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Welcome to Programs at Strafford County 

Department of Corrections 

 
We appreciate your decision and desire to help inmates with the rehabilitation 

process.  In this handbook, we have outlined the SCDOC policies That apply to 

volunteers and staff (vendors) who represent programs at the facility. 

Working in a correctional facility can be very demanding and stressful.  It is a 

difficult environment for the inmates, staff, and volunteers.  However, a jail setting 

can be a catalyst for change in a person, and, with the guidance of educational, 

correctional, program staff and volunteers, significant rehabilitation and change 

can occur. 

The progressive correctional SCDOC policies provide a tremendous opportunity to 

provide rehabilitation programs in a state of the art direct supervision jail.   

Please be advised that some of the guidelines presented here may change.  We will 

do our best to keep all program staff and volunteers updated to changes in facility 

operations.  This may require ongoing mandatory training for all volunteers and 

staff. 

Please review this handbook with the On-line Training Program, as part of your 

Initial training.  You will be required to signify by testing that you have received and 

reviewed this handbook. 

 

 

 

 



Building Procedures and Program Scheduling 

Definitions: 

Control Room:  This is the room at the center of operations on the lower level 

of the jail.  Inside, the CO monitors all jail activity, and controls doors and intercoms. 

Correctional Officer (or CO):  This is a member of our SCDOC staff 

specifically trained for the protection and safety of all inmates, staff, and 

volunteers. 

Counseling Rooms:  These are small interview rooms located in the corridors 

of the main housing units. 

Duress Button:  This is the red “mushroom” on the wall in the counseling 

rooms.  You should always position yourself in the room so that you have an 

unobstructed path to the duress button if there is an emergency. 

Housing Pod:  This is a large section or “wing” of the facility where inmate 

housing units are located.  There are three housing pods.  Housing Pod 1 (HP1) 

houses Units A – F.  Housing Pod 2 houses Units G and H.  Housing Pod 3 Houses 

Units J1 and J2.  One other wing also houses out Therapeutic Community. 

Housing Unit:  This is the area where the inmates live.  The Housing Units are 

lettered A – J.  Each letter represents a different housing unit.  Each unit is used for 

different inmate populations and security levels.  Programs are offered to most of 

the housing units. 

Intercom:  This is a steel covered speaker and button located at each door and 

elevator.  When you need to have a door opened, press the button, and the control 

room operator will open it as soon as possible. 

 



 

 

Multipurpose Rooms:  There are the “classrooms” located in each housing 

unit.  Most programs that enroll more than one inmate will be held in these rooms. 

Currently the maximum capacity is 10 inmates per classroom.  We do not combine 

or mix inmate populations! 

Post Officer:  This is the correctional officer on duty on a particular Housing 

Unit. 

 

Check in 

Program staff and volunteers should plan to arrive early for check in before the 

start of their program.  (About 10 minutes) 

Procedure:  When you arrive, please park in the designated visitor parking area.  

Never leave any items of value or items of identification visible in your vehicle.  Lock 

your car and then enter the jail through the Main Reception Area.  Cellular phones, 

cameras, and pagers are contraband and are prohibited in the building.  

Weapons, incendiary devices, and sharp objects are forbidden and will result in 

arrest.  Coats, scarves, bags, umbrellas, binders, and other items must be left at 

the Reception Area or in your car.  No drinks or food are permitted past the 

Reception Area. 

ALL MATERIALS THAT ARE USED FOR PROGRAM PURPOSES MUST APPROVED A 

WEEK IN ADVANCE.  Any books will be ordered for you and marked SCDOC.  

Anything needing to be copied will be done by program staff and be ready for you 



when you arrive.  IT IS YOUR RESPONSIBILITY TO GET THESE ITEMS APPROVED 

PRIOR TO THE BEGINNING OF YOUR PROGRAM.  Please note that no facility 

materials or records will be permitted to leave this facility. 

CONTRABAND:  Anything an inmate is not allowed to have.  This includes the 

following:  weapons, drugs and drug paraphernalia; anything metal such as wires, 

staples, paper clips or other metal fasteners; no pens with metal clips or spring 

clips, pens of different colors other than black or blue; crayons, and notebooks 

with wire bindings.  The inmates should not be receiving anything from you.  

Bringing in Contraband will result in suspension/termination of your services and 

possible criminal charges. 

