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INMATE INFORMATION HANDBOOK
FEDERAL CORRECTIONAL INSTITUTION
TALLAHASSEE, FLORIDA

INTRODUCTION

The purpose of this handbook is to provide incoming inmates and others
interested in FCI, Tallahassee with general information regarding its
programs, and the rules and regulations they will encounter during
confinement. It is not a specific guide to the detailed policies of the
institution or all procedures in effect. That information will be made
available during the institution's Admission and Orientation program.
Rather, the material in this handbook will help new inmates more quickly
understand what they will be encountering when they enter prison, and
hopefully assist them in their initial adjustment to institution life.

ORIENTATION

Upon commitment, inmates are assigned to a unit team, however, and
for the first week or two; the inmate will be initially assigned to the
Admission and Orientation (A&QO) Program. Inmates are immediately
provided with a copy of the institution's rules and regulations, which
include information on inmate rights and responsibilities. While in A&O,
they learn about the programs, services, policies, and procedures of the
institution. Also, they will hear lectures from the staff regarding their
programs and departments. Inmates are given a medical screening at
will also be screened by the Mental Health Staff. After the completion of
the A&O week, they will be assigned to a job by their Unit Team.

SECURITY PROCEDURES/INMATE DAILY LIFE

As of March 1, 2006 FCI Tallahassee is a non-smoking facility. Any
inmate caught possessing or smoking any tobacco products will be
subject to disciplinary actions.

COUNT

One of the most realities of institutional life is being counted. Inmates
are counted on a regular basis. During a count inmates are expected to
stand quietly next to their beds until the count is announced as clear.
Radio playing is prohibited during counts. The 4:00 p.m. and 9:00 pm
counts and the 10:00 a.m. (Saturday, Sunday, and Holidays) count are
standing counts. Inmates are to stand beside their beds until the unit
officer announces the count is clear. During all other counts, inmates
may sit or lie on their beds. During sleeping hours, inmates must leave
their head exposed. Inmates must be seen during all counts, even if an
inmate must be awakened. Counts are as follows:

Weekdays Weekends & Holidays
12:00 Midnight 12:00 Midnight

3:00 a.m. 3:00 a.m.

5:00 a.m. 5:00 a.m.
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4:00 p.m. (standing) 10:00 a.m. (standing)
9:00 p.m. (standing) 4:00 p.m. (standing)
9:00 p.m. (standing)

The staff will take disciplinary action if an inmate is not in their assigned
area during a count. Disciplinary action will also be taken against
inmates for leaving an assigned area before the count is cleared. The
inmate must actually be seen at all counts, even if the inmate must be
awakened.

WAKE-UP

Lights on Monday-Friday: 6:00 a.m. in the living quarters and the unit is
released for breakfast by 6:30 a.m. and 7:00 a.m. on weekends. Living
areas should be cleaned and bed made no later than 7:30 a.m.
Weekends and holidays: wake up time is prior to the 10:00 a.m. count
and the bed made at that time.

LOCKDOWN

The locking of all housing units normally occurs at the 8:40 PM (yard
Recall). To prepare for the 9:00pm count. The institution may be locked
down for security reasons and/or inclement weather at any time.

INMATE IDENTIFICATION CARD

All inmates confined at FCI, Tallahassee will be issued an identification
card containing the inmate's picture and register number. The
identification card is required to be on the inmate's person at all times
once they exit their living quarters. This card is used for identification
purposes and inmates should be aware that drastically changing their
appearance could result in the need for a new ID card. Inmates who
require a new ID card due to change in appearance and loss of the card
will be required to pay for a replacement card in the amount of $5.00.
Reissuance of cards due to normal wear and tear will not incur the fee.

