FEDERAL TRANSFER CENTER
CADRE
ADMISSION AND ORIENTATION HANDBOOK

FEDERAL TRANSFER CENTER
P.O. BOX 898801
OKLAHOMA CITY, OK 73189-8801

REVISED: November 2009




INTRODUCTION: You have been designated to the Federal Transfer Center, Oklahoma City,
Oklahoma. One of our primary goals is to provide a constant workforce for the institution.
The institution houses other inmates such as in-transit holdovers and parole violators.
This booklet is designed to give you some basic information about how we operate and what

resources are available to meet your legitimate needs. It will also describe what we
expect of you. You are expected to follow the rules, conduct yourself in a responsible
fashion and respect the rights of others. Staff are expected to be respectful toward you

and extend fair treatment to all inmates.

The information contained in this booklet will give you a brief overview of the programs
and services offered at this facility. The information is kept as current as possible
however, changes in Federal Bureau of Prisons and institution policy or procedure will
prevail in all instances.

MISSION STATEMENT: The mission of the Federal Transfer Center, Oklahoma City is to
provide a safe, secure and humane environment for individuals placed here either as a
Holdover or Cadre inmate. Staff will make every effort to respond to legitimate needs of
the inmate population, while enforcing rules and regulations in a firm, consistent and
fair manner.

WARDEN: The Warden is the Chief Executive Officer and is responsible for the total
operation of the facility. In order to perform this function most effectively, the Warden
delegates authority to senior staff members.

ASSOCIATE WARDEN PROGRAMS: The Associate Warden of Programs (AW-P) reports directly to the
Warden. The (AW-P) maintains direct oversight of the following departments: Inmate
Systems (ISM), Unit Management, Religious Services, Safety, Education, and Psychology
Services.

ASSOCIATE WARDEN OPERATIONS: The Associate Warden of Operations (AWO) reports directly to
the Warden. The (AWO) maintains direct oversight of the following departments: Food
Service, Hospital, Correctional Services, Employee Services, Facilities, Financial
Management, and Computer Services.

ATTORNEY ADVISOR: The Attorney Advisor reports directly to the Regional Supervisory
Attorney. He or she is responsible for the regional administrative remedy process,
litigation and other court action coordination.

ADMINISTRATIVE DUTY OFFICER: The Administrative Duty Officer is a member of the executive
staff. In the absence of the Warden, he or she assists the Institution Duty Officer in
decision making.

INSTITUTION DUTY OFFICER: The Duty Officer reports directly to the Administrative Duty
Officer. During the Warden’s off duty hours, the Duty Officer makes decisions pertaining
to out-of-the-ordinary institution operations. This is a rotated position among
institution Department Heads.

CAPTAIN: The Captain is responsible for the overall security of the institution. The
Captain is the Department Head for all Correctional Services staff.

DISCIPLINE HEARING OFFICER: The Disciplinary Hearing Officer (DHO) conducts fact-finding
hearings covering alleged inmate acts of misconduct and/or violation of prohibited acts.

UNIT MANAGER: The Unit Manager maintains oversight of the Case Managers, Counselors and
Unit Secretaries. You should try to first resolve issues with your Counselor or Case
Manager. If you are unable to solve legitimate problems through these staff members, you
may seek assistance from the Unit Manager. The Unit Manager is responsible for the
overall operation of the unit.

CASE MANAGEMENT COORDINATOR (CMC) : The CMC duties include the Financial Responsibility
Program, Release Preparation Program, and Central Inmate Monitoring.

CASE MANAGER: The Case Manager has the responsibility of analyzing all resource
information about you. Your Case Manager and other Unit Team members will plan a number
of programs designed to benefit you during your stay at this institution. He or she will
also assist in determining release preparation needs you may require.




COUNSELOR: The Counselor has the important function of assisting inmates in their day-to-
day activities. He or she will keep the Unit Team informed of your progress in assigned
work programs, unit sanitation, individual counseling, individual inmate living condition,
be a functioning member of the disciplinary e hearing process and monitor your
participation in the Financial Responsibilities Program. The Unit Counselor reviews
inmate visitation and other program areas to ensure inmate and institution needs are met.