 

 

 

1) Present the reception officer with a state or federally issued photo ID.  You 

will not be allowed in without a proper ID. 

2) The officer will take your keys and photo ID, and issue you your facility ID. 

3) Inform the Reception Officer of your name, the name of your program, and 

the unit where you are going.  He will inform the unit.  Please request the 

Attendance Form. 

  



4) You will pass through the metal detector.  If you cannot clear the metal 

detector, you will be denied entry.  If you have metal items in your body from 

a medical procedure, please bring in the appropriate documentation.  Be 

aware that belt buckles, metal buttons, snaps, some jewelry, and coinage will 

set off the metal detector. 

5) Once cleared for entry, sign in the Log located on the other side of the 

Reception Area.  Then proceed to your destination. 

6) Arrive at the door of the housing unit and press the intercom button.  The 

Control Officer will let you in. 

7) The unit officer should have a list of inmates scheduled for your program.  If 

the unit officer does not have one, present your copy to him. 

8) Be prepared to start your class when your students arrive.  At this time, 10 

inmates maximum are allowed per class or event.  Inmates are expected to 

participate in a meaningful manner.  If they do not, please make a note on 

your class attendance with a “NP” (no participation) and we will speak to 

them.  If an inmate becomes disruptive, uncooperative, or violent, ask 

them to leave the program, press the Duress Button (if counseling) or get 

the assistance of a CO. 

9) Take careful attendance.  Inmates are required to sign the form legibly.  

Check the “Refused” column if the inmate was not present and check the 

“Excused” column if they were ill, in lockdown, in court or on a phone call.  

Please discourage inmates from leaving the class once it has started.  Classes 

are usually one hour long and may be followed by another program, 

scheduled after yours.  Be mindful of other staff and volunteers who may 

need the room. 

10) Once the class has ended, please make sure that the classroom is neat 

and the dry erase board clean. 

11) You will exit the classroom and inform the unit officer that the class is 

ended. 

12) Return to the Main Reception Area (unless it is an evening program 

that finishes after 7pm – then leave through the Booking Area) and return 

your facility ID. You will receive your state or federally issued ID. 

 

 



 

Conducting a Program in Housing Pod 1 (HP1) 

HP1 houses several classifications of inmates (Units A, B, CLeft, CRight, D – MAX, E, 

and F) with E and F, housing those females requiring special supervision and regular 

female inmates, respectively.  This is very busy area!  It is very important that 

program staff and volunteers do not disrupt the operations of this area. 

1) When you arrive, inform one of the Cos.  Please stand to the side of the stairs 

near the officers’ station.  The officers’ station is a restricted secured area.  

DO NOT ENTER THE OFFICERS’ STATION! 

2) Go directly to the multipurpose room or counseling room where you have 

been assigned.  Do not linger in the hallway or try to communicate with 

inmates through the windows.  The officer will send the inmate(s) to your 

program.  A wait of 10 minutes or more is unacceptable and will require a 

reminder to the officers. 

3) Once the class is finished, please make sure the tables and chairs are put back 

and the board cleaned. 

4) Follow the procedures for leaving the facility.  Do not forget your 

documentation. 

 

 

Please note:  There is a teacher’s room for administrative duties and paperwork.  

There is also a copy machine and phone available.  Please do not make personal 

phone calls from the office phone. 

Classes need to be structured and organized.  Inmates expect that and are required 

to participate.  Wear a watch and plan the session so that you are concluding within 

5 minutes before the program ends.  If you are late starting, you are still expected 

to end at your regular time.   Do not extend into the next hour since someone else 

may need the room. 

The Counseling Rooms are in high demand!  Please make sure that the room you 

need has actually been assigned to you. 



PROFESSIONALISM 

As professionals (and we all profess a specialty that is needed at the SCDOC), we 

must maintain appropriate boundaries with the inmates.  Firm, Fair and Friendly 

but not a friend.  Many inmates will be curious about you and ask many personal 

questions.  In some instances, this is harmless; however, some inmates who are 

criminally sophisticated may use your personal data for leverage against you. 

If you know an inmate or an inmate’s family member, this may be considered a 

conflict of interest.  In those instances, someone else will be assigned to work with 

the inmate.   

