dog:6-dog:9 oqy oM omd omd oy e0e:71-do0y | (NRIJ) SOIAT sapey)
20€:21-d00y | v0eZi1-doo:t oay oy oMy e0¢:Z1-do0 omd HdL
e0e:1-doo:y | eo¢izi-dooiy | eogizi-dooty | eo€:zi-dooiy | eo€:z1-doo:t oaqyd oqyd SWERI[IA BIUAD
oqd omd v0g:C1-dooy | e0€:71-do0:r | e0€:1-dooiy | v0€:Z1-do0:y | eo€:TI-doo:y | Josiasadng yuyg €
Aduel yrog
dogi+-200:8 dog:i-200:8 doc:y-200:8 doc:y-200:8 dog:p-e00:8 oMy oMy US[[Y MaIpuy
dog:4-200°8 dpg:p-200:8 dog:p-e00:8 oy oad docip-e00:8 | dogip-e00:8 | SWRIIM BIOYILINBIA
oayd oMy do¢:y-e00:8 dog:y-200:8 dog:iv-e00:8 | dociv-e00:8 | dogiy-e00:8 | losiazdng Piys T
SMI8Q0Y SLUR ],
v0¢:8-d00:Z1 | ®0¢:8-d0o:Tt oy oy oaqy e0¢:8-d00:21 | 20€:8-d00:CI pali od oL
oad oy ©0¢:8-d00:Z1 e0€:8-d00:zl | ®0£:8-d00:z1 | e0€:8-d00:Zl | 0€:8-d00:Z1 AIaAy BJIUSA
dog:g-e00:21 | do¢8-e00:2l | dog€i8-e00:TI dog:g-e00:z1 | dog:g-e00:zl oy oqyd Ios1AIadNg Py | [
YR Auoyiuy
oad d 0£:6-200:6 do¢:6-d0o:6 dog:9-200:01 dog:s-doo:s | docis-doo:6 omd 1o3eURIA 58D
BZRJA BSSIJIIA
oad dog:p-e00:8 dog:y-e00:8 dog¢:4-200:8 dog:9-v00:01 | dog:t -200:8 oqd 19FBUBIA 58D
sauof sunISLI))
A)anoag Jo Jo1y)
oy dog:p-200:8 dog:t-e00:8 dog:9-e 00:01 dog:y-e00:8 | dogiv-200:8 oy quioosdi] anbiejy
IodeuRy
WeI301J/1010211(]
Aproeg
oy doo:9-200:6 | doo:9-e00:6 | d00:9-200:6 | do0:9-800'6 | d00:9 B 00'6 oy Aal[e], euo
Aepanjeg Aepriy AepsanyJ, ACPSIUPIAL Aepsang, Aepuoy Aepung M AwmeN

INPIYDS JJB)S JU(]) SUOLJISUBL], [BUOI}IILIO))



NUMBER PAGES
INTERNAL
K‘ CC OPERATING 96 1
PROCEDURES
APPLICABILITY REFERENCES
STANDARDS
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Security Offender Accountability
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L POLICY

it is the policy, procedure and practice of the Kansas City Community Center to
have a comprehensive offender accountability pian that ensures every offender is
accounted for while in the facility, at work and at all activities outside the facility.

i DISCUSSION

it is imperative that KCCC staff is able to locate and verify the whereabouts of
offenders at all times. This policy outiines the process for ensuring the
accounting of all offenders while in or out of the facility. The object of offender
accountability is to maintain the safety and security of the offenders, staff, and
the community.

.  DEFINITIONS

None



.

PROCEDURES.
A ACCOUNTABILITY
1. To ensure the accountability of all offenders assigned to the facility

a minimum of six {6) headcounts will be conducted daily with a
minimum of two (2) being performed per eight hour shift.

The staff conducting the count will be identified by initialing the start
and completion time of each count performed on the Daily Count
Sheet (Attachment A). The count sheet will be current to include
every offender assigned to reside in the facility.

For any offender residing in the facility who is not confirmed to be in
the facility at the time of the count, staff will review the individual
Sign In/Out log (Attachment B) to determine whereabouts of the
offender.

Offenders leaving the facility for work, approved passes, program
activities, or any other authorized activity outside the facility will be
required to sign out on their individual Sign In/Out log, providing an
exact address and landline telephone number of their destination.
The time they are leaving the facility and their expected return time
will also be recorded.

Offenders signing out for employment searching will be allowed to
leave to the Kansas City area for a specified period of time.
Offenders must provide case manager a completed Job Search
Form (Attachment C) upon arrival back at the center.

Extended Passes (Attachment D) must be pre-approved by a case
manager and the offender must provide an exact address and
telephone number of the destination. The length of time allowed out
the facility will be determined by the case manager with
consideration given to travel times, means of travei, and the
purpose of the pass. Offender will present the approved pass to the
control center staff to confirm that the time and location outside the
facility is authorized before offender wili be aliowed to leave the
facility on an extended pass.

The case manager must confirm that the residence meets the
requirements of having a landline telephone capable of receiving
long distance calls.



A minimum of three (3) contacts, either telephonic or in person,
must be completed by a staff member for each twenty-four (24)
hour period that offender is away from the facility on an Extended
Pass. All other activities outside of the facility such as;
medical/mental health appointments, drug and/or aicohol treatment
meetings, etc., will be subject to verification requiring that offenders
are responsible for providing documentation of attendance,
location, contact information, and arrival/departure times.

If at any time, a staff member cannot confirm the whereabouts of a
offender, a Three Hour Warrant Checklist Form (Attachment E) will
be written documenting the efforts of staff to locate the offender.
This effort will include a search of the facility, telephone contact
with the destination where offender is signed out to be, and
telephone inquiries to determine if offender has been injured or
arrested. If the offender is not located, an AWOL violation
(Attachment F) will be written. Staff must contact the Program
Director or Chief of Security who will immediately contact the PO
for warrant approval.

B. Return to the Facility

1.

Al offenders entering the facility will be required o sign in on their
individual sign infout sheets and will be subject to a search of their
person and belongings as a means of ensuring that no contraband
is being brought into the facility. A breath analysis test will be
conducted on every offender signing in and will be recorded on
offender’s sign infout log. Offenders are also subject to drug testing
on a random basis to ensure compliance with rules regarding the
use of illicit substances.

C. Visitors

1.

Visitors are subject to staff approval and must provide appropriate
documentation to identify them. Visitors may be asked to submit to
a search of any packages entering the facility. Refusal to submit to
a search will be grounds to deny entry to the facility. Visitors
suspected of being under the influence of alcohot or illicit
substances will not be permitied entry to the facility.

Any person entering the facility will be required to sign in on the
Visitation Form (Attachment G) and sign out when leaving. Visitors
may require a staff escort and/or be denied access to some areas
of the facility. With the exception of law enforcement officials,
weapons of any kind will not be allowed within the facility.



