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PREFACE

Over the past ten years corrections has made énormous
strides in the development of automated information systems, in-
cluding inmate tracking systems, automated inmate information
classification systems, procedures for forecasting future popula-

tions, prison industry and agricultural programs, etc. While

~these systems have been primarily designed for internal use, they

also have ¢reat potential for providing pertinent information to
outside agencies concerned with correctional issues,

In a recent project entitled CDAS (Friel, et4al, 1980) it
was found that correctional agencies receive an ever increasing
number of informational requests eminating from a variety of out-
side sources, including concerned citizens, legislators, various
agencies within the Federal Government, the Federal Courts, academic
researchers, etc. 1

In the absence of automated information systems, or access
to report generation technology, answeriﬁg'these inguiries can be
a time consuming and expensive proposition. While some requests
may be frivolous and not worthy of response, many come from important
consumers of correctional data and cannot be reasonably denied. An
interesting finding of the CDAS study, was that in spite of the sub-
stantial growth of automated correctional information systems, few
possessed the capacity to respond quickly and efficiently to these
outside requests for information. Such requests were never antici-
pated in the development of most systems, and few states possess the
software flexibility to rapidly respond to unanticipated requests.
While report generation technology would certainly be a solution,
few have access to such software, and among.those who do, most lack

training in the use of such software packages.

1. The CDAS Project (Correctional Data Analysis Systems) was under-
taken by the Bureau of Justice Statistics to examine the recent
development of correctional information systems and their contri-
butions to correctional decision making.

1
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The CDAS Project conducted an extensive content analysis of
ad héc requests for information to determine whether the kinds of data
requested ;re typically maintained in correctional information sys-
tems. The findings confirmed the suspicion that most requests can
be satisfied with the kinds of information routinely maintained in
correctional systems, and that with a little negotig?ion with the
requester, could be satisfied by a decent annual statistical report,
This finding led to the conclusion that if a correctional agency
designed a professional and thoughtful annual report, it could
dispense with most of these ad hoc requesté cheaply and efficiently,

Based upon this conclusion, the study was initiated to

analyée the' annual reports released by the various state and federal

- correctional agencies throughout the country. The results of this

Toed

investigation are presented in this report, along with guidelines for
ae;eloping a model annual report. Requests for copies of recegt
reports were sent to the fifty state correctional agencies, as well
as.the Federal Bureau of Prisons and the District of Columbia Depart-
ment of Corrections. Examples were received from forty-three depart-
ments, eight indicating that they did not publish such a report.
These reports were submitted to an extensive content analysis, exam-
ining not only physical construction and format, but alsc the content:

and organization. ‘
it

.Only a few depértments were found to produce outstanding reports,‘

containing the kind of information that would satisfy many ad hoc re-
quests, and which created a positive and professional image of the
agency. Regrettably the reports produced by a plurality, if not a
méjority are of poor quality, and reflect a lack of care»and creativity
in their'preparation.

Chapter 1 of this repbrt presents a critique of the current
state of the art of the correctional annual report, pointing out many
of the weaknesses in existing reports and offering suggestions on how
they might be improved.

The second chapter offers a variety of suggestions for Qevelqp—
ing a professional annual report, including a list of potential con-
sumers of the report and a detailed list of the major informational

objectives that should be satisfied by the report.

it

Wit BT

The third chapter provides a number of usgeful suggestions
for organizing the report, including how the report team should be
put together, the utility of using outside assistance, how to evalu-
ate the gquality of the report, and trade-off benefits of various
printing and binding alternatives.

One of the major questions in designing a report‘concerns
what should be included and how it ought to be presented. Chapter
5 provides a number of useful suggestions on content, presentation
and graphics. Included are a number of examples extracted froml
various state and federal correctional agencies, which are good
examples of creative and eye-catching ways of Ppresenting correctional
information. ‘ . |

Finally, Chapter 6 provides a number of helpful guidelines
concerning style and format, Many of these suggestions are drawn '
from the annual reports, produced in the private sector and from
the writings of a number of public relations experts. In addition,

& Bibliography is included which lists a number of creative and use-
ful books on developing an annual report, and ¢lever ways of present-
ing organizational information.

The authors are indebted to a number of individuals who
assisted throughout the project. The Qarious state and federal
correctional agencies were generous in sharing numerous copies of
recent organizational and statistical reports. Several individuals
were asked to critique the report, and they in turn offered a number
of useful suggestions.\ftncluded were Commifssioner Robert Britton of
the Alabama Department of Corrections, and a number of his staff; Dr,
Tom Crago, Director of Information Systems of the Colorado Department
of Corrections; w, C. Mullan, Correctional Analyst, Stdte of Nebréska;
Mr. Ron Taylor, Assistant Director of Treatment of the Texas Depart-
ment of Corrections, and Dr. Glenn Williams, Director of Management
Information and Research, North Carolina Department of Corrections,
The project was funded by The Bureau of -Justice Statistics, Undited
States Department of Justice, under Grant No. 80-BJ-CX-0003. The

authors are particularly appreciative of the support and helpful sug-

)

