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DI RECTI VE BEI NG CHANGED: 5800. 11
CHANGE NOTI CE NUMBER: 01
DATE: 12/ 31/97

1. PURPGCSE AND SCOPE. This Change Notice incorporates an
Executive Staff decision and anends the filing requirenments for
docunents to be contained in the Inmate Central File.

2. SUWARY COF CHANGES. The Septenber 1997 Executive Staff
nmeeti ng approved the mai ntenance of inmate cenral files at High
security level facilities in either a centralized |ocation or
within the functional unit with Regional D rector approval.

The Central Inmate Monitoring Wiite Card has been reinserted as a
docunent to be filed in Section One of the Inmate Central File.
The "White Card" is also a core docunent that is to be included
in the establishnment of a second volume of an inmate's central
file.

The filing requirenment for an inmate's tel ephone Iist has al so
been clarifi ed.

3. TABLE OF CHANGES

Renove | nsert
Pages 5 - 8 Pages 5 - 8
Pages 15 - 16 Pages 15 - 16

4. ACTION. File this Change Notice in front of PS 5800.11
| nmate Central File, Privacy Folder, and Parole Mni-Files.

/s/
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

&
OPl: CPD
NUMBER: 5800. 11
- DATE: Septenber 8, 1997
SUBJECT: Inmate Central File, Privacy
Fol der, and Parole Mni-Files
)

1. PURPCSE AND SCOPE. The Bureau of Prisons maintains conplete
information on all inmates confined in Bureau institutions.

Staff use the Inmate Central File, Privacy Fol der, and Parol e
Mni-file to maintain pertinent information regardi ng a detai nee,
unsent enced and sentenced of f enders.

The Bureau of Prisons has had nunerous policy sources on all
facets of the Inmate Central File System This Program St at enment
consol i dates many of these sources for easier reference. This

i ssuance sets forth guidelines in the follow ng areas:

a. Inmate Record Functions,

b. | nmate Central Files,

c. Standardization of Inmate Central File Mterial,

d. Maintenance, Security, and Access Responsibilities and
Pr ocedur es,

e. Routine Uses of Inmate Central File,

f. Disclosure of Inmate Central File Materials,

g. Inmate Review of Inmate Central File,

h. Docunentation of Oral Disclosure,

i. Transfer of Records Between Bureau Facilities,

]. Requests for Forwarding of Inmate Files,

k. Retirement of Inmate Central File, and

|. Parole Mni-files.

m Pretrial Inmate File Material/lnmm gration & Naturalization

Service (INS) Detainees

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Inmate files will be maintained with conplete information
on each inmate confined in a Bureau of Prisons institution.

b. US Parole Mni-Files will be conpleted and accessible to
the U S. Parole Comm ssion for all inmtes specified in this
Program St at enent .
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3. DI RECTI VES AFFECTED
a. Drective Rescinded
PS 5800. 09 Inmate Central File, Privacy Fol der and
Parol e Conm ssion Files (7/21/93)
b. Drectives Referenced
PS 1330. 13 Adm ni strative Renmedy Program (12/22/95)
PS 1351. 04 Rel ease of Information (12/5/96)
PS 5100. 06 Security Designation and Cust ody
Cl assification Manual (6/7/96)
PS 5180. 04 Central Inmate Monitoring System (8/ 16/ 96)
PS 5310. 12 Psychol ogy Servi ces Manual (8/30/93)
PS 5321. 06 Unit Managenent (7/31/96)
PS 5800. 07 | nmat e Syst ens Managenent Manual (12/24/91)
PS 7331. 03 Pretrial Inmates (11/22/94)

TRM 5802. 01 SENTRY CGeneral Use Techni cal Reference Manual
(06/ 01/ 94)

Federal Register, Volune 41, Nunber 181 (9/16/76)
4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4092, 3-4093, 3-4095, 3-4096,
3-4233, 3-4234.

b. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1E-05, 3-ALDF-1E-01,
3- ALDF- 1E- 02, 3- ALDF-1E-04, 3-ALDF-1E-05, 3-ALDF-1E-06, 3-ALDF-
| F-08, 3-ALDF-3C-19, 3-ALDF-3C-20.

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1E-01, 2-CO 1E-02,
2-CO 1E-03, 2-CO 1E-04, 2-CO 1E-06, 2-CO 1E-07, 2-CO 1E-08,
2- CO 1E- 09.

d. Anmerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC- 1E-04, 1-ABC-1lE-05, 1-
ABC- 1E- 06, 1- ABC-1E-07, 1-ABC-1E-08, 1-ABC-3C-13

5. PRETRI AL PROCEDURES. File materials for pretrial inmates
shall be kept in letter size, straight cut, drop file fol ders.
The |l ocation of the folders shall be identified in the |ocal
Institution Supplenent at the Warden's discretion. Depending on
where the pretrial file is maintained wll determ ne the
appropriate accountability procedures. For exanple, if the file
is maintained in I nmate Systens Managenent (ISM), |ISMw ||
account for the file folders according to the |ISM Depart nent
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accountability procedures; likewse, if the file is nmaintained in
the unit, the unit will account for the file folders according to

unit accountability procedures. In either situation,
accountability procedures shall be established and outlined in
the Institution Suppl enment.

Staff shall adhere to the general requirenents concerning the
handling of inmate files addressed in this Program Statenent.
Pretrial file material shall include any docunentation normally
retained for a sentenced inmate. FO Exenpt material shall be
placed in the drop file folders appropriately stanped "FO
Exenpt . "

6. DETAINEES (INS). Institution staff shall nmaintain the Innate
Central File on an inmate who conpl etes his/her sentence and is
reclassified as an INS detainee. The existing Inmate Central
File shall incorporate any docunents accumnul ated during his/her
status as an INS detainee. The existing Inmate Central File
shall be maintained active until the inmate is renoved fromthe
institution by INS officials.

For inmates who are initially classified as I NS detai nees and

t herefore have had no previous Inmate Central File created,
institution staff shall adhere to Section 5 (Pretrial Procedures)
of this Program Statenent on specific instructions on file
materials for INS detainees. The Institution Supplenment shal
address the location of the files and establish file
accountability procedures.

