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I. PURPOSE:

 

This policy and administrative procedure establishes the rules of conduct for adult 

offenders committed to the Department of Correction and the procedures to be 

followed by staff and offenders when offenders violate these rules of conduct.   

 

II. POLICY STATEMENT: 

 

The Department shall develop procedures to govern the behavior of adult 

offenders and for the imposition of sanctions when these procedures are violated.  

These procedures shall encourage self-discipline and self-control and shall assist 

in preparing the offender for re-entry into the community.  Additionally, these 

procedures serve as a means for the Department to manage offenders in a just and 

fair manner to ensure the safety and security of the facilities, staff, offenders and 

the public. 

 

The disciplinary procedures shall be presented in a clear and understandable 

manner.  Each committed offender and staff person who has routine contact with 

offenders shall have access to the disciplinary procedures.  The Department shall 

insure that copies of these disciplinary procedures are posted or maintained in 

prominent locations so that staff and offenders may have access.   

 

The Department shall assist offenders to understand the rights and provisions of 

the disciplinary process.  The Department shall provide any offender who may 

have literacy or language barriers the opportunity to have these procedures 

explained to him/her and copies of these disciplinary procedures may be made 

available to the offender in his/her native language if the offender is not able to 

understand English. 

 

Disciplinary sanctions for major offenses shall only be imposed after the offender 

has been afforded due process and a determination of guilt is made.  The 

sanctions imposed shall be given in such measure and degree as to regulate the 
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offender's behavior and shall be consistent with established guidelines.  

Disciplinary action shall not be vindictive or retaliatory.  Corporal punishment 

shall be strictly prohibited. 

 

Training shall be provided to staff to ensure compliance with this policy and the 

following administrative procedures and consistency in their application.  

Offenders shall be informed of this policy and administrative procedure in a 

manner appropriate to ensure understanding and the opportunity for compliance. 

 

III. DEFINITIONS: 

 

For the purpose of this policy and administrative procedure, the following 

definitions are presented. 

 

A. AIDING and ABETTING:  When an offender commits any of the 

following acts to assist in the violation of these administrative procedures 

or a Department or facility rule, procedure or directive: 

 

 Telling, hiring, commanding, inducing, counseling another person to 

commit a violation; 

 Assisting another person in planning or preparing for a violation; 

 Assisting another during the commission of an offense, whether or not 

the assistance was planned in advance; or, 

 Assisting another to prevent the discovery of a violation or the identity 

of the person who committed the violation. 

 

B. APPEAL:  A written request by an offender to have a disposition and/or 

sanction imposed under the Disciplinary Code for Adult Offenders 

reviewed by a higher authority.   

 

C. ATTEMPT:  Planning to do something that would be a violation of these 

administrative procedures or any Department or facility rule, procedure or 

directive if the act had actually been committed or when an offender 

commits acts which showed a plan to violate these administrative 

procedures or a Department or facility rule, procedure, or directive when 

the acts occurred.  

 

 D. AUTHORIZED:  Any of the following: 

 

 According to Department and facility rules, policies, procedures or 

directives; 

 According to the direction or orders of a staff person; 

Visited 12/06/2019



POLICY AND ADMINISTRATIVE PROCEDURE  
Indiana Department of Correction 

Manual of Policies and Procedures 
Number 

             02-04-101 
Effective Date 

            6/1/2015 
Page  

      3 
Total Pages 

       55 

Title 

THE DISCIPLINARY CODE FOR ADULT OFFENDERS  
 

 According to an established facility custom approved by the facility 

administration; or, 

 With permission from an appropriate staff person.  

 

E. BODILY INJURY:  Any injury or illness which causes a physical 

impairment, including physical pain.  

 

F. BUILDING CONFINEMENT:  A sanction for violation of Department or 

facility procedures or rules which requires the offender to remain in the 

building in which the offender resides.   

 

G. CONDUCT REPORT:  A summary of an alleged violation committed by 

an offender as documented by staff. 

 

H. CONSPIRACY:  Two (2) or more offenders or other persons planning or 

agreeing to commit acts which are prohibited by Department or facility 

rule, procedure or directive. 

  

I. DISCIPLINARY REVIEW OFFICER:  Staff designated by a 

Superintendent, either full-time or part-time, to review conduct reports and 

conduct Screening hearings in accordance with these administrative 

procedures. 