A2

e S e

e IR




i
¥
’
-
-
LY

. i ough—
géétiéns of Mr. Bernie Shipley, who served as Grant Monitor throug

out the project.

i

f

PREFACE ' ' f
)

|

|

3. Organizing the Annual Report 25

‘4. Content of the Annual Report

- It T
— :!(
7

. R S o e S i e B SN A T '
5 “ e
3 :
N 4
LS
|
Lo j
¥ !
¥ i
! i
Pl
T
S
U o
I
H
-0
o
[

TABLE OF CONTENTS

1. The State of the Art of the Correctional Annual Report 1

2. Considerations for Developing the Annual Repozrt - 19 ;
)

37 ' |

5. Style and Format 113

Appendix A: Bibliography 135

e

PRI

Q



3

Chapter 1

The State of che Art of the Correctional Annual Report

Most correctional agencies produce some kind of an annual
report, sometimes hecause of a statutory requirement, sometimes as a
matter of tradition. In spite of the fact that most agencies publish
an annual report, few show much interest in its development or devote
much time to its compilation. 1In fact, in some states; the existence
of the annual report is known only to a few people who are closely
connected with its development. As a result, the annual repdrt'of

many agencies tends to be dull, limited in scope, using the same for-

" mat and content year after year.

'The purpose of the present study was to assess the current

state of the art of the correctional annual report and develop recom-

'méndations and guidelines to help agencies produce more meaningful

reports for general consumption.

’ To this end, annual reports were solicited from each state
correctional agency, the District of Columbia Department of Correc-
tions, and the Federal Bureau of Prisons. Of these 52 agencies, 43
sent a copy of their annual report, or in some cases copies of
previous years' reports. Eight agencies indicated that they did not
produce an annual report. Each report was analyzed with respect to
type of report, physical construction, content, scope, and géheral'

quality. The criteria used in this content analysis included:

e Types of report:
~ Number of different reports producea eacﬁ year
- Whether produced annually or biennially ‘
- Origin of the report '
e Physical construction:
- Cover
- Binding

- Printing

—t
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- Size
- Use of color
—~ Use of photographs
e Content and scope:
—‘Narrative and statistical presentation ‘
- Description of the agency and its operation

- Description of individual divisions and programs of the
agency

e Quality of the report:

- General analysis of quality and clarity of the report

Types of Report

Typically, an annual report is a single volume which is pro-
duced once each year. However, there are variations from this common
practice. Some agencies produce a series of reports on different
subjects, others a single volume every two years. The report may be
produced'by the umbrélla agency which is résponsible for a variety
of human service agencies'other than corrections, in which case only'
a portion of the report deals with correctional activities. The
department of corrections may produce its own annual report as may
subdivisions or units within the department.

" mable 1 summarizes the different types of reports published

by the 43 agencies who submitted their reports for analysis.

Table 1

variations in the Types of Annual Reports Published
by Correctional Agencies

Number (£) Time Frame (£) Publisher (f)
" Single 35 Annual 36 Department 36
Report _ :
i) Umbrella
Multiple : ; 5
Report 8 Biennial 7 Agency :

Units within
Department

e

D)

.tional activities.

Those agencies with a multiple annual report format usﬁally

produced two reports, one being the typical annual report with both

" statistical and narrative information; the sescond report ;s usually
devoted to in-depth statistical presentation.

Interestingly, the term "annual report" is used to identify
those publications released periodically which provide a summary of
the agency's activities regardless of whether it is produced annualiy
or biennially. The controlling factor of the reporting period (annu-

ally or biennially) appears to be dictated by statute. In some cases

the agency is required to release the report during the state's legis
lative session which in some states is only every two years.

The third variation in the type of report concerns who is
responsible for publication. Usually the department of corrections

publishes its own annual report. In such cases, the report includes

information on the agency's organization and operation as well as the

‘activities of individual institutions. In two states, each correc-

tional facility within the agency publishes its own separate annual

One state
produces both types of annual reports—-one for each facility and one

report, there being no annual report on the entire agency.

covering the entire agency. 1In five states (Hawaii, Iowa, Maine,

North Dakota, and Washington), the department of corrections is a
sub-unit of a larger umbrella agency and their annual reports are
part of the umbrella agency's annual report.

There are advantages for fhe department of corrections when
the annual report is producad by an umbrella agency--primarily, more
resources can be used in the development of the report. The biggest
disadvantage is the limited space dedicated to describing correc-
The average length of an annual report produced
by a departmeﬂt of corrections is 49 pages as compared with an
average length of 26 pages when the report is included in the publi-
cation of an umbrella dgency. | ) L

In many cases the type of report produced by a department is
dictétedey law and not under the control of the agency. However,
in, those states where the form of the report, the publication sched-

ule, or the publisher are a matter of agency choice, the agency‘

3
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enjoys great latitude in producing quality narrative and statistical

information.