CALL-OUTS

Call-outs are a scheduling system for appointments which include
hospital, dental, educational, team meetings and other activities. Call-
outs are posted each day on the unit bulletin boards after 4:00 P.M., on
the day preceding the appointment. It is the inmate's responsibility to
check for appointments on a daily basis. All scheduled appointments
are to be kept. If an inmate is in need of routine medical attention, they
ordinarily will have to go to the Hospital that morning between the hours
of 6:30 A.M. and 7:00 A.M. and sign up for sick call. llinesses of an
emergency nature are exceptions and are handled accordingly.

CONTROLLED MOVEMENT

Movement throughout the institution is regulated by a procedure called
controlled movement. The purpose of controlled movement is to ensure
that the movement of inmates is orderly. Controlled movements will
begin generally on the hour. The beginning and end of each move will
be announced over the loudspeaker. During the ten minute period of

2



controlled movement, inmates may move from one area of the
institution to another. The first controlled movement will begin at
7:30am and end at 8:40pm. Below is the schedule for all control time
movement.

7:30am to 7:40am (Work Call)
8:00am to 8:10am Move

9:00 to 9:10am Move

10:00am to 10:10am Move
10:30 to 10:40am Move/mainline
12:00am to 12:10am Move/Work Call
1:00pm to 1:10pm Move

2:00pm to 2:10pm Move

3:00pm to 3:10pm Move/Pill line
3:30pm to 3:40pm Yard Recall
4:00pm Count

4:45pm Mainline

6:00pm to 6:10am Move

7:00pm to 7:10pm Move/Pill Line
8:00pm to 8:10pm Move

8:30pm to 8:40pm Yard Recall
9:00pm Count

The same schedule will apply for Sundays, but with exception of 9:30am
to 9:40am yard recall for a 10:00am count.

CONTRABAND

Contraband is defined as any item or thing not authorized or issued by
the institution, received through approved channels, or purchased
through the commissary. All staff are alert to the subject of contraband
and makes an effort to locate, confiscate, and report contraband in the
institution. Any item in an inmate's personal possession must be
authorized, and a record of the receipt of the item should be kept in the
inmate's possession. Inmates may not purchase any item from another
inmate. Items purchased in this manner are considered contraband and
will be confiscated. An altered item, even if an approved or issued item,
is considered contraband. Altering or damaging government property is
a violation of institutional rules and the cost of the damage will be levied
against the violator.

SHAKEDOWNS

Any staff member may search an inmate's room for contraband or
stolen property. It is not necessary for the inmate to be present when
their room is inspected. The property and living area will be left in the
same general condition as found and these inspections will be
unannounced and random.

INMATE DRESS:
NORMAL BUSINESS HOURS: During normal business hours (7:30
a.m. to 4:00 p.m. weekdays), all inmates must be fully clothed in

3




institution issued clothing as outer wear (referred to as work uniform).
Altered institutional/personal clothing is considered contraband and will
be confiscated.

e Institution issue clothing is defined as:

Long pants/trousers (khaki). Pants will not be pegged, cuffed, or
placed in socks or boots.

e Khaki shirt or institution issued "T" shirt (no pockets and no hoods).
Coat/Rain Gear (Institution issue).

Headwear - White ball caps are part of the work uniform. These
items are to be worn on the work details and removed when
entering the dining hall. Grey knit stocking caps which are sold in
the commissary may be worn as a part of the work uniform during
colder weather. Do-rags are sold in the commissary and are
approved to be worn in the housing units.

e Approved religious headwear is identified in the Institution
Supplement for Religious Beliefs and Practices. Specifically,
religious headwear for females who have identified themselves as
Jewish, Moorish Science Temple of America, Nation of Islam,
Rastafarian, or Orthodox Christian are authorized scarves which
are only black or off-white in color and to be worn in accordance
with the prescribed faith group.

e  Muslim inmates are authorized headwear in black or off-white only.

e Native American are authorized headbands which are multicolored
and only worn in a circle covering the forehead but not the crown of
the head.

e Inmates are authorized three items of religious headwear.

e All of these items are sold through the Commissary from the
approved sources. Inmates of the above faith groups are to
request a permission slip through Religious Services for purchase
of these religious items. Additionally, procedures are established
for indigent inmates.

e Any headwear other than identified above is contraband.

e  Shirts will be buttoned with only the collar/top button permitted
open. T-shirts must be tucked inside the trousers. Cut or altered
shirts are prohibited. White T-shirts may be worn as inner wear
ONLY. They should never be worn as outer wear at any time. If
used as outer wear, an incident report may be written.