. D. Searches

1. Offenders living areas and all common areas of the facility will be
routinely searched on a random basis as part of an ongoing effort
to ensure that the facility remains free of contraband. The program
monitor staff will utilize a metal detection device, video monitoring,
and will conduct regular internal and external security rounds to
ensure the safety of all offenders, staff, and the community.

V. ATTACHMENTS/FORMS
CTU Room List
Sign InfOut Sheet

Job Search Form

Extended Pass Form

mo o w »

Three Hour Warrant Form

Violation Form

T

o

Visitation Form

Vl. HISTORY

Original: August 1, 2008
Revised: March 1, 2011
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JOB SEARCH
Client Name: Day/Date:
Co. Name: Results:
Co. Address:
Phone No:
Time Arrived: Name of Person Spoken With:
Time Departed:
Co. Name: Results:
Co. Address:
Phone No:
Time Arrived: Name of Person Spoken With:
Time Departed:
Co. Name: Results:
Co. Address:
Phone No:
Time Arnived: Name of Person Spoken With:

Time Departed:

Co. Name: Results:

Co. Address:

Phone No:

Time Arrived: Name of Person Spoken With:
Time Departed:

Time Departed KCCC: Staff Signature:

Time Returned to KCCC: Approval:  Yes No

Client Signature:

Additional Contacis — enter on back
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KANSAS CITY COMMUNITY CENTER

EXTENDED PASS REQUEST
NAME: NUMBER: DATE: / !
ROOM NO: BED NO: CASEMANAGER PO

I request approval ﬂ)r a pass during the fol[a wm 1g period. I will remain at iny, prrss destination at:all tzmes
exceptfar the times listed on the Alternative pass Destination as described on the back: of this form I

IR 'nd t!mt any wolatwn of t tlzese ; u"wus may resulf in cancel[atwu af the pass, dlscq;lmmy actwn, L
e pa.ss to veryjz my

PASSBEGINSAT '.-' ___am/p.
PASS ENDSAT o a.m./p.m. On {day)
T OTAL PASS H OURS

DESTINATION
Name Relationship

Address | Telephone ( )
Currently Employed: Yes No Hours Weekly Date of Last Paycheck __ / /

Resident’s
Signature:

- ____ . _ . _______ _____ _ _________ . ________________|

Pass Recommended by (Case Manager)

Approved by (Liaison Officer)
(Liaison Signature required if over 3 hours)

- _______ _____ ____ . . " — ]

SIGN. OUT Resnd’"’"':t’s ngnature
Date . /- , i

. aun. Ip m. Staff Slgnature R

SIGNIN: Resxdent’s"&gnature S T VR P AT R
Date_ / /- ““Time . :  amJ/pm. StaffSignature

Comments, Telephone or other contacts (Include date and time)

Staff Signature
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KANSAS CITY COMMUNITY CENTER
THREE HOUR WARRANT CHECKLIST

Before declaring a resident and "absconder”, and contacting the Probation and Parole Command Center
in Jefferson City, the following places/institutions must first be searched or contacted. Please initial and
indicate the time the following contacts were made.

Date:

Time:

Resident Name

DOC# CM/PO

Employee  Time
Initials

Place/Institution

Visually witness resident depart facility without authorization.
Sign-In/Sign-Out log checked.

Time scheduled to return:

Bed area checked.
Call to report to Front Desk
Building Searched (AWOL search form)

Call to reported destination.

Call to employer (indicate N/A if business is closed)

Check with Jackson County Detention Center:.(816) 881-4209

Check with KCPD Detention: (816)234-5180

Check with resident's emergency contact number (local call only).

Western Missouri Mental Health Center Emergency Room: (816) 512-7222

Truman Medical Center West: (816) 404-1000
Time determined to be an absconder:

Warrant Approval: Anthony Fletcher/Mona Talley

Call to Probation and Parole Command Center: 1-800-816-8199
(Only after approval is received)

This checklist is to be attached to the Conduct Vielation Form along with the AWOL search Form.
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KCCC VIOLATION REPORT
RESIDENT: Number Status: Parole Probation
CASE MANAGER: Counselor {Trend) P.O.
Reporting Party Job Title Initia) Supplement
NATURE OF VIOLATION
ARREST: Arresting Authority Date_ / [/ __ Charge
DRUG USE: Results: {(+/-) Substance: Date Sample Talen __/___/ _ Date Results Returned __ 7/
ALCOHOL USE: Breathalyzer Reading: % Date Tested ! ! Time: : a.m./p.m.
AWOL:
Date Resident left facility / / Time: : a.m./p.m.
Status when Resident left facility: AWOL____ PASS__ EMPLOYMENT ____ OTHER
Scheduled Return: Date } / Time: : a.m./p.m,
Actual Return:  Date / / Time: : a.m.J/p.m
OTHER :

Explanation of Viclation(s) — Be specific/Document Details - Who, What, Where, Why:

Violntion Interview; **Resident: must be informed that Wisfher responses may be provided to'the cuurll_li’nfblc'liohl‘d/)\dull Tustitutions L

(If necessary, submit supplemental report after interview is conducted)

Date of Interview: { { Time of Interview: : am./p.m,

RESIDENT'S RESPONSE:

ACTION PLAN/JCONSEQUENCES/RECOMMENDATION:

Resident Signature: Witness:

Submitted by: Date/Time Submitted to P.O. i/ : am./p.an.



KCCC-CTU VISITATION FORM
DATE:

Number 9.6
Attachment G Page 11

[Vs]
-
o

=

Visitor Resident

Time

Time

In

Out

All visitors must be pre-approved. No exceptions!




HEARTLAND CENTER FOR BEHAVIORAL CHANGE
CORRECTIONAL TRANSITIONS UNIT

RULES OF CONDUCT

It is necessary for CTU to establish Rules of conduct to maintain a safe and orderly
environment. Our rules are comprised of Major, Medium and Minor violations. Please review
these closely.

MAJOR (1-10) — Major conduct violations are those that threaten the safety, security or the
integrity of the program. Major violations will be reviewed by your case manager and your PO.
Generally the consequences imposed are severe. Your consequences may include restriction
or discharge from the program.

. Laws:
New law violation of any kind
Failure to report arrest to probation/parole officer and case manager.
Failure to abide by conditions of probation/parole or courts (i.e., crossing state lines or
driving without permission).

¢ 0 0

2. AWOL.:

» Unauthorized leave from Center for any reason including failure to return from work, free
time or pass time at estimated arrival time.

» Failure fo be at destination indicated on the sign infout sheet.
Failure to turn in job search forms when job searching.

» Failure to provide proof of whereabouts when returning from a pass to the store, show, etc.

3. Violence or Threatening Behavior:
Striking, pushing, or fighting with another, or engaging in verbal threats.

llicit Use of Substances:

Possession of alcohol or non-authorized drugs, paraphernalia or mind altering drugs — K2
Use of alcohol and/or drugs

Refusal to submit to a BA/UA test.