Physical Construction

The phféical quality of the report (paper, cover, binding,
colox, etc.) is primarily determined by the amount of money available
for preparation and publication. If an agency does not have dedicated
funds for its annual report, it may not be able to greatly enhance it
on the physical gquality.

The materials used in the annual reports of business and indus-
try represent the highest standards and the best quality. Such reports
use a high quality cover stock, four color process photographs, high
quality paper for the bbdy of the report, are typeset, professionally
printed, utilize color in charts and graphs, etc. While it may not be
fair to compare the annual reports of a public agency with those of

the private sector, the annual reports of business and industry should

* be considered as an ideal.

Cover
T Correctional agencies do not use the quality stock for the
report cover normally used in the private sector. In fact, six states
use no formal cover at all, other than a typed piece of paper precedipg
the report.
Paper

The range of paper stock used for the body of the report was
very broad and like the cover, stock was of lesser qual?ty than the
materials used by the private sector. A few agencies do use very
fine guality paper, heavy weight, glossy or textured finish. Most
did not use paper which approached this quality but none used such
inferior stock that it interfered with the appearance or readability
of the report.
Binding

A variety of binding methods were used in the 43 annual
reports examined. Saddle stitching was the most common binding
method, 26 reports being bound in this manner. This type binding

involves wire staples which pass from the pack side of the center

4
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fold through the assembled pages. This method permits the report to
lie flat when opened. It is also less expensive than other methods
and can accommodate reports up to 140 pages.

Four agencies use a plastic comb binder in which fingers of
‘the comb fit through holes punched in the paper. 'This also allows
the rebort to lie flat and since many sizes of plastic combs are
available, larger reports can be easily bound. However, it is more
expensive than most other methods.

Perfect binding was used by three agencies. This method
applies an adhesive compound to the spine of the report and.the cover
is pressed against the still-wet adhesive. Perfect binding is ine#—
pensive but the report cannot lay flat. This binding also may not be
as lasting as other methods if the report is used frequently.

Another inexpensive binding is side stitching--wire staples
passed through the left margin of the report. This type of binding
does not allow the reporf to lie flat, unfortunately. Three of the
43 reports were bound in this way. Four other agencies used a staple
in the corner to bind their report. Although this method is inexpen-
sive and the report can lie flat, it does not present a quality image
and the report is cumbersome to read. Three other agencies sent

photostatic copies of their annual reports because noé bound copies

- were available; the binding method for these copies could not be

determined.

Printing

Twenty-seven of the annual reports were typeset. Typesetting
adds a great deal to the appearance and quality of the report. It is
cne of the most costly aspects of producing a report, yet many cor-
rectional agencies have access to typesetting facilities. The
remaining reports were simply reproductions of typewritten material.
Although this méthod does not appear as professiénal}¢it is certainly
sufficient. ‘

Size of Report o

Generally neither the length of the report nor the dimensions

of the page size is related to quality. Not all reports need to be

. 8% x 11 inches, A different size may add interest and variety to

5

N

e




the report. Thirty-two reports were 8% x 1l inches. Five were 6 x 9
inches, one was 7 % 7 inches, and the remaining five were 11 x 8%
inches with the fold or left margin of the report along the 8% inch
side. The annual report need not be limited to these dimensions, if

there is a valld reason for producing a different size.

Use of Color
Generally, the correctional annual report lacks color. Com-—

pared with reports produced in the private sector, correctional annual
.reports are dull. What color is used is mostly on the cover and this
simply involves the use of color stock, not colored photographs or the
application of color to the cover. A few reports had color lettering
or color graphics on the cover. The color of the cover made a good
first impression but that was about the last place color was used.

In only five reports was color used in the body of the report and in
these cases color was limited to graphics and usually only a single
color or shades of that color. Even this limited use of color, how-
ever, made the charts and graphs more interesting and easy to read.

A few reports used colored printing for the text of the repert.

Use of Photographs
Photoéraphs are a central feature in most reports in the pri-

vate sector and the photographs are usually in eye-catching colors.
Correctional annual reports used photographs much less often with
only 22 reports containing photographs which were all black-and-white.
The quality of the photography also varied considerably. Although
this judgment is admittedly subjective, 12 reports had good photo-
graphs, 5 were average, 4 were poor. In the‘latter category, the
photographs were blurred and the composition questionable.

Overall, the physical construction of the correctibnal_reports
examined was adequate, but certainly not on a par with the standards
associated with the private sector. Many correctional agencies can-
not improve on the physical quality of their reports because of a
lack of funds. However, cost is not so closely related to the
‘quality of the contents or the format and it is in this area that the

correctional annual report can be most enhanced.
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Format of Report

The contents of a correctional annual report can be either all
narrative, all statistical, or some combination of the two. Of the 43
reports examined, 3 ware purely narrative, 5 exclusively statistical,
and 35 a combination of both forms of presentation.

The combination of narrative and statistical lnforratron pro-
vides a broader range of information for the reader and varJes the
style of presentation in interesting ways. Some states augment purely
narrative reports with separate statlstlcal reports including:
California, Nebraska, Pennsylvania, South Carolina, Texas, and the
Federal Bureau.