DO NOT share your phone number, email, or home address to any inmate.  Such 

communication is unacceptable.  If an inmate manages to contact you, refer them 

back to the Program Department.  As a general rule, contact with an inmate is not 

encouraged during incarceration.  We cannot control contact but our suggestion 

for such contact is that you wait until the sentence has been completed plus 

another duration of six months.  If you, indeed, meet or receive contact from an 

inmate before this time, we ask that you record it on a special form.  Please ask the 

Program Department or Chaplain for this form. 

Do not become involved with inmate families outside the facility.  If an inmate asks 

you to contact a family member or to handle some type of business arrangement 

for them on the outside, alert the Program Department immediately.  You may put 

yourself in a position of great liability and, perhaps, of criminal responsibility if you 

involve yourself in an on-going case. 

At NO time is a staff person or volunteer to enter into a personal or financial 

relationship with an inmate or former inmate.  If you feel an inmate needs 

assistance upon release or later as they adjust to community living, inform the 

inmate to submit a request to the Program Administration or an outside agency.  

Each request will be given appropriate resources. 
Physical contact is not allowed with inmates except for the occasional elbow bump.  

Fist bumps and handshakes are also discouraged, not only for physical reasons but 

for hygiene reasons (as in the spread of infectious diseases). 



Be careful how you address inmates; avoid nicknames or terms of endearment.  The 

wrong message may be interpreted.  More will be presented in the section on PREA 

(Prison Rape Elimination Act). 

 

Dress and Grooming 

We ask that program staff and volunteers maintain a professional appearance.  Use 

your judgment as to what you wear but keep in mind the following regulations: 

1) No sleeveless shirts, low-cut or “belly” shirts are allowed at any time. 

2) No shorts, tank tops or shirts with “spaghetti straps” are allowed at any 

time. 

3) No skirts, skorts and sheer or see-through materials are allowed. 

4) No sandals, flip flops or open-toed shoes are allowed. 

5) Do NOT wear perfume, cologne, or expensive jewelry. 

6) Dress in a conservative manner (avoid revealing clothes). 

7) Dress jeans only (no fraying of material, holes or grime). 

8) Scarves, ties, and loose clothes are problematic.  They can be grabbed and 

possibly used against you.  We encourage you not to wear them. 

9) Take great care of your personal hygiene. 

10) If your dress or grooming is deemed inappropriate, you will not be 

allowed in the facility. 

 

You are a model for the inmates.  It is our job to help inmates to put their best foot 

forward.  Professional appearance and manner count. 

 



RESPECT 
You are expected to affirm and respect the fundamental rights, integrity, dignity, 

and human worth of all persons.  In doing so, you are NOT expected to prejudge, 

favor, or set apart any individual, nor withhold or refuse participation in any 

program or guidance.  Refrain from belittling and disparaging remarks.  You are 

expected to embody the highest moral standards. 

We do not tolerate discrimination on the basis of age, race, sex, creed, religious 

belief or spiritual practices, color, marital status, family status, sexual orientation, 

physical or mental disability, national origin, and cause of confinement.  Violations 

of discrimination may result in supervisory review, and could result in temporary 

or permanent suspension of your program. 

You will refrain from proselytizing or attempting to recruit inmates to be a part of 

your faith, unless they state an express interest in doing so.  You will not disrespect 

or impose your faith over another’s, nor will you criticize, belittle or denigrate 

anyone else’s faith or spiritual beliefs. 

 

 

Program Scheduling 

Due to the number of programs and counseling sessions being conducted in the 

facility, we are no longer able to reschedule programs.  If you need to cancel your 

program for illness, bad weather or scheduled vacations, please contact the 

Program Department as soon as you can at 742-3310, extension 5221; this 



extension has a voice mail to leave a message.  Or text us at email 
agustafson@co.strafford.nh.us.  We will inform the inmates. 

For weather emergencies, use your judgment during periods of bad weather.  If 

extreme heat or cold affect your medical condition, cancel at your discretion.  We 

do not formally close programs. 

At times, we may need to cancel programs on short notice for security reasons, 

your safety, or infection control.  We will make every effort to contact you with as 

much notice as possible.  Program volunteers are not expected to provide programs 

on the following holidays: 

New Year’s Day President’s Day Memorial Day 

July 4   Labor Day  Columbus Day 

Veterans’ Day  Thanksgiving  Christmas 

Attendance Forms 

Attendance forms are provided for instructors to fill them out.  These forms are 

mandatory.  You may receive some copies for your use at the beginning of your 

service.  You may ask the Reception Officer for a copy when you arrive or, if you are 

presenting a program after 7pm, you may request that a form be ready for you in 

the Booking Area. 