 

 J. DISPOSITION:  The result of a disciplinary proceeding. 

 

K. DUE PROCESS:  These rights consist of:   

 

 At least 24 hours written notice of the charged violation before a 

disciplinary hearing;  

 The opportunity to have the disciplinary case heard before an impartial 

decision maker (Hearing Officer); 

 The opportunity to call witnesses and present documentary evidence 

when consistent with facility safety and security; and, 

 A written statement by the fact-finder (Hearing Officer) of the 

evidence relied on and the reasons for the disciplinary action. 

 

L. EFFECTIVE DATE:  The date of the finding of guilt as a result of a 

violation of the Disciplinary Code. 

 

M. FACILITY COMMUNITY SERVICE GOALS:  Objectives approved by 

the Superintendent for the betterment of the facility or community.  

Examples include, but are not limited to: facility sanitation projects and 

participation in community/facility fundraisers 

Visited 12/06/2019



POLICY AND ADMINISTRATIVE PROCEDURE  
Indiana Department of Correction 

Manual of Policies and Procedures 
Number 

             02-04-101 
Effective Date 

            6/1/2015 
Page  

      4 
Total Pages 

       55 

Title 

THE DISCIPLINARY CODE FOR ADULT OFFENDERS  
 

 

N. APPEAL REVIEW OFFICER:  The Commissioner's designee charged 

with reviewing and rendering final administrative decisions concerning 

adult offender disciplinary appeals that involve a grievous loss. 

 

O. GRIEVOUS LOSS:  A sanction imposed, as the result of a disciplinary 

action, which results in the loss of earned credit time or a demotion to a 

lower credit class, disciplinary restrictive status housing in excess of 60 

days and/or restitution in excess of $200.00.   

 

P. HEARING:  An administrative process to receive and review evidence 

and testimony and determine an offender’s guilt or innocence and, if found 

guilty, the sanction(s) imposed.  

 

Q. HEARING OFFICER:  The staff person(s) designated by the 

Superintendent and charged with the responsibility to hear disciplinary 

cases. 

 

R. INCIDENT DATE:  The date on which the alleged rule infraction 

occurred or staff became aware of the violation. 

 

S. INCLUDED OFFENSE:  An offense that: 

 

 Is established by proof of the same material elements or less than all 

the material elements required to establish the commission of the 

offense charged; 

 Consists of an attempt to commit the offense charged or an offense 

otherwise included therein; or, 

 Differs from the offense charged only in the respect that a less serious 

harm or risk of harm to the same person, property, or public interest, or 

a lesser kind of culpability, is required to establish its commission.   

 

T. INTERNAL AFFAIRS OFFICER:  A staff person appointed on a full-

time, part-time or case-by-case basis by a Superintendent to conduct 

investigations of alleged offender violations or illegal activities in 

accordance with Policy 00-01-103, “The Operation of the Internal Affairs 

Unit.”   

 

U. INTIMATE PARTS:  Breasts, penis, buttocks, scrotum, or vaginal area or 

any other part of the body that may result in sexual arousal or gratification 

for either party.  
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V. INTOXICATING SUBSTANCE:  Anything which if taken into the body 

may alter or impair normal mental or physical functions, not including 

tobacco.  

 

W. LAY ADVOCATE:  A staff person or qualified offender assigned or 

chosen to assist the charged offender in the preparation of his/her case. 

 

X. MAJOR OFFENSE:  Any Class A or Class B offense listed in this policy 

and administrative procedure and includes disciplinary actions taken in or 

by a county jail if the description of the offender’s conduct is the same or 

substantially similar to a Class A or Class B offense listed in these 

administrative procedures. 

 

Y. MINOR OFFENSE:  Any Class C or Class D offense as listed in this 

policy and administrative procedure. 

 

            Z. NONCONSENSUAL SEXUAL ACT: Contact of a sexual nature by an 

offender against another person without his or her consent, or a person 

unable to consent or refuse including: contact between the penis and the 

vagina or the penis and the anus including penetration, however slight; 

contact between the mouth and the penis, vagina or anus; or, penetration 

of the anal or genital opening of another person by a hand, finger or other 

object. (Does not include kicking, punching or grabbing the genitals when 

the intent is to harm or debilitate rather than to sexually exploit.)  

 

AA. OFFENDER:  An adult person committed to a department of correction 

(federal, state, or local) and housed or supervised in a facility either 

operated by the department of correction or with which the department of 

correction has a contract, including an adult under parole supervision; 

under probation supervision following a commitment to a department of 

correction; in a minimum security assignment, including an assignment to 

a community transition program. 

