BISMARCK ASSESSMENT CENTER

RESIDENT HANDBOOK


I.
GENERAL INFORMATION 


USING THIS HANDBOOK

This handbook is written for residents, staff, and potential applicants.  The purpose is to define how an Assessment Center works.  Program residents are responsible for knowing the contents of this handbook.  The handbook is set up like a catalog, giving the reader the option of simply referring to the specific matter he or she is interested in at any time.


PURPOSE OF ASSESSMENT CENTERS


You have been placed or will be placed at the Bismarck Transition Assessment Center to receive a drug and alcohol evaluation.  Placement within the Assessment Center is approximately four (4) to eight (8) weeks in duration.  Your completion and ultimate discharge will depend on your cooperation with the Assessment Center staff; the recommendations made and approved by the Assessment Center Clinical Team; and the availability of services.

Within the first three weeks of being at the Assessment Center you will have your evaluation completed with the Licensed Addiction Counselor.  After your evaluation has been completed, the following week it will be taken to clinical staffing.  Staffing is a meeting where your case manager, LAC, the Programming P.O., a community representative, and your PO will get together and discuss your evaluation, recommendations, and placement for treatment and/or other services you may need.  After everything is set up and decisions are made you will be brought in the staffing meeting and your recommendations will be discussed with you.  NO ONE WILL KNOW WHAT THE RECOMMENDATIONS OR OUTCOME WILL BE UNTIL AFTER THE STAFFING MEETING.

ELIGIBILITY AND ADMISSION

A.
SCREENING GUIDELINES 

The following are the guidelines used by the screening committee in reviewing an application for admission.

1.
Applicants must be 18 years of age or older.

2.
Applicants must be non-violent offenders, not repeatedly convicted of assault, murder, or sexual offenses.  Those who have demonstrated a known pattern of violence, including those convicted of murder, rape, and those who frequently resort to violence, will not be accepted as residents.

Discussion:   The Transition Assessment Center recognizes the need to provide a secure program within the community.  In all cases, non-violent offenders will be given preference for acceptance.  However, the Transition Center also recognizes the need to review those who have committed what may be considered “situational” offenses.

1.
Prospective residents who are drug abusers, alcoholics, or emotionally disturbed will be considered with the following limitations:

a.
Drug users who are physically addicted to drugs shall be “withdrawn” from drugs.  Those addicted to drugs or alcohol will have completed a detox program prior to consideration.

b.
Applicants who are severely, emotionally disturbed will not be considered.

Discussion:
Drug abusers, alcoholics, and those requiring intensive mental health care that are not suitable for outpatient services will not be accepted.  While the Transition Center offers related counseling services, applicants who cannot function within normal limits that require them to seek and maintain employment and independently negotiate social interactions in the community are poorly suited to the programs’ mission.

1.
Preference will be given to those with good institutional and employment records.  Minimum security and “trusty” classifications shall be given priority consideration.

Discussion:
While an applicant’s needs are considered, institutional recommendations will count heavily in the screening process.

1.
Applicants who refuse to sign the Residency Contract, House Rules Acknowledgement, or fill out the application form are not eligible for placement.

Discussion:
Unless these forms are completed, no consideration will be given the applicant.

In conclusion, the prospective resident must be willing to cooperate with the Assessment Center program and must have reasonable potential for success in reintegrating into society.  Applicants must be motivated to become responsible citizens by participating in the services offered at the Bismarck Transition Center.

Checking In

Immediately upon arrival at the BTC, residents will be expected to participate in each of the following activities:

1.
A complete search and written inventory of possessions.

2.
A breath test, urine testing and a personal search.  It should be noted that if an 
assessment center person arrives with alcohol/drugs on his/her breath or person, 


the person’s PO shall be called immediately and he/she will not be admitted to 


the Assessment Center.

3.
A center tour conducted by a staff member.

4.
Assignment of a room, bed, and other necessary items.

Preliminary Steps

For a minimum of two (2) weeks after arrival, new residents will remain in the BTC so that they can familiarize themselves with center rules and procedures.  During the forty-eight hour orientation period, but definitely within one week of arrival, new residents will have their first meeting with the assigned case manager.  During that session, the resident will have the opportunity to discuss the contents of the Resident Handbook.  Residents are encouraged to ask any questions as they arise, and on-duty staff will do their best to answer them or to help the resident locate answers.  Following orientation, residents are to sign and turn in the orientation acknowledgement form contained in the book.  The issued handbook is the resident’s personal property.  It is a reference source and residents are required to know its contents and to adhere to it rules and regulations.  A $5.00 replacement fee is charged for all lost or misplaced Resident Handbooks. 


Employment

Gaining employment will be determined and approved based upon the Assessment 

Team Clinical Staffing and the recommendations that are made; residents may have the opportunity to gain employment within the Bismarck/Mandan community.  This privilege is case specific with all work locations and hours being approved by the clinical team.

Once employment is established, those resident who choose to work will be 

charged eight (8.00) dollars per day for the duration for their stay within the BTC 

Assessment Center.  If unable to pay this amount at the end of the stay, the person 

will be billed and the PO notified of the financial obligation.

a.
Job Seeking Assistance
Staff will provide assistance to residents in their efforts to locate and secure employment.  However, it is ultimately the residents who must put forth their best at interviews with employers in order to obtain a job.  Most of the time, staff can get employers to open their doors to residents and give them a fair job interview, but then the residents must "sell" themselves to the employer.  Again, residents will receive instruction on the aforementioned during scheduled classes.               

b.
Arranging Employment Interviews 

Residents are to be up each morning during the work week by 8:00 a.m. to explore job openings and to call prospective employers for interviews.  Prospective employers are located by reading the newspaper "want ads", the phone book, consulting with Case Managers, the Work Release Coordinator, Job Service listings, etc.  All interviews are to be scheduled and coordinated with staff.  Residents will maintain a constructive day unless their work schedules dictate otherwise. Unemployed residents will be engaged in community job-search during designated job search times Monday through Friday unless otherwise released from this activity by their Case Manager and/or staff.  

 When residents are engaged in job-search, they must provide a detailed job-search route, which includes addresses, each and every time they sign out of the center looking for work.  Residents must also carry a job contact sheet which details those businesses and potential employers contacted while they were out on job-search. 

c.
A “CONSTRUCTIVE DAY” will consist of a minimum of six (6) hours/day of employment, training, job hunting, counseling, part-time work, volunteer work, and work around the center or a combination of any or all as assigned by staff.  When residents have spare time on their hands (waiting for results of an interview, etc.) they are expected to work around the BTC until they actually begin full-time employment.

d.
Job Information/Transportation
When residents obtain a job, they should immediately contact their Case Manager and inform them of all pertinent information.  They must also arrange to have a work schedule sent to BTC.  The resident and his Case Manager will then discuss transportation time required to and from work, the method(s) of transportation, and will determine when the resident will leave for work and the time he is to be back to the BTC at the end of the work day.  (Reminder:  residents may, if all proper information has been submitted, obtain rides from approved driver (co-worker/employer) to and from work.)  Residents are to take the most direct route to and from work and may not stop at any stores, residences, etc., along the way, unless given previous, specific authorization by staff to do so.  Residents may work more than forty (40) hours a week provided that they have met all program obligations and have received approval from their Case Manager.  Those residents scheduled to work over twelve (12) hours per day must have permission from the case manager and must return to the center for a physical check during that twelve hour time period.  Residents with valid driver’s licenses may drive employer vehicles during work hours (with case management approval), but are not allowed to bring those vehicles back to BTC.  A normal work week is Monday through Saturday and anything over fifty miles out of Bismarck/Mandan or any job that requires out of town overnight stays is not allowed.  BTC will not provide rides to those residents whose jobs are outside of the Bismarck/Mandan city map parameters.

Those residents will need to follow approval procedures in order to arrange rides with employers/co-workers.

e.
Overtime/Paychecks/Employment Performance Reports

Within a period of one (1) week from hire date, staff will contact employers to make them aware of the regulations of the BTC.  If the employer is going to release a resident early or wants him to work overtime, the employer must call the center so that staff will know what time the resident will be returning from work. 

ALL PAYCHECKS, TIP MONEY OR MONIES EARNED FROM ANY SPOT-JOB ARE TO BE TURNED IN FOR DEPOSIT INTO THEIR ACCOUNT TO PROGRAM STAFF IMMEDIATELY UPON THE RESIDENT’S RETURN TO THE BTC!  THERE ARE ABSOLUTELY NO EXCEPTIONS TO THIS RULE!  

Staff will periodically telephone and conduct on-site visits with employers to complete an attendance and job performance report and receive feedback on how a resident is doing and answer any questions or discuss any concerns identified by the employer.  

f.
Illness and Work

If a resident is sick and can't work, it is the resident's responsibility to call and inform the employer that he cannot work and why.  Residents, while on sick call, will remain in their rooms except for meals.  Sick residents may not have visits.  When a resident is unable to work because of an injury rather than illness, the Deputy Administrator will review the case to see if these restrictions need apply.  

Residents are not allowed to change established work schedules without approval of employer and case manager.  (example:  legitimate illnesses or emergency)

g.
Changing Employment and/or Educational Placement

In the event that a resident is dissatisfied with his employment or school placement, he should discuss the situation with his assigned Case Manager.  UNDER NO CIRCUMSTANCES MAY RESIDENTS QUIT A JOB OR DROP CLASSES WITHOUT FIRST RECEIVING AUTHORIZATION FROM THEIR CASE MANAGER.  Doing so may result in the writing of an Incident Report, and/or the termination of the Case Plan.  If a resident is laid off, fired, or dropped from classes, he must report this to his Case Manager or supervisory personnel immediately.  Being fired or dropped from classes because of negligence may also result in an Incident Report.  It is possible to change employment; however, a resident must receive prior permission from his Case Manager before the action is taken.

After a resident has gained approval to quit his/her employment from the case manager, the resident is expected to give the employer two weeks notice before terminating the employment.

 g.
Employment Outside of Bismarck/Mandan

No employment is allowed outside a fifty mile radius of the Bismarck/Mandan/Lincoln area.  Additionally, no employment that requires out of town overnight stays will be permitted.   BTC will NOT provide rides to those locations that are outside the Bismarck/Mandan city map parameters.

h.
Self-Employment/Working for Relatives

Self-employment is not allowed, as the center does not have the resources to monitor private businesses.  Residents may submit, in writing, a request to their Case Manager requesting an exception; however, this request must be specific and indicate extreme necessity. The Deputy Administrator will review this request and make a recommendation to the Program Administrator.  The Program Administrator will have final authority.

Working for relatives, significant others or sponsors is not allowed 

It must also be noted that program residents are strictly prohibited from working for (or volunteering with) any employee of CCCS, Inc. (BTC), inclusive of the staff member’s immediate family.

 i.
Seasonal Employment/Working in Bars

The philosophy of the BTC is to assist residents in finding steady, long-term employment; therefore, seasonal work is discouraged, but will be allowed in cases of indigence, poor economic conditions, etc.  Working in bars is prohibited.  

However, residents may be allowed to work in a restaurant where alcohol is served provided there is a distinct separation between the bar and the restaurant.   BARTENDING IS STRICTLY FORBIDDEN!



j.
Residents must be employed by legitimate, established businesses.

COUNSELING ACTIVITIES

Residents are assigned a Case Manager with whom they will meet to discuss individual needs and goals and current program progress.  Case Managers provide residents with a direct link between staff and the decision-making process which affects program residents.  The relationship that the resident and the Case Manager are able to establish is very important and requires involvement, confidence and trust on the part of both individuals.  Residents, along with staff members, are responsible for arranging a mutually agreeable time for primary counseling. Residents are expected to work very closely with their Case Managers throughout the duration of their stay within the program

a.
Pastoral Counseling

Counseling may be available by trained clergy at a local church of resident’s choice.

b.
Employment Counseling

Residents receive assistance from their assigned Case Manager, the Work Release Coordinator and from the local Job Service office.

c.
Veterans

Local groups provide counseling services primarily to Vietnam-era veterans.  Resident veterans are allowed to travel to the nearest VA hospital for medical treatment.