LIEUTENANT: Each shift of Correctional Officers is supervised by one or more Lieutenants.
The shift Lieutenant is responsible to the Captain, who ensures the security aspects of
the institution are intact at all times. They are also responsible for the investigation
of most incidents, reported by staff, alleging an inmate committed an act of misconduct.
After normal business hours, the Operations Lieutenant on duty is responsible for the
overall operation of the institution.

UNIT OFFICER: The Unit Officer works directly for the Lieutenant but is also an active
participant in the unit team concept. He or she enforces institution rules and
regulations as well as implementing programs and procedures established by the Unit
Manager. The Unit Officer conducts continuous searches of both persons and property,
assigns orderly duties, makes cell changes when appropriate, conducts official counts and
various other duties directly related to the daily operation of the unit and in
maintaining institution security and sanitation.

INMATE ACCOUNTABILITY: In a correctional setting, accountability of inmates is essential.
Due to the mission of this facility, all inmate movement will be via an elevator and all
inmates must be escorted by staff. It is your responsibility to review call-out sheets
for changes and appointments regarding your daily schedule. Furthermore, you must make
arrangements with your work supervisor or unit officer well in advance of the appointment
in order to be there on time.

Official counts are conducted to ensure accurate accountability of inmates throughout the
day. The counts are as follows: 1:00 a.m., 3:00 a.m., 5:00 a.m., (10:00 a.m. Saturday,

Sunday, and Federal Holidays only) 4:00 p.m. and 10:00 p.m.. The standing count is 4:00
p.m. and 10:00 a.m.. You must stand, no exceptions. You must remain in your room or
assigned area. Remain still and eliminate all noise during the count procedures.

Interfering in any way with the count procedures will result in disciplinary action.

The call-out system is the official means of establishing appointments for inmates with a
specific staff member or department. This system is the only authorized appointment
system. The call-out sheet will be posted on the unit bulletin board each evening showing
appointments for the following day. Those posted on Friday’s will be appointments for the
following Monday or first work day following a federal holiday. It is your responsibility
to read the call-out sheet and report to the Unit Officer or Work Supervisor prior to the
actual appointment time.

CELL ASSIGNMENTS: The Unit Team, Unit Officer and R&D staff (initial placement) will make

room assignments based on security and program needs. Inmate’s failing to properly
program will not be placed in preferred housing. Cells’ are not held open for inmates who
are transferred (example: writ, SHU placement, etc.). Inmates returning to the Cadre Unit

are assigned a cell based on availability and program participation.

UNIT VISITING: An inmate who visits another cadre inmate may do so in the common area.
Cell visitations are prohibited unless both inmates assigned to the cell are present.
After the 10:00pm count, inmates will stay within their assigned range until lock down.
Visits with holdover inmates are prohibited.

EMERGENCTIES - FIRE EVACUATION: Emergency evacuation plans will detail the relocation of
inmates to fire-safe, secure areas of the institution. These plans are posted in all
living areas. If an emergency develops, you are to follow staff instructions to ensure
your safety. If staff is not available, you are to assist others and follow the posted
evacuation plan. Emergency drills are conducted in the units periodically. These are
intended to make everyone aware of emergency procedures and to ensure everyone’s safety in
the event of an actual emergency.




CONTRABAND: Contraband is defined as anything not purchased in the institution commissary,
issued by a staff member, or approved through Receiving and Discharge (R&D). Items that
have been altered or belong to another individual are also considered contraband.
Possession of contraband will result in disciplinary action. Common areas within an
assigned cell are the responsibility of both inmates to maintain as a contraband free
environment. Inmates are not authorized to give anything of value to another inmate which
includes having a third party transfer or send funds to another inmate in your behalf.

CLOTHING: Upon arrival, you will be issued clothing along with a standard bed roll
consisting of required bedding, towels and wash cloths. The replacement clothing will be
done on an exchange (one for one) basis only. The laundry will exchange issued clothes.
Any furlough or release clothing must be coordinated through the Unit Counselor and
receive prior approval by the Unit Manager. Personal clothing (purchased through approved
channels) will be laundered twice weekly through the institution laundry.

