are subjected to trial as adults, if held in the jail facility, shall be separated

by sight and sound from adult inmates, although they may be housed in the facility's structure. Juveniles who
are not subject to trial as adults are not to be housed in the jail facility in accordance with W. Va. Code ' ' 49-

5-16 and 49-5-16a.
19.5. Discrimination. Segregation of inmates by race, color, creed, or national origin is prohibited.
195-1-20. Inmate Work Programs.

20.1. Inmate assignments. The jail facility shall have a written inmate work assignment plan that provides
for inmate employment, subject to the number of work opportunities available consistent with the maintenance

of security in the jail facility.

20.2. Required work. Pre-trial and unsentenced detainees shall not be required to work except to do
personal housekeeping. Any inmate may volunteer for work assignments or institutional programs.

20.3. Maintenance and operation. The inmate work plan shall include provisions for work in the
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maintenance and operation of the jail facility, except that no inmate shall be permitted within any control room
of the jail facility. '

20.4. Public works projects. The inmate work plan may provide for mmate work assignments in public
works projects.

20.5. Community service. The inmate work plan shall include provision for inmates to work in various
non-profit and community service projects.

20.6. Discrimination. Discrimination in inmate work assignments based upon sex, Tace, religion or
national origin is prohibited.

20.7. Disabled Inmates. The inmate work plan shall include provisions for the employment of disabled
inmates.

20.8. Compensation. If required under the West Virginia Code, inmates shall be compensated for work
performed.

20.9. Working conditions. Inmate working conditions shall comply with applicable federal, state and local
work place safety laws and rules.

20.10. Reduction of sentence. The inmate work plan shall provide for the earning of credit toward
sentence completion in accordance with the West Virginia Code.

105-1-21. Inmate Services and Programs.

21.1. Availability. Inmate programs and services shall be made available and shall include, but not
necessarily limited to, social services, religious services, recreation and leisure time activities, and library
services.

21.2. Use of community resources. Inmate programs and services shall provide for the identification and
use of available community resources.

21.3. Inmate option to refuse. Inmates may refuse to participate in jail facility programs, except work
assignments and programs required by statute or court order. There shall be written documentation of each

refusal to participate maintained in the inmate's file.

21.4. Equal Opportunity. Male and female inmates will have equal opportunities to participate in
programs and services.

21.5. Services for drug and alcohol addiction. The jail facility shall provide for counseling and program
services for inmates with drug and/or alcohol problems. All necessary medical and health care services shall
be provided. The jailing of alcoholics for public intoxication is prohibited. Efforts shall be made to encourage
the active involvement of local Alcoholics Anonymous and other similar groups in the delivery of services to
inmates and reasonable accommodations made for their use. Alcoholism rehabilitation and drug awareness
programs may be established through a local agency or other qualified person.

21.6. Religion. Inmates shall be provided opportunities to participate in religious services and counseling
on a voluntary basis.
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21.7. Leisure time activities. The jail facility shall provide opportunities for inmates to participate in
leisure time activities outside their cell or room on a daily basis. Each inmate shall be permitted at least one
hour of leisure time activity each day outside their cell or room. Leisure time activities may include radio,
television, movies, crafts, cards, puzzles, checkers, chess or space for indoor exercise.

21.8. Outdoor exercise. The jail facility shall provide each inmate with at least one hour of outdoor
exercise per day in an outdoor area with adequate space for the exercise of large muscle groups. The outdoor
exercise area shall be constructed to ensure privacy from and safety for the general public.

71.9. Records. The hours and place of recreation for each inmate shall be recorded daily.

21.10. Work Release. The jail facility shall establish a program for the implementation of a work release
program pursuant to West Virginia Code ' 62-11A-1 and ' 62-11A-2. All inmates shall be notified of their
right to apply for the program; appropriate applications and assistance in their completion shall be provided to
inmates upon admission to the jail facility.

21.11. GED Program. The jail facility shall arrange for a G.ED. program for inmates who desire to
participate.

21.12. Vocational programs. Inmates shall have access to vocational counseling, pre-vocational career
assessment, adult basic education, and vocational training.

21.13. Labor injail facility. Inmates over the age of sixteen years may consent to perform labor within the
jail facility, for county government. The jail facility shall develop a written resident work plan for work inthe
jail facility, the county government or a community service agency.