C.        ACTIVITY PROGRAMS (after 2 weeks at the Center)
Two weeks after placement at the Assessment Center, residents may  become 

eligible for the following activities based upon a favorable recommendation by the Case

Manager and Licensed Addiction Counselor.

1.
Sign up for daily walks – on pre-approved routes as established and monitored 


by BTC staff.

2.
The privilege of one (1) four (4) hour visit, to take place on either Saturday or 


Sunday of the week in question, with those family members and friends who 


have been appropriately screened and approved by BTC Assessment Center 


staff.  

3.
Access to attend scheduled religious services at approved locations for up to two 


(2) hours, two times per week.  In the case of Native American Sweats, a sweat 


may be attended one (1) time per week for up to four (4) hours when it is 



available and running at UTTC.  Pre-approval is required.

4.
May complete community service hours, in four (4) hour blocks at pre-approved


established businesses within the communities of Bismarck/Mandan (i.e. Seeds 


of Hope, Salvation Army, etc)  Pre-approval is required.  

J.
CULTURAL PROGRAMMING

Residents will have access to culturally specific and sensitive programming through local community resources.  Residents should contact their assigned Case Manager if they are interested in becoming involved in such activities, such as Sweat Lodge, as offered out at United Tribes Technical College.  Residents may, if eligible and approved, attend Sweat Lodge One (1) time per week (when available and running).  The Case Manager will assist in obtaining information and enrolling residents in those activities best suited to the resident’s needs and desires.  

STAFF MEMBERS AND ROLES

Knowing the different staff members and their roles is very important.  By going to the right person with the right question, a resident will get the best answer in the quickest way.  The roles of the various staff members are generally outlined below.

1.       PROGRAM ADMINISTRATOR
The Program Administrator is responsible for the overall administration and leadership of BTC.

The Program Administrator supervises daily operations, including intake and discharge of program residents, maintenance of discipline, review and coordination of program contracts and parole recommendations. 

2.
DEPUTY ADMINISTRATOR

The Deputy Administrator of the BTC is responsible for the continuous monitoring and coordination of documentation pertaining to all program staff.  The Deputy Administrator is responsible for the fostering and motivation of mature, professional growth among staff members appropriate to daily operations.  Deputy Administrator is charged with assisting in the establishment and maintenance of program operations that meet professional standards.

3.
CHIEF OF SECURITY

The Chief of Security is responsible for all aspects of security and safety in the day to day operations of the facility.  

4.
ACCOUNT TECHNICIAN 

The Account Technician is responsible for the maintenance of all BTC resident accounts, maintenance of BTC accounting programs and fiscal affairs.  This position works closely with the Case Managers and the Deputy Administrator.  

5.
ADMINISTRATIVE ASSISTANT

The Administrative Assistant for the BTC provides clerical and support services for the Program Administrator and other BTC staff as directed.

 6.
ADMINISTRATIVE SUPPORT

The administrative support person provides assistance to the Administrative Assistant and the Account Technician in the daily clerical and support services they provide to administration and other BTC staff.

7.
CASE MANAGERS

BTC Case Managers are responsible for providing support and guidance to the program residents on their caseloads while monitoring all aspects of participation within BTC programs.  The role of the Case Manager is to ensure that the residents adhere to program and societal rules while establishing a release plan supporting a crime-free lifestyle.

 8.
CLINICAL SUPERVISOR

The Clinical Supervisor provides direction and guidance to the Licensed Addiction Counseling staff  as well as ensuring that federal, state and local laws are adhered to throughout the programming provided.  He/she also assists in development of program and policy changes pertaining to Chemical Dependency Programs.
9.
LICENSED ADDICTION COUNSELORS

These staff members are responsible for reviewing and conducting all necessary chemical dependency assessments of in-center residents and providing direct services to all out-patient treatment groups and referrals.  They also instruct all in-center groups concerning chemical abuse and dependency .

10.
SHIFT SUPERVISORS

Will provide supervision of security, transportation, recreation and maintenance services as is required by the position and program needs.  Additionally, they provide overall supervision and direction to shift leaders and resident assistants as directed by the Chief of Security.

11.
SHIFT LEADERS

Shift Leaders provide security, transportation, recreation and maintenance services as is required by their position and program needs.  Additionally, they provide overall supervision and direction to the Resident Assistants as directed by the Chief of  Security.

12.
RESIDENT ASSISTANTS

Resident Assistants in the BTC provide security, transportation, recreational, and maintenance services as is required by the nature of their position and also as defined by program needs.

13. 
FOOD SERVICE COORDINATOR

The Food Service Coordinator is directly responsible for the planning, preparation, and delivery of meals to both residents and staff of the BTC. Meal service is three (3) times per day Monday through Friday and two (2) times per day on Saturday and Sunday, 365 days per year operation.  The Food Service Coordinator is responsible to ensure that food service operations comply with the standards set forth in ACA (American Correctional Association) Commission and Accreditation Standards for adult community residential services and all applicable state, Federal and local regulations.

14.
FOOD SERVICE STAFF

Food service staff provides preparation and delivery of meals to both residents and staff at the BTC as well as supervision of resident workers in the food service areas.

VII. PROCEDURES AND REGULATIONS

1.       SELF-SUPPORT GROUP ATTENDANCE 

Based on approval from the case manager and LAC, residents are allowed to attend self-support group meetings.  Any physical/sexual contacts or unacceptable behaviors engaged in by any residents while attending AA, NA, GA or Al/Anon in the community 
Will NOT BE TOLERATED.  Infractions of this nature constitute a serious program violation and will result in immediate revocation from the program

2.
AGENDA/SCHEDULE
After two (2) weeks at the Assessment Center and upon approval of the case manager, residents may become eligible to plan and schedule approved outside activities.  In order to leave the BTC for any reason, residents must list the proposed activity on their weekly schedules (agendas).  Residents arrange with their assigned Case Manager and/or staff to include the desired activity on their weekly schedule.  Case Managers review weekly schedules and give final approval for participation in activities outside the center.  

Once a schedule has been approved and placed in the respective binder, changes to the schedule will not be allowed except in cases where advance notice cannot be given (e.g., phone calls from respective employers, temporary jobs, emergency appointments, etc.).  If the Case Manager is not available, on-duty staff will contact administration who will use their discretion as to approving a change to a schedule.   Whenever residents check out of the BTC, the schedule will be referred to; if there is no approved entry, residents will not be permitted to leave.  Residents will need to list the times both on the schedule and sign out board for when you leave and when you expect to return.  You cannot note “will call” for a return time.  If you put a time down and are not able to return at that time, YOU MUST CALL and speak to staff.  Exact locations must be listed (not employer).  If you do not know the location, the resident is responsible for calling BTC immediately with this information upon arriving at the job site.  All residents are required to call in ALL location changes to BTC.  This includes lunch breaks.  You must call in when you leave for lunch and again when you return to the job site.  If you do not call in, you will be restricted to the job site during lunch.  If this becomes a problem, the individual will be restricted.  If it continues to be a problem with a few residents, all residents will be restricted.

3.
ALARM CLOCKS
Upon arrival at the BTC, one of the first purchases that a resident should make is an alarm clock   It is unwise for one to rely upon others to provide "wake-up calls."   Punctuality is most important in successfully completing a program.

4.
BICYCLES
When practical, a bicycle (dependent upon the time of year, work schedule, distance from work, etc.), is an economical and healthy means of transportation.  Should a resident own a bicycle already or wish to purchase one, he may bring it to the BTC under the following conditions:

1. Proof of ownership must be available (sale receipt).

2. A serial number for the bike must be given to the staff.  

3.
It is recommended that the resident buy a quality chain and bike lock and use them at all times.

4.    
Residents possessing bicycles will be responsible for their care and protecting them against loss.  Bicycles are not to be loaned or borrowed.

5.
Bicycles cannot be ridden after dark or off the approved route.

6.
Bicycles may be utilized between April 15 – October 15 (weather permitting and at staff discretion).  Must be removed from BTC by November 1st.  BTC will not store bicycles.  No exceptions!!

5.
BORROWING, SELLING, TRADING, LENDING AND GIVING
Residents wishing to buy, sell, trade or give personal possessions to other residents may do so provided this is arranged through their Case Manager.  In such cases, a contract will be filled-in with the specific terms of the transaction.  The contract will note the cost and terms of refunds, if any, and are considered binding upon signing and approval.  When a contract is completed (a very simple process), the item exchanged will be listed on the resident's inventory.  The Director will have the final decision on all transactions.  Failure to involve staff in any of the above-mentioned types of transactions may result in disciplinary action or the confiscation and return to the original owner of the items in question.  

Transactions that are obviously unfair or one-sided will not be approved and disciplinary action will be undertaken if evidence of coercion is present.

6.
BUDGETING

Resident funds, from any source, whether from employment, donations, gifts, etc. are to be turned in to staff immediately and will be deposited to the BTC resident account.  Money is then requested and distributed once weekly via the "Resident Weekly Budget Request" form.  Weekly budgets are to be submitted to Case Managers according to each individual Case Manager’s appointed schedule.  Residents are encouraged to use sound financial planning and techniques.  Budgets need to be adhered to and all money accounted for.  All receipts need to be signed, dated, and location identified when turned in and must be turned in no later than Tuesday nights for that week’s budget.  Failure to do so will result in passes being pulled.  
Resident funds will be distributed on Thursday evening of each week.  BTC accounting and bookkeeping staff maintain complete records of all financial transactions.  Weekly financial statements will be provided and records can be reviewed during working hours.  (7:00 a.m.- 3:00 p.m. Monday-Thursday)  If there are questions concerning individual resident accounts, Case Managers should be consulted.

Program residents are not eligible for “unreceiptable monies” if their current individual account is in the “red.”  Money must be spent on what it is budgeted for and any unused money must be returned to budget when receipts are due on Tuesdays.  

7.
BREATHALYZER/ INTOXIMETER III
Frequently, to determine whether alcohol has been consumed on trips into the community, residents are asked to provide breath samples.  Normally, tests are not intended to imply that a resident is suspected of being intoxicated, but are taken on a random basis as a preventative measure.  When tested, a resident's complete cooperation is expected.  When requested to take a test, a resident must go immediately to the Resident Assistant's office with the staff member, provide a sample, and wait until the test results are available (a matter of seconds).  Those residents who refuse to take a test, or hesitate to do so, will be considered to have a positive test and appropriate action will be taken.  

(If a resident has been smoking just prior to being asked to give the sample, he must wait at least 15 minutes before providing the breath sample).

8.
CONFIDENTIALITY

Information given during a resident's stay within BTC will be kept in confidence and will not be available to other residents or the general public.  Residents will be asked to sign a waiver that allows staff to communicate with those individuals who have a legitimate need for information, (employers, treatment/service agencies, center volunteers, and sponsors).  This waiver is only valid during a resident's stay at the center.  Any questions about confidentiality can be answered by assigned Case Managers.

9.  
COUNTS
Regular and random security counts are made of residents in the BTC and those on outside activities (work, job-search, passes, community service, etc.).  Residents must cooperate with staff members conducting counts.  

Staff will not try to disturb residents during count procedures; however, residents should note that staff may enter any resident’s room without knocking.  Female staff will announce prior to entering resident rooms and/or resident bathroom.

10.
CURFEW

All residents are to be in the BTC and in their bedrooms (unless working) by 11:00 p.m. weekdays and 1:00 a.m. on weekends (Friday & Saturday).  Those residents who return from their work shift after 11:00 pm may have one (1) hour of “down time” to eat late plate or smoke cigarettes in designated areas.  There will be no exceptions to this time frame.

11.
DAILY MAINTENANCE
Residents are responsible for the orderly care of their rooms and possessions and for the completion of a daily, in-center chore.  Written standards for these chores are available from staff members.  Daily chores are assigned according to a posted schedule.  Residents may not exchange center chores without permission from staff.  Residents may not pay other residents to do their job.  Exchanging chores without permission or paying another resident to do an assigned chore is considered a rule infraction and may be handled through a disciplinary procedure.

If a resident will not be in-center during the time set aside for completing center chores, he/she must complete the chore prior to leaving the facility.  All chores must be completed by 11:00 pm.