DRESS CODE: Inmates are to be fully dressed in institution work cloths when exiting their
respective housing unit during normal hours of work (weekdays). This includes the
hallway connecting housing units, team meeting room, etc. After normal hours of work
(weekends and federal holidays), inmates may wear other items of clothing purchased
through approved channels. An inmate will have a shirt, pants and shoes on when exiting
their assigned cell. Altered clothing, institution or personal, is prohibited.

SAFETY & SANITATION: Inmates are responsible to review and follow the standardized
guidelines for living quarters, sanitation, and control of personal property which is
provided during the unit A&O to the inmate and posted on the inmate bulletin board.

GROOMING PROCEDURES AND BARBERSHOP: The Cadre unit officer maintains barbershop equipment.
Only a designated inmate barber will administer haircuts. Inmates other than assigned
barbers are not authorized to use barber tools or equipment. Shower facilities are
available in each housing unit and available for inmate use at their leisure. Showers may
be closed for short periods of time by staff for cleaning, maintenance and sanitation
inspections. Basic institution hygiene items are available for inmates through the unit
officer. Supplemental hygiene items may be purchased through the institution commissary.

COMMISSARY: If you have Trust Fund Account funds available, you may shop at the commissary
once per week with an additional short line for stamps, hygiene and special purpose orders
only. You will be required to submit a commissary list with a spending limit of $290.00
per month.

MONEY: Upon commitment, all U.S. currency in your possession is credited to your Trust
Fund Account. You may receive funds via the Lockbox program, through the mail, or Western
Union Quick Collect Program. (Federal Bureau of Prisons, inmate register number, inmate
name, P.O. Box 474701, Des Moines, IA, 50947-0001) and it will be credited to your account
provided you sign the acknowledgment at Intake Screening stating Bureau staff have the
authority to do so. The following are approved types of negotiable instruments, money
orders, government checks, foreign negotiable instruments {U.S. Currency Only}, cash,
business checks. Funds received without your full committed name and register number will
be returned to the sender. Funds are posted by 2:00PM EST daily, Monday - Friday.

PERFORMANCE PAY: Inmates assigned to institutional jobs will receive performance pay based
on the job description, pay grade, individual performance and amount of hours worked. The
supervisor for each detail will determine the amount of pay you will receive. Your pay
will also be affected by lack of participation in the Financial Responsibility Program,
Drug Education or the GED program.

Inmate Performance Pay Scale

Grade 1 - $0.40 per hour
Grade 2 - $0.29 per hour
Grade 3 - $0.17 per hour
Grade 4 - $0.12 per hour

Maintenance Pay - $5.25 per month



FINANCIAL RESPONSIBILITY PROGRAM: During Initial Classification, court ordered financial
obligations will be thoroughly discussed. A viable payment schedule will be developed by
your Unit Team. We will establish the payment schedule after consulting you, informing
you of the payment type and amount. It will be expected that you make satisfactory
payments based on the established schedule.

This can be accomplished through your performance pay and/or community resources.
Payments can be made by outside sources provided you submit a copy of any receipt in
accordance with the established schedule of payments. Failure to adhere to the payment
schedule will adversely affect participation in some institution and community-based
programs.

CLASSIFICATION PROCESS AND PROGRAM REVIEWS: Inmates designated to serve their sentence at
FTC, Oklahoma City, will receive an initial classification within 30 days of arrival.
Transfers, Parole Violators, Mandatory Release Violators and Supervised Release Violators

will be classified within two weeks of arrival. All relevant information pertaining to
releases, drug education, program involvement, financial responsibility and court orders
will be discussed. Subsequent reviews are held (Program Reviews) every 90 days when your

sentence length is one year or less and every 180 days when your sentence length is more
than one year.

DISCIPLINARY PROCEDURES:

[TIME LIMITS IN DISCIPLINARY PROCESS

TABLE 2

1. Staff becomes aware of inmate's involvement in incident.

ordinarily maximum of 24 hours
|
2. Staff gives inmate notice of charges
by delivering Incident Report.

| maximum ordinarily of 3 work days from the
| time staff became aware of the inmate's

|l involvement in the incident. (Excludes

| the day staff become aware of the inmate's
| involvement, weekends, and holidays.)

3. Initial hearing (UDC)

minimum of 24 hours
(unless waived)

4. Discipline Hearing Officer (DHO) Hearing

NOTE: These time limits are subject to exceptions as provided in the rules.