6. WTNESS SECURITY FILES. Because of the sensitivity of
Wtness Security Cases, procedures for handling these files may
differ. For specific instructions refer to the Central Innate
Moni toring Manual and/or the Protective Custody Unit Mnual .

7. 1 NMATE RECORD FUNCTIONS. Many inmate adm nistrative and
clerical functions are appropriately perfornmed in the unit while
others are appropriately performed in the | SM Depart nent.

Normal Iy, the functions of Central Files, Privacy Fol der, and
mni-files created for use by the U S. Parole Conmm ssion are
separated by Unit Staff/1SM Staff responsibilities in the
fol | om ng manner.

a. Unit Functions

Create Inmate Central Files,

Create Privacy Fol der

Mai ntain Inmate Central File,

Monitor the filing/security of Inmate Central File, and
Create Parole Mni-files.
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b. | nmat e Syst ens Managenent Functi ons

e Coordinate nmovenent of Central Files/Central File
material to units,

* Interagency transfer of files, and

e Retirenent and retrieval of inactive files.

C. Reqgi onal | nmate System Functi ons

e Create and maintain State concurrence Central Files.

d. Community Corrections Managers Functi ons

* Create and maintain Inmate Central Files on Federal
i nmat es being boarded in state facilities (State
Boar ders).

8. | NVATE CENTRAL FILE

a. Docunents File. Part of the Inmate Central Records System
is defined in the Federal Register, Septenber 16, 1976, Vol une
41, No. 181, page 39918.

b. Creation. Each Unit Secretary shall review the SENTRY
Daily Log for unit assignnments and create the Innate Central File
and Privacy Folder imedi ately after the assignnent to a housing
unit at the institution to which the inmate has been desi gnat ed.

| nmat es who have been previously classified and who are
subsequently transferred from ot her Bureau institutions
ordinarily shall not require creation of another Inmate Central
File. Former files on individuals recommtted under the sane
sentence shall be reactivated.

The six-position Inmate Central File Fol der shall be used,
along with a pressure-sensitive label. Tattered or torn file
fol ders should be replaced. The CGeneral Services Adm nistration
currently supplies the Inmate Central File Folder. Specific
details and ordering instructions nmay be obtained fromthe
institution Business Ofice.

c. Location. The Inmate Central File is maintained at the
current or last institution or facility of confinenent. Once the
i nmat e has been rel eased, refer to the I nmate Systens Managenent
Manual for further instructions.

d. Cateqories of Individuals Covered. Current and forner
sentenced i nmates under the custody of the Attorney General of
the United States to include Study and Observation cases.

e. Oganization. The six-position Inmate Central File fol der
provi des for the organization of filed material, topically, as
fol |l ows:
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Secti on No. Topi c

Sent ence Dat a/ Det ai ners/ | FRP

Cl assification/Parole Materi al
Mail, Visits, and Property, etc.
Conduct, Wrk and Quarters Reports
Rel ease Processing

Ceneral Correspondence

oukwhE

In addition, a Privacy Fol der, attached to the top of Section 5,
provi des a receptacle for storing Freedomof |nformation Act
(FO A) Exenpt material. The departnent responsible for ordering
Privacy Folder inserts shall consult the institution Business

O fice to ensure proper procedures are foll owed.

f. Standardization of Inmate Central File Material.
St andardi zation streamines the filing of material, expedites
accessibility and retrieval of data, and elimnates the need to
rearrange files of inmates transferring into the unit.

(1) Responsibilities. Al institutions shall conply with
t he standardi zed systemfor organizing material in the |Inmte
Central File and Privacy Fol der.

Unit Managers are ordinarily responsible for ensuring al
Inmate Central Files and Privacy Fol ders are organi zed as stated
herein. At institutions retaining a centralized file system the
Warden shall designate staff accountable for standardi zed filing
of material.

(2) Requirenents. Detailed instructions for the order of
routine filing are included in Section 9 of this Program
Statenent, with the filing of FOA Exenpt materials in the
Privacy Fol der detailed in Section 10.

(3) Storage. Files shall be stored al phabetically.

g. Miltiple Volunmes. Wen it becones necessary to establish a
second volunme of an inmate's Central File, the second vol une
shall be created containing all the original core docunents
required for an initial file.

(1) Core Docunents. Core docunents shall include:
(a) CMWite Card *
(b) Intact FO A Exenpt section fromprimry vol une
(c) J&C
(d)y PSI
(e) Chronological Disciplinary Record for Incident

Reports witten before Decenber 1, 1990.
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(2) Privacy Folder. A new Privacy Fol der shall not
ordinarily be re-created. Staff shall renmove the FO Section
fromthe preceding volune and insert it in the newy created
vol une.

(3) Controls. Miltiple volunmes shall be clearly identified on
t he check-out cards, file tabs, and on the file cover (i.e.,
Volume | of 111, Volume Il of Ill, etc.)

A Check-out Card (BP-387) shall be used for each
vol une.

e If all volunes of nultiple files are not nmaintained in
the regular Central File cabinet, the current volune is
to be marked as to the location of the other volune(s).

* Each volune shall be accounted for daily. Thus the
total file count will exceed the inmate count when
mul ti pl e vol unmes exi st.

* At the beginning of each nonth, a list of inmates with
multiple volune files is to be included on the file
count record noting the nunber of volunes. Addition
and deletion of files and volunes of files will then be
noted on the file count record for the remi nder of
t hat nonth

 Miltiple volune files shall be created chronol ogically,
mai ntai ning the six-position file's order.