 

BB. POSSESSION:  On one’s person, in one’s quarters, in one’s locker or 

under one’s physical control.  For the purposes of these procedures, 

offenders are presumed to be responsible for any property, prohibited 

property or contraband that is located on their person, within their cell or 

within areas of their housing, work, educational or vocational assignment 

that are under their control.  Areas under an offender’s control include, but 

are not limited to: the door track, window ledge, ventilation unit, plumbing 

and the offender’s desk, cabinet/locker, shelving, storage area, bed and 

bedding materials in his/her housing assignment and the desk, cubicle, 

work station and locker in his/her work, educational or vocational 

assignment.   
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CC. PRE-HEARING RESTRICTIVE STATUS HOUSING (TEMPORARY 

CONFINEMENT):  The confinement of an offender in any cell and/or any 

unit until an investigation is completed or a hearing is held.  

 

DD. RESTRICTIVE STATUS HOUSING: The physical separation of an 

offender from the general offender population, generally in a unit designed 

to provide activities and functions in a controlled fashion. 

 

EE. ROOM/CELL (HOUSING ASSIGNMENT) CONFINEMENT:  A 

sanction for violating Department or facility procedures or rules which 

requires the offender to remain in his/her living quarters unless specific 

permission is given otherwise.   

 

FF. SANCTION:  A penalty imposed on an offender as a result of a 

disciplinary action, in accordance with this policy and administrative 

procedure. 

 

GG. SERIOUS BODILY INJURY:  An injury to a person that requires urgent 

and immediate medical treatment (normally more extensive than mere first 

aid, such as bandaging a wound; but which might include stitches, setting 

of broken bones, treatment of concussion, etc.) and/or that creates a 

substantial risk of death or that causes: 

 

 Serious permanent disfigurement; 

 Unconsciousness; 

 Extreme pain; 

 Permanent or protracted loss or impairment of the function of a bodily 

member or organ; or 

 Loss of a fetus.  

 

HH. SEXUAL CONTACT:  Contact between persons that includes any of the 

following: 

 

 Touching of the intimate parts of one person to any part of another 

person whether clothed or unclothed; or, 

 Any touching by any part of one person or with any object or device of 

the intimate parts of another person or any parts of the body that may 

result in sexual arousal or gratification for either party.  

 

II. SEXUAL INTERCOURSE:  Any penetration, however slight, by the 

penis into the mouth, vagina, or anus of another person, or any penetration 

in these areas by any part of the body or an object.  
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JJ. SOCIAL MEDIA: Any internet-based application that allows an 

individual to construct a public or semi-public identity using the 

individual’s actual name or pseudonym through which the individual, 

his/her associates, or others may publish an electronic message.  Current 

popular examples are Facebook, Twitter and blogs. 

 

KK. STAFF MEMBER/EMPLOYEE:  Any and all persons employed by the 

Department, including contractors and volunteers. 

 

LL. STATE WAGES:  Monies paid by a facility for a facility work/education 

assignment, not including wages paid by PEN Products, a PEN Products 

joint venture program or a private employer of an offender in Work 

Release.  

 

MM. WORKING DAY:  Monday through Friday, excluding weekends, State 

holidays, and emergency days declared in writing by the Superintendent. 

 

NN. VIOLATION:  An offense listed in these administrative procedures with 

which an offender has not complied. 

 

IV. GENERAL PRINCIPLES: 

 

A. GENERAL PRINCIPLES: 

 

The following general principles shall apply to each disciplinary action:  

 

1. Disciplinary action shall be taken at such times and in such 

measures and degree as is necessary to manage an offender's 

behavior within acceptable limits. 

 

 2. Offender behavior shall be managed in an impartial manner. 

 

3. Disciplinary action shall not be retaliatory, degrading in nature, or 

for the purpose of revenge. 

 

4. Corporal punishment of any kind is strictly prohibited. 

 

5. An offender shall be afforded a hearing prior to a determination of 

guilt or innocence or prior to the imposition of any disciplinary 

action, except for a Minor disciplinary action. 
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6. All instances of disciplinary sanctions, including room restriction, 

suspension of privileges or other restrictions, shall be logged, 

dated, and signed by the staff member ordering the sanction(s).   