12.
DAMAGE TO BUILDING OR FURNITURE
Residents are responsible for the care and return of items assigned to them during their stay at the BTC (Example, keys, bed, bedding, room furniture, etc.)  Any damage to the building or items assigned should be immediately reported to on-duty staff.  Damage costs (above normal wear and tear) will be charged to the responsible resident(s).  In the event of intentional damage, or failure to report damage, judicial action may be taken.  

13.
DRESS CODE
Residents may wear, within reason, whatever they want in the privacy of their own room, but are expected to be neatly and fully attired throughout the rest of the BTC and in the community.  Residents may have longer hair styles, side burns, beards, and mustaches as long as they are neatly trimmed and do not interfere with becoming gainfully employed.  Final decisions on these matters are at the Case Manager’s discretion.  Residents, when out of the center on job search, will not be allowed to wear any clothing items that may prevent gainful employment opportunities.

Residents are not allowed to wear to wear any apparel containing logos of any alcoholic commodity. Clothing depicting unacceptable and alternative (radical) lifestyles  or glorification of any drugs is also not permitted.  Shirts need to be worn at all times, even outside.

Also, residents are not to come out of their respective rooms unless they are properly and completely attired.  Undergarments are not to be displayed at any time in any manner when outside of the resident’s room.

All program residents are required to maintain acceptable levels of personal hygiene standards in that they will be required to shower/bathe on a regular basis.  If individual program residents do not have the financial means to purchase personal hygiene products, they are to immediately notify their assigned Case Manager in order that basic, personal hygiene product (i.e. soap, shampoo, toothbrush & toothpaste or powder) can be provided to the resident at no charge.

All program residents are to be properly attired when taking meals within the Food Service operation.  Residents are not allowed to wear shorts at meal times and no sleeveless shirts are allowed in the dining area.  Appropriate footwear is also to be worn and socks must be worn at all times with sandals. Headgear of any type are strictly forbidden in the dining hall during meal time.  Hats/caps are allowed throughout the rest of the facility.   If residents continuously violate the rules by wearing your hat after being warned, staff has the right to confiscate the hat.  Any hats confiscated may be discarded.
14.
DRIVING
Driving company vehicles while at work is permitted after approval of Administrator and Deputy Administrator.  These vehicles will not be parked at BTC.  Residents must have a valid driver’s license prior to asking approval. Utilizing these work vehicles for personal business is STRICTLY PROHIBITED!

15.
EMERGENCY BUDGETS
Any resident, in the event of an emergency or who is in desperate need of immediate financial assistance, may submit an Emergency Budget Request Form.  After review and approval by his Case Manager and the Deputy Administrator, the resident will receive the money for the requested amount within twenty-four (24) hours (excluding weekends).  Receipts will be verified indicating the resident purchased what was requested with the emergency funds.  All receipts for emergency budgets must be turned in to the case manager after “emergency budget” is written somewhere on the receipt.

The need for cigarettes or tobacco products of any type does not constitute an emergency and any Emergency Budget requesting these products will be immediately denied.

16.
EARNINGS 

All monies earned by a resident of the BTC must be turned over to the center.  Residents may not obtain advances from employers, nor may they borrow money from employers without clearance from staff.  Paychecks are to be brought into the center on payday.  Also included within this section are monies generated from “tips” or community spot-jobs. These too, must be turned into program staff for deposit into the individual program resident’s account.  Paychecks are to be endorsed by the resident, a receipt will be provided, and the amount of the check will be credited to his account.

Gift cards will be given to the respective case manager and arrangements for the spending of and the handling of receipts will be addressed with the case manager.  

17.
EMERGENCY LEAVE
On a case-by-case basis, emergency leave may be granted by the Administrator after consultation with the respective liaison of the Department of Corrections.   If news is communicated to staff by a doctor of the death or impending death of a resident's immediate family (husband, wife, father, mother, brother, sister, son, or daughter) emergency leave may be requested.  Out of state travel will not be allowed.  Residents wishing to request such leave should submit all pertinent information via their Case Manager.

These leaves are constrained by those current policies and procedures regarding this issue that are adhered to by the North Dakota Department of Corrections and Rehabilitation.

18.
EMERGENCY PROCEDURES
Regular fire drills are conducted on all shifts by program staff in order to time building evacuation procedures and to educate all residents on the fastest and safest routes of escape.

Evacuation routes are posted in each resident room and master escape routes are posted on each floor.  All exits are clearly illuminated as are all fire extinguishers.  First aid kits are available in the Resident Assistants’ Office, kitchen, staff lounge and upper administration waiting area.  Residents are expected to provide their full and complete cooperation, in evacuating the building, during the course of any fire or life safety drill.  Failure to do so is considered to be a severe life-safety issue and will be treated accordingly during any subsequent disciplinary actions.

Fire extinguishers are prominently displayed throughout BTC.  Residents are encouraged to locate these appliances as they relate to their sleeping quarters, rec room, hallways, etc.   Tampering with any fire prevention and/or suppression device will result in disciplinary action.

19.
EXTRA DUTY HOURS
Extra-duty hours can and will be assigned to a resident as a result of rule infractions.  When these hours are assigned, they are to be completed in a timely fashion, at least one (1) hour per day.  A resident with extra-duty hours may request work or suggest to staff a needed task.  Hours worked will be recorded in the Extra-Duty Hours Log and must be authorized and approved (initialed) by a staff member.  

Failure to complete extra-duty hours in the "allotted time" will result in the issuance of an additional Incident Report.  House restriction will end when the resident has completed the required number of hours.  No passes, recreation or leisure time activity will be allowed until a resident finishes his extra-duty assignment.  Extra-duty hours must be completed by Wednesday at 3:00 p.m. of each week in order for the resident to be granted the privilege of taking any pass(es) the upcoming weekend.

20.
FAMILY SUPPORT PAYMENTS
Support payments may be made to a resident's family.  A plan for family support may be developed, with the aid of the Case Manager, providing for a regular pre-determined amount to be sent weekly; the plan may call as well for irregular payments based on immediate need.  There will be a weekly maximum amount of $200.00.  

It is expected that money sent to families is used for support of the family and is not given back to the resident.  Discovery of this happening will result in the  resident losing the ability to send support anymore.  Court-ordered payments take precedence over family disbursements; checks for both will be mailed on Thursdays.  

21.
FIRE DRILLS
BTC must be prepared for fire and other emergencies; drills are conducted monthly.  There are illuminated Exit Signs and instructions posted throughout the buildings.  When the alarm sounds, residents must immediately leave the building and report to on-duty staff in the designated area. A head count will be completed prior to residents returning to the facilities. In emergency situations not requiring evacuation, staff will give directions.  Residents are required to know emergency routes.

22.
FOOD SERVICES
Three (3) meals are served daily (times are posted), except on weekends (brunch at 11:00 a.m. and dinner at 5:00 p.m.).  With advance notice, residents who miss meals because of work or school, can sign-up for either bag lunches or hot dinners.  To meet health standards and control inventory, residents are not to be in the food service/kitchen areas at any time unless they are involved in meal preparation or cleaning chores. Food service/kitchen area violations will result in serious disciplinary action. 

Arrangements for “special diets” as prescribed by an individual resident’s attending physician or dentist (or other recognized health authority) can be arranged by the resident in his discussions with his assigned Case Manager.  Medical or dental diet prescriptions should be specific and complete and furnished to the Food Service Coordinator for BTC.  This can be accomplished via contact with the assigned Case Managers and the Deputy Administrator.  It is recommended that special diets be kept as simple as possible, are reviewed monthly and conform as closely as possible to the foods served to the general resident population.

Special diets can also be provided to those residents whose religious beliefs require the adherence to religious dietary laws.  Again, these dietary arrangements must be specific and complete and will be reviewed monthly by the involved resident, assigned Case Manager, Deputy Administrator and the Food Service Coordinator.

23.
GAMBLING
Gambling of any kind is prohibited!  Possession of gambling paraphernalia such as poker chips is also strictly prohibited and is subject to confiscation.    Sports pools of any kind are also not allowed.
24.
GRIEVANCE PROCEDURE 

When a resident seriously objects to actions of another resident or a staff member, he/she is encouraged to discuss his/her concerns with that person.  In the event that this fails to solve the problem, or if the resident feels that calm and rational resolution is impossible, then he/she should enlist the aid of his Case Manager in seeking a solution.

On the rare occasion when the above method does not solve the problem, a resident may, with the help of staff, initiate a grievance procedure by completing the proper form.  Once this is done, the resident will place the form in the designated boxes.  A resident's status at BTC is not jeopardized by this action; it is encouraged as a reasonable approach to acceptable problem-solving.  

The grievance will be reviewed and any action(s) necessary initiated and followed-up on by the proper administrative supervisor(s).

25.
GROUNDS
Residents of the BTC are expected to enter the building immediately upon return from community activities.  It is important to the image of the BTC that residents not loiter around the outside of the building, including the west gate near the kitchen, nor should any resident be hanging out the windows on any side of the facility.  Residents are also expected to assist in keeping the area outside of the BTC litter-free.  Residents may not go past any blue line area under any circumstances. 

26.
ILLNESS
In the event that a resident is unable to attend school or go to work due to illness, he is expected to remain in his room except at meal time, to use the bathroom, or to obtain medication from staff.  This is required to ensure that the illness is not passed on to other residents and to provide optimal chance for a quick recovery.  Should the illness persist beyond a few days, the resident is encouraged to seek medical care from a doctor.  Residents are responsible for notifying, prior to any scheduled activity, their employers, school officials, community counselors, and on-duty staff that they are unable to attend the scheduled events.

27.
INVENTORY
In order to protect personal property, an inventory of each resident's possessions is maintained.  This inventory is taken upon a resident's arrival at the BTC.  Once the inventory is established, it is the resident's responsibility to see that any additional items brought into the center are added to their individual inventory and that those taken out of the center are removed from it; items not on the inventory will be confiscated.  Inventories will be checked monthly to ensure compliance.

Since space within resident rooms is severely limited, personal possessions must be kept to manageable limits.  Each resident is limited to a specific number of personal items.  If, in unusual circumstances, a resident and his Case Manager agree that there is justification for exceeding the allowed limits, the Deputy Administrator must review and approve any allowances made in this area.

THE BTC IS NOT RESPONSIBLE FOR RESIDENTS' PERSONAL POSSESSIONS. 

A resident is welcome to bring appropriate personal property into the BTC, but assumes complete responsibility for its safekeeping by doing so.  If personal property is lost, staff will assist in locating it to the extent that it is reasonably possible to do so.  The best rule of thumb is to send out anything that may be of value.  Lost or stolen items will not be replaced.

If a resident is removed from BTC, any personal inventory left behind will be held for a period not to exceed 60 days.  After this time frame has passed, all unclaimed inventory will be donated to a local charity.

PERSONAL COMPUTERS ARE NOT ALLOWED WITHIN THE FACILITY WITHOUT PRIOR APPROVAL.  CELL PHONES, VCR’s, DVD PLAYERS, PLAYSTATIONS, GAMEBOYS, ETC. ARE NOT ALLOWED IN THE FACILITY. 
28.
JOB CHECKS/WORK REPORTS
During the interview process, residents of the BTC are required to inform prospective employers of their offender status.  Advice on how to handle this sometimes-sensitive area is available through the Case Managers.       

29.
LAUNDRY

Laundry facilities are available within the building and are open for resident's use between 6:00 a.m. and 11:00 p.m. daily.  Washers/dryers are coin-operated.  Laundry soap will be  provided by the BTC  Those residents who are uncertain as to how to operate the machines are encouraged to receive instruction from staff members, as residents are responsible for clean-up or costs in cases where machines are damaged.

Residents are required to launder their bed sheets at least once weekly and to sign off on the sheet in the RA office along with the staff member who is verifying it was done.   Personal clothing is to be cared for in such a manner as to eliminate odor, stains and dirt.  When residents leave the program, they are to launder and fold their linens (sheets, blankets, pillow cases, towels, face cloth) and turn them in to the program staff for credit.  Residents will be charged for lost linens.  If a resident is removed from BTC for disciplinary reasons, they will be assessed $5.00 for cleaning of linens.