21.14. Good time. Good time policy will be coordinated with the vocational, education and work
programs.

21.15. Library services. Library services shail be available to inmates and shall include at least the
following types of materials: materials responsive (o the interests and educational needs of inmates;
information services to locate facts needed; programs for individuals or group information and enjoyment,
such as books, discussion groups, music, creative writing, speakers and a distinct library setting. Library
resources may be supplemented by the entire collection of local, regional and state libraries, law libraries and
inter-library loan services. When appropriate, provisions shall be made for accommodation of inmates with
visual and auditory deficits.

21.16. Staff. The jail facility shall assign a staff member to coordinate and supervise the library and its
services. The number of staff required for this function may vary dependent upon the number of mmates
involved in the program.

21.17. Pre-trial intervention program. When a pre-irial intervention program, diversion prograr, pre-trial
release program or paroles program is conducted in the jail facility, sufficient staff, space and equipment shall
be provided to meet the needs of the particular program.

105-1-22. Release Preparation.

22.1. Release preparation. A program of release preparation to prepare inmates for release from the jail
facility shall be available to all inmates.
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22.2. Work and educational programs. Inmate participation in work or educational release programs shall
be allowed in accordance with the West Virginia Code and applicable rules.

22.3. Separation from the general population. Inmates who are participating in work or educational
release programs shall be separated from inmates in the general population.

105.1-23, Citizen Involvement and Volunteers.

23.1. Citizen involvement. The involvement of citizens in the delivery of inmate programs may be
permitted.

23.2. Volunteer coordination. A jail facility staff member shall be responsible for the coordination of the
volunteer services program.

23.3. Lines of authority. Lines of authority, responsibility, and accountability for the volunteer services
program shall be developed and communicated to jail facility staff and volunteers by the jail facility
administrator.

23.4. Selection, screening and orientation of volunteers. The volunteer service program shall include
procedures for the selection, screening and orientation of volunteers to the unique area of service to an inmate
population. Recruitment from all cultural and socioeconomic segments of the community shall be encouraged.

23.5. Identification. A system which provides for the easy identification of volunteers while they are
within the jail facility shall be provided. '

23.6. Written contract. Each volunteer shall sign a written agreement to abide by all applicable facility
policies, with specific reference to policies related to jail facility security and confidentiality of inmate
information.

23.7. Professional services. Volunteers shall perform professional services only when properly licensed.

23.8. Level of involvement. The curtailment, postponement or discontinuation of the services of an
individual volunteer or a volunteer group shall be within the discretion of the jail facility administrator.

195-1-24. Glossary.

24.1. Audit. An audit is the examination of jail facility records or accounts to check their accuracy; an
audit is conducted by a person not directly involved in the creation or maintenance of the records or accounts.
An independent audit will result in an opinion which will either affirm or disaffirm the accuracy of records or
accounts. An operational or internal audit usually results in a report to management within the agency which is
not shared with persons outside the agency.

24.2. Administrative segregation. Administrative segregation is a form of separation of an inmate from
the general population and is authorized by the classification committee or other authorized group when the
continued presence of an inmate in the general population poses a serious threat to life, property, the inmate,
staff or other inmates, or the security or orderly management of the jail facility. Inmates may be placed in
administrative segregation pending investigation or trial for a criminal act or pending transfer. Cross reference,
protective custody and segregation.

24.3. Booking. As a police administrative action, booking is the official recording of an arrest and the
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identification of the person, the time, the arresting authority and the reason for the arrest of a person. Asajail
facility procedure, booking is the procedure for the admission of a person to the jail facility; it includes a
physical search of the person and his or her possessions, the taking of fingerprints and photographs, the
conduct of interviews for medical history and personal history, the inventory and storage of personal
belongings, and the assignment of the person to 2 housing area.

24.4. Chemical agent. An active substance, such as tear gas or pepper gas, used to deter behavior which
may cause personal injury or property damage.

24.5. Classification. A process by which the security needs and requirements, appropriate housing
assignment, and program needs for incarcerated persons is determined.

24.6. Contraband. Any item in the possession of an inmate or found within the boundaries of a jail facility
which is declared illegal by law or not specifically approved for possession by an inmate by those legally
charged with the administration of a jail facility.

24.7. Disciplinary hearing. A nonjudicial, administrative procedure to determine if substantial evidence
exists to find an inmate guilty of a violation of a jai! facility rule.

24.8. Disciplinary detention. A form of separation from the general population during which an inmate
who has committed a violation of a rule is confined by the disciplinary hearing officer or other authorized body
for a short period of time to an individual cell. Placement in detention may occur only after a finding of arule
violation at an impartial hearing. Cross reference, protective custody and segregation.