These forms are used for incentives like “Good Time” and “STEP Down” which 

reflect direct inmate participation.  Due to the possibility of litigation, if our 

records are not complete, we may need to cancel a program until all attendance 

sheets are turned in.                                                                                    

  

mailto:agustafson@co.strafford.nh.us


  SCDOC Program Attendance Forms 

ATTENDANCE FORM MUST BE FILLED OUT BY THE INSTRUCTOR WITH INMATE 

LEGIBLE SIGNATURE.  Excused absences are those that have a med slip, court 

appearance, or have an attorney call or visit. 

Program Name:                                                                                  Unit:        Date: Time: 

Inmate Name Attended Refused Excused 

 

Inmates, please write your name so it can be read. 

For attendance, use "P" for participated and 'I NP" for no participation. 

Instructor: 
___________________________________________________________ 

Printed Name: 
                           ___________________________________________________________ 

 



 

On-going Training, Support and Feedback 

As a facility, we will provide on-going training programs through a variety of on-line 

modules and a yearly conference.  Mandatory ones will require testing and course 

acknowledgement.  Refer to the website for more details in our Calendar Section.  

We will support you throughout your time with us.  You may ask for assistance from 

your immediate supervisor at any time, especially at times that you feel uneasy, 

threatened, or confused.  The correctional environment can be challenging.  And 

we welcome any and all feedback from you on the classes you provide.  Throughout 

the year, we will give you input to how your services are being received by inmates 

and other staff, as well as any improvements that can be made. 

 

 

 

 

 



MANIPULATION 

Chain of Command 

Superintendent Brackett 

 

Captain Weisgarber 

 

 

 

Chaplain Program Supervisor Shift Supervisor 

 

 

 

 

 

Spiritual Volunteers Educational Volunteers  Other Volunteers  

 

The Daily Dozen Reminders 

1)  Poor language leads to poor integrity which causes volunteer complacency.  

This is prime for manipulation. 

2) All inmate emails and calls are monitored.  DO NOT communicate by any 

form of contact that involves texting, phone calls, or computerization. 

3) Anticipating seeing a particular inmate is a danger signal indicating 

manipulation. 



4) DO NOT do anything with an inmate that may constitute a relationship in the 

eyes of your family or supervisor. 

5) Make sure that your behavior with any inmate would be observably 

acceptable to another volunteer or to your supervisor. 

6) DO NOT talk about your personal life with any inmate.   

7) DO NOT do favors for an inmate OR have inmates do favors for you. 

8) If your communication can’t be recordable, it is not acceptable. 

9) Having personal or sexual fantasies about a particular inmate is an indication 

of manipulation. 

10) Limit your touching!  Do Not break personal and special boundaries. 

11) Avoid any talk involving sex, sexual ideas, sexual experiences or ideas, 

 or sexual fantasies.  This will be explained in the Chapter on PREA. 

12) DO NOT trust inmates. 

 

Examples of manipulation: 

1)  An inmate who makes several references to your physical appearance, speak 

to your supervisor. 

2) Overlooking rules or “cutting corners” tells an inmate that you don’t accept 

authority and you are willing to take risks. 

3) “Fishing” is what an inmate does to find out more about your personal life. 

4) The “Rumor Mill” involves inmate gossip, involving other inmates, 

volunteers, teachers, or COs.  NEVER express your impressions of others to 

inmates.  All this type of information is food for manipulation. 

 

 
 



COMMUNICATION 
 

Good communication includes an understanding of confidentiality, privacy, 

safety and security, and observation skills.  Communication needs to be 

open, honest and truthful.  Although a sense of trust may be built between 

the volunteer and inmate, still be mindful of manipulative behavior. 

 

Communication, in general, involves many factors:  verbal communication, 

non-verbal communication, body language, facial reactions, gestures, 

listening skills, and road blocks that interfere with good communication. 

 

Verbal Communication 

This communication is not just what words we use but how we use them 

including tone of voice.  Verbal communication requires each person to aptly 

convey knowledge and understanding. 