The only items inmates are permitted to take to their work assignments
are a clear coffee cup, snacks (for one day consumption) prescribed
medication, jacket or rain coat, prescription glasses/sunglasses, sun
screen, chaps tick, sanitary items, bible/religious books. Inmates
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participating in educational classes will be allowed to carry their
assigned books to and from schedule classes. Inmate who are not in
work or educational duty status (day off, convalescence, idle, vacation
etc..) will be allowed to carry recreational items (weight gloves, water
jugs, drinking cups, towels, radios, etc,.) Inmates will be allowed to
carry crochet items (yarn, crochet needles crochet patterns) to the
recreation yard only if they are not scheduled for a work assignment.
Additionally inmates should not take personal items to health services
when reporting for scheduled routine appointments. All other items,
including magazines, books (non-education), makeup, nail polish,
hobby-craft items, are not permitted at work sites or call outs. The
authorized items are permitted to be carried only in the gray mesh bag
sold in the Commissary or a mesh bag sold in the Commissary from
another institution.

Inmates in "off-duty” status during normal business hours may wear
personal athletic clothing in the dormitory and to the recreation areas,
but may not enter any other areas of the institution wearing these items.

NON-BUSINESS HOURS:

Non-business hours are defined as those hours from 4:00 p.m. to 7:30
a.m. on weekdays and all hours of holidays and weekends. Inmates
may wear approved items of personal clothing during these hours.
White t-shirts and sleeveless shirts (tank tops) are only to be worn as
under garments and never as outerwear. The type of shoe is also
optional except that safety-toe shoes must be worn in the weight lifting
areas of the Recreation yard.

DRUG SURVEILLANCE

The Bureau of Prisons operates a drug surveillance program that
includes mandatory random testing, as well as testing of certain other
categories of inmates. If a staff member orders an inmate to provide a
urine sample for this program, and the inmate does not do so, that
inmate will be subject to disciplinary action.

ALCOHOL DETECTION

A program for alcohol surveillance is in effect at all institutions. Random
samples of the inmate population are tested on a routine basis, as well
as those suspected of alcohol use. A positive test or refusal to submit
to the test will result in disciplinary action.

FIRE PREVENTION AND CONTROL

Fire Evacuation Procedures: Information regarding fire evacuation
routes are posted in several locations on the walls of each unit. Routine
fire drills will be conducted. Become familiar with all fire exits and
evacuation routes. In case of a serious fire, staff will supervise the
orderly evacuation of the unit. Remember to remain calm and follow the
fire evacuation plan. Fire prevention and safety are everyone's
responsibility. Inmates are required to report fires to the nearest staff
member, so property and lives can be protected. Piles of trash or rags
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in closed areas, combustible material, items hanging from fixtures or
electrical receptacles, or other hazards cannot and will not be tolerated.
Regular fire inspections are conducted by qualified professionals.

SANITATION

It is the inmate's responsibility to check her living area immediately after
being assigned, and to report all damage to the Correctional Officer,
Case Manager, or Counselor. An inmate may be held financially liable
for any damage to his personal living area.

Each inmate is responsible for making their bed in accordance with
regulations before work call (including weekends and holidays when
leaving the area). Each inmate is also responsible for sweeping and
mopping their personal living area, to insure it is clean and sanitary.
Lockers must be neatly arranged inside and out, and all shelving must
be neat and clean.

Toothpaste, toothbrushes, combs, razors, and soap are issued by the
institution and are available at Clothing Issue. Inmates may purchase
name brand items through the commissary. Linens will be exchanged
Monday, Tuesday; Wednesday and Thursday from 6:15am to 7:15am,
according with your shopping day. Linen and other laundry exchange
procedures vary and are posted in each Unit bulletin board.