9. | NVATE CENTRAL FILE ORDER. The six-position Inmate Central
File provides for the organization of filed material. WMaterial
shall be filed in the followng order in the Inmate Central File
(top to botton) by sections when the docunent, report, etc. is
appropriate, avail able, and disclosable to the innmate.

a. Section One: (Sentence Datal/Detainers/Inmate Fi nanci al
Responsibility Program

(1) CdMWwite Card *

(2) SENTRY Sentence Conputation Record (nost current)

(3) Copy of Judgnent in a Crimnal Case or Judgnent and
Comm t ment Papers (all)

(4) Financial Responsibility SENTRY Modul e Contract (nost
current)

(a) Installnment Schedul e Agreenent for Unpaid Fines form
(1 f applicable)
(b) Cost of Incarceration Fee form (BP-546) (if
appl i cabl e)
(c) Correspondence relating to | FRP
i.e. (BP-445's, Financial Litigation Unit
Cor r espondence)
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Extra Good time Recommendation (BP-390) (all)
Statutory Good Tinme Action Notice (BP-389) (al

Good Conduct Tinme Action Notice (BP-448) (all)
Det ai ner Action Letter (BP-394) (all)

I nterstate Agreenent on Detainer fornms (BP-235

t hrough 239) (copy, if applicable)

FBI Fingerprint Report (RAP Sheet) or request for RAP
Sheet; no Bureau run NCIC/ 111 records in disclosable
portion of File

Di scl osabl e AO 235/ ACG 245/ USA- 792, (with response, if
appl i cabl e)

1)

ion Two: (C assification and Parole Mterials)

(1)

AN ASAS S
SKQ o O 0T
e o

(9)

(12)

(a)
(b)

| nmate Activity Record form (BP-381); new form for each
institution (all)

In-Transit Data form (nost current)

Copy of Transfer Order (BP-399) (all)

Copy of Redesignation Approval, SENTRY C earance Data -
no separatees listed (nobst current)

Request for Transfer (all)

Request for Managenent Vari abl e Application/ Updated
Expiration Date or PSF Waiver (all)

Custody C assification form (nost current; al

exception cases resulting in custody reductions)

Parole fornms (in chronol ogical order) (all)

Par ol e Conm ssi on Appeal s, National/Regi onal

Notice of Action

Notice of Action, Part |Il-Salient Factor

Wai ver of Notice, Representation or Disclosure Staff
Representative form

Notice of Hearing

Par ol e Application/Waiver (I-24)

Background Statenent of Inmate (1-32)

Attorney Wtness Election fornms (1-16) and (CJA 22)

Rel at ed Correspondence to Parole Conm ssion (all)

Parole Violation Warrant Application
USPO packet excl udi ng duplication

Most current Progress Report
Cl assification Mteri al

Program Review fornms (BP-191) (6 nobst current)
Treaty Transfer Packet (copy, if applicable)

Transfer Inquiry form (BP-297) (if applicable)
Treaty Transfer Case Sunmary (if applicable)
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Executive O enmency Report (if applicable)
Request for PSI (U.S. District Courts Only)
Security Designation form (BP-337)
Presentence | nvestigation Report (PSI) (U S. District
Courts Only)/Probation Violator Report
Correspondence relating to PSI (disclosable)

Secti on Three: (Mail, Visits, Property, etc)
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Extra Phot ographs, stored in envel ope (nobst current)
Social Security Card, Drivers License, etc.

(stored in envel ope; send to R&D upon rel ease)

Approved Visiting List (nost current)

Correspondence relating to Visiting List (disclosable)
Tel ephone List (nobst current since the |last Program
Revi ew) *
Tel ephone Nunber Request form (BP-505) (all)
Correspondence relating to Tel ephone List (disclosable)
Inmate to I nmate Correspondence Approvals (all)

Acknow edgnment of I nmate (BP-407/408) (all)

| nmat e Personal Property Records (BP-383) (all)
Confiscation & Disposition of Contraband fornms (BP-402)
(all)

Comm ssary Issue Card form (nost current)
Request/ Aut hori zation to Mail | nmate Packages (BP-329)
(maintain for two years)

Aut hori zation to Recei ve Packages or Property (BP-331)
(maintain for two years)

Injury Report - Inmate (BP-S140.016) (all)

Uni form Basi ¢ Safety Regul ati ons (BP-169) (nost
current)

Institution AIDS Training (nost current)

Adm ssion and Orientation Program Checklist (all)

I ntake Screening form (Ri ghts & Responsibilities (all)
Medi cal / Psychol ogy | ntake Screening Form (BP-354) (all)

Section Four: (Conduct, Wiork, Quarters Reports, etc)

AN AN AN AN AN SN
=T SQ"TO OO T®
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Chr onol ogi cal Disciplinary Record for Incident Reports
witten prior to Decenber 1, 1990

| nci dent Reports, UDC Actions (all)

Di scipline Hearing Oficer Packet; file each UDC/ DHO
action as a packet in chronol ogical order (all)

I nci dent Report (BP-288)

Inmate Rights at Discipline Hearing (BP-293)

Noti ce of Discipline Hearing Before the DHO (BP-294)
Duties of Staff Representative (BP-306)

Wai ver of Appearance (BP-307)

Di scipline hearing Oficer (DHO Report (BP-304)
DHO Checkl i st (BP-447)

Adm ni strative Detention O der (BP-308)

Speci al Housing Unit Record (BP-292)

Speci al Housi ng Revi ew ( BP-295)
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Tenporary Placenment in D sciplinary Segregation

Order (BP-321), including any supporting disclosable
Work Performance Rating forns, UNI COR and | PP (purged
after incorporated into the inmte's progress report)

Hi gh School Diploma or proof of its attainnment CGED

Institution/Unit Rel ease Preparation Checklists (nost
Program Revi ew Report (BP-571) (if applicable; origina

Notification of Community Treatnent Prograns form (if

Rel ease Correspondence (Pre-rel ease progress report

Notice of Release and Arrival, Parole form (1-13) (all)

Certificate of Mandatory Rel ease, Mandatory Rel ease to

Notification of Prisoner Release Form (if applicable)
Rel ease of Inmm gration Detainee with Supervision to

Fur |l ough Approval and Record form (BP-291) (CCC Only)