Refusal to submit to a search.

Failure to provide a UA sample within 2 hours

Smoking cigarettes in the building (Safety hazard, State Law).

e 9o ¢ 0 o o N

Sexual Misconduct:

Engaging in sexual activity with other residents or staff, on or off property
Sexual harassment of other residents and/or staff.

Engaging in sexual activity with visitors on property.

Possession of sexually explicit materials (i.e. videos, pictures etc)

¢ ¢ ¢ o O

Weapons:

Possession of gun, knives, brass knuckles or similar instruments designed to cause ham.
Refusal to submit to a search.

Refusal to relinquish celi phone or any other piece of property.

e o e

15



MINOR (16-23) — Minor conduct violations are violations that affect the CTU environment.

These violations will be discussed with your case manager. Consequences may include extra

duty loss of free time/ pass time and/or a learning experience.

16.Disturbance
» Disturbing others with loud noises.
» Arguing or engaging in horseplay

17.Malingering/Loitering

» Pretense of iliness to avoid responsibility

« Failure to abide by curfew rule

+ Loitering at the Front Desk, in hallways, or in dining room

18.House Tasks
» Failure to complete assigned in-house task on time.

19. Sanitation Violation
« Dirty or disorderly room, clothing, linens, or failure to aitend to personal hygiene.
¢ Failure to do linens weekly.

20.Gambling
» Engaging in betting competition for money or goods.

21.Tattooing/Body Piercing
» Engaging in tattooing/body piercing of self or others on HCBC property

22.Unit Rules

» Failure to abide by unit rules, including such things as eating in dorm room, dress code,
etc.

« Unauthorized cell phone usage. No using phone in day room area, dining room, PO/CM

office or after lights out.(1¥ violation will result in a two week restriction from using cell phone. 2™
violation will resuit in phone being confiscated till discharge).

History

Original February 1,1995

Revised: November 1, 1995 Revised: October 13, 2005
Revised: February 15, 1996 Revised: December 18, 2006
Revised: November 13, 1997 Revised: January 22, 2007
Revised: November 15, 1998 Revised: March 24, 2008
Revised: June 15, 1999 Revised: March 12, 2009
Revised: April 24, 2000 Revised: June 15, 2009
Revised: February 5, 2004 Revised:  April 6, 2010
Revised: March 24, 2011 Revised: July 14, 2011
Revised: July 21, 2011 Revised: October 21, 2011
Revised: November 6, 2012 Revised: January 30, 2013
Revised: August 5, 2013 Revised: March 20, 2013
Revised: August 11,2014
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CHAPTER Twelve (12) SECTION B
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S Porgoe——
EFFECTIVE APPROVED
March 1, 2009 e

.

POLICY

It is the policy, practice, and custom of the Kansas City Community Center that
offenders shall have the opportunity to initiate grievance procedures on any
condition or action within the Correctional Treatment Unit without being subject to
any adverse action.

DISCUSSION

Offenders should have the opportunity to express themselves regarding
problems they are having with the program without being subject to any adverse
action. The ability to express personal complaints provides staff with
opportunities to review agency procedures and consider alternatives that may
improve the program. It provides offenders an opportunity to ventilate feelings in
a formal manner and thereby acts to minimize the frustrations that may be
associated with community transition. The formal grievance process enables
constructive two-way communication between staff and offenders, and as such,
should not be discouraged. Though this IOP addresses the offender’s formal
grievance and appeal process, informal grievance problem solving remains the
preferred method of the remediation of complaints or grievances.




Iv.

Number 13.5 CTU

Page 2
DEFINITIONS
None
PROCEDURES
A. The offender will be apprised of the grievance/complaint procedure by his

or her case manager/designee during the intake orientation process. The
case manager will maintain a supply of the Offender Complaint/Grievance
form available for distribution to the offender in their office. This form will
also be maintained and available at a location accessible to the offender.
Offender’s requesting a grievance form will be given one.

Submission of a Complaint

The offender shail first discuss the problem with his or her assigned case
manager. The offender may also file his or her complaint by inserting it
into the locked “Grievance Box” located on the first fioor of the facility
thereby bypassing the case manager. The "Grievance Box" is checked
daily during the business week by the CTU administrative assistant who
records the grievance and forwards it to the program director. If a
satisfactory response is not received from the case manager, then the
offender shall, in writing, compiete an Offender Complaint/Grievance form
(Attachment A) and forward it to the program direcior. The Offender
Complaint/Grievance form (page 1) should include the following:

1. Identifying offender Information.

2. The nature of the complaint — This statement shall be specific,
including the date, time, and location where the incident occurred,
other persons involved, and how the situation has affected the
resident.

Rules, regulations, policies, or circumstances about which the
resident is filing the complaint.

Action the offender believes ought to be taken.

Date the complaint was filed.

Signature of the offender.

O W

Proaram Director Response

1. The program director shall respond to the offender complaint within
3 working days of receiving the complaint. if the program
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director is not available, the chief of security shall process the
complaint/grievance form. The CTU administrative assistant will
maintain a grievance file folder in her or his office that is available
for review by the state agency. The program director shall also give
a copy of the complaint to the respective fiaison officer. Upon
receipt of an Offender Complaint Grievance form, the CTU
administrative assistant will record the grievance/complaint in
grievance/complaint file folder. The program director will interview
the offender and attempt to resolve the grievance. If more time is
needed by which to resolve the grievance/complaint, the program
director shall notify the offender of such and make notation on the
complaint of the time extension.

The program director will investigate the complaint/grievance and
take, if required, appropriate remedial action. The program
director’s written response shall contain findings of fact,
conclusions drawn, and the action taken. The program director will
make his or her entries in the appropriate space on page two of the
grievance forms. The program director shall discuss his or her
findings with the offender.

D. Appeal Process

Should the offender be dissatisfied with the findings of the program director, the
offender can appeal the program directors’ decision/findings to the offender's
liaison officer.

1.

If the response of the program director is not satisfactory to the
offender, the offender may make an appeal to his or her liaison
parole officer (page 2 of the form).

The offender shall state, in writing, why the response is not
satisfactory and what action the offender believes the program
director should take.

Upon receipt of the appeal the liaison office shall review the
situation within 5 working days and make the appropriate
recommendation (page 2 of the form). In those circumstances in
which the program director and the liaison officer disagree about
the issue at hand, the grievance will be referred to the executive
director and to the liaison officer supervisor for final disposition.
This will occur within 5 working days of these two individuals being
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notified about a difference of opinion regarding an offender
compiaint. The decision reached by the executive director and the
liaison officer supervisor is final. The offender will be notified in
writing about the final decision reached.

All correspondence concerning the compfaint will be entered into
the offender file.

E. Limitations

1.

An offender may submit an Offender Complaint/Grievance form for
any issue affecting the offender whose signature is on the form.