 

Non-Verbal Communication 

This communication involves understanding body language and facial 

expression.  These can add or detract from an environment conducive to 

learning.  Body language involves the position of arms and hands or stance 

(standing, sitting, leaning).  By being aware of yourself and the space you 

occupy, you will be able to communicate more clearly what your words and 

voice already convey. 

 

Listening Skills 

Listening involves not always speaking.  Much can be understood when 

“reading between the lines” which active listening reveals.  Listening also 

involves asking the right questions for clarification, validation, and 

paraphrasing.  Here are some examples: 

 

 Open-ended questions (not “yes” or “no” questions):  What makes you

 believe there is a conspiracy on ……..? 

  Who is your favorite author? 

  How do you handle conflict? 



 Comments:  You seem to understand the difference between what 

 you’ve done and what you are capable of doing better. 

   I hear a little anger in your voice. 

   You seem preoccupied. 

    

 Paraphrasing:  So what I am hearing, and correct me if am wrong, you 

 are no longer blaming others.  You realize that you are a responsible 

 adult.  

 

Not all inmates respond the way you may expect.  Be prepared to answer 

when needed, and if you cannot respond, make an effort to someone who 

can.  Be genuine, honest, and trustworthy.  You are there to point the way 

to something better through your own knowledge, expertise, and 

understanding. 

 

Avoid being judgmental.  Recognize that some feelings are necessary to 

express.  Do not judge the inmate if they are being open and honest with 

you.  Feelings can be a gateway to understanding. 

 

Maintain good eye contact.  Good eye contact indicates that you are 

interested and paying attention.  Eye contact gives you a way to evaluate the 

conversation.  Be mindful of your personal space and the inmate’s.  Your 

personal space needs to be managed by good boundaries.  In this way, you 

will avoid the possibility of manipulation. 

 

Be aware of your own emotions, health and attitudes.  A poor attitude, 

worried look, or sense of anger will be as easily “read” by an inmate as one 

reads a book.  You need to evaluate whether these attitudes, emotions or 

health issues are going to affect the service you give to the inmates.  Speak 

to your immediate supervisor if you have questions. 

 

 

 

 

 



                                             
 

 

 

   

  

 

     

Cultural Competence is an important aspect of this facility.  You will 

encounter people of different races, creeds, language and orientation, both 

inmates, officers and other volunteers.  Be plain and matter of fact in your 

conversations with staff.  Be more mindful when working with inmates.  The 

clearer you are the more effective your communication will be. 

Reflecting on your own cultural background, biases, and prejudices related 

to race, culture, spiritual choices, and sexual orientation will enable you to 

be more sensitive to the nature of communication and, in some cases, its 

awkwardness.  Don’t impose your beliefs and value systems on others, 

unless invited to share.  Sometimes you may have to qualify what you say.  

“Many people interpret the Scriptures in different ways.  This is how I 

interpret.” 

To gain respect, you must be willing to give it.  Don’t expect an inmate to 

trust anything you say.  And the same is true in the reverse.  Maintain your 

boundaries as you build trust with the inmates.   



Road Blocks to Communication 

 
Road Blocks to communication include physical barriers.  It may be as 

simple as how a room is set up:  Do the tables get in the way?  Is the room 

better suited in a horse-shoe position, round, or theatre style?  Does 

moving the room around, in itself, create too much distraction?  Is the TV 

off?  Is there a need for music and, if so, is it too loud or distracting?  Is the 

room clean or cluttered?  All of these things can be a distraction.  Be 

mindful of them. 

 

The Don’ts of Communication 
Don’t demoralize a person. 

Don’t judge. 

Don’t publicly criticize.  Save it for a private conversation. 

Don’t resort to name calling OR using nicknames. 

Don’t avoid uncomfortable situations. Get assistance if necessary. 

Don’t participate in insensitive, racy, or sexual behaviors or comments. 

NEVER give an inmate your address, phone number or email address.  IF 

 an inmate manages to contact you, especially after they are 

 released or transferred, we ask that you keep us informed by filing 

 a simple report with basics about the contact.  This is for your 

 personal safety. 

Don’t forget to make sure that your contact information is always up to 

 date. 