(k)
docunent ati on
(4)
(5) Request for Vacation (nost current)
(6) Education Data
(a) Education Data Transcript (nost current)
(b)
(c) VIT Certificates (all)
(d) O her Education Rel ated Docunents
(7) Drug Abuse Program correspondence (nost current
on top)
Section Five: (Release Processing)
(1)
current)
(2) | t (BP-! _
report regarding Notification of Prisoner Rel ease)
(3)
appl i cabl e)
(4) USPO Pl an Approval (nost current)
(5) Parole Certificates, Parole form (H13) (all)
(6) Parole Certificate Request form (nost current)
(7)
recei pts) (nost current)
(8)
(9) Deportation Notice (Parole form55) (all)
(10) Supervision Release Plan form (BP-522) (all)
(11) Inmate Education Data Transcript (nbst current)
(12)
Speci al Parole, Special Parole or Court Designated
Parole (Parole formI1-33) (all)
(13) Release Authorization (BP-392) (all)
(14) Gatuity fornms (BP-189 or BP-379) (nobst current)
(15)
(16)
foll ow (BP-325) (all)
(17) Conditions of Probation and Supervi sed Rel ease,
(Probation form7A) (if applicable)
(18) CCC Term nal Report (if applicable)
(19) CCC Packet (nost current)
(a) ough
(b) Institution Referral for CCC Placenent (BP-210)
(c) Acceptance/ Deni al Docunentation from CCM
(d) Exception Menorandum from Warden done prior to

April 30, 1993.
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(e) Exclusion nmenmorandum fromthe Warden with rationale
for exclusion from CC prograns/ | nmates refusal to
participate in CC prograns nmenorandum

(f) Medical Evaluation for CCC Placenent (BP-351)

(g) Conmmunity Based Program Agreenent

(21) Prior Release Docunents (file entire packet together)

f. Section Six: (General Correspondence) - Chronol oqgi cal

(1) Correspondence, Ceneral
(2) Furlough Packet (all)

(a) Furlough Questionnaire USPO (BP-302)

(b) Furlough Questionnaire

(c) Furlough Approval form (BP-291)

(d) Correspondence Regardi ng Furl ough

(e) Furlough Eval uation
(3) Record of Escorted Trip (nost current)
(4) Inmate Request to Staff Menber (BP-148) (all)
(5) Congressional Correspondence - Entire Packet (all)
(6) Consent forns - Ceneral (all)

Note: No Adm nistrative Renmedy Responses shoul d be
mai ntained in the Inmate Central File. See the Program Statenent
the Adm nistrative Renedy Program for file maintenance.

10. PRIVACY FOLDER. The Privacy Folder is to be | ocated on the
top of Section 5 of the Inmate Central File. The Privacy Fol der
contains two sections.

 FO A Exenpt material for Section | shall include Centra
| nmat e Monitoring docunents and Victinm Wtness
| nf or mati on.

e Section Il shall include other non-disclosable materi al
fromthe Inmate Central File.

All material not considered FO A Exenpt shall be filed in the
appropriate section of the Inmate Central File.

a. Secti on One: Central Inmate Mnitoring and Victim Wtness
Notification Packet

(1) CaM(BP-339) (nost current)

(2) CM(BP-340) (all)

(3) C M Docunentation (all)

(4) Cover Menorandumto Appropriate Review Authority (all)
(5) C M Approval Letter from Appropriate Review Authority

(all)
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(6) C MO earance Request with correspondi ng SENTRY
Cl earance Data D spl ay.
(7) VictimWtness Protection Packet - Notification Log
(all)

(a) Initial Notification Letter
(b) Al Oher Victinmi Wtness Notification Docunents (all)

b. Section Two: M scel | aneous Non-Di scl osabl e Materials

(1) Secret Service Card

(2) Non-Disclosable PSI, AO 235, 245, USA 792 and
Sent enci ng Meno/ Transcri pt

(3) FOA Exenpt In-Transit Data form (nost current)

(4) Psychol ogical/Psychiatric Intake Screening form (BP-435
and 436) (Only FO A EXEMPT) docunents determ ned by
Psychol ogy staff.

(5) Visitor Information form (BP-309) (all)

(6) Visitor Authorization for Rel ease form (BP-310) (all)

(7) Request for Conviction Information form (BP-311) (all)

(8 Any Materials fromthe Central File which are FOA
Exenpt are to be filed chronol ogically.

(9) Any other Materials that are FO A exenpt:

(a) Study and Qobservation Cases (all)
(b) Confidential Investigations (all)

11. U.S. PAROE COM SSION M NI -FILES. Al facilities shal
adhere to the U S. Parole Comm ssion Rules and Regul ations in
creating and handling these files.

a. Oigin. The Unit Secretary shall create the Parole
Mni-file at the time of adm ssion for all commtnents who are
eligible for parole and wll eventually be released with U S.
Par ol e Comm ssion supervision to foll ow.

Files on inmates who do not receive a hearing or are not
granted parol e but who have a mandatory or special parole term
after release shall be sent imediately after the inmate's
release to the appropriate U. S. Parole Comm ssion Ofice which
has supervision responsibility.

Parole Mni-files shall be created for adult sentences inposed
under 18 U.S. C. 4205(f) and the YCA provision 18 U S. C. 3401(9)
of the Federal Magistrate Act of 1979. Files shall also be
created for all inmates serving sentences inposed under 21 U S. C
848 (Continuing Crimnal Enterprise) even though inmates
sent enced under such sentences are not eligible for parole. Upon
the inmate's rel ease fromconfinenent, these files shall be sent
to the appropriate U S. Parole Comm ssion Ofice supervising the
i nmat e.
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(Supplies of file folders and pressure-sensitive fol der |abels
are obtained fromthe appropriate U S. Parole Comm ssion Ofice.)

b. Maintenance and Use. These files are to be maintained at
the same institution at which the inmate is confined. Prior to
the initial parole hearing, the files are to be shipped via
certified mail or via United Parcel Service, to the appropriate
U.S. Parole Comm ssion office. Followng review at the U S.
Parol e Comm ssion, the file is returned to the institution for
storage until the hearings occur.

When practical, after hearings, U S. Parole Conm ssion
exam ners nmay take smaller quantities of these files with them
when they return to their office. Oherw se, other staff the
War den designates shall clip the Comm ssion Order, hearing
summary, tape and notes, and other hearing docunents to the
inside of the Parole Mni-file before transmttal in the order
i ndi cated. These shall be delivered to the institution mailroom
for shipnent. Hearing tapes shall be boxed and sent as soon as
possible to the U S. Parole Comm ssion office.