QUARTERS RULES
Specific Housing Unit Rules and Regulations are posted in each
housing unit. Inmates are responsible for reading and adhering to them.

In order to minimize maintenance costs, permit uniform inspection and
search procedures, and maintain orderly congregate living, reasonable
regulations are imposed on inmate conduct and furnishings in housing
units. Unit Officers inspect living areas daily.

Pictures cannot be posted on walls; they can only be placed on the
bulletin boards provided for this purpose. Nude pictures may not be
posted in public view.

Orderlies work 37 hours per week and they are responsible for the unit
sanitation. However, everyone is responsible to clean up after
themselves. Trash and wastebaskets are to be emptied prior to 7:30am
each day.

Beds will be made each weekday by 7:30am. On weekends, beds will
be made prior to the 10:00 a.m. count. At no time will a mattress be
removed from a bunk and placed on the floor or moved to different
beds.

Personal living area must be cleaned by 7:30 a.m. Monday through
Friday and 10:00 a.m. on weekend and holidays. The cube must be
swept and mopped daily. Your area will be inspected each day.
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Continued failure on your part to keep your area clean can/will result in
disciplinary action.

Monday through Friday, showers are permitted after 5:00 AM count
clears until 7:30 AM and from 1:00 PM until lights go out at 11:00 PM.

One shower is available on each range for early details (i.e., AM Food
Service, AM Trash Detail, Unit Orderlies) returning back to the unit from
work following notification to the unit officer. Inmates returning from the
recreation yard after working out may utilize the shower with permission
from unit staff. Additionally, inmates must obtain prior permission by
unit staff if an emergency situation occurs requiring the use of the
shower. You are required to clean up after yourself at that time.

Visitation is not allowed in the units by inmates from another unit. A&O
inmates housed in G-Unit are assigned to A, B, C, D units. They may
enter their assigned unit to visit their Unit Team, with approval by the
unit officer or unit team.

Removal of food from the dining room is not permitted. The only
exception is for diabetic snacks.

Steel-toed safety shoes must be worn to work, including orderly
positions in the unit. This does not include personal tennis shoes or
loafers. Footwear is to be worn in the dining room area.

Unit televisions may be viewed during established hours. Television
schedules are posted and changing programs is prohibited without
approval from unit staff.

Inmates may play cards and approved quiet games during inclement
weather (50 degrees or less) and with approval of the housing unit
officer, providing appropriate noise levels are maintained.

Personal radios may be played only with the headset on and at a
moderate level of volume.

PERSONAL PROPERTY

Items which may be retained by an inmate are limited for sanitation and
security reasons and to ensure that excess personal property is not
accumulated which would constitute a fire hazard or impair staff
searches of the living area. These limits are defined in the Institution
Supplement on Inmate Personal Property.

INMATE LOCKER

Storage space consists of an individual locker. Locks may be purchased
in the institution commissary. Locks may not be tampered with in any
way.



LEGAL MATERIAL

Inmates are allowed to maintain legal materials and supplies in their
personal locker. Requests for a legal locker are to be made through the
Education Supervisor.

FOOD STORAGE

Food items that are left open create a health hazard. These items must
be properly sealed at all times. Empty jars may not be used as drinking
containers and are to be thrown away. Only clear cups/jugs purchased
in commissary will be authorized.

HOBBYCRAFT MATERIAL

Hobby shop raw materials in the units are limited to those which can be
stored in the inmate's locker, provided they do not pose a safety,
sanitation, or security hazard. Materials are also limited to enough for
completion of one current project. Additional storage space may be
obtained through the Recreation Supervisor within the Hobby Shop.
Disposal of completed hobbycraft work must be arranged immediately
after completion. Making of adult clothing is strictly prohibited. Baby
clothing is authorized to be made and must be sent out of the institution
upon completion. (1) Hobby craft item 12" x 12" MAY NOT be placed on
the inmate bed between the hours of 7:30 a.m. to 4:00 p.m. Monday-
Friday.