 

B. STAFF TRAINING AND OFFENDER ORIENTATION: 

 

1. Offender Notification:  

 

a. The Department shall develop a document, in English and 

Spanish that contains all chargeable offenses, range of 

penalties and a summary of the disciplinary procedures.   

 

b. This document shall be given to each offender, physically 

or electronically, and a similar document shall be made 

available to each staff person who has routine or regular 

contact with offenders.  

 

1) Intake Units shall give each offender a physical 

copy of the document.  The offender shall be 

required to sign a receipt for this document and the 

receipt shall be filed in the offender’s facility 

packet. 

 

2) Offenders housed in non-Intake Units shall receive 

this document, either electronically via kiosk email, 

from the Department’s Central Office, or physical 

hard copy.  The electronic document may be 

reviewed at the kiosk display and the offender may 

print the document. The offender shall be charged 

for the document in accordance with Indiana 

Department of Administration regulations and 

Policy and Administrative Procedure 04-01-104, 

“Inmate Trust Fund.” 

 

3) Restrictive status housing units that do not provide 

kiosk services shall provide each offender housed in 

the unit(s) a physical, written copy of the document. 

The offender shall be required to sign a receipt for 

this document and the receipt shall be filed in the 

offender’s facility packet. 

  

c. If an offender cannot read or understand English, these 

procedures shall be read and explained to the offender in 

the offender's native language, or in a language the 
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offender can understand, by an employee or a volunteer 

designated by the Superintendent.  In such cases, the staff 

person or volunteer who has read and explained these 

administrative procedures shall ensure that: 

 

(1) The offender is provided a copy of the document 

indicated in IV. B. 1;  

 

(2) A receipt indicating that this policy and 

administrative procedure was read and explained to 

the offender is signed and dated by the staff person 

or volunteer and the offender; and,  

 

(3) The acknowledgement shall be filed in the 

offender’s facility packet.   

   

  2. Staff Training: 

 

 All staff persons who have regular or routine contact with 

offenders during the course of their assigned duties shall receive 

training in this policy and administrative procedure during new 

employee orientation and in subsequent in-service training.  

  

 Staff who serve as a Disciplinary Review Officer, Hearing Officer, 

or Appeal Responder shall be provided specialized training to 

ensure that they are aware of their responsibilities and that they 

understand the requirements of this policy and administrative 

procedure. 

 

 The Division of Staff Development and Training shall be 

responsible for developing and implementing a staff training 

program for both the general training of staff and for the 

specialized training provided to those staff that have a role in the 

Disciplinary Process. 

 

 C. APPEAL REVIEW OFFICER 

 

The Commissioner shall designate a staff person in the Department’s 

Central Office to serve as the Appeal Review Officer for the Disciplinary 

Code for Adult Offenders.  The staff person designated as the Appeal 

Review Officer shall be thoroughly knowledgeable of the Disciplinary 

Code for Adult Offenders.   The duties of the Appeal Review Officer shall 

include, but shall not be limited to: 

 

Visited 12/06/2019



POLICY AND ADMINISTRATIVE PROCEDURE  
Indiana Department of Correction 

Manual of Policies and Procedures 
Number 

             02-04-101 
Effective Date 

            6/1/2015 
Page  

      10 
Total Pages 

       55 

Title 

THE DISCIPLINARY CODE FOR ADULT OFFENDERS  
 

1. Serving as the Department’s resource person for matters relating to 

the operation of the Disciplinary Code for Adult Offenders, by 

answering questions and responding to inquiries; 

 

2. Assist in the development and presentation of training in the 

Disciplinary Code for Adult Offenders, as requested by the 

Executive Director of Staff Development and Training; and, 

 

3. Review and decide on appeals of offender disciplinary cases that 

include a grievous loss, disciplinary restrictive status housing in 

excess of 60 days and/or restitution in excess of $200.00 and which 

have been denied at the Superintendent level.  

 

V. REPORTING VIOLATIONS: 

 

 A. MINOR OFFENSES (CLASS C AND D) 

 

  1. WARNING: 

 

a. Staff who witnesses or is made aware that an offender has 

committed a Minor Offense may determine that an 

INFORMAL CONDUCT REPORT (State Form 39589) or 

a REPORT OF CONDUCT (State Form 39590) is not 

required.  In these cases, the staff member may counsel and 

warn the offender. 