Staff may suspend disciplinary proceedings for a period not to exceed two

calendar weeks while informal resolution is undertaken and accomplished. If
informal resolution is unsuccessful, staff may reinstitute disciplinary
proceedings at the same stage at which suspended. The requirements then begin

running again, at the same point at which they were suspended.]




PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE

1. [PROHIBITED ACTS AND DISCIPLINARY SCALE §541.13

a. There are four categories of prohibited acts - Greatest, High, Moderate, and Low
Moderate (see Table 3 for identification of the prohibited acts within each category).
Specific sanctions are authorized for each category (see Table 4 for a discussion of each
sanction) . Imposition of a sanction requires that the inmate first is found to have
committed prohibited act.]

(1) Greatest Category Offenses. The Discipline Hearing Officer (DHO) shall impose and
execute one or more of sanctions A through E. Sanction B.1l must be imposed for a VCCLEA
inmate rated as violent (i.e., an inmate who, as specified in the Violent Crime Control
and Law Enforcement Act of 1994, committed a crime of violence on or after September 13,
1994) and for a PLRA inmate (i.e, an inmate who has been sentenced for an offense
committed on or after April 26, 1996). The DHO may impose and execute sanction F and/or G
only in addition to execution of one or more additional sanctions A through G.

(2) High Category Offenses. The Discipline Hearing Officer shall impose and execute one
or more of sanctions A through M, and, except as noted in the santion, may also suspend
one or more additional sanctions A through M. Sanction B.1l must be imposed for a VCCLEA
inmate rated as violent and for a PLRA inmate. The Unit Discipline Committee shall impose
and execute one or more of sanctions G through M, and may also suspend one or more
additional sanctions G through M. Sanction B.1l must be imposed for a VCCLEA inmate rated
as violent and for a PLRA inmate. The Unit Discipline Committee shall impose and execute
one or more of sanctions G through M, except for a VCCLEA inmate rated as violent. All
high category offense charges for a VCCLEA inmate rated as violent and for a PLRA inmate
must be referred to the DHO.

(3) Moderate Category Offenses. The Discipline Hearing Officer shall impose at least one
sanction A through N, but, except as noted in the sanction, may suspend any sanction or
sanctions imposed. Sanction B.1l ordinarily must be imposed for a VCCLEA inmate rated as

violent and for a PLRA inmate.

Except for charges referred to the DHO, the Unit Discipline Committee (UDC) shall impose
at least one sanction G through N, but may suspend

any sanction or sanctions imposed. The UDC ordinarily shall refer to the DHO a moderate
category charge for a VCCLEA inmate rated as violent or for a PLRA inmate if the inmate
had been found to have committed a moderate category offense during the inmate's current
anniversary year. (i.e., the twelve month period of time for which an inmate may be
eligible to earn good conduct time). The UDC must thoroughly document in writing the
reasons why the charge for such an inmate was not referred to the DHO.

(4) Low Moderate Category Offenses. The Discipline Hearing Officer shall impose at least
one sanction B.1l, or E through P. The Discipline Hearing Officer may suspend any E
through P sanction or sanctions imposed (a B.l sanction may not be suspended). Except for
charges referred to the DHO, the Unit Discipline Committee shall impose at least one
sanction G through P, but may suspend any sanction or sanctions imposed. The UDC
ordinarily shall refer to the DHO a low moderate category charge for a VCCLEA inmate rated
as violent or for a PLRA inmate if the inmate had been found to have committed two low
moderate category offense during the inmates current anniversary year (i.e, the twelve
month period of time for which an inmate may be eligible to earn good conduct time). The
UDC must thoroughly document in writing the reasons why the charge for such an inmate was
not referred to the DHO.

b. Aiding another person to commit any of these offenses, attempting to commit any of
these offenses, and making plans to commit any of these offenses, in all categories of

severity, shall be considered the same as a commission of the offense itself. In these
cases, the letter "A" is combined with the offense code. For example, planning an escape
would be considered as Escape and coded 102A. Likewise, attempting the adulteration of

any food or drink would be coded 209A.



c. Suspensions of any sanction cannot exceed six months. Revocation and execution of a
suspended sanction require that the inmate first is found to have committed any subsequent

prohibited act. Only the Discipline Hearing Officer (DHO) may execute, suspend, or revoke
and execute suspension of sanctions A through F. The Discipline Hearing Officer (DHO) or
Unit Discipline Committee (UDC) may execute, suspend, or revoke and execute suspensions of
sanctions G through P. Revocations and execution of suspensions may be made only at the

level (DHO or UDC) which originally imposed the sanction. The DHO now has that authority
for suspensions which were earlier imposed by the Inmate Discipline Committee (IDC).]