JEWELRY
Inmates may have a plain wedding band (without stones) and, with prior
approval, a religious medal without stones.

PREFERRED HOUSING UNIT

An inmate may request for placement in the Preferred Housing Unit,
located in F-Unit West by submitting a cop-out to their assigned unit
team. This request will be forwarded to the Preferred Housing Unit
committee who will determine placement to the Preferred Housing Unit
waiting list. Each request must meet the criteria listed below:

A. Preferred Housing Unit Waiting List Criteria:

1. Must have served a minimum of 12 months on current sentence.
2. Must have a minimum of 12 months clear conduct to be placed on
waiting list.

3. Must have “good” or above rating on work reports for past 12
months.

4. Must have above average quarters sanitation reports for past 12
months.

5. Must have full time work assignment. (Includes program
assignments)

6. Must have good living skills and no less than average program
participation on BP-338.

7. BP-338 must reflect none in discipline report scoring section.
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8. You will be placed on the preferred unit waiting list based on the date
your approved request is received by staff in F Unit.

B. Preferred Housing Unit Acceptance Criteria:

1. Meets all criteria in element A above.
2. Endorsement by your unit team.
3. Full time work assignment. (Including program assignments)

9]

. Criteria to Remain in Preferred Housing Unit:

No formal disciplinary action (to include informal resolution).
Absolute compliance with all preferred unit rules and regulations.
No more than 3 instances of poor sanitation in 12 month period.
Continued compliance with all criteria above.

pPwbdE

GENERAL FUNCTIONS OF UNIT STAFF

CLASSIFICATION TEAMS (UNIT TEAMS)

A unit is a self-contained inmate living area that includes both housing
sections and office space for unit staff. Each inmate is assigned a Unit
Team directly responsible for their case. Unit Staff Offices are located
in the units so staff and inmates can be accessible to each other. The
unit staff includes the Unit Manager, Case Manager(s), Unit
Counselor(s) and a Unit Secretary. When available, the Staff
Psychologist, Education Advisor, and Unit Officer will sit on a Unit Team
and be considered as unit staff. Generally the resolution of issues or
matters of interest at the institution are most appropriately initiated with
the unit team. Unit team members are available to assist in many
areas, including parole matters, release planning, personal and family
problems, counseling, and assistance in setting and attaining goals
while in prison. Ordinarily, a member of the unit staff will be at the
institution weekdays from 7:30am to 9:00pm and during the day on
weekends and holidays. The Unit Team members usually schedule
their working hours in such a manner that one of them will be available
at times when inmates are not working.

UNIT MANAGER

The Unit Manager is the administrative head of the general unit and
oversees all unit programs and activities. He/she is a Department Head
at the institution and has a close working relationship with other
departments and personnel. The Unit Manager is the "Chairperson" of
the team, reviews all team decisions, and ordinarily chairs the Unit
Discipline Committee.

CASE MANAGER

The Case Manager is responsible for all casework services and
prepares classification material, progress reports, release plans,
correspondence and other materials relating to the inmate's
commitment. He or she is responsible to the Unit Manager on a daily
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basis and the Case Management Coordinator (a specialist department
head who provides technical assistance to unit staff in case
management affairs) with reference to specialized training and duties.
The Case Manager serves as a liaison between the inmate, the
administration, and the community. The Case Manager is a frequent
member of the Unit Discipline Committee.

UNIT COUNSELOR

The Unit Counselor provides counseling and guidance for the inmates
of the unit in areas of institutional adjustment, personal difficulties and
plans for the future. He or she plays a leading role in all segments of
unit programs and is a voting member of the Unit Team. The Unit
Counselor will assign inmates to working assignments, visit inmate work
assignments regularly, and is the individual to approach for daily
problems. As a senior staff member, the Counselor provides leadership
and guidance to other staff in the unit. They hold major responsibilities
for the security, safety and sanitation of the unit. The Unit Counselor is
a frequent member of the Unit Discipline Committee.