The physical format of the page (e.g., position of paragraphs,
headings, graphs, etc.) can be as important as the content, especially
in those cases where a poor format detracts from the content.

The cost of producing an annual report has forced some agen—
cies to limit the number of pages in the report. Unfortunately, they
try to squeeze too much information into too few pages as a result.
Although cost is a mdjor problem, crowded, cluttered pages hamper
readability, dlscourage the reader and generally create a poor appear-
ance,

Other negative aspects of the narrative portion of the report
were lines and paragraphs that were too long and sections of narra-
tive that ran on without headings or breaks. Lengthy sentences .and
sections must be read with some determination to be understood, -
somethlng most readers will not attempt.

One method for dividing large sections of the text is the use
of headings or divider pages. Some correctional reports used major
headlngs rather well but did not do so well with sub-headings or
other subd1v1510ns. In some reports the discussion of a partlcular
institution or division would run on for several pages without any
breaks in the narrative. Since many readers only skim the headlngs

and the first paragraph or two, the 1nformatlon in such long narra-
tives is essentially wasted. i




" no narrative at all.

The statistical information presented in annual reports was

timulating than the narrative portion.

generally no more innovative or s
0f the

n included varied greatly.
The statistical

The amount of statistical informatio
only 3 had no statistical data.
d from as few as one

43 reports examined,

informatlon in the remaining 40 reports range

chart included with a narrative to statistical reports with little oxr

Some reports.prov1ded a simple statistical over-

view of the inmate population (11 reports), while others (29) presented

more détailed statistical analysis and evaluation of their population.

n the statistical reporting was the lack of
While tables,

A major problem i

variety of statistical and graphical procedures used.

iine graphs, pie charts, bar charts, statistical maps, pictorial

etc. could be used to display such data, little variety was

charts,
Twenty-two annual reports used

found in the way data are presented.

only tables to display statistical data, while only 18 reports included

at least one graphic, and even in these cases graphical presentations

"were very limited.

In thirteen annual reports, the statistical data are separated

from the narrative section. These 13 include the 6 reports which are

entirely statistical. Fifteen reports integrated the statistical data

with the accompanying narrative sections. Twelve reports included

statistical data both ways by having some statistical information
accompanying the narrative and some in a separate section.

‘ Another problem with the statistical information in some
reports was the confusion resulting from the use of abbreviations or
terminology which was specific to that agency. The outside reader

may not understand these observations which severely restricts the

readability and use of such statistical data.

Content and Qrganization

unlike the physical construction of the annual report, the
gquality of the content is more a function of the creativity of the
gency personnel responsible for preparing it than available funds.

Since the correctional agency has much greater control over the

8
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content, it should carefully determine the goals and objectives of

the report.
The 43 correctional reports examined varied greatly in both
the content and organization of the report.

Organization of the Report

The content of the correctional annual reports was organized

by a variety of methods. The logic of some reports was according to

the 0 . k) . 03 2
activities of agency divisions, others were organized according to

the operations of individual prison units. Some reports were oigan—

ized i

around general topic areas such as the organizational accomplish-
- . . . g

ents, bureaucratic organization, judicial or legislative action

affect%ng the agency, future plans, etc. Programs and.servioes pro-
vided by the agency, the geographic location of the facilities and
community services were other ways in which content was ofganized

Regardless of the organizational method used, each annual

report usually does a good job of describing the agency and its activ-

ities. However, it wotld appear that the degree of balance achieved
in the report is in part a function of which division in the agency
prepared the report. For example, reports prepared by central adﬁin-
isttative petsonnel seemed to provide a more balanced picture of
individual units and prograﬁs. However, when the info}mation for each
unit or program was developed by the personnel of that unit or program,
the information was fregquently redundant, superficial, and imbalanced.
Those sections of the report organized around programs or

services were often found in combination with other formats Also
. ’

i - . . ,
ssue-oriented corganizational logic showed somewhat more'versatility

Vthan most other approaches since it placed more emphasis.on the

dynamics of the agency'é operation. s

Report Cover

Generally, the covers were good; they presented a pleasing

a ‘g . .
ppearance and a positive impression. Most covers provided adequate ‘

information about the agency, the year, the title, and the fact that

it ~ i
was an annual report. In some cases this information was on the

inside cover,but this would not help identify the volume when on
the shelf.
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The cover of any publication is very important. Not only

‘does it identify the annual report, but it provides the reader's

first impression of the report and perhaps the agency. As the first

part of the report the reader sees, it may be the deciding factor as

'to whether he opens’the report.
Letter of Transmittal and Executive Summary

A letter of transmittal or an executive summary was used as
The letter of transmittal

the introduction to 26 annual reports.
was usually addressed to the governor and signed by the agency

director. It often (10 agencies) contained or referenced the statute

which required the agency to provide a periodic accounting of its

operation. These letters were seldom dated, which raised questions

about the date of the information.
Where the letter is more of an introducteory formality, the
executive summary usually gives an overview of the year's activities.
- The introduction may also include the goals and objectives of the

report. = Only two reports included this statement of purpose; both

reports were completely statistical in content.
Table of Contents

If the annual reporf is more than just a few pages in length,
Thirty—-four reports included

a table of contents is indispensable.
a table of contents; one also had an index. The nine reports with-
out a table of contents were shorter than the others (average
length of 21 pages compared to an average of 49 pages for all the

reports) so the lack of a table of contents was not critical.