When an inmate receives an Incident Report while on a DHO imposed, but suspended sanction,
the new Incident Report is to be forwarded by the UDC to the DHO both for a final
disposition on the new Incident Report, and for a disposition on the suspended sanction.
This procedure is not necessary when the UDC informally resolves the new Incident Report.

d. If the Unit Discipline Committee has previously imposed a suspended sanction and

subsequently refers a case to the Discipline Hearing Officer, the referral shall include
an advisement to the DHO of any intent to revoke that suspension if the DHO finds that the
prohibited act was committed. If the DHO then finds that the prohibited act was
committed, the DHO shall so advise the Unit Discipline Committee who may then revoke the
previous suspension.

e. The Unit Discipline Committee or Discipline Hearing Officer may impose increased
sanctions for repeated, frequent offenses according to the guidelines presented in Table
5.1

f. Sanctions by severity of prohibited act, with eligibility for restoration of
forfeited and withheld statutory good time are presented in Table 6.]

[NOTE: 1In Table 6 headings, "GT" represents both good conduct and statutory good time and
"SGT" represents statutory good time. Forfeited good conduct time is not eligible for
restoration. Restoration of statutory good time will be approved at the time of initial
eligibility only when the inmate has shown a period of time with improved good behavior.
When the Warden or his delegated representative denies restoration of forfeited or
withheld statutory good time, the unit team shall notify the inmate of the reasons for
denial. The unit team shall establish a new eligibility date, not to exceed six months
from the date of denial.]

To ensure an inmate's case 1is not overlooked when statutory good time has been forfeited
or withheld, the unit team must review the eligibility requirements for restoration in
accordance with the time frames established by the Program Statement on Classification and
Program Review of Inmates. A recommendation of the unit team, whether for or against
restoration, must be forwarded (on BP-389/Record Form 84) to the Warden, through the DHO
and Captain for disposition. Except as noted below, eligibility for restoration of
withheld or forfeited statutory good time is computed from the date of the withholding or
forfeiture action by the DHO. An inmate who has escaped and receives a forfeiture at a
subsequent in absentia hearing begins the eligibility for restoration period upon return
to custody of the Bureau of Prisons. The Warden will refer for approval of the Regional
Director a case where the Warden determines exceptional circumstances support restoration
of statutory good time prior to completion of the eligibility requirements.

[An inmate with an approaching parole effective date, or an approaching mandatory release
or expiration date who has forfeited good time may be placed in a Community Treatment
Center only if that inmate is otherwise eligible under Bureau policy, and if there exists
a legitimate documened need for such placement. The length of stay at the Community
Treatment Center is to be held to the time necessary to establish residence and
employment. ]

TOWN HALL MEETINGS: Town hall meetings are held by staff to communicate changes in inmate
programs which may have a significant impact or to provide generalized information. These
meetings are generally held monthly or more frequently if needed.

COMMUNITY PROGRAMS: The primary community program available at this institution 1is
Community Corrections Center (halfway house) placement. This program is based on your
eligibility and is not a right. Even though you may qualify for the placement, there may
be other issues which will influence the staff decision making process.




LEGAL LIBRARY: This facility makes every effort to be responsive to inmates desiring the
use of Legal Library materials. The law library materials are maintained by the Education
Department. The main law library is available for extensive legal research and may be
utilized by Work Cadre inmates by requesting a time to attend. A basic law library is
available in the unit from 6:00 A.M. to 9:00 P.M. daily. Electric typewriters are
available in the Cadre Unit for legal document preparation only. Should you desire to
reproduce legal materials at the institution, a member of the Education Department can
arrange for you to purchase needed copies. Typewriter ribbons, correction ribbons and
print wheels are issued government property that is not authorized to be possessed by an
individual inmate for personal use.