Offender Complaint/Grievance forms will not be accepted for
complaints about state agency liaison staff, or parole board
decisions.

Complaints concering individual liaison officers should be
submitied to the liaison officer supervisor. Complaints concerning
parole board decisions shouid be submitted to the Parole/Probation
Board. The Program director will direct the offender as to how to
route these types of complaints/grievances.

F. Inter-agency Cooperation

The Program director shali cooperate with the state agency in completion
of any inquiries and complaints being conducted by the state agency.

ATTACHMENTS/FORMS

A. Offender /Complaint Grievance Forms

HISTORY
Original:

Revised:

May 1, 2000

March 1, 2009
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Attachment A
. ; - ‘ OFFENDER COMPLAINT/GRIEVANCE
{f additional information is needed — aftach to this form.
Offender
Name Number
Registration Number, Date / /

OFFENDER GRIEVANCE/REQUEST

. Offender Signature Date
/ /
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Attachment A (cont.)
FACILITY PROGRAM DIRECTOR RESPONSE S
Date Received T Date Reviewed I Director's
Signature
| accept the decision made on Y A A Offender
Signature
{date})
I wish to appeal the decision made on / / Offender
Signature
{date)
Offender Response
Offender Signature
STATE AGENCY REPRESENTATIVE RESPONSE
Date Received / / Date Reviewed iI_f
Signature

I have received and reviewed the response of the Department on
/ / {date)

. Offender Signature
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CORRECTIONAL TRANSITIONS UNIT (CTU)
RESIDENTIAL PROGRAM

INTRODUCTION

Welcome to the Heartland Center for behavioral change (HCBC), Correctional Transitions Unit
(CTU) Residential Program. We wish you every success in your stay here.

The CTU Residential Program is designed to offer you assistance. Although each of you may
arrive here for a different reason, all of you are here for some type of help. ltis our hope that
while you are here, you encounter caring staff and obtain the help you need to prepare you for
success in the community.

The residential program is a program funded by the Missouri Department of Corrections. Our
rules are designed to meet the requirements of the Department. It is important that you read
and understand these rules.

The majority of residents assigned to CTU have problems related to alcohol and drug abuse,
and all have legal problems. The staff at CTU are professionally trained to support you in your
efforts to become free of chemical dependency, and ultimately, the criminal justice system.
However, the decision to succeed rests with you. You must have the desire and willingness to
succeed.

The program is designed with a length of stay of 30-90 days, dependent on satisfactory
adjustment.

Upon arrival to the center you will be given a tour of the facility, a handbook which explains the
rules and regulations, and a summary of the overall program. You will meet with a staff
member who will further explain the program and assist you in completing your initial
paperwork.

Our program is described in detall in the remainder of this booklet. Services and requirements
are listed alphabetically.

Goced luck to you, we wish you every success.



HEARTLAND CENTER for behavioral change
CORRECTIONAL TRANSITION UNIT

AUTHORIZED PROPERTY LIST

ITEM QUANTITY COMMENTS .
Alarm Clock 1 No clock radios
Cloth Tote-No Pockets 1 See through plastic or mesh
Belt . .2 No chains
Blanket 1 Twin size single Center will provide.
Blowdryer 1
Cell Phone 1 Must be approved by case manager
and not have internet or camera.
Clothing 10 Tops (Including Uniforms) no spaghetti
straps or strapless. No low cut exposing
cleavage or backless
10 Bottoms (Including Uniforms)
10 Pair of hosiery (socks, knee highs efc)
10 Underwear
4 Pair of Shoes (This includes shower)
2 Coats/Jackets
Coffee and Creamer 1ea instant coffee and a creamer no larger
than than 16 oz.
Cup/Drinking Container 2 Plastic 160z. max
Hygiene Products Must fit in 1 shoebox size plastic container that is stored in foot
locker. This includes shampoo, gel, toothpaste etc,
Curling lron 1
Electric Razor/Trimmer 1
Fan 1 Not larger than 12 inches
Hangers 10 .
Headgear 2 This includes religious
MP3 Player 1 Cannot access internet or have video
Mesh Bag for Dirty Laundry 1
Photo Album 1
Plastic Container 1 Shoebox size only. Stored in footlocker
containing hygiene products.
Purse 1 Max 10 inches wide
Reading Lamp Clip on only 1
Reading Material-Books {4?) No more than will fit in the space
provided.
Reading Material-Mag/Newspaper 3 No censored material.
Sewing Kit 1 Blunt scissors only
Sheets 2 Center will provide.
Sunglasses 1pr.
Surge Protector Extension Cord 1 Must be UL rated
Towels and washcloth 2 towels and 2 washcloth Center will provide.
Umbrelia 1 Must be collapsible
Wallet 1 No chains

Amended 08/04/2014




ALCOHOL/DRUG TESTING

Alcohol or drugs may not be used, sold, traded, taken, or given away, on or off the premises of
CTuU.
Drinking or possession of alcohol, use of drugs or possession of drugs, on the

premises may result in your automatic termination from the program (and arrest when

applicable).

CTU reserves the right to administer a breathalyzer (BA) test or take a urine (UA) sample at
any time. Residents are given two (2) hours to provide a urine sample. If you fail fo produce a
sample within the allotted time, a violation is written. A refusal to comply with a request to
submit to a BA or a UA test is considered an admission of guilt and may result in termination
from the program.

ARREST AND OLD WARRANTS

You are required to immediately report any contact with police, a new arrest, or difficuity with
an old warrant {o your case manager and probation/parole officer.

You are not permitted to associate with any convicted felons or misdemeanants outside of the
center, including other residents of the program, without the expressed permission of your
probation or parole officer.

BADGES

All residents must wear a pictu're identification badge. This badge must be worn near the
chest area with your picture facing out at alf times.

BOUNDARIES

While a resident of CTU, you must remain within certain building boundaries. You are never
allowed to visit residents on other units. All residents going to dining room or gym must leave
the unit together and return together accompanied by staff.

There are also outer boundaries. You are permitted to congregate near the main center only
in the area where the picnic tables are located. Residents are never permitted to congregate
or loiter on the steps of the building, near the adjacent building located at 1534 Campbell, in
the rear parking lot, or in any areas other than the designated area on the north side of the
building.

BUILDING!HOUSEKEEPING DUTIES

The residential center is a community where many people live. To maintain an orderly and
clean environment it is necessary for all that live in the building to take part in cleaning it. You
are required to maintain your belongings, bed and living area in a neat and orderly manner. All
beds must be properly made and all belongings neatly stored daily before leaving the
premises. You may also be required to complete a daily unit task before leaving the premises.
Area must be checked before signing out on job search.



Staff inspections are conducted daily. If your area is in an unacceptable condition you may be
written a violation and/or not allowed to sign out until area is compliant with room condition
requirements. Please review the Room Condition requirements, which are included in this
booklet. .

Total building clean-ups are conducted monthly when all residents work together as a team to
ensure the entire building and yard is cleaned.