Purpose of the Organization
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Description of the Agency

Many technigues were used to describe the agency's organization
and operatlon. Thirty reports included some type of a description of
the agency. ' These’ descriptions usually consisted of a brief overview
of the agency, its functions, the institutions in the system, size of
the inmate population, number of personnel, budget, and industrial and
agricultural income, and other descriptors. Other descriptive
approaches include:

® An organizational chart

‘®  Information about administrative personnel
The history of the agency
Description of the budget
Industrial and agricultural programs
Edpcational and treatment programs

Information about each unit or institution

Accomplishments : .
needsp + problems, recommendations, future goals and

® Research conducted by the agency

_ An organizational chart provides the reader with a quick but °
complete view of the agency--its structure, divisions, institutions,
lines of communication, etec. Twenty-six agencies included an organ-
izational chart in their annual report. Most provided, as a minimum,

the major divisions of the agency, and a few included a detailed

. breakdown of the organization to several levels below the divisional

level. Too much detail can make such charts unreadable, and to
counteract this problem, six agencies provided multiple organizational

charts which have the detail without the clutter.
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A statement of the goals and objectives of the agency is
This statement is

Prov1d1ng the hames of agency administrators and prov1d1ng

SN S

useful, particularly for the uninformed reader.,
some information about personnel is another way of descrlblng the

helpful to those readers who may not be familiar with corrections
agency. ‘Names. of the top admlnlstrators, lelSlOn heads, wardeﬁs,

and also obligates the agency to carefully think through its organ- |
. I and the board (where applicable) are often included in annual ﬁ

i
i
{
izational purpose. Twenty-seven of the reports included such |
. . i . reports., P
statements of purpose, five also included the statute creating the : i ' P ersonnel data such as the number of employees (in 6/
! .
i reports), employees receiving training (7 reports), number ofnp05i—

agency. t
tions in each institution (6 reports), type of position (4 reports),

10
Tace and sex of personnel (6 reports), ratio of staff to inmates
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(4 reports) are valuable information for many audiences. The rate
of personnel turnover in the agency was recorded in only one annual
report, yet turnover has been a major problem for many correctional

agencies. Including such information could indicate to the zeader,

"especially the legislature who determines salaries, the seriousness

of the situation. Such information can also demonstrate compliancg
with hiring regqgulations. Special recognition of meritorious
employees was included in 17 reports, emphasizing the' importance of
line officers in the operation of the agency.

The history of the agency should not be mere filler in an
annual report. It should be included when it can clarify the agen-
cy's present position and future goals. Seven agencies inc}uded an
historical section in their annual report. These sections varied.
from a brief paragraph to several pages. A longer narrative might
not be appropriate every year but might be a more appropriate topic
for a separate publication. )

Thirty correctional agencies included financial information
about the agency. The information varied so widely that no compar-
isons between states were possible. The most common item was the
cost of prisoner maintenance (18 reports). General budgetary infor=-
mation was included in 17 reports, 13 provided a list of all
expenditures, 14 included financial information on their industrial
and agricultural operations, 7 included information on their finhan-
cial. poésition at the end of the fiscal year, and 6 provided infor-
mation on operating expenses and income. Other types of financial
data included sources of income (7 reports), federally funded
p;ograms (9), and. construction funds (7).

Information about the agency's industrial programs and ser—
vices was includéd either in a separate section of the annual report,
in the financial section, or in the section on inmate information.

Fifteen annual reports showed the number of industrial items pro-

‘duced, the number of inmates completing educational or training

programs, and/or the number of inmates participating in particular
treatment programs. Twenty-five reports provided description of

inmate programs, goals, cbjectives, and accomplishments.

12

Another way to describe the agency is to provide information
about individual units or institutions within the agency. ”Twen£y-
three correctional annual reports provided a varietonf narrative
and statistical information about prison units, ranging in length
from a' single paragraph to several pages. One problem is the ten-
dency to repeat the same matérial year after year. If the material
is updated, then providing a current description of each institution
can be justified. But, when such information does not change year
to year, it might be better to produce a pamphlet containing this
information instead of cluttering the annual report. Eighteen agen-
cies show the location of each institution by placing a map in the
annual report. Other agencies (13) supply the address of each insti-
tution and the name of the warden for readers who may wish to contact

the institution.