 

b. Staff may merely inform an offender that the offender’s 

behavior is against Department and/or facility procedures 

or rules and discuss the offender’s behavior and give a 

warning if: 

 

(1) The alleged offense committed by the offender is a 

Minor Offense (Class C or D); 

(2) The offender is unfamiliar with the procedure or 

rule; 

(3) The offender has not violated the same or a closely 

related procedure or rule within the last year to the 

best of the staff member’s knowledge (whether or 

not a REPORT OF CONDUCT or INFORMAL 

CONDUCT REPORT was written); 

(4) The offender is unlikely to repeat the offense if 

warned and counseled; or, 

(5) Even though the offender’s actions were technically 

a violation of Department or facility procedures or 
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rules, the intent of this policy and administrative 

procedure would not be served by writing a 

REPORT OF CONDUCT or INFORMAL 

CONDUCT REPORT in this case. 

 

c. Staff shall give warnings to offenders as soon as possible 

after witnessing or becoming aware of the violation but no 

later than 24 hours after the staff person becomes aware of 

the offense.  

 

     2. INFORMAL CONDUCT REPORT: 

 

a. Staff who witnesses an offender commit a Minor Offense 

may prepare an Informal Conduct Report if the staff 

believes that the offender’s behavior does not meet the 

requirements for a Warning or a REPORT OF CONDUCT.  

 

b. State Form 39589, INFORMAL CONDUCT REPORT, 

shall be used in these cases. 

 

c. Staff is encouraged to use an INFORMAL CONDUCT 

REPORT whenever appropriate.   

 

d. An INFORMAL CONDUCT REPORT shall be completed 

prior to the end of the staff person’s shift on the day of the 

incident whenever possible and in no case more than 24 

hours after the date of the alleged offense.    

 

e. If the offender agrees to accept the INFORMAL 

CONDUCT REPORT, the Shift Supervisor, Department 

Head, or Unit Team Manager or designee shall be notified 

of the INFORMAL CONDUCT REPORT and shall review 

the INFORMAL CONDUCT REPORT to ensure that it is 

appropriate and that the sanction(s) is/are consistent and in 

accordance with this policy and  administrative procedure.  

 

f. Staff offering the INFORMAL CONDUCT REPORT shall 

advise the offender: 

 

1. As to the nature of the alleged offense and the 

contemplated penalty; and, 

 

2. That the incident may be handled as an 

INFORMAL CONDUCT REPORT or through the 
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formal disciplinary process. 

 

g. The offender shall be advised that if he/she accepts the 

INFORMAL CONDUCT REPORT the following rights 

regarding a disciplinary hearing are waived:  

 

(1) A hearing before a Disciplinary Review Officer or 

Hearing Officer; 

(2) Presentation of witnesses and other evidence; 

(3) Assistance of a lay advocate; 

(4) Impartial decision maker; 

(5) Confrontation and cross-examination of witnesses;  

(6) Findings of fact; and, 

(7) Appeal of the sanction(s) imposed. 

 

h. The offender shall continue to maintain the ability to speak 

on his/her own behalf and, if the offender does not 

understand these disciplinary proceedings or does not 

understand English, to have someone assist him/her to 

understand the proceedings. 

 

i. The offender shall acknowledge, in writing, understanding 

his/her rights by signing the INFORMAL CONDUCT 

REPORT.  

  

j. The sanctions that may be imposed for an INFORMAL 

CONDUCT REPORT may include up to 20 hours of extra 

duty (up to four [4] hours of extra work per a 24 hour 

period)  and/or up to 30 days restriction of privileges, in 

accordance with Procedure IX. E. 3. e. 

 

k. If the offender agrees to the INFORMAL CONDUCT 

REPORT, the staff person shall inform the offender of the 

sanction(s).  Once the offender agrees to the INFORMAL 

CONDUCT REPORT, the agreement cannot be appealed.    

 

l. If the offender does not agree to the INFORMAL 

CONDUCT REPORT, the staff person shall prepare a 

REPORT OF CONDUCT and shall indicate in this report 

that the offender did not agree to an informal resolution.  

The REPORT OF CONDUCT shall follow the procedures 

indicated in V. A. 3. 

 

m. If the offender agrees to the INFORMAL CONDUCT 
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REPORT but fails to complete the imposed sanctions in the 

designated time period, the offender shall be charged 

formally with a Class C Code 347, “Refusing an Order.”   