CONTRABAND

We cannot allow you to possess any items which present a danger to others, which serve as a
fire safety hazard, or which would offend or annoy others living in this environment.
Dangerous items of any type are prohibited, including but not limited to: weapons, knives, ice
picks, brass knuckles, guns, etc. You may be immediately terminated from the program

and arrested if any of these items are found in your possession or on your persof.

Possession of alcohol and/or drugs will result in your unsuccessful termination.

Possession of drug paraphernalia, such as roach clips, hemostats, syringes, is considered a
serious infraction and may result in your immediate termination.

Possession of an unauthorized cell phone will result in your cell phone being confiscated and
the loss of cell phone privileges for your entire stay.

Possession of tobacco products and/or lighters will result in those items being removed and
disposed of.

Only items listed on Authorized Property List are allowed. Any items not on this list will be
confiscated and disposed of. _ .
A property removal form and/or Conduct Violation will be written when property is removed.

CONDUCT

CTU and the Missouri Department of Corrections establish the Rules of Conduct. Rules are
necessary to maintain a safe and orderly environment and to offer you an opportunity to
prepare for successful release. The Rules of Conduct and sanctions are included as an
attachment to this booklet.

CURFEW

All residents may be eligible for free time. If granted, you must report back to the center by
8:45 p.m. In the event you cannot return on time, you must contact the center immediately.
Although you may notify the center, late returns are considered a conduct violation and as
such we are required to report them.

Please note: If you are more than three (3) hours late, you are subject to arrest.

DELIVERIES

You are allowed to receive packages from friends and relatives. All packages brought

inside the building will be searched, regardless of who brings it in, family, friends, or
yourself. Packages and property from friends and relatives are accepted on visitation times.
only. Special arrangements to bring property in outside of those times will need to be arranged

in advance with the program staff. All packages must be brought to the front desk.
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Packages accepted outside of the building will not be allowed and can resultin a
violation. All packages will be kept at the Front Desk until they have been properly
searched. Property must be approved in advance by case manager. NO FOOD
DELIVERIES.

DORM MEETINGS

Dorm meetings are held at a minimum of once a month. These meetings are conducted to
allow the residents to voice their concerns and also to update the residents on any changes or
upcoming events (i.e. extended pass time for holidays, etc.)

DRESS CODE

HCBC facilitates programs for both men and women, and we employ both men and women.
As such, proper dress and behavior is expected of all residents at all times. It is unacceptable
to enter any common area of the building undressed or in any type of nightwear. Promiscuous
or suggestive clothing is not acceptable. Clothing should cover the body. No sagging, low cut
jeans or revealing tops. No baseball hats, hoodies, doorags or any other head covering, while
in the facility. If you are unsure of whether your clothing is acceptable it probably isn’t.

When leaving your room, you must be fully dressed. Shirts and shoes must be worn at all
times. Pajamas and robes are not appropriate when out of your room. Clothing which depicts
racist statements, promotes drug or alcohol use, is profane or offensive, or is revealing, is not
permitted.

DRIVING PRIVILEGES

Residents on Non-Inmate Status (e.g., parole, probation, conditional release):

» You are not allowed to drive a motor vehicle without permission from your probation or parole officer.
Ordinarily, permission would permit you to drive at work ONLY (NOT TO AND FROM WORK). if granted
permission to drive at work you may not drive your private vehicle. The company vehicle assigned to you
must be fully insured and proof of that insurance must be given to your probation/parole officer and case
manager.

» You will be allowed to renew a current license to prevent expiration.

EMERGENCY PROCEDURES

ALL RESIDENTS SHOULD FOLLOW THIS PLAN FOR EXITING THE BUILDING SAFELY
FIRE

Get to the appropriate stairway and move as quickly as possible down the stairs and out of the
building. All residents should gather at the southeast corner of 16™ and Campbell,

REMEMBER THE FOLLOWING POINTS:

e When the fire alarm sounds, don’t waste time gathering personal items or locking your
door....LEAVE THE BUILDING IMMEDIATELY!

+ [fyour door is closed at the time the fire alarm sounds, place your hand on the door before
opening it to determine if it is hot. A hot door may mean that hot, toxic gasses may have
already spread to the hallway. Open the door cautiously before entering the haliway.

* When exiting the building, stay as close to the wall as possible. Firemen may be coming
up the stairway with equipment. You must stay out of their way.




A copy of the center’s residential floor plan, with escape exits and fire extinguishers designated
are located on the walls throughout the building. .

SEVERE WEATHER

A. Tornado
In the event of a tornada, go quickly to the basement to the long haliway located on the
west side of the gymnasium. Stay out of the gymnasium. The Shift Supervisor will
announce over the intercom that a tornado alert is in effect, and will also secure the sign-
in/sign-out books so that an accurate head count can be conducted.

B. Flood
In the event of a flood, all residents will be kept on the upper floors in their rooms. The
Shift Supervisor will secure the sign-in/sign-out books so an accurate head count can be
conducted.

C. Earthquake
In the event of an earthquake, follow this plan:

» Drop, cover your head and neck with your hands and hold on to a piece of furniture if
available.

FEES and SAVINGS

You may be required to pay intervention fees while you are a resident of CTU. Your P.O. will
explain the process for submitting your fees to the state.

Each resident who is employed will be responsible for figuring the amount of savings she
owes. Savings are 50% of gross wages. Residents who receive disability check(s) will be
required to save 50% of their check(s).

Upon receipt of your paycheck, a copy of the check must be made and the original check stub
must be submitted. You are responsible for cashing your check and obtaining a money order
or cashiers check made out to the Heartland Center for behavioral change, for the total amount
due for savings. A pass to cash your check must be obtained from your case manager.
Savings is calculated on the gross NOT the net (take home) wages.

Your case manager will be available to assist you with any questions you may have. The
resident is responsible for insuring that her savings are paid in a timely manner. Failure to pay
savings will result in a major violation and immediate restriction.

JOB SEEKING AND EMPLOYMENT

e You are expected to seek and obtain employment. Time away from the center is provided
to help you achieve this goal.

* You are expected to dress appropriately when job searching.

e Job search forms must be completed and turned in upon your return to the facility. Job
search forms are available at the Front Desk. Failure to turn in job search forms will resul
in an AWOL violation.




» Thirty-five hours per week is considered full-time. Sixty hours per week is the maximum
number of hours you may be signed out to work without permission from your case
manager or liaison officer.

* Your case manager must approve acceptance of a job and an Employment Form must be
completed. Once employed you will not be allowed to sign out to search for a “better” job
without the permission of your case manager, and then only to a specific job site.

You may be banned from working for certain employers/companies.

You must provide your own transportation.

Savings should be received from you on the day you are paid by your employer, or within
forty-eight hours. Failure to pay savings will result in a major conduct violation and
immediate restriction.