30.
MANDATORY SAVINGS
Residents of the BTC are expected to maintain an in-house “restricted account.”  (Phase I-at least $150.00 and Phases II and III, a minimum restricted account balance of $300.00 is expected.)  The established guideline is a minimum of 20% of earnings. go into the restricted account.   All account balances are released to the resident at the time of his final program discharge.  As a guideline, most residents can reasonably expected to accumulate at least $500.00 at the time of their program discharge. 

31.
MAIL

Residents are permitted to post their own mail at their own expense.  It must be noted that indigent residents, those in the red, will be given the opportunity to mail out two letters per week with the cost of postage being absorbed by BTC.

Incoming and outgoing mail (letters and packages) may be searched by staff as a precaution against contraband and in order to ensure the accuracy of resident inventory lists.  Mail will be opened by staff and distributed through individual resident mailboxes.  All legal/official mail will be opened by the resident in front of a staff member who will  visually inspect for contraband. 
BTC may, on occasion, read or censor incoming or outgoing mail only  to determine the origin of contraband or illegal activity. Contraband includes such items as alcohol, illegal drugs, drug paraphernalia, weapons, etc.  Checks or cash can be received, but are to be immediately placed for deposit to the resident's account.

Program residents cannot correspond with acquaintances that they may have established within the penitentiary who are still housed at NDSP.  Residents can correspond with immediate family members and relatives but it must first be approved by the warden at the respective institution and by the Deputy Administrator.

Residents wishing to correspond with inmates currently being housed at any Federal or state penitentiary must notify their Case Manager in order that authorization can be obtained from the proper authorities.  There is no exception to this:

The mailing address is:

2001 Lee Avenue, Bismarck, ND 58504

32.
MEDICAL SERVICES
Assumption of responsibilities for one's financial obligations is a major step toward reintegration into the community.  Residents are expected to pay the costs of medical and dental care within the reasonable limits of their earnings. In the event that emergency medical or dental treatment is required, residents will be taken to the appropriate medical facility.  Residents are strongly encouraged to seek treatment if needed.  If a resident feels that he cannot afford essential treatment costs, contacts should be made with their assigned Case Manager for directions on how to submit a medical or dental request.  Staff can help a resident locate a doctor, a dentist, or specialist services.

Program residents will generally be prohibited from participating in medical, pharmaceutical or cosmetic experiments.  However, this does not preclude the possibility of individual treatment of a resident based upon his need for a specific medical procedure that is not generally available, subsequent to a full explanation of both the positive and negative aspects of the treatment.

ALL MEDICAL/DENTAL BILLS ARE TO BE SATISFIED PRIOR TO A RESIDENT’S DISCHARGE UNLESS OTHER ARRANGEMENTS ARE MADE. 

RESIDENTS MUST USE CLINIC VISIT SHEETS FOR ALL APPOINTMENTS
33.
PERSONAL & PROPERTY SEARCHES (NO DRUGS, ALCOHOL OR WEAPONS )

Residents will be subject to searches of their person and property.  As required by law and expected by the community, one of the staff's responsibilities is to ensure that the center is drug and alcohol-free.  Experience demonstrates that the only way to ensure that drugs or alcohol are not brought into the center is to randomly search residents and their personal property.  

Anyone found in possession of drugs, alcohol, weapons or contraband in the center will be revoked from the program and placed within a higher level of security detention.  

Weapons (i.e. any type of knife, firearm, ammunition, martial arts device, etc.) are strictly prohibited!  

As a condition of acceptance, residents are required to cooperate fully with the room and personal search policy.  All rooms (including common areas such as the bathrooms, food service, visiting areas, etc.) are searched on a regular basis.  Whether a resident is present or not, every effort will be made to make sure that individual possessions are kept in good condition and returned to their proper place.    A contraband removal form detailing the results of the search will be placed in the resident’s mailbox.

Strip searches are required only if there is "due cause" and are not conducted on a routine basis.  Strip searches can be authorized only by the Director and Deputy Director-Programs and will be conducted only by same-sex staff members.  Pat-downs, BA’s and UA’s will occur as staff deems necessary.

34.
QUIET HOURS
Noise in the facility must be kept at an absolute minimum between 11:00 p.m. and  6:00 a.m. so that other residents may sleep.  Curfew does not affect quiet hours!!  Consideration of others is asked at all times.  For example, during quiet hours, headphones or earphones should be used when listening to stereos; the television should be turned off or set at a very low volume; recreation should be limited, etc.

35.
RECEIPTS

Residents must obtain receipts for all expenditures and turn them in at the Resident Assistant’s office; they will be attached to the previous Weekly Budget Form. The only exception to this is emergency budget receipts, which are submitted to the case manager.   All receipts must be turned in by Tuesday evening each week.  Late receipts will not be accepted, nor will those with no signature, location or date.  Expenditures and receipts will be checked by staff.  Appropriate disciplinary action, such as budget cuts the next week and/or pulled passes, will be instituted if there have been expenditures without proper receipts.

36.
REMOVAL OF RESIDENT PROPERTY

A.
If a resident is released from the BTC pending the successful completion of all program requirements, the following applies:

1.
The resident shall secure all his property.  

2.
The Resident Assistant and/or other staff shall, in the presence of the resident, inventory all property.

3.
Both the Resident Assistant and/or staff member and the resident shall sign the Resident Personal Property disclaimer form.

B.
If a resident is removed from the transition center due to a disciplinary hearing, the following applies:

1.
Staff and/or the resident shall immediately secure all resident’s personal property and secure same in the storage room.

2.
Staff shall inventory the property by the close of the next shift.

3.
All boxes or bags shall be taped or bound shut with resident’s name boldly printed on the outside of the box/bag.  Attach one copy of the inventory list on the boxes/bags.  One copy of the inventory shall be placed in the resident’s file.

C.
All property shall be released to the individual authorized by the resident, per established policy.  No property will be released unless both the resident, as well as the receiving party, have signed the release.  Individuals authorized by the residents shall sign any and all verification of receipt of property.

D.
If property is not picked up within 60 days of program termination, it will be donated to charity.

37.
RESTITUTION

Paying restitution demonstrates a sense of responsibility; it is often the best and most direct way to "right" a "wrong."  Residents of the program must address restitution requirements while in the BTC.  This includes contacting the party to whom payment is to be made and arranging for a regular schedule of payments within the limits of funds available.  Restitution will take priority over some types of family support.

38.
RESIDENT COMMITTEE
The Resident Committees in the BTC will meet regularly with the staff representative(s) to discuss problems as identified by the residents.  Of the four (4) Resident Committee members, two (2) shall be elected by the residents, one (1) selected by the staff, and the third appointed by the Deputy Administrator.  The Resident Committee will be at liberty to discuss the center's policies, the implementation of said policies, and to make suggestions for changes favored by residents.  No discussion of individual staff members will be permitted. The Resident Committee serves as the most important line of communication between residents and the Administrator, the Deputy Administrator , and the Chief of Security.  Its potential benefit should be clearly understood by BTC residents.

All Residents will meet as schedules will allow:

1.
At meetings called by the Resident Committee; and

2.
At special meetings called by the Administrator, Deputy Administrator or Chief of Security.

39.
RESIDENT ROOMS 

a.
Check In/Out Procedures 

Prior to moving into a room, it will be thoroughly inspected by staff and notes will be made on a form for any damages to the room.  Everything is checked including floors, walls, fixtures, locks, windows, blinds, furniture, etc.  Any deficiencies are noted and residents will be required to sign the form accepting responsibility for the room and its condition when received.  When residents are discharged, their rooms will again be inspected thoroughly, and any damage that wasn't there prior to moving in will be noted on the form.  Residents are responsible to reimburse the BTC for the cost of repairing any damage to the room or the contents therein.  

Thus, it is in the best interest of the resident to maintain the room in the condition in which you found it.  Prior to final discharge, the room must be thoroughly cleaned.

RESIDENTS ARE STRICTLY FORBIDDEN FROM ENTERING OTHER RESIDENT ROOMS.  THERE ARE NO EXCEPTIONS TO THIS RULE.
b.
Linen
Residents will be issued a pillow, pillowcase, two sheets, blanket, bedspread, 2 towels, 2 washcloths and a laundry bag.  Residents are responsible to clean these items weekly and prior to discharge, properly wash these items and turn them in to any Resident Assistant.  Residents are responsible and will be charged for any items that are no longer serviceable because of reasons other than normal wear.  Residents are also responsible to clean these items prior to release.

c.
Cleanliness of rooms
Residents are expected to maintain their rooms in a clean and orderly fashion.  This includes cleaning dusting, and vacuuming weekly.  Residents will need to trade the duties within their designated rooms to ensure the rooms are cleaned.  Cleaning  includes vacuuming under the beds as well as the air vents.  Room inspections are made daily and the results of these inspections will be noted on a slip and provided to the resident on the back of their door where it is easily accessible to them.. Those who continue to keep a dirty, messy room can expect implementation of appropriate disciplinary sanctions including extra-duty hours or loss of community passes. 

        
d.
Food

Fast foods, pizza, cold sandwiches, etc. cannot be brought into the center by program residents.  Residents are also prohibited from having any type of food or drinks in their room or any area outside of the dining area.  Only water is allowed outside the dining area.  Snacks can be purchased from the vending machines in the center and can only be eaten in the dining hall.  Snacks of any type are not allowed in resident rooms because of sanitation codes and the possibility of attracting insects and vermin.  All food found in rooms will be discarded.   Exceptions will be made during the holiday season to allow for food and/or Holiday Baskets to be brought into the center for a 1 week period and they must be out of the facility by January 1.  No homemade food will be allowed in, only store packaged.

Pizza may be ordered at specific times by residents on the weekends.  They are responsible to budget and pay for the pizza under conditions set forth by the Resident Counsel.  Although residents may pool money to buy a pizza, only one (1) person may be in the lobby to accept delivery.  Residents must be respectful to delivery persons and must tip at least ten (10) percent.  All messes must be cleaned up immediately when finished. 

e.
Decorating of rooms
Items used in decorating resident rooms must be those that can be easily removed and will not leave nail holes, adhesive marks, etc. behind.  Pictures can be put in picture frames on a bureau or night stand.  The open display of "pornographic" materials is prohibited.  There will be no magazines or correspondence allowed that contains information portraying bestiality, child nudity or child sexual activity or photographic portrayal of fellatio, cunnilingus, masturbation, ejaculation, or sexual intercourse that shows actual penetration of any body cavity or is criminal in nature. 

 Allowed magazines shall be kept out of sight, such as in the dresser and shall not be displayed openly.  Residents are provided with a bulletin board and this is the only place where they will be allowed to put up anything, such as pictures, written materials, etc.  Residents are not allowed to hang anything on the walls, from the ceiling and/or puncture holes in the wall.  The cost of repairs due to the failure to observe this policy will be charged to the individual resident's account.

f.
Fire regulations
Due to fire regulations, hot plates, extension cords without surge protectors, space heaters, candles, the use of incense, the burning of sweetgrass, smoking, etc. are not permitted in residents' rooms.  Smoke detectors are provided for protection.  Residents are not to tamper with detectors or any safety devices; this could cause them to malfunction and will result in appropriate disciplinary sanctions up to and including termination from the program.  

g.
Contraband

Residents must ensure that their rooms are free of contraband.  What is in a resident's room is the resident’s responsibility, so he should ensure that it is contraband-free when they move in.  If a resident finds contraband (drugs, drug paraphernalia, alcohol, weapons, etc.) being brought in or being used in his room, he must take immediate steps to solve this problem.  If there is more than one individual in a room, all occupants are responsible for the contents of the room, including common areas.  There are a number of alternatives available if the resident finds someone has brought or is bringing contraband into the room.  For example, if the resident is uncomfortable with personally confronting the situation by getting the other resident to immediately remove the contraband and discontinue the practice, he should immediately discuss the matter with his Case Manager.  If drugs, alcohol or weapons are found in a room to which a resident is assigned and a responsible party cannot be identified, then all occupants of the room, without exception, will face disciplinary sanctions..    Cologne or aftershave cannot be stored in resident rooms nor in the RA office.  You will also not be allowed to have aerosol cans of any type, example-deodorant or foot spray. 

Cameras are prohibited.   A cologne or aftershave will be allowed to be kept in resident rooms if it is alcohol free.  Electronic contraband such as games, cell phones, DVD players, etc, shall be held until the resident’s release and will not be sent out in the interim.

