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Institution
TO: All Staff Representatives

FROM: Warden

There may be questions as to just which part an employee takes when that employee serves as staff
representative for an inmate who appears before the DHO. Generally, your role is to help the inmate
present the best defense possible to the charged violations. The Warden, the DHO, the reporting
officer, investigating officer, a witness to the incident, and UDC members involved in the case may not
act as staff representative. If, during your representation, you encounter difficulties which you
believe will prevent you from functioning properly, you should notify the DHO of this, and he will
excuse you if there is a good reason to do so.

(1) You are to assist the inmate in presenting whatever information the inmate wants to present and in
preparing a defense. This will require, in every case, consultations with the inmate, and
familiarity with the Inmate Discipline Program Statement.

(2) You are to speak to witnesses who might furnish evidence on behalf of the inmate, if the inmate
indicates there are such witnesses whom the inmate wishes to have called. You may question
witnesses requested by the inmate who are called before the DHO.

(3) You should become familiar with all reports relative to the charge against the inmate. Confidential
or security information must of course be protected and may not be shared with any other person,
including inmates, staff, visitors, attorneys, etc. Any request for confidential information should
be directed to the DHO.

(4) You should present any evidence favorable to the inmate’s defense.

(5) You should present information which may assist the DHO and which may obtain a lesser sanction for
the inmate. If you believe you need additional time to pursue any of the functions, you may request
a delay in the hearing from the DHO, but ordinarily only after you have the concurrence of the
inmate to do this.

(6) You are to help an inmate understand the charges and the potential consequences.

(7) You should be familiar with procedures at the hearing, explain them to the inmate in advance, and,
if necessary during the hearing, assist the inmate in understanding procedural points.

(8) You should not be present during deliberations by the DHO. An exception would be where you have
read confidential information, and want to discuss that with the DHO outside the inmate’s presence.
In that case, you will have to explain to the inmate, in general terms, what you are doing, and
you should leave the room as soon as that function is over.

(9) If the inmate asks you to assist in writing an administrative appeal from the DHO action, you
should assist the inmate in doing so.

I have read the “Duties of Staff Representative” and (agree) (do not agree) to serve as staff
representative for inmate , reg. no.
in the inmate’s appearance before the DHO. I do not agree for the following reason

Printed Name/Signature of Employee: Date:

Record Copy - DHO
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