¢ You may not quit a job without your PO/case manager’s permission. You must report any
change in your employment status to your case manager/PO immediately. If you lose your
job, you are to report directly back to the center and immediately report the incident to your
case manager.

LAUNDRY, LINEN AND LOCKS

You will, upon arrival, be issued linen, (2) sheets, (2) towels, (2) wash cloths, (1) pillowcase,
(1) blanket, (1) pillow and one (1) combination lock. You are responsible to launder your linen
and clothing once a week during assigned days and times. A laundry sign-up sheet is located
at the front desk for you to sign to verify that your linens have been washed. Failure to
launder your linens weekly will result in a violation.

Detergent and bleach are furnished. Your dirty clothes and laundry must be kept in a mesh
bag. (No cardboard boxes)

In an effort to ensure equal access to the laundry facilities, a room by room schedule will be
located at the front desk.

Laundry can not be started after 8pm.

Upon discharge from the program, you must turn in ali linen (2 sheets, 2 towels, 2 wash cloths,
1 pillowcase, 1 blanket and 1 pillow) and your combination lock to the front desk to avoid being
charged for them. Like property, linen is your responsibility. If linens are stolen, damaged,
badly soiled, lost or for whatever reason, not turned in upon your discharge from the program,
you will be charged for the linen and the lock you were issued.

You may not bring in and use personal linens. Personal locks are allowed if the combination is
given to the chief of security.

LIGHTS OUT

You are to be in your room at 10:45 pm — lights out 11:00 pm on weekdays. Weekends you
are to be in your room at 11:45 p.m. — lights out 12:00 Midnight.

Weekdays are considered Sunday through Thursday, and weekends Friday and Saturday. As
a courtesy to those who have fo rise early for work, you are not to engage in excessive talking
after lights out.



MEALS

Your scheduled meal times are:

Breakfast: 6:00 am to 6:30 am ‘
Lunch: 12:00 pm — 12:30 pm
Dinner: 4:30 pm - 5:00 pm

This schedule is effective 7 days a week. On holidays or special occasions a substitute
schedule may be followed.

A sack lunch sign-up sheet is posted at the front desk if you know you are going to be at work,
job searching, appointments etc. during lunch time.

A late dinner sign-up sheet is located at the Front Desk if you are returning to the facility after
serving hours due to employment or other required activities.

Special dietary needs will require a doctor's confirmation in writing. You should provide this
documentation to your case manager. Your case manager will notify the culinary staff.

MEDICALI/DENTAL CARE

As a resident of HCBC, you are financially responsible for any medical or dental care
needs. [f you do not have a personal care physician or dentist, we generally refer clients to
the foilowing agencies for care:

Truman Medical Center Truman Medical Center is a provider of SAFE/SANE .

2301 Holmes Victim Advocate/Rape Crisis Services.
Kansas City, Missouri .

Telephone: (816)404-1000

Swope Parkway Health Center Samuel Rodgers Community Health Center
3801 Blue Parkway 825 Euclid

Kansas City, Missouri Kansas City, Missouri

Telephone: (816)923-5800 Telephone: (816)474-4920

For residents requiring mental, behavioral or emotional needs, we generally refer the residents
to the following agencies:

T.M.C. Behavioral Health
300 West 19" Terrace
Kansas City, Missouri
Telephone: (816)404-5700

Notify your case manager or, in the case manager's absence, the security shift supervisor.
They will assist you in making arrangements for medical attention.

In a medical emergency, an ambulance will be called and you will be transported to Truman
Medical Center. .




MEDICATIONS

No medication can be brought into HCBC and retained by you. Under no circumstances may
you keep your own medication. All medication must be retained in its original packaging
and checked in at the front desk.

It is your responsibility to inform your doctor that you reside in a drug free facility and
must be prescribed a nonnarcotic medication if available.

You will be assigned a number to a bin in the medication cart and a key to secure your
medications. The key will be kept in a secure place in the medication room.

Medications are distributed at the following times: 5-5:30 am, 11-11:30 am, 6-6:30 pm, and 9-
10 pm.

All over-the-counter medication must be retained in its original packaging and checked in at
the front desk. However, any product that contains alcohol will not be permitted. Possessing
products containing alcohol (i.e., cough syrup, mouthwash, etc.) will result in you receiving a
conduct violation for contraband and the products will be disposed of. If you are unsure,
discuss the matter with your case manager or security staff.

ORIENTATION

The initiaf orientation will begin upon your arrival. This will include a tour of the facility, an
overview of the program, emergency procedures, financial procedures, medical procedures,
pass/free time procedures, meals and sack lunch procedures, program expectations and
requirements. You will also be required to attend a one time orientation in a group setting. This
orientation occurs twice weekly. Present at this orientation will be a liaison officer (PO), a case
manager, and a security officer. This orientation is to provide you the opportunity to ask any
questions and receive further information about the program. You will be notified of your
orientation time/day upon your arrival and at your first meeting with your case manager.

In compliance with the federal Prison Rape Elimination Act (PREA) orientation will include
information regarding PREA. This knowledge will consist of at a minimum:
¢ an explanation of PREA
» ways to report an incident(s) of sexual harassment/sexual abuse
e where to receive appropriate care if a victim of these types of abuse (See Medical Care,
SAFE/SANE Victim Advocate/Rape Crisis Service Provider, pg 8 of this handbook)
» clarification of your rights to be free from sexual abuse/sexual harassment, as well as
freedom from retaliation for reporting incidents of this nature.

Orientation is mandatory.




PASSES/FREE TIME

Passes and free time may be available for you after meeting the following conditions:
1. Full-time employment of 35 hours during a seven-day pay period and
2. Savings current and paid and .
3. No major violations and/or
4. Approval from either your case manager, PO or both.

The following guidelines will be used to determine the amount of passf/free time available:

+ Compiletion of employment week #1 — three (3) hours free time

» Completion of employment week #2 — six (6) hours free time and one (1) 48-hour pass.
(Free time may only be given in increments of 3 hours or less. Any time over 3 hours
will require a extended pass request form and PO approval)

+ Extended pass forms are located at the front desk.

NOTE: Criteria for verification of required employment hours are met through the
submission of paychecks and paycheck stubs.

» All passes are considered on a case by case basis. Listed below are the general
guidelines:

e Pass requests must be turned in the Tuesday prior to the dates of the pass.

o Signature and approval of case manager and probation/parole officer must be obtained
before an extended pass may be granted.

‘o Verification of pass with the hame of the person verifying the pass.

o Disabled residents will be considered for passes on a case by case basis.

e You will be contacted at your pass destination during the course of the pass. Phone p
numbers listed on the pass form should include the area code, if different than the local o
(816), and should indicate if the call will be a toll call. If you are not at your pass address
at the time verification is attempted, your pass will immediately be cancelled and you
will be required to report back to the Center within one (1) hour. You will also be
counted as AWOL and a conduct violation will be written.