When an i nmate wai ves parol e consideration or no hearing is
conducted, the Parole Mni-file shall be forwarded upon the
inmate's release to the U S. Parole Comm ssion office provided
the inmate is released to the U S. Parole Commi ssion's
supervi si on

. Contents. The contents of the Parole Mni-files are to be
l[imted to the foll ow ng:
SENTRY Sent ence Conputati on Record
FBI Fingerprint Record (RAP Sheet)
Judgnent in a Crimnal Case or Judgnent and Conmm t nent
O der
Pre- Sentence Report (if disclosable)
Prosecuti ng Agency Report
Classification Mteri al
Medi cal , Psychol ogi cal and Psychiatric Reports (if
separate fromclassification material and di scl osabl e)
U. S. Attorney/Judges Report (USA-792, AO 235)
Progress Report (nobst current)
Escape Reports
Front Side of all Incident Reports with Discipline
Hearing O ficer Packet Gven to Inmate
Background Statenment of Inmate (Parole forml-32)
Application for Parole (Parole forml-24)
Pre- Rel ease Matters:
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) Correspondence regarding rel ease planning and
aftercare arrangenents.

Correspondence regardi ng det ai ners.

Rel ease Certificates where applicable.



PS 5800. 11
Septenber 8, 1997
Page 13

d) Recommendations relative to CCC or hal fway house
transfer including adjustnment reports.

e) Commtted fine docunents.

f) Oher pre-release matters.

Correspondence Relative to Parol e Consideration
Policy established within the U S. Parole Conmm ssion
governing material emanating fromthe Comm ssion and
needed in the files. Al material received fromthe
Comm ssion shall be fil ed.

Note: FO A Exenpt Material shall not be placed in Parole
Mni-files.

e. Oganization. WMterial shall be organized within fol ders,
by position, as follows with the |atest date on top:

(1) No. 1 Sentence Data

SENTRY Sent ence Conputati on Record
Prosecuti ng Agency Report

Report of U. S. District Judge, AO 235 form
Report of U. S. Attorney, 792 form

FBI Fingerprint report (RAP Sheet)

Judgnent and Comm tnment O der

NSNS SN
DO OTD
— N

(2) No. 2 dassification Mterial

(a) Progress Report (nobst current)

(b) Escape Reports

(c) Front Side of an Incident Report

(d) Medical, psychological, and psychiatric reports, if
di scl osabl e

(e) Cdassification Materials

(f) Presentence Report of USPO (Probation form?2a), if

di scl osabl e

(3) No. 3 Ceneral Correspondence

(4) No. 4 Parole Material

Notice of Hearing - Parole Application (current and
previ ous ones), Representative, and Di scl osabl e Request
(Parole forml-24)

e. Mintenance, Security and Access, Responsibilities and
Procedures. The same rules as for the Inmate Central File shal
apply. Institution staff shall file any of the materi al
descri bed above that is received or generated prior to shipnent
of the files to the appropriate U S. Parol e Comm ssion office.
Routine filing material received or generated after that tinme




PS 5800. 11
Septenber 8, 1997
Page 14

shall be forwarded to the appropriate U S. Parole Conmm ssion
office for filing. Comm ssion staff shall file official
communi cations provided for Comm ssion use through ot her
channel s.

f. Transfers. As inmates are transferred between
institutions, each Parole Mni-file still held at the institution
shall be included in the sane package with the appropriate
institution Inmate Central File as specified in the Security
Desi gnati on and Custody C assification Manual .

g. Inmate Review of Parole Comm ssion Files. |Inmates may
request review of the Parole Mni-file through the U S. Parole
Comm ssion in accordance with 28 CFR 2.55 and 2. 56.

12. MAINTENANCE, SECURITY, AND ACCESS PROCEDURES

a. Responsibility. At the Warden's del egation, the Inmate
Systens Manager (ISM is the official custodian of inmate
records. The ISMis responsible for file retention and di sposal
certification purposes, and court appearances when the record's
presence is required outside normal operating situations.

The Regional Inmate Systens Adm nistrator, at the Regiona
Director's del egation, shall have the sane responsibilities at
the Regional Ofice |evel

At institutions where inmate files are stored centrally, the
Warden' s desi gnee has supervisory responsibility. \Werever
Inmate Central Files are decentralized to functional units,
supervisory responsibility shall belong to the Unit Manager and
hi s/ her staff. Although sone del egation is necessary, the Unit
Manager is accountable for file security, control, and
mai nt enance. A clear nmethod of accountability is to be
established for the renoval and return of files fromthis area
(see subsection b. of this Section).

b. General Requirenents. The followi ng rules apply at every
institution where inmates are confined and files maintained,
regardl ess of whether the Inmate Central Files are centralized or
decentrali zed.

(1) Files may never be left unsecured or handled in such a
way as to be accessible to unauthorized persons. Staff shal
ensure that inmates do not transport files and confidenti al
mat eri al s.

(2) Files shall be stored in secure cabinets in secure
areas when not in use. Fireproof cabinets shall be used or
acquired except for those institutions which have specifically
obtained a witten exenption fromthe Assistant Director,
Correctional Progranms D vision
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(3) Because of the need for files in enmergency situations,
all files shall be returned to the file cabinet prior to the
cl ose of business or tour of duty of each user. Files shall not
be | ocked away overnight in private desks, offices, cabinets or
vaults, since accessibility to these locations in tinmes of
energency poses problens. Inmate Central Files for inmates not
housed in the institution (i.e. inmates on wit, hone
confinenent, or housed in CCCs) are al so counted on the sane
basis. These files shall be kept in a separate section of the
file cabinet to better facilitate file accountability.

(4) An Inmate File Check-Qut Card (BP-387) shall be
prepared for each volunme and remain with that volune. The card
is to be placed in the file cabinet with the volune, and each
user shall sign and date the card when a volune is renoved and
| eave the card in the volune's place. This system provides a
tracki ng device when files are mssing or needed for other
pur poses and inproves the ability to take inventory.