24.9. Educational release. A custody status under which an inmate is permitted to leave a jail facility to
attend school in the community and return to the jail facility after school hours.

24.10. Emergency. A significant distuption of normal jail facility procedure, policy, or activity caused by
a riot, a strike, an escape, a fire, a natural disaster or other serious incident.

24.11. Facility Administrator. Any official, regardless of local title (e.g., sheriff, chief of police, jail
administrator, warden, superintendent) who has the ultimate responsibility for managing and operating the
local detention facility.

24.12. Grievance. A written complaint filed by an inmate with the facility administrator concerning
personal health and welfare or the operations and services of the facility.

24.13 Holidays. All days legally designated as non-workdays by statute or by the chief governing
authority of a jurisdiction. :

24.14. Inmate. A person, whether charged with an offense or convicted of an offense, who is confined in
a jail facility by order of a court of competent jurisdiction.

94.15. Inmate records. Information concerning the individual's personal, criminal and medical history,
behavior and activities while in custody, including commitment papers, coutt orders, personal property
receipts, visitors lists, photographs, fingerprints, notations of disciplinary infractions and actions, grievances,
and miscellaneous notes, writings or documents.

24.16. Jail facility. A confinement facility which holds persons detained pending trial and/or persons
sentenced to terms of incarceration upon conviction for violations of criminal codes.
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24.17. Protective custody. A form of separation from the general population for inmates who request or
require protection from other inmates for reasons of health or safety. Cross reference, administrative
segregation and disciplinary detention. '

24.18. Segregation. The confinement of an inmate to an individual cell or sleeping room that separates
that inmate from the general population of the jail facility. Cross reference, administrative segregation,
disciplinary detention, and protective custody.
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RFQ No. __RJC632

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No contract or renewal of any contract may be awarded by the state or
any of its political subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or
a related party to the vendor or prospective vendor is a deblor and the debt owed is an amount greater than
one thousand dollars in the aggregate

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any
of its political subdivisions because of a judgment, fine, permit violation, license assessment, defaulted
workers’ compensation premium, penalty or other assessment presently delinquent or due and required to be
paid to the state or any of its political subdivisions, including any interest or additional penalties accrued
thereon. .

“Debtor’ means any individual, corporation, partnership, association, limited liability company or any other form
or business association owing a debt to the state or any of its political subdivisions. “Political subdivision™
means any county commission; municipality; county board of education; any instrumentality established by a
county or municipality; any separate corporation or instrumentality established by one or more counties or
municipalities, as permitted by law; or any public body charged by law with the performance of a government
function or whose jurisdiction is coextensive with one or more counties or municipalities. “Related party” means
a party, whether an individual, corporation, parinership, association, limited liability company or any other form
or business association or other entity whatsoever, related to any vendor by blood, marriage, ownership or
contract through which the party has a relationship of ownership or other interest with the vendor so that the
party will actually or by effect receive or control a portion of the benefit, profit or other consideration from
performance of a vendor conftract with the party receiving an amount that meets or exceed five percent of the
total contract amount.

EXCEPTION: The prohibition of this section does not apply where a vendor has contested any tax
administered pursuant to chapter eleven of this code, workers' compensation premium, permit fee or
environmental fee or assessment and the matter has not become final or where the vendor has entered into a
payment plan or agreement and the vendor is not in default of any of the provisions of such plan or agreement.

LICENSING: Vendors must be licensed and in good standing in accordance with any and all state and Iocal
laws and requirements by any state or local agency of West Virginia, including, but not limited fo, the West
Virginia Secretary of State’s Office, the West Virginia Tax Department, West Virginia Insurance Commission,
or any other state agencies or political subdivision. Furthermore, the vendor must provide all necessary
releases to obtain information to enable the Director or spending unit to verify that the vendor is licensed and in
good standing with the above entities.

CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anycne, directly or indirectly, any
such personally identifiable information or other confidential information gained from the agency, unless the
individual who is the subject of the information consents to the disclosure in writing or the disclosure is made
pursuant to the agency's policies, procedures and rules. Vendors should visit www.state.wv.us/admin/
purchase/privacy for the Notice of Agency Confidentiality Policies.

Under penalty of law for false swearing (West Virginia Code, §6145-3), it is hereby certified that the vendor
acknowledges the information in this said affidavit and are in compliance with the requirements as stated.

Vendor's Name:

Authorized Signature: Date:

Purchasing Affidavit (Revised 06/15/07)
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