» If you are granted a pass to a residence requiring a long distance call for verification, you
must accept the call. Passes to residences with collect call blocks are not permitted. (You
may leave a calling card with your pass)

» The residence where you take the pass must have a landiine. Cell phones numbers will not
be accepted.

 All pass/free time must be approved in advance by your assighed case manager.

» Free time is to be used for any constructive purpose as well as personal enjoyment. Free
time may not be used when mandatory house activities are taking place. Free time can be
taken in three-hour increments, or less. Any time over three hours will require an extended
pass form being completed.

PERSONAL PROPERTY

The amount of personal property you may keep is fimited to the storage area we provide you
in your room.

You may maintain personal property that is listed on the Authorized Personal Property List.
Your property must be kept in the space allotted to you which consists of one drawer, a
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footlocker and approximately one foot of hanging space in an armoire. Hygiene/cosmetics
must not exceed what fits into a shoebox size plastic box, stored in your footlocker.

You may listen to your hand held personal stereo, etc., but only with headphones. Otherwise
the noise producing equipment will be confiscated. No such equipment may be played after
“lights out”.

You are allowed a maximum of three (3) plug-in appliances. Space heaters, air conditioners,
coffeepots, water heaters (stingers) and hot plates are prohibited.

You are encouraged to mark your personal items and clothing for identification since HCBC
accepts “no responsibility” for your possessions. Personal property that is not properly
identifiable and is confiscated due to a dispute of ownership will be donated to a charitable
organization or disposed of.

All personal property should be logged on a personal property list. This list should be updated
as you acquire more or remove belongings. It is your responsibility to keep this list current.
Any property found in your possession or living area that is not on your personal property list
will be confiscated and disposed of.

If you arrive without clothing, you may have relatives/friends bring clothes to you at the Center.
The amount of clothing cannot exceed the amount listed on the Authorized Property List. If you
are without these resources, Center staff will assist you in obtaining clothes from area
resources. If you have this need, let your case manager know as soon as possible.

You are allowed to bring the following items into the facility:

» Clothing — Not to exceed what is listed on Authorized Property List. Clothing must be free of
vulgar slogans, insults of any kind, or references to drugs or alcohol. All clothing worn
inside CTU must be reasonably modest and appropriate for a coed setting. Suggestive
clothing; halter-tops, tube tops, sports bras, tight clothing, strapless, etc. are examples of
inappropriate clothing. Clothing which is believed o be gang associated will not be
allowed.

Reading and writing material is permitted. Pornographic materials are not allowed.

One plastic shoebox sized container used for hygiene/cosmetics.

You may bring your personal jewelry-unless staff determines the jewelry is inordinately
expensive, destructive, or disruptive to the order of the facility. Please remember that CTU
is not responsible for your belongings. Be careful not to bring expensive items.

Once you receive your first paycheck you are required to have an alarm clock.

e You may carry your own green money and personal identification on your person or in your
wallet.

¢ See Authorized Property List for entirety.

DISPLAYING PERSONAL PROPERTY
No wall hangings or pictures hung on walls etc.

Please remember that you are responsible for all items in your storage area, bed, mattress,
etc. All items are subject to search at any time.
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ROOM CONDITION REQUIREMENTS

There are many people living at HCBC, each with personal habits of cleanliness. We must
enforce standards of building condition-cleanliness to ensure that all residents are provided
with a reasonable, well-ordered and sanitary environment. .

You are expected to comply with our room condition standards. Room inspections are done
daily. Failure to meet expectations and/or excess of property will resuit in a conduct violation
being written and excess property being confiscated.

Room Cleanliness

+ Bed — Sheets straightened and tucked in. Bedspread or blanket covering the entire bed —
straightened and tucked in. Nothing blocking the view of the bed.

» Floors — Floors swept daily and mopped.

+ Trash — Trash emptied daily and liners replaced.

+ Clothing Storage — All clothes either hung neatly in hanging space or folded and placed in
drawers or footlockers. Shoes neatly lined up under bed. Dirty clothes placed in mesh
laundry bag. NO CARDBOARD BOXES.

» Food — No food in the rooms.

» Dressers — Dressers and footlockers dusted.

» Electrical Appliances — All electrical appliances must be turned off when room is
unoccupied. Extension cords are not allowed. A surge protector may be used.

« Blinds — Window ledges and blinds must be kept clean and dusted.

» Fire Hazards ~ No fire hazards, all curling irons should be unplugged when not in use.

» Lights — Turn off room lights when they are not needed. .

SEARCHES

Personal searches — You may be stopped and pat searched at any time. A pat search
consists of emptying your pockets, turning them inside out, removing shoes and allowing a
staff member to frisk the outside of your clothing. Unless special circumstances exist,
members of the same gender of the resident will conduct pat searches.

You must submit to pat searches under risk of a major conduct violation.

Room Searches — Rooms will be searched at least once a month. If your room needs to be
searched, it will be, whether you are present or not.

Strip Searches — You may be strip-searched for reasonable cause. These searches will be
conducted in a private area with two staff members of the same gender. You will be directed
to remove all clothing so the clothing can be searched as well as a visual search of the body.

SEXUAL MISCONDUCT

HCBC Community Transitions Unit has zero tolerance for sexual misconduct. Residents
participating in sexual activities in the facility whether consensual or not will be recommended
for unsuccessful termination from the facility.
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SIGNING IN/OUT

You must sign in and out when you leave or arrive at the facility. You must have permission
from a staff member to leave HCBC property. If you depart without permission or are not at
the destination you are signed out to, you will be considered absent without leave (AWOL)
status and a warrant may be issued for your arrest.

Sign-infout books are located at the security Front Desk. You have your own sheet in the
book. The sign-infout sheet must be filled out completely, destination, address, phone
number, time-out, date, and expected return time. Upon return to the facility you must list
actual return time and date, and submit to a BA. Staff will record BA results and initial your
return on your sheet.

Signing out for free time, outpatient treatment, AA/NA, court, job search {(when already
employed), etc. requires prior written approval from your case manager.

SUNGLASSES

Sunglasses may not be worn inside the Center unless a doctor has given written permission.

TELEPHONE SERVICE

Pay phones are provided as a convenience to residents, but a limit of 15 minutes per resident
is imposed due to the number of residents in the facility. Under no circumstances do
residents receive calls through the Center’s business number.

TRANSITION PLAN

The plan will serve as a guideline for the resident to ensure successful completion of the
program and the resident’s requirements to the Department of Corrections. All residents must
meet with their case managers on a weekly basis to review their progress. Your case
manager will set up a day and a time for your weekly meeting.

Residents are also required to report to their probation/parole officer biweekly. The report days
will be posted at the front desk.

VISITORS

Visiting is permitted in the Cafeteria only. Visiting hours are 6:30 pm — 9:30 pm, Sunday and
Saturday. Holiday visiting hours will be posted prior to the holiday. Only four (4) visitors per
resident per day are allowed.