(5) Al Inmate Central Files shall be counted any tine that
Central File cabinet is unlocked. For exanple, if staff are on
duty and open a file cabinet, all the files in that particular
file cabinet nmust be counted that day. Conversely, if staff are
on duty but have no need to open the file cabinet, the files do
not have to be counted. Staff shall indicate "file not opened”,
initial, and date the file count record. The follow ng
information shall be included in the file count record:

the date/tinme of the count,

total vol unes counted,

initials of the counter, and

reasons for any changes since the previous day's count.

A nane roster and census count nust be conducted at | east
weekly. This count consists of accounting for each file by
securing a name roster printout from SENTRY and conparing the
files in the cabinet with the nane roster. After conpletion, the
printout shall be initialed, dated, and maintained for 90 days.
The file count record shall be maintained for a period of
2 years.

c. Security Level Requirenents

(1) Inmate Central Files in Mninmm and Low Security Leve
institutions may be maintained securely within the functional
unit in a secure manner at the Warden's discretion.

(2) Inmate Central Files in Medium Security Level
facilities may be mai ntained securely within the functional unit
at the Regional Director's discretion and approval.
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(3) Inmate Central Files in H gh Security Level facilities
may be maintained in either the functional unit with the Regi onal
Director's approval or, in a secure, centralized |ocation.

Inmate Central Files maintained in a secure centralized |ocation
do not require Regional Director approval. *

(4) The location and security of Inmate Central Files in
Adm nistrative facilities shall be reviewed and a determ nation
made on a case-by-case basis with the Regional D rector's
approval .

13. ROUTINE USES OF | NMATE CENTRAL FILES. The routine uses of
Bureau Inmate Central Files are periodically published in the
Federal Register. At the time of this Program Statenent's
publication, those include:

a. Routi ne Uses. Routi ne uses of these files are to:

(1) Provide an information source to officers and enpl oyees
of the Departnent of Justice who have a need for the information
in the performance of their duties;

(2) Provide an information source to |aw enforcenent
officials for investigations, crimnal prosecutions, civil court
actions, or regulatory proceedi ngs;

_ (3) Provide an information source for disclosure of
information on matters solely of general public record, such as
nanme, offense, sentence data, and rel ease date;

(4) Disclose information to contracting or consulting or
correctional agencies that provide correctional services for
federal inmates;

(5) Provide an information source for responding to
inquiries fromfederal inmates involved in Congressional
i nquiries;

(6) Provide information relating to federal offenders to
the courts, including court officials and probation officers;

(7) Provide victins and/or w tnesses, pursuant to
victimw tness federal |egislation and policy, information
relating to an inmate's furl ough, parole (including appearance
before the U S. Parole Conm ssion), transfer to a conmunity
corrections center, mandatory rel ease, expiration of sentence,
escape (including apprehension), death, and other such rel ease-
related i nformati on;

(8) Provide state agencies or authorities, pursuant to
Public Law 98-135, identifying data of Bureau innmates for the
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pur pose of matching the data against state records to reviewthe
eligibility of these inmates for unenpl oynent conpensation; the
requesting state is to erase the Bureau data after this

determ nati on has been nade;

(9) Provide the Social Security Adm nistration (SSA),
pursuant to Public Law 96-473, identifying data of Bureau inmates
for the purpose of matching the data against SSA records to
enable the SSA to determine the eligibility of Bureau inmates to
recei ve benefits under the Social Security Act; SSAis to erase
the Bureau data after the match has been nade;

(10) Provide the Veterans Adm nistration (VA), pursuant to
Publ ic Law 96-385, identifying data of Bureau innmates for the
pur pose of matching the data against VA records to determ ne the
eligibility of Bureau inmates to receive veteran's benefits; the
VA is to erase the Bureau data after the match has been nade;

(11) Provide information froman inmate record to an
enpl oyee, forner enployee, or his or her designated
representative when such information is included in the
enpl oyee's or forner enpl oyee's adverse or disciplinary personnel
action file with respect to proposed adverse or disciplinary
personnel action against that enpl oyee or former enployee; the
enpl oyee's or forner enpl oyee's adverse or disciplinary personnel
action file is covered by a governnent-w de system of records
publ i shed by the Ofice of Personnel Managenent (OPM entitled
"Adverse Action Records, OPM GOVT-3;" to protect the privacy of
the inmate, information transferred to the enpl oyee's or forner
enpl oyee' s adverse or disciplinary personnel action file wll be
sanitized as warranted and/ or appropriate protective orders my
be requested to prevent further dissem nation; and

(12) Provide an enpl oyee, former enployee, or his or her
desi gnated representative information froman i nmate record
pursuant to regul ations or order of any body properly trying the
merits of an adverse or disciplinary personnel action, including
an adm ni strative agency, arbitrator, or court of conpetent
jurisdiction; to protect the privacy of the inmate, information
provi ded the enpl oyee, fornmer enployee, or his or her designated
representative will be sanitized as warranted and/ or appropriate
protective orders nmay be requested to prevent further
di ssem nati on

b. Release of Information to the News Media. Information
whi ch may be rel eased to the news nedia and the public pursuant
to 28 CFR 50.2 may be made avail able from systens of records
mai nt ai ned by the Departnment of Justice unless it is determ ned
that rel ease of the specific information in the context of a
particul ar case woul d constitute an unwarranted i nvasi on of
per sonal privacy.
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c. Release of Information to Menbers of Congress. Information
contained in systens of records maintained by the Departnent of
Justice, not otherwi se required to be rel eased pursuant to
5 U S.C. 552 may be nmade avail able to a Menber of Congress or
staff acting upon the Menber's behal f when the Menber or staff
requests the information on behalf of and at the request of the
i ndi vidual who is the subject of the record.

d. Release of Information to the National Archives and Records
Adm nistration. A record froma system of records nay be
di scl osed as a routine use to the National Archives and Records
Adm ni stration (NARA) in records managenent inspections conducted
under the authority of 44 U S.C. 2904 and 2906.