40.
SMOKING/TOBACCO PRODUCTS
Smoking or chewing tobacco in the BTC is limited to a specific area outside in the concrete area of the yard behind the center.  Smoking or chewing anywhere else in or outside of the center is prohibited (this especially includes the front of the facility.   and will result in the loss of tobacco privileges or additional disciplinary sanctions.  
41.
STAFF OFFICES
Residents are not to enter an unoccupied staff office and are requested to knock before entering an occupied one.

42.
TELEPHONES
Resident phones are available within the BTC/Assessment Center and all telephone calls are collect or you may purchase a phone card from BTC.  All personal calls are to be placed on these lines.   There is one house phone available for employment calls and/or job search, and calls to medical facilities in each building.   These phones are available from 8:00 am to 5:00 pm Monday through Friday.

Utilizing 800 numbers on the phones to access free long distance will NOT BE tolerated.  Any resident that is found to be using these numbers or passing them out will be written up for theft of telephone service.

43.
TELEVISION 

The BTC provides residents with television rooms with cable hook-up.  (Residents are forbidden from hooking up/splicing cable into their individual rooms).  The centers provide videocassette recorders for residents to use in the television area.  Televisions may be used daily until curfew.  Residents will be permitted to have personal television sets in their rooms; however, effective January 1, 2006, they are not to have screens that exceed 13 inches and they may not have individual cable hook-ups.  DVD’s/Play Stations and VCR’s are not allowed to be brought into the facility.

44.
TRANSPORTS/ VAN PASSES 
The BTC provides a system whereby residents can purchase "van passes."   Each pass has 20 punches and the cost of each ride provided by staff is determined by insurance costs, fuel prices, etc.   Transporting staff will punch the van pass every time rides are provided with the exclusion of transportation to and from staff supervised community service projects. (Example:  United Way, Buckstop Junction and highway clean.)  Residents being transported for treatment/programming purposes will only be charged for transportation to treatment  and not charged for the ride back to the center.  

Residents are advised that the costs for van passes fluctuate due to increases in the cost of fuel, insurance premiums, vehicle maintenance, etc.  Any increases are kept to a minimum and rate adjustments in this area are only implemented to cover the costs associated with providing this service.  All monies garnered from the sale of these passes are funneled directly back into the maintenance of all center vehicles to include tires, tune-ups, oil changes, etc.

Staff is sometimes required to provide out-of-county transportation for residents when they appear before the Sentence Review Board, child custody cases, on-going court cases, medical appointments, etc.  A flat fee of $.30 per mile  as well as staff wages will be charged against the resident’s in-center account.  

Prompt reimbursement to the center is expected.  (At times, residents may be able to provide suggestions for alternative forms of reliable transportation that could be less costly to them.  These will be checked out and final approval will come from the Administrator and/or his/her designee.

IT IS THE RESIDENT’S RESPONSIBILITY TO BUDGET FOR VAN PASSES.

45.
TRASH

Wastebaskets in resident rooms are to be emptied daily.  Residents who are assigned to empty the trash will be required, on a nightly basis, to empty trash into the main garbage bin in the east parking lot of BTC.

46.
URINE TESTS 

A regular schedule of resident urine testing is maintained within the BTC, both as a preventative measure and to ensure the proper control of illicit drug and alcohol use.  As a condition of acceptance, residents are required to participate in this testing as requested by staff.  In the event that a sample cannot be given immediately, the resident will be provided an 8 ounce glass of water and an additional one (1) hour, but must remain within a specific area as designated by staff until he is able to do so.  Failure to provide a sample within one (1) hour, giving contaminated samples, or any sample determined to be tap water will be considered positive.  When UA’s are requested, the sample must be given before leaving the building (this includes work).  Residents are not to consume any medication without staff knowledge.  If a resident's urine is found to be positive for alcohol and/or drugs, it is then sent to an outside laboratory for confirmation testing and if said confirmation testing is also positive, the resident must pay for the costs of these procedures and face appropriate disciplinary procedures.  Residents are not allowed to exchange non-prescription medications with other residents.

If a resident has to utilize the restroom between the hours of 12:00 am and 6:00 am, they are to report to the RA office first.  If they resident is on the random UA list, they will then be expected to provide the sample before returning to bed.

Residents of the BTC are strictly forbidden from ingesting any foodstuffs containing poppy seeds or any type of narcotic (included medications).  Residents are also restricted from purchasing/using any over-the-counter supplements that, as a part of their chemical composition, contain any ephedrine.

47.
VALUABLES
The center will not be responsible for valuable possessions such as televisions, stereos, rings, watches, bicycles, etc.  Residents are welcome to have them here, but they are the resident's responsibility.  Residents are required to register such items on their inventory so that serial numbers can be used for identification purposes.  Under no circumstances should residents have large sums of money in the center.  Any belongings residents bring into the center are their responsibility.

48.
VENDING MACHINES 

The vending machines and the telephones are here for resident convenience.  Abuse of the machines will result in an Incident Report and the vendor will be instructed to remove them.  

49.
VISITATION

The BTC encourages residents to receive visitors during regularly scheduled visiting hours, which are Saturday and Sundays from 1:00 p.m. to 4:00 p.m.  Those residents in the Assessment must have prior approval of the case manager and LAC prior to being allowed visitors (please see Activity Programs)

Visitor’s must complete a Visitor/Sponsor Application and be cleared for visitation prior to visiting.  Resident’s will be notified if a person has been cleared or not for visitation, and are responsible for notifying their visitors.  The only exception to this rule is when a resident initially arrives at BTC.  They may receive immediate family members for their first weekend at BTC, for either Saturday or Sunday provided the family member(s) were on the approved visitor list at the North Dakota State Penitentiary.

Visitors must contact BTC twenty-four (24) hours prior to the visit.  Residents are allowed up to four visitors at a time.

Visitor/Sponsor list is limited to immediate family and eight (8) other per resident.  Visitors are not allowed to be on any other corrections visiting list. . Residents may not exceed this limit at any time.

Some occasions may arise where special visits may be required by program residents These types of visits may include visits from individuals who have traveled long distances, visits to hospitalized residents, and visits between residents and their attorneys, clergy, social service representatives, and others.  Coordination of such visits can be obtained through contact with assigned Case Managers and the final approval of the Deputy Administrator.

In order to ensure that everyone benefits from visits, and so that the BTC’s routine is not disturbed, the following guidelines are to be followed.  Failure to do so on the resident's part or on the part of his guests may result in the suspension of visiting privileges and the application of appropriate disciplinary sanctions.

1. All visitors must receive staff approval to visit twenty-four (24) hours in advance of the scheduled time of visitation.

2. Visitors are to sign in and sign out in the log book located in the Resident Assistant's Office.  

3. Visitors are to remain in the designated visitor’s area and are not permitted in resident rooms at any time, nor are they allowed to leave and come back into the facility (i.e. smoking, getting something from car, etc.)

4.
The lights are to be kept on at all times during visitation hours.

5.
Children are the sole responsibility of the visitors and will not be permitted the run of the visiting area.  Children must remain with the sponsor at all times and not wander through the visiting area.

6. 
It is strongly suggested that visitors leave their purses/wallets at their homes or locked in their vehicles.  

7.
Music and conversation is to be kept at a low level so as not to disturb others.

8.
Physical contact with visitors is to be limited to a brief embrace and/or kiss at the times of both arrival and departure.  No one may lie down on the couches, chairs, or floor during visitation hours.  The only exception is a brief embrace or kiss at both the beginning and end of visitation.
9.
Visitors who appear to be intoxicated or under the influence of drugs will be asked to leave and will not be permitted to return.  Visitors who arrive at the center and are subsequently asked to leave by staff will be removed from the  resident’s approved visitor’s list.


10
Visitors may not arrive before visiting hours begin and are expected to 


leave promptly at the end of visiting hours.

11.
Smoking during visits or in the designated visiting area is prohibited.


12.
All visitors are subject to search upon entering the facility and while inside 


the facility.

13.
DRESS CODE:  VISITORS ARE TO BE DRESSED IN PROPER 
CLOTHING BEFORE ENTERING.  PROPER CLOTHING INCLUDES 

UNDERWEAR, SHOES, SHIRTS (NO SLEEVELESS SHIRTS), BLOUSES, 
SLACKS, AND JEANS.  HALTER DRESSES AND HALTER TOPS ARE 
NOT PERMITTED.  SKIRTS AND SHORTS MUST BE NO SHORTER 
THAN 2 INCHES ABOVE THE KNEE.

50.
WALKING AWAY/ ESCAPE 

Residents who walk away from the center, are unaccountable from a community activity, or who do not return to the center at the prescribed time and cannot be located within one (1) hour, will be charged with escape. Staff, through the Department of Corrections, will issue a warrant for arrest.  A resident can be charged with an additional felony, consecutive to any current sentence, and if convicted, will face from two (2) to ten (10) years added imprisonment.  It is a very high price to pay; most escapees are re-incarcerated within one (1) month.  It is a "dumb choice." 

THE BTC IS NOT RESPONSIBLE FOR AN ESCAPEE'S PROPERTY; IT WILL BE STORED FOR NO MORE THAN 60 DAYS.  PROPERTY HELD AFTER 60 DAYS WILL BE CLASSIFIED AS ABANDONED AND THEN TURNED OVER TO GOOD WILL.

"Walking away" is one of the worst "solutions" to problems at the BTC; there are much better alternatives.  If a resident is convinced that he cannot adjust satisfactorily to the program, the Director will arrange for his transfer to the North Dakota State Penitentiary.

51.
WINDOWS
Under no circumstances is anything, including water, to be thrown out a window or stored out on a window ledge.  Mini blinds have been installed on windows in all residents' rooms.  In the event that these blinds are damaged, each resident in a room will be assessed replacement costs.  .  Windows are to remain closed at all times to avoid complications with heating/cooling.

52.
WRISTBANDS

Each resident shall be issued a colored wristband that differentiates the program within BTC that the resident is participating in.  Residents are responsible for these bands and will need to wear them 24/7 while housed at the facility.   

BTC realizes the bands are breakable and do wear out, but those resident’s who fail to report one broken during normal wear and tear or lose them shall be assessed a fee of $5.00.  The different program colors are as follows:


Black – BTC


Gray – Assessment Center


Orange – City


Brown - Federal

53.
SEXUAL HARASSMENT
BTC does not tolerate any form of sexual harassment.  

Harassment includes, but is not limited to:


A.
Verbal, physical, or visual conduct of a racial, ethnic, or other type 



which impairs resident ability to function normally?


B.
Sexual Harassment

1.
Unwelcome sexual advances or visual, verbal, or physical conduct of a sexual nature.

2.
Unwelcome sexual flirtation or advances.

3.
Offering employment or benefits in exchange for sexual favors.

4.
Making or threatening reprisals for refusing sexual advances.

5.
Leering, making sexual gestures, displaying sexually suggestive objects or pictures, cartoons, posters, suggestive or obscene letters, notes or invitations.

6.
Verbal conduct such as derogatory remarks, slurs, sexual innuendo, sexual jokes, commentaries about an individual’s body, or sexually degrading words to describe an individual.

7.
Physical conduct such as unwanted, suggestive, or offensive touching, assault, impeding or blocking movement.

All staff and residents shall be apprised of this policy during orientation.  Any violations shall be grounds for disciplinary action inclusive of possible termination for staff not following this policy or possible return to the penitentiary for residents. 

Any resident who feels he/she is the victim of sexual harassment shall immediately report the harassment to a staff member who shall immediately provide the information to the Administrator, Deputy Administrator, or Chief of Security.  

IX.
LETTER FROM THE DIRECTOR OF COMMUNITY CORRECTIONAL PROGRAMS

Dear Resident,

On behalf of the Board of Directors and Staff of the Community, Counseling and Correctional Services, Inc., I would like to welcome you to the Bismarck Transition Center Assessment program.  

The BTC itself is a minimum-security facility whose primary purpose is the preparation of resident release back into the community.  The Assessment Center portion of the program is to determine appropriate levels of services that may be needed to assist people who have struggles in the community.    Undoubtedly, you are anxious to return to your family and friends.  In order to help you realize this goal, our programs are directed toward assisting you to become a responsible member of the community and to avoid difficulty in your future.  