All visitors must have prior approval from PO and case manager.

Your case manager will provide you with a visitor request form. No more than four visitors are
allowed on resident’s visitor list.

VISITING DURING OTHER TIMES OR QUTSIDE OF THE CAFETERIA WITHOUT PRIOR
APPROVAL, WILL RESULT IN A VIOLATION.
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Children under the age of 18 must be accompanied by an aduit. All children must be
kept under an adult’s supervision at all times.

All visitors must sign-in for visits from 6:30 pm — 7:30 pm only. Visitors arriving before or af.
this time will be refused admittance, unless prior staff approval has been granted. Professional
visitors and AA/NA sponsors may come with advance clearance and case manager approval.

Visitors will be asked to remove the contents of their pockets and have any packages
searched. Purses will be examined for contraband. Failure to submit to these requests will
result in the visitor being denied visitation rights on HCBC property.

You are not allowed to kiss, touch or engage in any form of sexual activity within the Center. A
brief welcoming and departing hug and kiss is allowed.

Visitors may not leave and return the same evening. This includes going to their car for any
reason. Former staff and former residents of HCBC cannot visit unless prior approval is
granted from your PO or case manager.
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HEARTLAND CENTER FOR BEHAVIORAL CHANGE
CORRECTIONAL TRANSITIONS UNIT

RULES OF CONDUCT

it is necessary for CTU to establish Rules of conduct to maintain a safe and orderly
environment. Our rules are comprised of Major, Medium and Minor violations. Please review

these closely.

MAJOR (1-10) — Major conduct violations are those that threaten the safety, security or the
integrity of the program. Major violations will be reviewed by your case manager and your PO.
Generally the consequences imposed are severe. Your consequences may include restriction
or discharge from the program.

Laws:

New faw violation of any kind

Failure to report arrest to probation/parole officer and case manager.

Failure to abide by conditions of probation/parole or courts (i.e., crossing state lines or
driving without permission).

* & &
.

2. AWOL.:
o Unauthorized leave from Center for any reason including failure to return from work, free
time or pass time at estimated arrival time.
Failure to be at destination indicated on the sign infout sheet.
Failure to turn in job search forms when job searching.
failure to provide proof of whereabouts when returning from a pass to the store, show, etc.

3. Violence or Threatening Behavior:
Striking, pushing, or fighting with another, or engaging in verbal threats.

lllicit Use of Substances:

Possession of alcohol or non-authorized drugs, paraphernalia or mind altering drugs — K2
Use of alcohol and/or drugs

Refusal to submit to a BA/JUA test.

Refusal to submit to a search.

Failure to provide a UA sample within 2 hours

Smoking cigarettes in the building (Safety hazard, State Law).

¢ o o 0o v 0

Sexual Misconduct:

Engaging in sexual activity with other residents or staff, on or off property
Sexual harassment of other residents and/or staff.

Engaging in sexual activity with visitors on property.

Possession of sexually explicit materials (i.e. videos, pictures etc)

e @& ¢ ¢ O

Weapons:

Possession of gun, knives, brass knuckles or similar instruments designed to cause harm.
Refusal to submit to a search.

Refusal to relinquish ceil phone or any other piece of property.

s e
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7. Stealing or theft:
Stealing or taking possession of property belonging to another without permission.
Destroying HCBC property.

L

Employment: Failure to meet requirements related to employment including: .
Termination from work (resident’s fault)/Quitting without permission.

Failure to maintain full-time employment. '

Failure to pay savings.

1%t violation will result in restriction until savings is paid. 2™ violation will result in a minimum of
2 weeks restriction. Restriction may extend beyond the two weeks if savings is not paid. 3™
violation may result in further consequences up to and including discharge from the program.

*® & 0

9. Accumulation of Conduct Violations:
¢ Continued infractions of minor and/or medium conduct violations

10. Treatment:

¢ Failure to meet requirement or hours of required treatment.

» Absent from individual case manager or PO appointment.

o Failure to attend mandated counseling, (outpatient, AA/NA, mental health
appointments,etc.).

MEDIUM (11-15) — Medium conduct violations are those which create disorder in the program.
Consequences may include restriction, extra duty, and/or a learning experience. Medium
violations will be reviewed by your case manager.

11.Property: .
» Possession of unauthorized property (contraband), (e.g., taitoo equipment, unauthorized ™
over the counter medication, cigarettes, lighter etc.)

Unauthorized cell phone

Excessive property

Destruction of property

Loaning, selling, or trading items.

12.Disobeying Orders/Manipulation of Staff:

¢ Failure to comply with staff orders.

o Knowingly giving false information to staff.

» Visiting outside of the visitation times without prior authorization.

13.Insulting Behavior or Intimidation:
» [nsulting language or offensive/insuliing behavior.
» Attempt to intimidate others through gestures, posture, or language.

14.Late: .
o Late return to Center from work if less than one hour. No late returns from pass or free
time.

15.0ut of Bounds: .
» Failure to remain within unit boundaries (i.e., in restricted area, etc.)
» Being in another resident’s room.
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MINOR (16-23) — Minor conduct violations are violations that affect the CTU environment.

These violations will be discussed with your case manager. Consequences may include extra

duty loss of free time/ pass time and/or a learning experience.

16. Disturbance
e Disturbing others with Joud noises.
s Arguing or engaging in horseplay

17.Malingering/Loitering

o Pretense of iliness to avoid responsibility

« Failure to abide by curfew rule

» Loitering at the Front Desk, in hallways, or in dining room

18.House Tasks
+ Failure to complete assigned in-house task on time.

19, Sanitation Violation
» Dirty or disorderly room, clothing, linens, or failure to attend to personal hygiene.
e Failure to do linens weekly.

20.Gambling
» Engaging in betting competition for money or goods.

21.Tattooing/Body Piercing
» Engaging in tattooing/body piercing of self or others on HCBC property

22_Unit Rules

» Failure to abide by unit rules, including such things as eating in dorm room, dress code,
etc.

« Unauthorized cell phone usage. No using phone in day room area, dining room, PO/CM

office or after lights out.(1*' violation will resuft in a two week restriction from using cell phone. 2™
violation will result in phone being confiscated tilf discharge).

History

Original February 1,1995

Revised: November 1, 1995 Revised: October 13, 2005
Revised: February 15, 1996 Revised: December 18, 2006
Revised: November 13, 1997 Revised: January 22, 2007
Revised: November 15, 1998 Revised: March 24, 2008
Revised: June 15, 1999 Revised: March 12, 2009
Revised: Aprit 24, 2000 Revised: June 15, 2009
Revised: February 5, 2004 Revised: April 6, 2010
Revised: March 24, 2011 Revised: July 14, 2011
Revised: July 21, 2011 Revised: October 21, 2011
Revised: November 6, 2012 Revised: January 30, 2013
Revised: August 5, 2013 Revised: March 20, 2013
Revised: August 11,2014
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