14. DI SCLOSURE OF | NVATE CENTRAL FILE MATERIAL. The Privacy Act
of 1974 sets forth a series of requirenents governing federa
agency record-keeping practices intended to safeguard individuals
agai nst invasions of personal privacy. The Act forbids rel ease
of information from agency records wthout a witten request by,
or without the prior witten consent of, the individual to whom
the record pertains, except in specific instances as described in
the Act. Civil sanctions and crimnal penalties are prescribed
for violation of the provisions of the Privacy Act.

It is, therefore, inperative that each Bureau enpl oyee be

know edgeabl e of this Act's provisions, and conformhis or her
conduct to the Act regarding the maintenance of records and the
rel ease of information contained in those records. The Program
Statenent on Rel ease of Information establishes procedures for
the rel ease of requested records in the possession of the Bureau.

15. | NVATE REVI EW OF | NVATE CENTRAL FILE. An inmate has the
option to ook at materials nmaintained in his/her Innmate Central
File. This procedure is not required by either the Freedom of

I nformation Act or Privacy Act. A request submtted under FO A
for exanple, is processed formally under Departnent of Justice
and Bureau guidelines for handling such requests, in light of the
specific statutory provisions. By contrast, the information
contained in this section establishes an adm nistrative procedure
for inmate access to records which can properly be shown to the
inmate in accordance with sound correctional practices and

concer ns.

a. Local Procedures. Each institution and facility shal
i ssue local instructions to inplenment this section. Local
procedures shall include but are not limted to those itens
listed in Section 15.a. and 15.b. of this Program Statenent.
Each Chi ef Executive Oficer (CEOQ shall decide on the
expeditious and efficient neans to acconplish any necessary file
review. The CEO nust designate those staff who are responsible
for the:
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(1) initial reviewof all current files of the inmate
popul ati on;

(2) receipt of inmate requests to review files, and the
monitoring of the inmate review of files; and

(3) screening of all records and docunents in the future as
they are sent to the Inmate Central File for filing.

Each institution may adopt its own procedures and forns for
subm tting and acknow edgi ng requests and for |ogging and
scheduling Inmate Central File reviews.

b. lnmate Request and Review. Any inmate seeking to | ook at
his/her Inmate Central File shall submt a request to a staff
menber, as designated in the local instruction.

e The inmate's request should be acknow edged.

* The inmate should be permtted to review the file whenever
practicabl e.

« All file reviews nust be done under constant and direct
staff supervi sion.

» Those materials which have been determ ned to be non-
di scl osabl e shall be renoved fromthe fol der before i nmate
revi ew.

* An entry shall be made on the Inmate Activity Record
(BP-381) to show the date the inmate reviews the file.
The staff nmenber nonitoring the review shall initial the
entry and the inmate shall be asked to initial it.

c. Inmate Challenge to Information. An innmate may chal | enge
the accuracy of the information in his or her Inmate Central
File. Unit teamstaff shall take reasonable steps to
ensure the accuracy of challenged information, particularly when
that information is capable of being verified. The inmate is
required to provide staff wth sufficient information in support
of a challenge (nanmes of persons to contact, governnent agency,
etc...).

When an inmate provides such information, staff shall review
the alleged error(s) and take reasonable steps to ensure the
information is correct.

For exanple, if an inmate chall enges information in the
Presentence | nvestigation Report (PSlI), staff should informthe
appropriate U S. Probation Ofice (USPO in witing of the
di sputed information, and request that a witten response al so be
provi ded. USPO procedures, however, do not allow for changes or
addenduns to be nmade to the Presentence Investigation Report
after sentencing since it is a court docunent.

| f the USPO subsequently reports that the chall enged
information, or sone part thereof is not accurate, staff shal
attach the Bureau's inquiry and the USPO response to the
chal | enged docunent. Staff shall file this information in the
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applicable section of the Inmate Central file, and al so nake a
notation on the Inmate Activity Record form (BP-381) to ensure
that future decisions affecting the inmate are not based on the
di scredited i nformation.

When the USPO verifies that the information in the PSI is
i ndeed inaccurate, as clainmed by the inmate, staff shoul d
subsequently review, and where indicated, correct Bureau
generated reports or data such as the Inmate Load and Security
Desi gnation form (BP-337), the Custody C assification form
(BP-338), Progress Report, and any other reports that may have
been based on the PSI. Bureau reports, data, or SENTRY
transacti ons should be corrected within a reasonabl e peri od of
tinme after identification as being inaccurate.

If the information source will provide a corrected docunent or
data, it should be imediately inserted in the file or data base
and the inaccurate information or docunent renoved. A notation
on the Inmate Activity Record form shoul d acknow edge the
insertion of the corrected informati on or docunent.

d. Inmate Copies. Any inmate who w shes to receive copies of
di scl osable materials fromthe file shall submt a request to
institution staff. Wthin a reasonable tine after the request,
institution staff shall provide the inmate copies of requested
di scl osabl e docunents nmaintained in the Inmate Central File.
Fees for the copies are to be calculated in accordance with the
Program St at enent on Rel ease of | nformation.

e. Privacy Folder. Records which have been determ ned, under
separately issued guidelines, to be excluded frominmate revi ew
shal|l be placed in the Privacy Folder. Nornally, actual
pl acement of docunments in the Inmate Central File is the Unit
Secretary's responsibility. The Privacy Fol der shall be placed
on top of section 5 in the Inmate Central File.

As materials fromany source are submtted for placenment in
the Inmate Central File, they are routed to an appropriate staff
menber the Warden designated. The Case Manager shall review the
materials, to ascertain whether to place themin the regul ar
sections, the Privacy Folder, or discard them Any docunent to
be excluded frominmate review nust be stanped "FO EXEMPT". At
each Program Review and before an inmate reviews his/her |Inmate
Central File, the Case Manager shall reviewthe file to ensure
the proper |ocation of forns and purge outdated or unnecessary
forms and/ or docunentati on.

f. Parole Files. Parole Mni-files, exam ner packets, and
pre-hearing assessnents are not disclosable unless specifically
aut hori zed by the U S. Parole Comm ssion. The Parole Mni-file
and other hearing materials nust be renoved fromthe Innate
Central File prior to inmate review. The inmate may seek revi ew
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of those materials through the U S. Parole Comm ssion in
accordance with 28 CFR 2.55 and 2. 56.