LEGAL MATERIALS: Located in the cadre unit is a basic law library and typewriters for
legal document preparation. Inmates may utilize this area, however, legal books should not
be removed from the law library. If materials are needed from the main law library, a
Request to Staff Member, copout, should be submitted to the Education Department. Law
library books may be checked out from the main law library, three books at a time, for a
period of three days. The requesting individual maintains responsibility of the law books
until returned to the main law library. If an inmate has a pending court deadline and
main law library research is required, arrangements can be made through the Supervisor of
Education, the work detail supervisor, and the Unit Manager for additional research time.

EDUCATION PROGRAMS: If a GED or high school diploma cannot be verified, inmates will

participate in GED programming. Inmates with limited English skills will participate in
English as a Second Language (ESL). Several inmates are sentenced under the Violent Crime
Control Law Enforcement Act (VCCLEA) or the Prison Litigation Reform Act (PLRA). These

individuals, who have not obtained their GED or high school diploma, are highly encouraged
to continue in GED programming.

If convicted under VCCLEA or PLRA and an inmate decides to drop out of school after 240
hours and has not obtained his GED, he could lose good conduct time.

Additional educational programming includes Adult Continuing Education (ACE) classes and
Release Preparation classes. Although there are several different classes offered, the
main focus 1is release preparation classes such as interview skills, resume writing,
cultural diversity, locating jobs, etc.

A bulletin board is located in the cadre unit to keep inmates informed regarding
education/recreation opportunities.

RECREATION PROGRAMS: There are several hobby craft programs offered to cadre inmates. If
an inmate would like to participate in a hobby craft program, he must submit a Request to
Staff Member (copout) addressed to the Recreation Department. Upon receipt of the copout,
recreation staff will contact the inmate to arrange for enrollment. Class participants
will receive materials in beginning classes to achieve basic skills. Inmates may remain
in the advanced hobby craft classes but purchase their own materials from the Commissary.
Inmates will mail out completed projects at their expense. All hobby craft materials will
be stored in the designated hobby craft boxes located in the cadre unit. Any materials
not stored in the hobby craft room are subject to confiscation, and could result in
disciplinary action. Specific hobby craft procedures will be reviewed and signed by the
participants prior to enrollment in the hobby craft program. Additional programming may
take place in the education/recreation departmental area for programs such as recreation,
ACE, etc. Use of homemade recreation devises or use of government equipment for other
than its intended use is prohibited.

Cadre inmates may also participate in structured fitness programs and activities such as
basketball, handball, unit walking, and utilizing fitness equipment. Fitness programming
is also part of the release preparation program.

QUIET HOURS AND LIGHTS OUT: At 9:45 p.m., all common area and recreation decks, hobby
craft/recreation room activities will cease except for TV viewing and letter writing. All
noise making activities such as group discussions, basketball, handball, board, and card
games, etc., will stop at 9:45 p.m.. All common area lights will be turned off at 11:30
p.m. on weekdays and 1:00 a.m. on weekends and the day preceding an approved federal
holiday.




TV VIEWING: The Unit Officer will control channel selection and the remote control. TV
viewing is made available through the use of headphones.

OPEN HOUSE: Unit staff offices are located in the housing units. Ordinarily, Unit Team
staff are available on their scheduled work days.

TELEPHONES: FTC, Oklahoma City utilizes the Inmate Telephone System (ITS). With the ITS
system, you are able to access up to 30 approved telephone numbers. Each inmate 1is
assigned a nine-digit Phone Access Code (PAC). The PAC is your personal confidential code

to access your approved phone numbers. The electronic transfer of a phone call/message
(example: call forwarding, 3-way calling, the initial party talking to a third party via a
separate telephone, cell phone, etc.) is prohibited. Inmates are not authorized to share
pac numbers.