It is hoped that while you are here, you will identify those issues that brought you into conflict with the law and will come to terms to those changes you need to make in your lifestyle to live crime-free.    If you change, it is because you worked hard to do so; if you don't change, you can blame yourself.  Success or failure in the program and the community is your choice.

This handbook will help acquaint you with the programs, services, rules and regulations of these facilities.  It is your responsibility to study this manual and seek answers to any questions or clarifications of any areas of concern.  You should see your Case Manager for additional help with any current or anticipated problems. 

While you are here, program staff will give you regular feedback about how they see you accepting your responsibilities.  Program staff will give you specific suggestions as to how they feel you can improve your behavior(s).  Your level of privileges will depend primarily upon how you are doing based on our functionality scale.  Your conduct while at the assessment center is not a great deal different from what is expected in normal living in free society.  The existence of rules is necessary whenever a large group of individuals live together.  The responsibility for comfortable, safe, and sanitary living conditions at these facilities belong to both staff and residents alike.  Consideration and concern for others and their property will help to make living here a much more pleasant experience.  

It is hoped that you will take advantage of the opportunities made available to you in our program and that at the end of your stay, you will return to your community, prepared to take your place as a responsible citizen.  Here are some basic "do's and "don'ts" that if you will observe will make life at the BTC much more pleasant for you:

You've read a lot here; but here are the basic do's and don'ts:

DO’S:

1.
Be "straight" with yourself and others, and don't play games.

2.
Use good problem-solving methods to deal with daily frustrations.

3.
Develop realistic goals for employment, housing, finances, leisure time, etc., and work consistently toward these goals.

4.
Demonstrate responsibility through your actions, thus gaining freedom and control of your own life.

DON'TS:

1.
NO unauthorized absences.

2.
NO drugs, alcohol, or weapons.

3.
NO violence or threats of violence.

4.
NO crime!

Residents who consistently adhere to the basic do's and don'ts are successful in completing the Center's program.

WHICH CROSSROAD?

A large number of our residents make it through the program and are released with a good job, money in a savings account, a place to live, and increased problem-solving skills.  That group to one degree or another, "makes it".  It's up to you; it is your future.  It is freedom through responsibility.

You must choose.

APPENDIX I.  HOUSE RULES
A.
BASIC HOUSE RULES

1)
Beds made properly daily.

2) 
Rooms kept clean and organized. Put clothes away properly in the                                   dresser provided and keep clothes hung up. Dirty laundry should be kept to a minimum to prevent odor in the room

3)
Laundry done weekly.

4)             
Linens washed weekly and form must be signed in RA office.

5)         
If not in house during dinner/supper because of work or school and want the meal, you must sign for late plate. 

6)
Weekly schedule must be filled out completely. Include full names, phone number, accurate times, and locations (not the company you work for).

7)            
 Be aware of areas off limits to residents.

8)             
House duties most be done completely or you will be required to do it again.   

9)             
Have duties checked and signed off by staff.

10)           
After using cleaning equipment clean/replace it correctly in the janitor closet. The janitor closet must be kept clean. After using the cleaning equipment, rinse it out and hang the mops in the proper place.

11)           
Do not hang out in the RA office area. If you are waiting for a ride, be  up front no more than 5 minutes before the van leaves.

12)            
Treat the building/furnishings with respect

13)
Submit all paperwork by appropriate deadlines. Check with your case manager.

14)             
Do not get upset with staff for doing their job and you not doing yours. (and don’t assume you know staff’s job)

15)             
Do not interfere with security procedures or equipment.

16)            
 If you wish to speak to staff and they are not available, use the Kite form and 

inform staff of what you wish to speak to them about. Be specific, don’t just state 

you wish to speak to them.

17)
Do not staff shop.  If you have been given an answer by a staff member, that is your answer; do not go from staff to staff to find an answer you like.

18)             
If you have a conflict with staff, use the correct grievance procedure if you want 



the situation corrected. If you don’t want it corrected, say 


nothing.

19)           
The “Black Phone’ is for business calls ONLY. This includes apartment search, 

job search, doctor appointments, and calling employers.

20)           
Residents must be in their room at curfew. All showers, bathrooms breaks, house duties, and the like are completed before the curfew time.

21)          
Residents must be escorted by staff through “Green Doors”. 

22)         
 BE PATIENT! Staff will not drop everything to jump to your needs. 

23)           When waiting to be picked up at a location, remain at that door. Do not wander around a site or building figuring you have extra time. If you are not there when the van pulls up, staff will not wait for you and you will have to call again and risk getting a write up.

24)        
Hats (any type of head gear) is not be worn in the dining hall during meal time.

25)       
Use of tobacco (this includes smokeless/chew) is not allowed in the buildings.

26)
Windows must remain closed at all time to ensure proper heating/cooling (unless notified by staff to open the windows).

27)       
 No food or drink of any kind is allowed in the resident rooms (except water).

28)        
Dining hall food and dishware are not to be removed from the dining hall.

29)       
Magazines of the sexual nature that contains information portraying bestiality, child nudity or child sexual activity, or photographic portrayal of fellatio, cunnilingus, masturbation, ejaculation, or sexual intercourse that shows actual penetration of any body cavity or is criminal in nature will not be allowed.

30)
Sleeveless shirts, shorts, & sandals will not be allowed in the dining hall during the mealtime hours.

31)        
When UA’s are requested, sample must be given before leaving the building (this includes work/school).

32)           
Residents may not work longer than 12 (twelve) hours per day unless there is a physical check at BTC.

33)
Cologne, aftershave, shaving cream, other aerosol sprays are not allowed in BTC/Assessment Center. If they are brought in, they will be discarded.  BTC will not store these items for any amount of time.

34)           
Schedules/Sign out board: You will need to put the time you leave and the time you will return and the exact location.  “Will Call” will not be accepted. 


If you are not sure of the location you MUST call in exact location immediately upon your arrival to the job site. NO EXCEPTIONS.

35)           
Community service is limited to 8 (eight) hours per day.

36)           
All required information on the pass form must be filled out correctly & completely. Any pass not filled out correctly will be denied. 
37)           
All homes must be inspected prior to being an approved pass location. If the home is not inspected prior to passes being turned in, pass location will be denied. Have the home inspected before you turn in the pass.

This is a list of the basic house rules, however it may not be a complete list. If you have any questions, check with staff first to prevent any violations and loss of privileges.

1.
HOUSE RULES AND RESIDENCY CONTRACT



A.
INTRODUCTION

As in any program designed to aid re-entry into society and to help a person live in a stable social environment, there are certain rules and guidelines that must be followed within the BTC.  A greater number of privileges will be granted to residents as they progress through the program and demonstrate their ability to assume responsibility for their actions.  The BTC believes that one of the best guidelines to follow is:  "good common sense combined with consideration for one-self and others."
The following is a listing of the rules and guidelines to be followed by each resident.  This list will serve to better inform residents of what is expected and to help them avoid rule infractions.  An attempt has been made to make this list as complete as possible; but it should be noted that residents must also follow any special rules or conditions specified by their Case Manager or Parole Officer, and those described in the Staff and Resident Handbook, or included in their Case Plan.  As has been stated, each resident is to receive a copy of the Resident Contract prior to entering the program and must have signed the Contract Acknowledgment before acceptance.

Program residents will not be subjected to corporal or unusual punishment, humiliation, mental abuse, or punitive interference with the daily functions of living, such as eating or sleeping.  Any disciplinary sanctions adversely affecting a resident’s physical or psychological well-being are strictly prohibited.

B.
RULE CLASSIFICATIONS

In terms of the adjustment and disciplinary process, rule infractions have been divided into three (3) classes.  The class of violation determines not only the type of hearing to be conducted, but also the severity of disciplinary sanctions.

1.
Class I 

These infractions are major violations and, in most cases, residents found guilty of such violations are suspended (or revoked) from the BTC and returned to a more secure custody level.  In cases where residents are subject to public prosecution, they will be remanded to the proper authorities for such action.  In all other cases, state referrals suspected of committing a Class I offense will be accorded a formal disciplinary hearing with a representative of the Office of Probation and Parole.

2.
Class II 
These infractions may, in some limited instances, render the resident subject to public prosecution.  If this is the case, then as with Class I violations, the resident shall be remanded to the custody of appropriate authorities.  In the event that such prosecution is not pursued, then the individual suspected of committing a Class II offense may be referred to the representative of the Office of Probation and Parole for a formal disciplinary hearing.  

However, as Class II infractions usually are cases considered to be of a less serious nature than Class I violations, decisions as to whether hearings will be conducted by staff or by Probation and Parole will be made at the discretion of the BTC Deputy Administrator and Chief of Security in consultation with the Administrator of BTC.  It is possible that a resident may be terminated from the program for involvement in a particularly serious Class II violation or in a series of Class II violations, but normally, sanctions will be limited to restriction from privileges, assignment of extra-duty hours, or reduction in phase status.

3.
Class III
These infractions are minor offenses and will normally be resolved by in-center procedures.  Only in the case of particularly flagrant violations of Class III rules will hearings be conducted by the Office of Probation and Parole.  The occurrence of four (4) or more rule violations (Class II and Class III in combination) in a six (6) week period may also warrant a hearing by the Office of Probation and Parole.  Generally, residents are not subject to termination from the program for Class III rule violations, but may expect other sanctions, such as additional work assignments or moderate privilege restrictions.

RULE VIOLATIONS IN ALL THREE CLASSES WILL HAVE POSSIBLE DISCIPLINARY SANCTIONS RANGING FROM VERBAL WARNINGS TO SUSPENSION AND EVENTUAL REMOVAL FROM THE PROGRAM.  

STANDARDIZED RULES/VIOLATIONS FOR THE BTC

CLASS I VIOLATIONS
Residents convicted of these infractions will be removed from the BTC, and returned to the institution and may also forfeit a substantial amount of good time earned.  Class violations in parenthesis are NDSP disciplinary codes.  

100     (A-1)
Murder  

101
(A-2)
Escape

Any unauthorized absence from the BTC program, resulting in the issuance of a warrant for escape under the authority of North Dakota’s Department of Corrections.

102     (A-3)
Taking Hostages

103
(A-4 and A-13)
Assaulting any Person(s)
Participating in any activity that directly results in the intentional injury of another person(s).

104     (A-5)
Sexual Assault: Sexual Misconduct

Including, but not limited to sexual penetration of, or sexual contact with another person without that person’s consent; non-consensual physical contact for sexual purposes; indecent exposure; bestiality; prostitution and/or sexual favors for personal gain.  Assault with Intent or Likelihood to Transmit a Communicable Disease

105     (A-6 and A-22)Setting a Fire/Arson
Intentionally or recklessly starting a fire that poses a threat to life or a threat of serious bodily harm.

106     (A-7) Engaging in or Encouraging a Group Demonstration or Riot

Banding together without administrative approval for the purpose of a demonstration, work stoppage, hunger strike, etc., or involvement in writing, circulating or signing a petition that poses a threat to the security of the community corrections facility or transitional living program.  Also includes actions which disrupt or endanger the facility, persons, or property

108     (A-14)  Possession of Dangerous Contraband

Possession of or use of a weapon such as a gun, firearm, sharpened instrument, knife, dangerous chemical(s), explosive(s) or ammunition.

109     (A-9)
Use of or Possession of Alcohol or Drugs (in the community 


corrections facility or within the community itself)

Use of alcohol or drugs or possession of alcohol or drugs in the community or in the transition center.  

110     (A-11)
Tampering with Urine Samples


Altering a urine sample or being in possession of sample altering devices

           or substances.

111     (A-12) Refusing to Submit to Testing for Alcohol or Drugs

112 (A-20)
Fighting with Another Person

               Physical confrontation, with intent to injure, between 2 or more persons.

113 (A-18)
Extortion, Blackmail, Protection

Demanding or receiving money, favors, or anything of value in return for protection to avoid bodily harm or under the threat of informing.