UNIT SECRETARY
The Unit Secretary performs clerical and administrative duties, as well
as notarizing documents when applicable.

UNIT OFFICER

The Unit Officers have direct responsibility for the day to day
supervision of inmates and the enforcement of rules and regulations.
They have safety, security and sanitation responsibilities in the unit.
Unit officers are in regular contact with inmates in the unit and are
encouraged to establish professional relationships with them, as long as
such interaction does not interfere with their primary duties. Unit
officers are jointly supervised by the Unit Manager and the Captain (the
Chief Correctional Supervisor) during his/her unit assignment.

COMMUNICATIONS

The unit bulletin boards contain written communication of interest to
inmates. Unit Managers also utilize Town Hall meetings to foster
improved communications. An institutional bulletin board is located in
front of food service for updated memo’s and institutional rules and
regulations.

PROGRAM REVIEW

Program reviews will be held every 90 to 180 days depending on the
amount of time remaining to serve. Those with more than one year
remaining to serve will be reviewed every 180 days while those with
less than one year remaining to serve will be reviewed every 90 days.
These are conducted by the Unit Team for the purpose of reviewing
program participation, work assignments and evaluations, transfer
consideration, custody classification, and institutional adjustment.

10



TOWN HALL MEETING

Town hall meetings are held periodically in each unit. These meetings
are held to make announcements and to discuss changes in policy and
procedures. Inmates are encouraged to ask pertinent questions of the
staff and any guest speakers who are present. These questions should
pertain to the unit as a whole, rather than personal questions or
problems. Personal problems may be presented to unit staff members
during the regular working hours which are posted in each unit.

TEAM PARTICIPATION IN PAROLE HEARING

The Case Manager prepares Progress Reports and compiles other
information in the Inmate's central file for presentation to the U.S. Parole
Commission or other appropriate agencies. The inmate's Case
Manager will ordinarily be present at the Parole hearing. The Case
Manager's function at the hearing is to assist the Parole examiners, not
as a staff representative for the inmate.

INMATE SAVING ACCOUNT

Inmates are encouraged to participate in some continuous savings
program and regularly set aside a portion of their funds for this purpose.
The savings may be in the form of Market Accounts or US Savings
Bonds. Savings accounts may open and deposit funds into a
recognized savings institution. Any passbooks, certificates received
from this account shall be maintained in the inmate central file. Inmates
shall not be permitted to withdraw passbooks, certificates, checkbooks
etc. from his/her central file for the purpose of drawing personal checks
to other individuals or organizations. When approved, an inmate may
withdraw savings to be deposited to the inmates institutional deposit
fund.

The unit management team shall assist the inmate in the purchase of
saving bond which, subject to approval, may be the name of 1) the
purchaser, 2) a dependent, 3) a beneficiary, or 4) the inmate and a
dependent as co-owner.

INMATE FINANCIAL RESPONSIBILITY PROGRAM

Working closely with the Administrative Office of the Courts and the
Department of Justice, the Bureau administers a systematic payment
program for court-imposed fines, fees, and costs. All designated
inmates are required to develop a financial plan to meet their financial
obligations. These obligations may include: Special assessments
imposed under 18 USC 3013, Court Ordered Restitution, fines and court
costs; judgments in favor of the U.S., other debts owed the Federal
Government, and other court-ordered obligations (e.g., child support,
alimony, and other judgments).

Institution staff assists in planning, but the inmate is responsible for
making all payments required, either from earnings within the institution,
or from outside resources. The inmate must provide documentation of
compliance and payment. If an inmate refuses to meet his obligations,
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the inmate cannot work for UNICOR nor receive performance pay
above the maintenance pay level ($5.25).

The status of any financial plan will be included in all progress reports,
and will be considered by staff when determining Security/Custody
level, job assignments, eligibility for community activities, and
institutional program changes. The U.S. Parole Commission will also
review financial responsibility progress at parole hearings.