State Form 39590, REPORT OF CONDUCT, shall be 

completed charging the offender with a Code 347.  The 

INFORMAL CONDUCT REPORT shall be attached as 

evidence.   

 

n. An INFORMAL CONDUCT REPORT shall be maintained 

until the sanction has been completed. Once completed, the 

INFORMAL CONDUCT REPORT shall be forwarded to 

the offender’s caseworker so that the offender’s behavior 

may be discussed in the offender’s next Unit Management 

Team meeting.  Following discussion in the offender’s next 

Unit Management Team meeting, the INFORMAL 

CONDUCT REPORT shall be destroyed and no record of 

the INFORMAL CONDUCT REPORT shall be maintained 

in the offender’s facility packet.   

 

3. REPORT OF CONDUCT: 

  

a. A staff person who witnesses or has reason to believe that a 

Class C offense has occurred and a Warning or an 

INFORMAL CONDUCT REPORT is not appropriate or 

the offender does not agree to the INFORMAL CONDUCT 

REPORT shall prepare a State Form 39590, REPORT OF 

CONDUCT.  

 

b. The REPORT OF CONDUCT shall include, at a minimum, 

the following information: 

 

  (1) The specific rule(s) violated; 

 (2) A formal statement of the charge; 

 (3) Any unusual offender behavior; 

 (4) Any known staff or offender witnesses; 

(5) A description of any physical evidence (written or 

photographic) and the disposition of this evidence;  

(6) Any immediate action taken, including the use of 

force; and, 

(7) The reporting staff person's signature and the date 

and time of the report. 

 

c. Staff listed on a REPORT OF CONDUCT as witnesses 

must prepare a written statement.  The reporting staff 
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person shall be responsible for collecting the statements of 

those staff listed as witnesses on the REPORT OF 

CONDUCT and attaching these statements to the REPORT 

OF CONDUCT. 

 

d. When a staff person determines that a REPORT OF 

CONDUCT is necessary, the staff person shall advise the 

offender of the REPORT OF CONDUCT and the offense 

the offender is alleged to have committed, unless doing so 

would jeopardize the safety and security of the facility, 

staff, other offenders or the public. 

  

e. Whenever possible, a REPORT OF CONDUCT shall be 

completed by the end of the reporting staff person’s shift 

and submitted to his/her immediate supervisor within 24 

hours of the incident or knowledge of the incident.  

However, when an offender is placed in restrictive status 

housing for the alleged offense, the REPORT OF 

CONDUCT shall be submitted prior to the reporting staff 

person's release from duty unless: 

 

(a) The offender is placed in administrative restrictive 

status housing under investigation status;  

(b) The staff person reporting the incident is 

incapacitated due to injury; or, 

(c) The offender was in a disciplinary restrictive status 

housing unit at the time that the alleged incident 

occurred. 

 

f. Upon receipt, the reporting staff person’s immediate 

supervisor shall review the REPORT OF CONDUCT to 

ensure that the alleged offense is in accordance with the 

charged offense and that the report is legible and 

understandable.   

 

(1) If the report has errors, is not legible or does not 

support the charged offense, the supervisor shall 

return the report to the reporting staff person with 

instructions to correct the report.  The reporting 

staff person shall have 24 hours in which to correct 

the REPORT OF CONDUCT and return it to the 

immediate supervisor for further review. 

(2) If the REPORT OF CONDUCT is satisfactory, the 

supervisor shall sign the appropriate box on the 
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form, advise the reporting staff person, and forward 

the REPORT OF CONDUCT to the Disciplinary 

Review Officer. 

(3) The immediate supervisor shall complete the review 

and forward the REPORT OF CONDUCT within 

24 hours of receipt. 

 

g. The Internal Affairs Officer may complete a REPORT OF 

CONDUCT based on the facts discovered during an 

investigation as specified in Procedure VIII.B.  In cases 

where a staff person is incapacitated due to injury, the case 

shall be turned over to the facility’s Internal Affairs staff 

for investigation.  In such cases, the Internal Affairs Officer 

assigned to the case shall be responsible for obtaining and 

attaching all non-confidential staff witness statements. 

 

h. The Unit Team or Hearing Officer may request an 

investigation if there is reason to believe that the offender 

provided false information during a hearing or evidence 

indicates that the REPORT OF CONDUCT or incident 

requires investigation or additional information prior to 

disposition.  The Internal Affairs Officer shall report the 

findings on State Form 39591, REPORT OF 

INVESTIGATION OF INCIDENT, and, if appropriate, 

issue a REPORT OF CONDUCT. 