A discussion of the agency's accomplishments, problems, future

goals and needs adds life to the annual report versus the more stand-

ard practice of recounting dry facts and figures. Although 33 annual’

reports .did mention some accdmplishments, the narrative was usually
brief and passing. It appears as though mention of accomblishments
is nqt generally emphasized or is included as an afterthought in most
reports. If the agency does not tell of its accomplishmenté, no one
else will either. ‘

No agency exists without problems. They may be minor or
major, but they are there and everyone knows it. If problems and
critical issues are not discussed openly in the annual report, some
readers may believe that the agency is trying to side-step the

issues or hide the problems. Discussion of such problems were

" included in only 15 reports.

Iwo problems commonly discussed in annual reports Qere inmate
deaths (14-reports) and escapes (17 reports). Other problems.dis—
cussed incluae finances,‘personnel, and inmate'distﬁfbances. In
several reports, the problems were only briefly stated aﬁd diffi-~
cult foi the reader to fully understand. While it is natural to

avoid discussion of unpleasant situatibns, the annual report should,-

include the identification of problems in an honest, credible, and

13
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well-balanced manner, especially if the accomplishments and successes
of the agency are also discussed. )

Other descriptions of the agency's activities included in the’
annual report are its research activities and(a listing of other pub-
~ lications avaiiable to the pub%ic. Four agencies included the
results of research on populaﬁion forecasting and six listed other pub-
lications which were available.

Special reports and miscellaneous information are added to
some annual reports to vary the content and to inform the public of
special activities and programs. Illinois included a special report
about being the first adult correctional system to be accredited by
the Commission on Accreditation for Corrections. Pennsylvania
.reported on the threat posed to the prison syétem by the incident at
Three Mile Island Nuclear Power Plant and the potential problems of
evacuating prisoners.

Inmate Information

The focus of agency operations, the ba;is for itslexistence,
is, of course, the inmates. And while the description of the many
facets of agency operations is important and necessary, most of the
data collected by the agency ihvolves the inmate. Statistical
information about the inmate population was widely available in the'
correctional reports. The table below lists the most common inmate
data elements included in the annual reports.

As might be expected, virtually all agencies report infor-
mation on their inmate population. Table 2 presents a distribution

of the more common statistical data provided in annual reports.

14
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Table 2

Common Inmate Information Found in Correctional Annual Reports

Data Frequency ‘ Data Frequency
Element of Reports Element of Reports
Offense 29 . DFug/Alcohol : 9
Age 25 History
Race 23 Occupationk 8
Coun?y ?f " Religion 7
Conviction Place of Birth 7
Sentence . 19 10 6
Sex 16 Residence 6
Education 16 Military Service 4
Prior Record 12 ; ‘ Marital Status 12

Report Styles

The correctional annual reports studied utilized a wide variety
of reporting styles and techniques. The most common method of presen-
tation was a combination of narration and statistics. Only three annual
reports wére totally narrative, while six were totally statistical, and
34 were some combination of the two.

Narration was generally used to describe the organization and
functions of the agency and its divisions, programs, and industries.
Statistics were generqlly used to present inmate, personnel, and
financial data.

Some reports suffer from an imbalance between narration and
statistical information. Many reports fail to include sufficient
statistical information to adequately describe the program and ifs
accomplishments. Other reports overwhelm the reaaer‘with-a mﬁititﬁde
of statistical data which is not needed. A balancé betweén thése
extremes better serves the general reader,.and the agency should
first determine the nature of the audience of its annual report and

focus its content and style on the audience's need and right to know.
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Another technique for conveying information is through photo-
graphs. A picture is often more effective than narrative description
and nearly always more interesting. Nearly half of the examined

" reports contained one or more photographs. All photographs were .
b}ack—and—white~but.differed widely in composition, subject matter,
and quality. A coﬁmon compositional problem in many photographs was
the distance of the subject from the camera, making the subject very
smali énd almost indistinguishable.

‘ The subjects of photographs ranged from administrators to
inmates, programs, and facilities. A picture of the agency's director
was included in fourteen reports; éivision heads, wardens, and other
agency officials in nine reports; the governor in six; and the board
of corrections in five. Pictures of inmates were usually part of
photographs of programs, facilities, and'industrfgl operations, and
not as the primar§ subaect matter. The use of photogr§phs is one of
the best wafs to emphasize the human element of correctiéns-—something
frequently lost in many annual reports. Eight reports provided photo-
éraphs of such voluntary inmate activities as recreation, volunteer
work, special interest groups, etc. Twenty-one reports had pictures
of various agency operations, and fifteen included pictures of agency
facilities. These pictures are very effective for highlighting new
construction or to focus on a particular facility with some special
feature. A routine photograph of each facility each year does not
necessarily serve any gecod purpose and takes up much valuable space
in the report.