 

CONFIDENTIALTY 
Confidentiality and privacy need to assured to everyone, including inmates 

who receive counseling, education, and specific programming.  All inmates 

deserve your concern and confidential treatment of personal, medical and 

academic treatment.  An inmate shares with you because they trust you or 

because they need help, as in reporting abuse, which is covered in the 

Chapter on PREA (Prison Rape Elimination Act).   

 



No one is allowed to write letters for inmates.  If an inmate asks you to 

write a letter for the court, inform the inmate to contact Program 

Administration.  If you wish, you may submit comments on the inmate’s 

progress in your program.  We will include it in the letter we provide to the 

court.  Never send out mail for an inmate!  This includes communication 

through email, text or phone messages.  NEVER SEND PROGRAM 

MATERIAL TO AN INMATE’S FAMILY OR FRIEND.  If you involve others 

from the outside in the inmate’s program, you may be subject to 

disciplinary action..   

 
No books or magazines may be received by an inmate.  The only material 

that an inmate may receive is legal material from a lawyer.  Any books or 

magazines that inmates may need are now downloaded on their tablets. 

 

 

 

SAFETY AND SECURITY 

 

You must come to the facility with government-issued identification: a driver’s 

license, a “real” ID, a passport, or a non-driver ID card issued by the State.  You will 

exchange it for the facility-issued name badge which must be worn and visible while 

inside the Jail. 



We also require that our volunteers be fully vaccinated for the COVID virus, 

including the booster.  Failure to fulfill this requirement means restriction from 

serving the inmate population.  At this time, within the facility, we require all 

volunteers to wear masks which we will provide if you do not have one.  We are 

dedicated to keeping our institution free from all possible infection. 

We repeat that weapons of any make, incendiary devices, drugs or drug 

paraphernalia are not allowed to be brought into this building.  If it is discovered 

that you have brought in such devices, we will charge you with criminal activity. 

 

Escapes and Explosives 

In the event of an inmate escape, the facility will go into immediate LOCKDOWN.  

This means that NO ONE WILL BE ALLOWED TO LEAVE THE FACILITY.  You may be 

asked to stay where you are or asked to go to the Main Reception Area until it is 

safe again.  In the Reception Area, you may be allowed to use your cell phone to 

contact family. 

In the event of a possible explosive device within the facility, we ask that you please 

listen to the CO in your area who will give you instructions to follow. 

 

Fights and Disturbances 

Most inmates are polite and respectful during programs.  However, there is always 

the possibility that an inmate may pose a threat in a given situation.  If you feel 

threatened or the program is escalating into a dangerous situation, follow these 

procedures: 

 In Multipurpose Rooms – Call on the Posted COs assistance as quickly as 

 possible. 

 In Counseling Rooms – Press the red “panic” button.  Make sure you are 

 always seated near this button.  Pushing the button will activate a backup 

 response from the Correctional Staff.  You may be asked to move to a safer 

 location.  UNDER NO CIRCUMSTANCES IS THE RED BUTTON TO BE PUSHED 

 FOR A NON-EMERGENCY! 



In both instances, you will be required to file a statement before you leave the 

facility.  Other reasons for reporting are:  destruction of County property; vandalism 

or graffiti; broken furnishings or equipment; suspected manipulation; PREA, and 

any behaviors you may think suspicious.  Include your name, date, names of 

persons involved, and a brief description of the event. 

 

FIRE AND EVACUATION 

If you hear the Fire Alarm (Code Orange), stay where you are until directed by a CO 

to relocate, if necessary.  HOWEVER, if you SEE the fire, pull the alarm and go to 

the safest area AWAY from the fire.  In most instances, alarms may be found near 

the elevator and Exit signs.  During a fire, inmates are locked down.  Correctional 

staff will check your area and give you instructions as to how to proceed.  If 

conditions require you to evacuate, please listen to any instructions given to you 

by correctional staff or Fire Department Personnel. 

 

 

 

HOSTAGE SITUATIONS 

A hostage situation is always a possibility in a correctional facility.  If you are taken 

hostage, remain calm and do not draw attention to yourself.  Be patient.  The 

SCDOC correctional staff will be taking steps to resolve the situation.  Here are 

some basic guidelines for survival: 



1) Do not argue or challenge your captor. 

2) Do not try to negotiate. 

3) Try not to have your head covered or clothes removed. 

4) Avoid physical resistance. 

5) Speak when spoken to and reply as politely and quietly as possible. 