 

i. When an investigation is necessary, the investigation shall 

commence within 24 hours from the time the Internal 

Affairs Officer is notified of the need for an investigation. 

The investigation shall be completed without reasonable 

delay, unless there are exceptional circumstances for 

delaying the investigation. 

  

B. MAJOR OFFENSES (CLASS A AND B): 

 

1. Staff who witnesses or is made aware that an offender has 

committed a Major (Class A or B) Offense shall prepare a State 

Form 39590, REPORT OF CONDUCT. 

 

2. Offenders alleged to have committed a Major Offense shall not 

have the option of a Warning or an INFORMAL CONDUCT 

REPORT. 
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3. An offender may be charged with more than one offense 

originating from a single episode of misconduct if each separate 

offense is factually distinguishable from the others, and is not a 

lesser included offense as identified in Appendix I of this policy 

and administrative procedure. 

 

4. Staff writing a REPORT OF CONDUCT for a Major Offense shall 

follow the steps in Procedure V. A. 3. b through h. 

 

 

VI. PRE-HEARING RESTRICTIVE STATUS HOUSING: 

 

An offender charged with a Major Offense may be temporarily confined or 

separated from the general population for a reasonable period of time pending 

disciplinary action if the offender's continued presence in the population poses a 

threat to self, others, property, or the security of the facility or program. The 

decision to place an offender in temporary confinement shall be based upon, but 

not limited to: 

 

 The aggressiveness of the offender; 

 The threat posed to the safety and security of the facility or any person; 

 The need to restrict the offender’s access to the general population to protect 

the offender from injury or to conduct an investigation; or, 

 The seriousness of the alleged offense. 

  

            Temporary confinement shall: 

 

 Not be punitive; 

 Only be used when necessary to ensure the offender’s or other’s safety or 

the security of the facility; 

 Be documented as to the reason for confinement; and, 

 Be for no longer than necessary to ensure the safety and security of the 

offender and the facility. 

  

Offenders placed in temporary confinement shall be placed in the appropriate 

restrictive status housing unit consistent with the order and security of the facility 

and the unit. The unit shall operate in accordance with the policy and 

administrative procedure governing the operation of the type of restrictive status 

housing unit in which the offender is placed. 

 

Placement in a restrictive status housing unit prior to a determination of guilt or 

innocence must be approved in writing by the Shift Supervisor or higher 

authority.  State Form 39588, RESTRICTIVE STATUS HOUSING REPORT, 
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shall be used for this purpose.  A copy of State Form 39588 is to be given to the 

offender within 24 hours of admission.  The RESTRICTIVE STATUS 

HOUSING REPORT shall be reviewed by the Superintendent or designee within 

72 hours, including weekends and holiday. 

 

Pre-hearing restrictive status time shall be credited toward any disciplinary 

restrictive status housing time imposed by the Hearing Officer. 

 

Offenders who have been charged with a disciplinary violation may not be 

removed from a work or program assignment pending the disciplinary hearing 

unless it is determined that: 

 

 The offender meets the conditions to be temporarily confined in pre-

hearing restrictive status housing pending the hearing; or, 

 To allow the offender to remain in the work or program assignment would 

present a documented threat to the safety and security of the facility, staff, 

other offenders or the public. 

 

VII. DETAINING OFFENDERS WHO VIOLATE STATE LAWS OR 

DEPARTMENT RULES: 

 

A. Unless an offender reaches his/her maximum release date, with the 

approval of the Superintendent or designee, an offender who satisfies one 

or more of the following shall be reassigned immediately to Credit Class 

III, or Credit Class D if the committing offense was committed on or after 

July 1, 2014, have all earned credit time suspended, and shall be so 

notified: 

 

1. Is alleged to have committed a Class A or B offense within thirty 

(30) days of the offender's projected release date or turnover to a 

new sentence. 

 

2. Is charged with a new crime and Department action concerning the 

alleged incident has not been resolved by the offender's projected 

release date. 

 

3. Is apprehended for escape from the Department and disciplinary 

action concerning the escape has not been resolved by the 

offender's projected release date. 

 

B. The effective date of the reassignment to Credit Class III, or Credit Class 

D if the committing offense was committed on or after July 1, 2014, and 

suspension of earned credit time shall be the date one (1) of the following 
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