JOB ASSIGNMENTS

All inmates are expected to maintain a regular job assignment.
Ordinarily the first work assignment will be to the Food Service
Department for 90 days. Job assignments are controlled through a
Performance Pay System, which provides monetary payment for work.
Federal Prison Industries (UNICOR) has a separate pay scale. Unit
staff approves job changes and see that the changes are posted on the
Daily Change Sheet.

UNICOR employs and trains inmates through the operation of the Call
Center. An inmate Request Form (Cop-Out) must be submitted to the
Call Center Factory Manager for possible employment in the Call
Center. A keyboarding assessment is required for all applicants.
Inmates with computer crimes will not be considered for employment.

INMATE REQUEST TO STAFF

The form BP-Admin-70, commonly called a "Cop-Out", is used to make
a written request to a staff member. Any type of request can be made
with this form. "Cop-Outs" may be obtained in the living quarters from
the Correctional Officer on duty. Staff members who receive a "Cop-
Out" will answer the request in a reasonable period of time. The answer
will be written on the bottom of the request form.

ADMINISTRATIVE REMEDY PROCESS

The Bureau emphasizes and encourages the resolution of complaints
on an informal basis. Hopefully, an inmate can resolve a problem
informally by contact with staff members or "Cop-Outs". When informal
resolution is not successful, however, a formal complaint can be filed as
an Administrative Remedy. Complaints regarding Tort Claims, Inmate
Accident Compensation, Freedom of Information or Privacy Act
Requests, and complaints on behalf of other inmates are not accepted
under the Administrative Remedy Procedure.

The first step of the Administrative Remedy procedure is the
documentation of the informal resolution attempts written on a BP-8 1/2
Form. Inmates may obtain this form from their Unit Counselor. On the
BP-8 ¥z Form, the inmate will briefly state the nature of the problem and
list the efforts made to resolve the problem informally.

After the BP-8 1/2 is completed, the inmate is to give the unit counselor
a reasonable period of time to obtain information and attempt resolution
with the inmate. It is the inmate’s responsible to seek out the counselor
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for the resolution. If the issue cannot be informally resolved, the
Counselor will issue a BP-229 (BP-9) form. The inmate will return the
completed BP-9 to the Counselor, who will deliver it to the appropriate
office. The BP-9 complaint must be filed within twenty (20) calendar
days from the date on which the basis for the incident or complaint
occurred, unless it was not feasible to file within that period of time.
Institution staff has twenty (20) calendar days to act on the complaint
and to provide a written response to the inmate. This time limit for the
response may be extended for an additional twenty (20) calendar days,
but the inmate must be notified of the extension.

When a complaint is determined to be of an emergency nature and
threatens the inmate's immediate health or welfare, the reply must be
made as soon as possible, and within forty-eight (48) hours from receipt
of the complaint.

If the inmate is not satisfied with the response to the BP-9, they may file
an appeal to the Regional Director. This appeal must be received in the
Regional Office within twenty (20) calendar days from the date of the
BP-9 response. The Regional Appeal is written on a BP-230 (BP-10)
form, and must have a copy of the BP-9 form and response attached.
The Regional Appeal must be answered within thirty (30) calendar days,
but the time limit may be extended an additional thirty (30) days. The
inmate must be notified of the extension.

If the inmate is not satisfied with the response by the Regional Director,
they may appeal to the Central Office of the Bureau of Prisons. The
National Appeal must be made on a BP-231 (BP-11) form and must
have copies of the BP-9 and BP-10 forms with responses. The National
Appeal must be answered within thirty (30) calendar days, but the time
limit may be extended an additional (30) days. The inmate must be
notified.

All complaints should be written simply in stating the facts, grounds for
relief and relief requested.