6) Do not turn your back on your captor. 

7) Do not stare at your captor. 

8) Cooperate as much as you can.  Be mindful of your tone of voice. 

9) Make no promises. 

MEDICAL EMERGENCIES 

If you are present for a medical emergency, report it to the nearest CO or 

supervisor.  Most likely you will observe an emergency in progress (Staff running; 

alarms going off; backup calls over the intercom).  STAY OUT OF THE WAY BY 

STANDING CLOSE TO THE WALL. Do not block doorways, exits or hallways. If you 

are in a multipurpose room, stay where you are until you are instructed otherwise.  

NEVER push the Fire Alarm for a MEDICAL Emergency!!!   

 

SUICIDE 

It is a duty for counselors, teachers, and volunteers to warn supervisory personnel 

if an inmate makes a viable threat to harm him/herself or discloses plans for a 

suicide or escape attempt. You must immediately inform the Unit Officer, Shift 

Supervisor, or Program Personnel.  Remember that such conversations are a cry for 

help.  Inform the inmate that you are obligated to report conversations that involve 

suicide or unwanted criminal activity (such as procuring drugs, an escape attempt, 



or planned riot).  Program staff and volunteers do not discuss medical or legal 

matters with inmates!  Doing so could put you in a position of liability. 

Be supportive while talking to the inmate and make every effort to keep the inmate 

calm.  After you have obtained assistance for the inmate, or in the case of 

witnessing the attempt to suicide, you will be required to submit a statement with 

the details of the conversation or observation leading to the event.  This must be 

done BEFORE you leave the facility.  This information is necessary for the 

appropriate professionals to handle mental health issues. 

 

UTILITIES FAILURE 

Please be assured that we have backup systems should there be a power outage or 

loss of utilities of any kind.  In the case of a power outage, you will need to remain 

in a safe area as power operates the doors and elevators.  The COs will have 

communication through radios and will keep you informed.  

 

CODE RED:   LOCKDOWN 
Lockdown occurs for a variety of reasons.  If you are in the facility, you will be 

notified that something has occurred requiring the facility to go into lockdown.  

Everything stops.  You are to leave your assigned area and make your way back to 

the Reception Area. In the Reception Area you make be directed to leave the 

facility.  If you arrive at the facility during a Lockdown, you will not be allowed in 

the facility.   A CO or Supervisor will be there to let you know if and when you may 

enter.  In most lockdowns, you will be asked to return home. 

 



SAFETY AND SECURITY REMINDERS 

Be responsible for yourself.  Maintain your health, physically, mentally, and 

emotionally. 

Respond to any situation calmly, patiently and professionally. 

Maintain your self-esteem and dignity. 

Be cooperative. 

Choose your relationships wisely. 

Be true to your personal code of ethics. 

 

 

 

 



PREA 
(Prison Rape Elimination Act) 

Please read these reminders AFTER taking Module 5.  Thank you. 

 

PREA is a universal policy used in all penal institutions.  Inmates do not choose to 

be abused.  Neither should they be abused by anyone in authority.  This includes 

the volunteers by the nature of their sense of compassion and ethical 

understanding.  For this reason, volunteers must abide by the same PREA 

regulations as any paid person in the institution.    AGAIN -  NO ONE deserves to be 

abused!!   

Sexual abuse is especially heinous and no one is exempt from the full force of the 

law if one becomes a perpetrator of such a crime.  Incarcerated victims of sexual 

abuse or rape experience Post Traumatic Stress Disorder, outbursts of anger, 

feelings of insecurity and being unsafe.  They may come in contact with sexually 

transmitted diseases and pass them on to others.  Female inmates may become 

pregnant.  An inmate may feel the need to create weapons for protection.  When 

such an inmates leave a facility there is the possibility that, because of the damage 

done physically and psychologically, they could become a drain on community 

resources; have trouble re-integrating with their families; self-medicate or 

reoffend. 

Unwelcome sexual behavior includes sexual harassment, sexual innuendo, and 

lewd and lascivious comments.  Such behavior demeans and destroys one’s dignity.  

It includes sexual advances, sexual favors, dirty jokes, and verbal assaults on sexual 

orientation.  No one says that you have to approve another’s sexual orientation but 

you DO have to respect another’s personal dignity and humanity.   

Reporting a PREA violation is an absolute must, even if suspected.   