121
(A-38)  Financial Mismanagement or Misappropriation of Funds

a. Giving or receiving money for any illegal purpose(s).

b. Failure to submit all income to staff for deposit within the BTC account.

c.
Entering into a financial contract without the prior approval of appropriate staff.  This includes both verbal and written contracts
d.
Withdrawing money from an existing bank account without the prior approval of appropriate staff personnel.

e.
Incurring debts without the prior approval of appropriate staff.

f.
Securing a checking or savings account without the prior approval of appropriate program personnel.

g.
Charging or opening or attempting to open a charge account without prior staff authorization

123 (A-37) Counterfeiting, Forging or Unauthorized Reproduction of Any Signature, Document, Article of Identification, Money, Security or Official Papers.

a.
Signing any staff initials on any paperwork

b.
Signing any other resident’s initials or signature on any documents

124
Felony Violation of Any Federal or State Law

Violation of any Federal, state, county or city law (felony) that results in the filing of charges or being arrested on the suspicion of the violation of a law 
130     (A-19)
Unexcused Count Absence

131
(A-45)
Failure to Comply with Rehabilitative Programming

a. 
Refusing to comply with program recommendations

b.
Refusing to attend recommended groups

c.
Refusing to participate or being a contaminant to group process

CLASS II VIOLATIONS
Violations of Class II rules result in sanctions ranging from a verbal warning to removal from the BTC based upon the Hearings Officer’s assessment of the circumstances and seriousness of the offense.
202 (A-26) Threatening Another Person or His/Her Possessions

Physical abuse or threat to do bodily harm to another resident, staff member, or member of the community.  Words, actions, or other behaviors expressing intent to injure a person or damage their possessions

205
(A-25)
Bribery

Giving or offering an official or staff member a monetary bribe or anything of value.

206
(A-26)
Actions/Activities that are Hateful Toward or Demeaning to any persons or group 


a.
Derogatory remarks or actions meant to demean, humiliate or embarrass
207
(A-27)
Possession and/or Practice of Any Gang-Related Paraphernalia or Activities

208
(A-29)
Failure to Abide By the Conditions of a Disciplinary Disposition

Breaking a condition of restriction or another sanction.  Failure to comply with a negotiated disciplinary agreement.   Failure to complete disciplinary sanctions imposed in the prescribed time period.

209     (A-28) False Testimony to Disciplinary Committee

210
(A-40) Unexcused absence from Work, Counseling Appointments, School,            Community Support Groups, Community Service, etc., or any Assignment

211     (A-45)
Failure to Comply with Rehabilitative Programming

a. 
Indirect failure to follow program recommendations

b.
failure to attend recommended groups (no prior warning or neglecting to remember)

c.
Failing to turn in assignments or paperwork

212     (A-32) Direct Insolence

Using abusive/obscene language directly or indirectly to a staff member,                community member, or visitor, making profane/obscene gestures directly to a staff member, community member or center visitor.

213     (A-50)
Safety/Maintenance Violation

Intentional disregard for the safety and maintenance standards adhered to by the BTC.  Any maintenance violation that could result in the loss of life 

a.
smoking in unauthorized area(s), 

b.
blocking posted fire exits, 

c.
removing batteries from or doing damage to center smoke detectors,

d.
failure to perform in any random or regularly scheduled evacuation drill, 

e.
Burning anything in a room when there is no danger to life and property and the person’s intent is not to damage property or threaten life.  Includes incense, sweet grass or any other material deemed inappropriate by program personnel.

f.
Intentionally altering food or drugs.

214
(A-34)
Theft or Possession of Stolen Property

a.
Possession of anything reported stolen; 

b.
unauthorized possession of center materials; unauthorized possession of any property belonging to the BTC or others.  This includes long-distance phone calls that have been billed to CCCS, Inc. or other individuals without the prior approval of administrative personnel; 

c.
possession of data obtained through a communications facility or other automated equipment in which data is stored.

215
(A-17)
Tampering With a Locking Device

Tampering with or blocking any lock or security device within any of the community-based correctional programs operated by Community, Counseling & Correctional Services, Inc.

216
(A-39)
Gambling

No form of gambling is permitted.  

217     (A-45) Contract Violation

Failure or refusal to negotiate a Program Contract within the prescribed time frame(s) or once a contract is established, failure to abide by the terms and conditions outlined therein.  Includes 

a.
resignation from employment or dropping part or all of an educational or vocational program without the prior approval of the assigned Case Manager.  

b.
Includes being fired from work or being expelled from school or counseling.  c.
failure to attend or fully participate in educational, counseling, employment,   


community service or any additional assignments as scheduled.  

d.
 failure to give two weeks notice without prior approval to terminate employment.

218     (A-43)
Disorderly Conduct

219     (A-44)
Refusal to Work or Perform Assigned Duties

220     (A-12) Failure to Comply With Security Procedures

a.
Refusal to submit to urinalysis testing, breathalyzer tests or any other form of drug/alcohol testing at staff’s request within the prescribed time frame(s). 

b.
Failure to participate as required in room search, count procedures, or any other security procedure required by the BTC.

221     (A-10) Medication Abuse

a.
Possession of unauthorized medications, 

b.
taking medication in amounts greater than prescribed.  

c.
Failure to take prescribed medication(s) according to the instructions as given by the attending physician.

222
(A-7) Condition Which Disrupts or Interferes With the Security or Orderly Operation of the Community Corrections Facility.

Creating a disturbance that interferes with the orderly operation of the BTC.  This includes horseplay. 

223     (A-51)
Destroying Property

Intentional destruction, defacement, or damage of property belonging to BTC or others, or failure to report unintentional or accidental damage when it occurs.

224 
(A-48; B-14) Being with Unauthorized Person(s), includes but is not limited to              adolescents, former program residents, and any person who is not recognized as a approved sponsor/visitor by the respective community-based program. 

225
(A-40) Community Group Meeting Violation

Any inappropriate activity/contact between residents of the BTC while attending any approved community support group meeting.  This includes, but is not limited to, Alcoholic's Anonymous; Narcotic’s Anonymous, Al-Anon, Gambler’s Anonymous, etc.  This violation can also include any inappropriate behaviors occurring while program residents are signed-out of their respective programs to approved community service projects.

226    (A-30)
Self-Mutilation

Intentionally cutting or bruising of one’s body, tattooing, piercing, or any form of self-mutilation is prohibited.

228
(A-48; B-14) Being with Unauthorized Person(s), includes but is not limited to              adolescents, former program residents, and any person who is not recognized as a approved sponsor/visitor by the respective community-based program.

229
A-17) Misuse of Locks

Residents are not to lock themselves in their rooms or to conceal themselves in the center in such a fashion as to make it difficult for on-duty staff to determine their whereabouts, especially during security counts.

231
(A-50) Failure to Participate in Drills

Within the BTC, fire drills will be conducted at least quarterly (if not monthly).  All residents are required to cooperate fully during these drills, including evacuating the building immediately when the alarm sounds and then standing count when staff employs security procedures outside of the center.

232     (B-13) Contraband

a.
Possession, manufacture, or introduction of tattooing paraphernalia, 

b.
sharpened instruments or chemicals that are not being used as a weapon and is not capable of doing serious bodily harm to others; 

c.
other items designated as contraband in the transition center living handbook

233     (B-2) Refusing an Order

a.
Failure to comply with staff requests or instructions, whether verbal or written 

b.
failure to perform work as directed by staff.  

c.
Failure to carry out staff requests/instructions after being warned either verbally or in writing on a previous occasion(s).

d.
Failure to follow any written, posted or verbal order of any staff member which may result in endangering another individual or the security of the center.

234
 (B-24) Any Inappropriate Sexual Activity

a.
Making sexual proposals to another person; 

b.
physical contact with another in the BTC or on the grounds other than a brief embrace and/or kiss at the times of arrival and departure of an approved visitor.  

c.
 engaging in a sexual act with another resident

d.
being in an unauthorized area with a person of the opposite sex without staff permission; 

e.
Engaging in a sexual act (homo-heterosexual) on the program grounds;  fraternization within the transition center.

235     ( B-12) Financial Mismanagement or Misappropriation of Funds

Includes the following:

a.
.Accepting or requesting a cash advance or “draw” at any place of employment.

b.
Loaning of any property or money for profit or personal gain.

c. Failure to fulfill financial responsibilities including medical, counseling, and transition center room and board payments.

d. Possession of unauthorized funds or funds in excess of authorized budgetary amounts.

e. Charging meals at place of employment without prior staff authorization

f. Failure to turn over to program staff all receipts from the current budgetary period.

236     (B-17) Interfering With Due Process

Assisting others in planning, committing and/or altering, destroying, concealing or removing any physical evidence when such evidence is associated with either a Class I or II violation.

237     (B-5 and B-1) Interfering With a Staff Member in the Performance of   


His/Her Duties

Acts that are intended to disrupt, provoke, or distract staff while in the performance of their duties, when such duties affect the security and/or hinder the secure operation of the transition center.  

a.
Staff shopping

b.
Excess socialization at RA window

c.
Inappropriate “tantrums” which causes staff to waste excess time dealing with

D.
Acts that are intended to distract, provoke, or disrupt staff for the purpose of harassment.  

238     (B-4)
Destroying Property

Unintentional destruction, defacement, or damage of property belonging to BTC or others, and failure to report accidental damage when it occurs.

239  
Attempting to Commit, Being an Accomplice or Conspirator in the Commission of either a Class I or II Violation

240
Offense in the Community – (Misdemeanor)

Violation of any Federal, State, County or City Law that constitutes a misdemeanor offense.

241     Driving/Riding without Authorization

a.
Operating any motor vehicle or motorcycle without the expressed written permission of appropriate staff personnel from the transition center.

b.
Operating a motor vehicle or motorcycle without a proper and valid driver’s license, registration, insurance or permission from the vehicle owner.  

c.
transportation from another person without prior approval of staff personnel.  

242
Excessive Rule Violations

Four (4) or more rule violations within a six (6) week period.

243
(B-14) Agenda/Schedule Violations

a.
When on community release, failure to remain within the assigned areas of a written schedule or agenda without first receiving prior authorization from staff personnel 

b.
returning late from any community release such as work, job-search, community service, community pass, 

c.
failure to follow an approved, written weekly schedule after submitting it to staff.

244
(B-3) Lying/Manipulation

Lying or providing a false statement; attempting to mislead; deliberately withholding information.

246 
(B-14) Being with Unauthorized Person(s), includes but is not limited to              adolescents, former program residents, and any person who is not recognized as a approved sponsor/visitor by the respective community-based program. 
CLASS III VIOLATIONS

Class violations in parenthesis are NDSP disciplinary codes.
300 (B-8) Unauthorized Transaction

Residents are not to trade, borrow, sell or donate personal property (including money) to others without written permission from their assigned Case Manager.         

Residents wishing to engage in one of the transactions listed above must fill out and have approved a Staff and Resident Goods and Purchase Agreement.  Residents are not allowed to borrow from each other, any member of staff or any member of the community.

301 (B-7) Gambling

No form of gambling is permitted.  Possession of gambling paraphernalia such as poker chips or “iou’s” is  also strictly prohibited.

302 (B-13) Contraband

Possession or use of anything not authorized by program policies and procedures where there is no evidence of theft.

303 (B-15) Out of Area

Offices unoccupied by staff are off limits to all residents at all times.  The Food Service Area is also off limits to all residents at all times unless they are assigned to a specific house duty in this area!  PROGRAM RESIDENTS ARE ALSO STRICTLY PROHIBITED FROM ENTERING ANOTHER RESIDENT’S ROOM.  NO EXCEPTIONS TO THIS RULE!
305 (B-3) Providing a False Statement

Knowingly providing a false statement to any member of the staff

(
306 Malingering

Malingering or feigning illness 

308
Dress Code Violation

Residents may wear whatever they want (within reason and according to staff discretion) in their own room, but are expected to be neatly and cleanly attired throughout the rest of the center or while on community release.  (Fully attired can be defined as wearing a shirt, pants, dress, and appropriate footwear at a minimum).  Shirts containing logos for any type of alcohol beverage may not be worn; nor shall any shirt that espouses the virtues of drugs or an alternative (or radical) lifestyle.  