16. DOCUMENTATI ON OF DI SCLOSURES. The Privacy Act of 1974
requires accounting for both witten and oral disclosures of

i nformati on about inmates. Except for disclosures of information
of records nmade to other Departnment of Justice enpl oyees, and al
conponents thereof, and for disclosures required by the FO A
(i.e., public information), an accounting of disclosures of any

i nformati on concerning an individual contained in a system of
records mai ntained by the Bureau shall be kept in accordance with
the foll owm ng guidelines:

a. Oal Disclosures. Staff are to take the position that only
public information is to be released orally. FormBP-171 is
designed to assist the person receiving an oral request for
information in accounting for the results of the request. The
formmay al so be used to docunent information which is rel eased
and not covered by the FO A

A menorandum shal |l be prepared and retained in the file from
whi ch the record is disclosed, or an appropriate notation will be
mai ntained in the file, attached to the recorded discl osed.

b. Witten Disclosure. Accounting for witten disclosures is
made in the same manner as for oral disclosures, or nay be made
by retaining a copy of the correspondence requesting the
information and a copy of the response in the file fromwhich the
record is disclosed.

17. TRANSFER OF RECORDS BETWEEN BUREAU FACI LI Tl ES

a. Transfer Qut. Procedures for processing all records,
including the Inmate Central File, are covered in the I nmate
Systens Managenent Manual .

b. Transfer In. Inmate Systens Departnent staff shall receive
and process records on transferring inmates as foll ows:

(1) Judgrent in a Crimnal Case and Judgnment and Conmi t nment
Files shall be pulled for audit by the Inmate Systens staff;

(2) Medical records shall be sent to the Health
Services Adm ni strator;

(3) Mental Health records shall be sent to the Chief
Psychol ogi st/ Psychi atri st;

(4) Inmate Central Files related materials and Parol e
Mni-files, if any, shall be sent to the appropriate Unit
Manager .
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c. Parole Violators, Mandatory Rel ease Violators, Escapees
Files. If the inmate is commtted el sewhere, his/her files shal
be shi pped i medi ately upon designation. Files shall be prepared
for shipnent the sane as for transfer and nmailed by Certified
Mai |, Return Receipt Requested. Files on these cases, if not
al ready received, shall be requested by tel ephone, BOPNet
G oupWse, or EMS, and shall be processed upon receipt the sane
as for transferring inmates.

18. REQUESTS FOR FORWARDI NG | NVATE FILES. All requests for
inmate files fromindividuals or agencies outside the Bureau
shall be referred to the | SM Departnent for review and action as
required in the Inmate Systens Managenment Manual. Requests from
Bureau facilities shall also be referred to the | SM Depart nment
for review

Odinarily, if an inmate's projected stay at another institution
(1.e., wits) is for 60 days or nore, the parent institution
shall be contacted to forward the Inmate Central File to the

hol dover institution. This contact is to be docunented and
shoul d not require weekly follow up.

19. RETIREMENT OF | NMATE CENTRAL FILES

a. Files on Expired Sentences. Files on these sentences shal
not be conmbined with new sentence files. However, they may be
retrieved for review and then returned to the Federal Records
Center after the review is conpl et ed.

b. Files Processing at Final Release. The follow ng
procedures shall be conpleted at the tinme of each inmate's
rel ease.

(1) Inmate Central File folders shall be retained in the
unit for approximately two weeks after the inmate's rel ease.
Files for inmates housed in hal fway house facilities or community
rel ease status (i.e. hone confinement, comunity corrections
centers (CCC)) shall be maintained with the unit files until the
final rel ease paperwork is received fromthe CCC. This allows
for final rel ease papers to be consolidated and filed before the
fileis forwarded to the |ISM Departnent for inactive file
storage. Unit Managers are responsible for ensuring all required
docunents are in the Inmate Central File prior to retirenent of
the file.

(2) Inmate Central Files are preserved for 30 years after
the sentence expiration. Therefore, follow ng rel ease from
service of the confinenment portion of the sentence, nedical,
mental health, and visiting records shall be forwarded to the
appropriate unit for consolidation with the Inmate Central File.
The consolidated file is then sent to the | SM Departnent. The
Judgnent in a Crimnal Case/Judgnent and Commtnent file is
included in the consolidated file at retirenent.



The outside of the file folder shall be stanped with the
year of expiration of sentence and files shall be stored
according to | ocal procedures. Expiration of sentence for this
purpose is defined as the date supervision expires plus any
special parole term probation, supervised release, or the date
rel eased fromconfinement wwth no supervision to follow plus any
special parole term

(3) Files designated for research purposes shall be
forwarded to the O fice of Research and Evaluation (ORE), Central
O fice and schedul ed for disposal as ORE determ nes. A notation
shall be entered on the permanent al pha index card in each case
to indicate to whomin ORE the file was sent.

(4) Material received regarding i nmates who have been
rel eased fromserving their sentences shall be destroyed with the
exception of death notices or certificates and copies of U S.
Par ol e Conm ssi on correspondence to the U S. Marshals Service
transmtting warrants and court orders or docunents.
Questionable material may be referred to the Case Managenent
Coordi nator, Inmate Systens Manager, or the Regional Correctional
Progranms Adm ni strator for a decision.

c. Retention and Disposal of Inmate Central Files. Specific
procedures for the retention and di sposal of Inmate Central Files
are contained in the Inmate Systens Managenent Manual

20. I NSTI TUTI ON SUPPLEMENT. Each institution is to develop an
Institution Supplenent to include the follow ng infornmation:

a. Designate the location of pretrial and INS file fol ders.

b. Identify the pretrial and INS file folder accountability
pr ocedur es.

Note: These instructions should clearly set forth procedures
to ensure the mai ntenance, security, and access responsibilities.

c. Procedures to inplenent the inmate review of the Innate
Central File.

/s/
Kat hl een M Hawk
Di rector