VISITING: Designated visiting days are Saturday’s, Sunday’s and federal holidays from
8:00 a.m. to 3:00 p.m.. Notification of other visiting days will be made via a
memorandum. During visits, inmates are required to wear prescribed institutional
clothing. Visitors will not be allowed into the institution during official counts at
9:00 a.m. until the count is completed (approximately 10:20 a.m.). Visitors will not be
allowed to start a visit if they arrive after 2:15 p.m.. Prohibited clothing, for
visitors, includes but is not limited to Khaki, hunter green or orange clothing, shorts,
miniskirts, sheer or revealing clothing, tight fitting or provocative clothing and under
wire bras. Female visitors must wear a bra. All visitors over the age of 16 must provide
at least one photo identification card issued by the state or federal government.
Attorneys’ require additional identification (i.e., state bar card). Foreign national
inmates have access to their diplomatic representative by initiating an inmate request to
the unit counselor. Once verified, the diplomatic representative will be added to the
approved visiting list. Visitors are authorized to posses, in the visiting room, one
small coin purse (transparent) with coins, one small-quilted blanket (2X2), three
disposable diapers per child, and a baby bib. Children will sit with the visiting adult
or watch TV in the play area. Children are not authorized to visit with other visitors,
play in other than designated area’s and may be limited to setting next to the supervising
adult. Visitors are not authorized to bring any items or receive any item from an inmate.
Authorized inmate items are purchased through the commissary or items approved by staff to
be received via the mail. Special visits for clergy, attorney, and institution-based
programs may be approved by staff. Visiting is limited via a point system. You receive
four points per month, one point is used for each visit on normal visiting days and two
points are used per visit on federal holidays. Requests for special visits will be
submitted to the case manager and Chaplin when family emergencies exist. The case manager
will coordinate the visit after consulting with the Chaplin to determine if the request is
legitimate, forwarding legitimate request’s to the Captain for final approval. Additional
visiting points can only be approved by the Captain

LOCATION OF THE INSTITUTION: The mailing address to the Federal Transfer Center is,
Inmate’s full name; register number; P.O. Box 898801, Oklahoma City, OK 73189-8801. The
street address is, Federal Transfer Center, 7410 South MacArthur Blvd., Oklahoma City, OK
73169. The institution phone number is (405)682-4075. The institution is located seven
miles, South of I-40. Exit I-40 at MacArthur Road and proceed South. Prior to entering
the FAA, turn right, and proceed to the first left. Continue south to the stop sign and
turn left. Continue to the stop sign and the FTC is directly in front of you (across the
street) . Local public transportation consists of several cab companies such as Yellow Cab
at (405) 340-6161 and Checker Cab at (405) 239-7710.

From I-44, exit on 104™ Street and travel west to MacArthur. Turn right and the
institution will be on the right approximately two miles. Signs are posted for visitors
to properly park their vehicle. Visitors are to ensure that their vehicle is locked at
all times.

RELEASE PREPARATION PROGRAM: The Release Preparation Program is monitored through the
Cadre Unit Team and provides inmates with programs, on a voluntary basis, which enables
them or be more productive upon release. The Case Manager Coordinator is responsible for
this program. The two-year process incorporates numerous release preparation skills,
including resume writing, Jjob opportunities, stress management and other related topics.
The Unit Team will strongly encourage inmates to participate in all programs.




FOOD SERVICE: The Food Service Programs mission is to provide three nutritionally
adequate meals daily, prepared in a clean, sanitary environment and attractively served.

Meal schedules are as follows:

Breakfast - 6:00 a.m. to 7:00 a.m.
Lunch - 11:00 a.m. to 12:00 p.m.
Dinner - Upon the completion of the 4:00 p.m. count, until complete.

The following rules are strictly observed in Food Service.

1. With the exception of one piece of fruit during the breakfast meal, when
reflected on the menu, no food items are to be taken out of the dining
facility.

2. Only authorized Food Service hats or authorized religious head gear are to be
worn in Food Service.

3. No personal articles will be brought into Food Service.

4. Proper attire will be worn at all times in Food Service. ©No tank tops, shorts
or sleeveless shirts are authorized to be worn in Food Service. Solid toe
shoes will be worn at all times in Food Service.

5. Smoking is prohibited in all Food Service areas.

The Food Service Department is a multiple shift operation. All shifts are scheduled to

rotate days off.

PERSONAL PROPERTY: Authorized personal property items are outlined in Program Statement

5580.07, Inmate Personal Property and institution supplement. These items along with
items sold at the FTC’s commissary are authorized for possession, by the purchasing
inmate. Additional space may be provided for legal materials at the approval of the unit
manager. If approved, the unit manager will provide an additional storage container and

the inmate will be responsible for providing the additional pad lock.