SENSITIVE COMPLAINTS

If an inmate believes a complaint is of such a sensitive nature that he
would be adversely affected if the complaint became known to the
institution, he may file the complaint directly to the Regional Director.
The inmate must explain, in writing, the reason for not filing the
complaint with the institution. If the Regional Director agrees that the
complaint is sensitive, it shall be accepted and a response to the
complaint will be processed. If the Regional Director does not agree
that the complaint is sensitive, the inmate will be advised in writing of
that determination. If the complaint is not determined to be sensitive, it
will be rejected. The inmate may then pursue that matter by filing a BP-
9 at the institution.
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ESCORTED TRIPS

Bedside visits and funeral trips may be authorized for inmates when an
immediate family member is seriously ill, in critical condition, or has
passed away, depending on the inmate’s custody classification. If
approved, one or two Correctional Officers will escort the inmate. All
expenses will be borne by the inmate, except for the first eight hours of
each day that the employee is on duty. There are occasions when an
escorted trip is not approved, even when all policy-required conditions
have been met, based on a determination that the perceived danger to
Bureau of Prisons staff during the proposed visit is too great, or the
security concerns about the individual inmate outweigh the need to visit
the community.

FURLOUGHS

A furlough is an authorized absence from an institution by an inmate
who is not under escort of a staff member, a U.S. Marshal, other
Federal, or state agent. Furloughs are a privilege, not a right, and are
only granted when clearly not a concern to the public, and for the
furtherance of a legitimate correctional goal. Ordinarily, inmates with a
history of violence or extensive drug involvement will not be granted
social furloughs.

The Bureau has a furlough program for inmates who have Community
Custody and have two (2) years or less from their anticipated release
date. An inmate who meets the eligibility requirements may submit an
application for furlough to staff for approval. Furloughs may be granted
for the following reasons:

Visits to dying members of the immediate family

Attendance at funeral of immediate family member

Obtaining medical services not otherwise available.

Contacting prospective employers

Establishing or re-establishing family or community ties
Transferring directly to another institution

Participating in selected educational, social, civic, religious and
recreational activities which will facilitate release transition

e Any other significant reason consistent with the public interest

In all units, pre-release programming will be emphasized, and staff will
address concerns about readjustment, current community issues and
educational/vocational opportunities. For eligible inmates, furloughs
and community corrections center (halfway house) placements will be
considered. The Warden will review each request for furloughs and will
make a decision based on merits of each individual request.

CENTRAL INMATE MONITORING SYSTEM

The Central Inmate Monitoring System (CIMS) is a method for the
Bureau's Central and Regional Offices to monitor and control the
transfer, temporary release, and participation in community activities of
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inmates who pose special management considerations. Designation as
a CIMS case does not, in and of itself, prevent an inmate from
participating in transfers or community activities. All inmates who are
designated as CIMS cases will be so notified by their Case Manager.
Inmates in this category who apply for community activities should apply
in ample time to allow the institution to obtain necessary clearances
from the appropriate areas.

CONTACT WITH THE COMMUNITY AND PUBLIC

CORRESPONDENCE

In most cases, inmates are permitted to correspond with the public,
family members and others without prior approval or the maintenance of
a correspondence list. Outgoing mail is placed in mailboxes located in
the housing units. Outgoing mail and mail for pre-trial inmates may be
sealed in accord with the Bureau's open correspondence privileges.
The outgoing envelope must have the inmate's name, register number,
and return address in the upper left hand corner.

Inmates must assume responsibility for the contents of all of their
letters. Correspondence containing threats, extortion, etc., may result in
prosecution for violation of Federal laws.

Inmates may be placed on restricted correspondence status based on
misconduct or as a matter of classification. The inmate is notified of this
placement and has the opportunity to respond. There is no mail service
on weekends and holidays.

The inmate mail room is located between G-Unit and B-Unit inside the
gate and is open Tuesday and Thursday from 11:00am to 12:00pm.

INCOMING CORRESPONDENCE

First class mail is distributed Monday through Friday (except holidays)
by the evening watch officer in each living unit. Newspapers and
magazines may also be delivered at this time. Legal an