The quality of the photographs is very important. A pictqre
that is over or under-exposed, out of focus, or with a blurred subject
cannot effectively present information. In fact, it may foster éygbor
image of the agency. Pictures attract more of the reader's attention
than the narrative or statistical informationQ so it is ce¢rucial that
the reader's first impression from the photographs is positive and

consistent with the narrative information it is supposed to augment.
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Summar Y

It is probably not fair to summarize only the problems and
deficiencie; of correctional annual reports. Some reports are excel-
lent, many others have very fine individual features. .However, as
the general rule, the typical annual report is unimaginative, dull,
and in some cases, more likely to diminisﬁ the agency's image than
enhance it. Some of the more common problems and inadequacies

include:

® TLack uniformity, making interagency comparisons difficult

® Difficult to read and understand

Do not demand the readers' respect nor hold their attention
Provide too much information in a disorganized manner

Present the same information year after year

Include untimely information (often months elapsed from the
end of the reporting period to the publication of the report)

e Address too narrow an audience as evidenced by the selection

of topics, the'method of presentation,and the specific term-
inology :

® Boring, unimaginative, and unattractive

® Fail to present a complete and honest picture of, the agency

17
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Chapter 2

Considerations for Developing the Annual Report

" An analysis of the state of the art of the correctional
annual report suggests substantial variability in content, format,
physical quality and readability. Guidelines for producing a cor-
fectional annual report are nearly non-—existent. In most cases,
each agency produces the same report every%§ear and merely updates
the figures.

While information on the design of annual reports is readily
available to business, industry and non-profit organizations, no
guidelines have been developed for the correctional annual report.
The present study was designed to develop such guidelines and con-~
tains many.useful recommendations for developing a concise and
‘infofmative annual report. These recommendations have been devel-
oped from a number of sources, including:

® Books and articles on developing annual réports for the
private sector

e Review of annual reports from business and industry

e Information related to the construction of annual reports
for non-profit organizations

® Review of annual reports from non-profit organizations
e Review of annual reports from correctional vagencies
The various suggestions and recommendations gleaned from

these sources have been modified to fit the correctional setting
and are presented and discussed under five broad headings:

® Objectives of the annual report
Organizing the annual report
Contents of the annual report

Style and format

Supplements to the annual report

19
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. and the nature of their information needs.
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The present chapter addresses the issue of establishing the
objectives of the annual report while ensuwing chapters address each

of the othér areas of recommendations.

Objectives of the Annual Report

The information requirements of the annual report are dic-

tated by two audiences: the correctional agency itself and the many

external individuals and organizations interested in correctional

information. In the majority of correctional agencies, the require-

ment to produce an annual report is already established by statute.
Yet, whether or not a statute exists, the correctional agency does
not want to miss the opportunity to broadcast its successes, explaln
its difficulties, and warn of future problems,

Many individuals and agencies require correctional data for
thei? own operation. In addition to executivg and legislative
offices of the state which monitor and evaluate correcfions, there
are other'cbrrectional agencies, social welfare agencies, and pri-

vate organizations who use correctional information.

As mentioned in a previous study (Friel et. al., 1981), many

correctional agencies are deluged with informational requests from

outside individuals and agencies. It was also found that many of

these demand information requests could be satisfied by a well-

planned annual report, thereby eliminating the development of time-

consuming, costly, and redundant responses. This assumes, of

course, that the agency knows who its consumers of information are

The first step, then,
in developing the annual report is the identification of the infor-
mational needs of its audience.

There are several steps which the correctional agency can

take to establish a functional list of information needs:

fdentify the potential readers of +he annual report. To be

effective, the annual report must be planned with its audience in
mingd.

Too often the needs and interests of those who would use the

report are ignored. Initially, it is best to expand the list of

the potential readers and reduce it later after considering such

20
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factors as cost, need and right to know, etc.

A careful analysis of the different groups on the list of potential

consumers will more precisely identify the separate and common infor-

mational requirements of each group. The agency may find that the

information needs of several groups overlap so much that a limited

amount of data may satisfy a large number of readers.

Categorize each group of readers as "core" or "optional."

Consider the needs and interests of each group identified as a poten-

tial reader of the annual report. On the basis of these consider-

ations, categorize the readers into two major groups, a core audience
or an optional audience.

® core audience-~Those groups and individuals who
have an unmistakable interest in or need for
information from the agency

optional audience--Those groups and individuals

who may have a temporary or occasional interest
in or need for information from the agency

© Continuously updating the consumer list.
-yvary from yearhto year.

Audiences will
They may change from one category to
another as their needs and interests change and as the availability

of funds for producing the annual report change. The updating pro-

cess should be continued throughout the'year,and the resulting list

can serve as the mailing list for report distribution.

Groups which may be considered as potential audiences.

The
annual report should serve as an informative publication of wide-

spread interest. Readers of the report will not only be found in -

corrections and other sub-systems of the criminal justice system
but outside the system as well.