All personal property will be stored in your assigned locker. Inmates’ are responsible
for purchasing a lock for your locker and securing it when you are not present. Locker
contents, locked or unlocked is the responsibility of each individual inmate.

RELIGIOUS SERVICES: Religious services are provided at the institution for the inmate
population. Contract employees, volunteers, and other visitors assist in meeting the
religious needs of those persons incarcerated at FTC. Opportunities for worship services
are offered weekly. Please consult the bulletin board in the housing unit for a schedule
of worship and religious activity times and the chaplains’ schedule. The institution
chapel (education department area) and religious activities room (unit) are available with
prior approval by the Chaplain.

PSYCHOLOGY SERVICES: Psychology staff will provide a full range of Psychological Services
on an as-needed basis. Clinical evaluations (reports) are completed on all newly
committed inmates and on all for whom special evaluations are requested. These reports
are completed with the understanding that they will be part of the official record.
Counseling and therapy is available and these communications are considered confidential.
However, there are limits to confidentiality which will be explained by the therapist
prior to counseling. Specialty programs such as stress management, rationale thinking and
dealing with grief will be periodically offered and available to inmates. All Psychology
Services programs are voluntary.

One special concern is that of suicide prevention. You may find yourself feeling
depressed and hopeless during the time of your incarceration. We know from experience
that given an opportunity to talk with someone about these issues can help the person see
additional alternatives to the irreversible choice of suicide. Psychologists are
available 24 hours a day, 365 days a year to respond to these emergencies and, you should
not hesitate to talk to any staff member who will immediately contact appropriate mental
health resources to help you deal with suicidal issues. You do not have to engage in
dramatic, potentially life-threatening actions in order to get the attention of Psychology
Services staff. All you have to do 1is tell a staff member that you are thinking about
self-harm or suicide and we will respond.



Psychologists also work very closely with the medical department and the consulting

psychiatrist. If there are problems with psychiatric medications or concerns in this
area, you should feel free to contact Psychology Services staff with an “Inmate Request to
Staff Member” (Copout) form or have a staff member contact the Psychology Department.

Medication requests are handled by the hospital staff and you would generally be directed
to go to sick call for this assessment.

DRUG ABUSE TREATMENT: Psychology Services offers a “Drug Education Class” as part of the
national drug treatment initiative. This 12 week program requires successful completion
of a final examination for documentation of completion. Additional, nonresidential
treatment services will be provided on an as-needed basis and will usually include a
weekly self-help and/or treatment component. To receive drug abuse treatment services
requires a formal application and screening by Psychology Services and drug abuse program
staff. The Case Managers’ screening process will also identify those whom policy
identifies as “required” to complete the “Drug Education Class.”

MEDICAL CARE: Medical Services are available on a 24-hour basis through routine medical
programs and urgent emergency care. Medical Services are provided by FTC Medical staff
and community consultants. If you are a new commitment, you will be given a medical
examination and necessary immunization shots. If you are returning from a writ or a BOP
medical facility, your medical files will be reviewed to determine if another physical is
necessary. You will be cleared for work when medical requirements have been met.

Sick call sign-up is conducted in the unit’s medical exam room between 6:30 A.M. and 6:45
A.M., Monday, Tuesday, Thursday, and Friday.

Occasionally, it may become necessary to restrict an individual’s activity due to health
reasons. In these cases, individuals are placed on idle or convalescent status. When
placed on a medical idle status, you must stay in your assigned cell except for meals,
sick call, medical call-outs, or religious services. When placed on convalescence status
you may not go to work, however, you may participate in other, nonphysical activities.

You may not participate in recreational activities on either status.

GENERAL MEDICAL INFORMATION: All new inmates in the Bureau of Prisons will receive a
preventive health screening and dental screening as part of the A&O process. Transfers
from other Bureau facilities may not require the entire examination. The medical files of
these inmates will be reviewed and only those evaluations which were not done at another
facility will be completed. From this point on, all inmates are eligible to request a
preventive health screening, yearly, if over 50 and every three years if under 50. You
may request a preventive health screening by sending an inmate request to staff to hea