Residents may wear longer hairstyles, sideburns or mustaches provided they are neat and in no way interfere with the resident’s ability to gain employment.  Final decisions in these matters are either the Case Manager’s or the staff on-duty at the time.  Hats/caps of any type are strictly forbidden in the dining area during meal times

309  
(B-23) Conduct with a Visitor

Refer to conduct under “Visitation”.

310
(B-16) Health and Safety Hazard

Residents are responsible to clean their rooms on a daily basis and to perform a maintenance task assigned to them relating to the upkeep of the building.  Residents are also required to complete various tasks upon staff request.  Possession of any foodstuffs or beverages of any type in their room is prohibited.

311
(B-2) Refusing an Order

Failure to follow any posted order in a housing unit, workplace dining facility or recreation area.  (Normally, but not necessarily, this violation will be noted as the result of a first-time offense)

312
Unauthorized Communication

Any contact by letter, gesture, telephone, or verbally with an unauthorized person or in an unauthorized manner.

313
Insolence

Excessive use of abusive or obscene language directed at any staff member or any member of the community.

314 Smoking Where Prohibited

Smoking in any unauthorized area is strictly prohibited.  
315 (B-1) Conduct Which Disrupts

Any act that disrupts any persons in the center and which interferes with their peace and harmony.  Any act not intended to cause physical harm to any resident, staff member or member of the community.

316 (B-4) Destroying Property

Destroying, altering, or damaging facility property or the property of another person which has a value of less than $25.00.

318
(B-8) Theft or the Possession of Stolen Property

Possession of anything reported stolen; unauthorized possession of state or transition center property; unauthorized taking of another person’s property; all with a value of less than $10.00.

319
(B-13) Meal Service

Meals are served within the Food Service Operation at specific times and program residents are expected to take their meals at those times.  In the case of unusual work or educational schedules, special allowances will be made (i.e., late plates and sack lunches).  However, no special allowances will be made for residents choosing to be on pass during mealtime.  Pilferage or unauthorized possession of food belonging to the Food Service Operation is a Class III violation.

321 (B-1) Individual Disruptive Behavior

Any physical contact or attempted physical contact, done in a prankish or playful manner, without anger or the intent to injure.

322 (B-13) Possession of Unauthorized Amounts of Personal Inventory

Residents are to have all personal items that are brought into the transition center listed on their individual inventories and are responsible to have any items removed from the transition center taken off of their inventory.  Possession of personal property in excess of authorized amounts.  Possession of personal property not on a program participant’s approved property list.

323 Conducting a Business

Running any type of a business from within the confines of the BTC; receiving anything of value from any person(s) for any service rendered in an unauthorized manner.

324 (B-8) Loan Sharking

Loaning of property or anything of value for profit or personal gain.  

326 
Attempting to Commit; Being an Accomplice or a Conspirator in the Commission of a Class III Violation
328 Excessive Volume

The use of televisions, radios, stereos, or other such forms of electronic devices (both personal and those belonging to the center) is a privilege that should not be abused.  The volume is to be maintained at a level that will not disturb others.  If the resident is repeatedly warned about excessive volume, he runs the risk of having his electronic device seized by staff for a period of time or being mandated to have it removed from his personal inventory and removed from the transition center.

329 (B-22) Telephone Violation

Telephone calls can be made and received on the pay phones throughout the day until the time of center curfew (11:00 p.m.).  When the waiting lines for the phones are congested, calls are to be limited to a maximum of fifteen (15) minutes, at which time the phone is to be relinquished to another resident.

330 (B-14) Failure to Comply With Security Procedures

Refusal to submit to urinalysis testing, breathalyzer tests or any other form of drug/alcohol testing at staff’s request within the prescribed time frame(s).  Failure to participate as required in room search, vehicle search, count procedures, or any other security procedure required by the BTC.  

Properly signed out and back into the center each time resident leaves the center.  This is done in accordance with the individual’s approved daily schedule.  Residents may not sign-out or in for each other.  Their signatures in the Sign In-Out Log must be legible.
331 (B-16) Maintenance Violation

Residents are responsible to clean their rooms daily. Residents are required to perform a maintenance task assigned in order to help with the upkeep of the center.  Residents are also required to complete maintenance tasks upon the request of on-duty staff members.

332 (B-15) Curfew Violation

Residents are to be in their rooms to stay (until morning) by 11:00 p.m. each weeknight (Sunday through Thursday).  On weekends, (Friday and Saturday), center curfews stand at 1:00 a.m.  Curfews may vary according to wide range of possibilities but must first be authorized by the assigned Case Managers, the Deputy Director-Programs, on-duty staff or appropriate administrative personnel.

(336 
Failure to Provide a Urine Sample (First Offense)
Staff must indicate that the failure to provide the urine sample was without the intent to avoid providing the urine sample.  A urine sample must be subsequently received, tested and provide negative results for the presence of alcohol and/or illicit drugs.

337 Budget Infraction

Failure to hand in receipts during the current budget period as required.  NOTE:  The third infraction of this type will result in the issuance of a Class II violation – possession of money in excess of authorized budgetary amounts.  (See Class II #225, subsection “O”).

338
Employment Termination

Being terminated from a place of employment where subsequent staff investigation demonstrates that certain mitigating circumstances exist showing that the resident may have been the target of discrimination based upon his status as a resident of any of the programs operated by CCCS, Inc.

A. GUIDE FOR ADJUSTMENT ACTION

The Adjustment Committee actions will normally consist of one (1) or more of the following sanctions, although they are not limited to these:

1.  
No Action


This means that the Adjustment Committee or the Case Manager/staff felt that no action was necessary, as the resident’s behavior was not serious enough to warrant it.


2.
Warning

A warning indicates that the behavior is unacceptable and any further misconduct may result in disciplinary sanctions.  When possible, the potential action(s) that may be taken in future instances should be indicated, as well as an expiration date for the warning (if applicable).


3.
Counseling

This may consist of an assignment to additional and mandatory in-center counseling or a referral to a community-service organization.

 
4.
Extra-Duty Hours

This consists of a number of work assignment hours or community service hours which are to be completed within a specific time frame.  All work is to be monitored and approved by staff.  


5.
Restitution

In the event of property destruction, theft or unacceptable use of funds, the resident may be required to make compensatory payments to the injured party.


6.
Phase Reduction

The resident does not lose phase status, but is temporarily reduced to Phase I privileges for a specific period of time.  At the end of this restriction period, the resident once again becomes eligible for all privileges associated with his/her current phase.

7.
Reduction in Phase Status

A reduction to a specified phase for a specified period of time (i.e., from Phase II or Phase III to Phase I).  At the end of the reduction period, the resident will once again be required to petition for phase advancement utilizing policies currently in place.

8.        Loss of Visiting Privileges

A resident may become ineligible to receive visitors in-center for a specified period of time.

 
9.        Restrictions

a.
Room
The resident is required to remain in his room for a specified period of time.  He may leave the room only to use the bathroom, to fulfill maintenance obligations, eat, or to smoke a cigarette (in designated areas).  Residents on room restriction will be afforded the opportunity to take a cigarette break for five (5) minutes on each hour.  This is a short-time sanction that generally lasts for a couple of days but cannot exceed ten (10) days in duration.

b.      Center

The resident must remain within the BTC except for approved work and counseling related activities.  AA/NA meetings are not considered to be approved counseling under these circumstances.  The resident may not participate in any center-sponsored recreational outings, shopping trips, etc.

c.      Pass
A restriction from the privilege of community passes for a specified period of time.

d.      Leisure-Time

A restriction from contracted leisure-time activities (i.e., biking, jogging/walks, library time, physical conditioning at community health centers, etc.).  This may also include restriction from attending supervised recreational activities.

e.      Leisure Activities
A restriction from attending supervised, center-sponsored recreational activities.


10.
Agreement of Specialized Treatment/Program
This may constitute a revision of contract terms or an altering of program rules monitoring individual resident behavior(s).  Agreements of this type will be done in writing and attached to all applicable contractual agreements.


11.
Loss of In-Center Privileges
In-center privileges may include telephone privileges, smoking, television, or the establishment of an earlier personal curfew.

12.
Room Re-Assignment

Residents may be assigned to a new room if they are involved in violations involving their roommate or if it is the opinion of staff that the performance of a resident threatens that of another.   

13.     County Jail

This constitutes a temporary placement, usually not to exceed ten (10) days in duration.  After ten (10) days, the resident could then be transferred to the North Dakota State Penitentiary or the BTC.

14.      Program Extension

A resident may be extended in the program for a period of 30 to 180 days.

15.      Revocation

The resident is returned to North Dakota State Penitentiary, and may, at a later date, become eligible to re-apply for placement within the BTC.

B. DISCIPLINARY ADJUSTMENT PROCEDURES

In the event that a resident is suspected of violating a center rule, a condition of his individual Program Contract, a special condition established by his Case Manager, or a rule described in this handbook, he may become involved in the “Disciplinary Adjustment Procedure.”  The purposes of this procedure are:

a.  To inform all involved parties of alleged rule infractions;

b. To provide a method of obtaining and reviewing the facts concerning those suspected rule violations;

c. To provide a rational method for evaluating responsibility, devising treatment plans to avoid further incidents and taking disciplinary action(s) when it is appropriate to do so.

The first step in the adjustment procedure involves on-the-spot counseling and the delivery of an Incident Report that details the nature of the suspected violation The Incident Report will be delivered to the involved resident within twenty-four (24) hours of the time that staff became aware of the suspected violation.

Once an Incident Report has been written, it then becomes the responsibility of staff to conduct an investigation of the incident.  The investigation will normally be completed within twenty-four (24) hours after the Incident Report has been served.  (Generally, the Deputy Administrator and/or Chief of Security will ensure that this process is completed in a timely manner).  Recommendations may include, but are not limited to the following:

a.
That no further action is taken due to the minor nature of the offense, lack of evidence, or information that indicates that no infraction occurred;

b.       Referral to a formal Adjustment Committee Hearing; or

c.
In the case of a minor violation (Class III violation), a specific and binding consequences will be assigned.

It is then determined as to what course of action is to be taken.  If the choice made is a specific consequence, as in C above, then no further action will be taken and the resident is required to abide by the decision(s) made.

In the event that the Deputy Administrator determines that a formal adjustment action shall be undertaken, the resident is served with a Notice of Adjustment Action at least twenty-four (24) hours in advance of the hearing.  The notification form shall include the time and date of the hearing, the specific charges lodged and the location of the hearing.  At this time, the resident shall be informed of his rights during the hearing, which include:

a.
The opportunity to speak in one’s own behalf;

b.
The right to have staff representation at the hearing;

c.
The right to call witnesses and present documentary evidence;

d.
The right to remain silent;

e.
The right to be present during all hearing processes except the final deliberation(s) or the presentation of confidential information;

f. The right to be advised, in writing, of the Adjustment Committee’s decision and supporting evidence; and the right to appeal the Adjustment Committee’s decision within a specified period of time.

Adjustment Committee hearings are conducted by two (2) to three (3) staff members.  This committee may include the following staff members:

a.
The Deputy Administrator or other members of administrative personnel may also attend;

b.
Staff members not directly involved in the incident itself, its reporting or investigation; or

c.
Representatives of State and/or Federal Probation and Parole.

Following the hearing, the resident will be informed of the decision and will receive, in writing, a detailing of the information relied upon to make the decision and a listing of any consequences.  The resident shall also be informed of his appeal rights.

If a security risk exists, residents for whom disciplinary actions are pending will be restricted to the BTC except for employment and community counseling purposes.  To assure as quick a process as is possible, the resident also retains the right to waive the twenty-four (24) hour notice prior to the adjustment hearing and thereby have a hearing as soon as the Adjustment Committee can be assembled.  

Depending on the severity of violations, consequences for a resident determined to be responsible for a particular rule violation may include any of the following actions (or a combination of two or more):

a. No action;

b. Verbal warning;

c. Counseling mandates;

d. Extra-duty hours;

e. Restitution;

f. Reduction in Phase status;

g. Loss of visiting privileges

h. Suspension of pass privileges

i. Restriction to the BTC or to one’s room;

j. Loss of in-center privileges;

k. Re-negotiation of in-center program contracts;

l. Room re-assignment;

m. Jail placement;

n. Temporary revocation from the BTC; or

o. Permanent revocation from the BTC
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