Listed below are a number of potential consumers of the

report to be considered when planning its content and distribution.

e State and local criminal justice agencies which interact
with the correctional agency or axe affu ted by its

activities
- State Supreme Court judges
- Appellate court Jjudges

~ Circuit/district court judges

21
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~ Prosecuting/district attorneys
-~ Sheriffs
-~ Jail administrators
- Commander of the state police
" ~.Police chiefs of the larger cities

- Heads of state police executive groups (police chiefs'
association, sheriffs' association)

o- Groups within the correctional community

Thée agency's employees

Board of corrections

Probation and parole officials

Juvenile correctional facilities

Correctional agencies in other states and at the federal
level

e Those groups and individuals within the state government to
whom the correctional agency is accountable

- The governox

— The heads of social services departments, if the correc-
tional agency falls under this larger umbrella agency

- A1l members of the state's legislative bodies, with
special emphasis upon those legislators assigned to cor-—
rectional and budget committees

e Additioﬁal state agencies which can be viewed as potential |

. audiences
- State'statistical analysis center
- State planning agency
- State criminal justice planning council
- Secretary of state
~ Bureau of Vital Statistics
- Department of Welfare
- Various social service agencies

e County and local officials who may interact with or have an
interest in the correctional agency

- County administrators/judges/commissioners
- Mayors

- City managers

22
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e The general public and specific groups within the public
sector who maintain an interest in or have influence upon
the agency
- The news media :

7

- Concerned public interest groups (Salvation Army, Junior
League, Jaycees)

- Civic, professional, labor groups which assist 'in the
corrections field .

- Executives and key staff members of agencies. with whom a
cooperative working relationship exists

- Opinion molders and community leaders who should know
about the agency's operation

- Graduate schools and professional associations with
criminal justice or corrections-related emphasis

— Public, school, and university libraries

e Miscellaneous groups

Volunteer groups who provide services for the agency
-~ The state's congressional delegation

- Correctional information clearinghouses (CONtact, Inc.,
National Criminal Justice Reference Service, National
Council on Crime and Delinquency)

~ Those commonly making ad hoc requests
- Families of inmates

~ The State Bar Association

" Determine specifically and succinctly the objectives of the

report which are dictated or implied by statute. These objectives

include those imposed upon the agency by those offices to which the

agency is legally responsible. In addition, the agency will want

to include information on new programs, money-saving operations,

progress toward meeting particular standards, identification of
future problems, etc.

Rank each objective. If finances permit, the information.

needs of all core audiences and a large percentage of optional
audiences can be satisfied. However, the annual report is not an
"Everything=You-Ever-Wanted-To~Know" type of publication. Obviously,
one annual report cannot satisfy all interests. Presenting too
much information is worse than too little--a bored reader may

totally ignore the report.
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‘objectives each time the annual report is published.

Identify the major objectives of the report. The major

objectives to be met by the annual report will vary among agencies
Each agency should review its stated

and will vary with time.
The objectives

listed below are not in rank order and each agency will want to con-

sider them as suggestions or ideas for determining its own objec-

tives.

e Provide a record of the agency's performance for the legis-
lature, a supervising board, or members of the executive
branch of the government according to statutory requirements

e Demonstrate agency's accountability to the public beyond
minimal statute regquirements

e Serve as an employee relations booklet

e Inform corrections personnel of agency programs and activ-
ities which they might not know about otherwise

e Serve as a personnel recruiting device

e Provide an historical record of data concerning inmates,
staff and programs as well as descriptions of the organ-
ization, organizational philosophy, and critical issues
facing the agency

e Serve as a ready reference of the agency's operation and
as a continuing data base for research studies

® Serve as a public educational tool to improve public
relations, to increase knowledge of the agency's operation,
and attempt to bring about attitude change in the public

e Identify urgent needs of the agency

® Provide a vehicle for communications with other state
correctional agencies as well as with federal agencies

e Serve as a means to identify administrative, social, and
legal changes which impact the agency's performance

® Provide a means of clarifying and interpreting the
agency's goals, functions, and purposes, in light of both -
statutory requirements and current interpretaticn of those

requirements

® Record the agency's past operation, analyze the current
operation, and provide insight into trends for the future

® Identify trends in the field and indicate the perceived
impact upon the agency

e Make other governmental agencies aware of recent develop~
ments and ongoing activities
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" Chapter 3

Organizing the Annual Report

The preparation of the annual report requires careful plan
nin i )
g to organize and control all facets of the operation These

lan i
plans must be worked out well in advance of the date set for printing

the
‘ report. Annual report teams must be named, authorizations

established, time schedule
ag S arranged, format determined
selected; etc. e

Annual Report Team

The production of the annual report should be a team effort
Team .
members and leaders must be competent and cooperative. Other
hecessary attributes include:

® Team Members
~ Be knowledgeable in their own area

~ Be authorized to make all b .
. ut $ad .
checking with superiors major decisions without

= Should reflect represe i
nt ; T
of the agency ° ation from a1l major divisions

® Team Leaders

3 5 ) »
e authorized to make all but the most critical decisions

Should have skills and knowledge in leadership and be

able to elicit a i
2 o ] COoperative effort from the team

Must organize team for the many facets of production;
Writing and editing )
Graphics

Photography

Printing

Public Relations

Management

Financing

Statistics

Knowledge of the agency
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Outside Assistance
Plans for the annual report may reveal a lack of knowledge

or skill in some area for which the agency will have to seek outside
assistance, Cost is the greatest factor to consider since outside
professional help is expensive. However, a professional photographer:

or printer can make a decided difference in the appearance of the
final product if those skills or similar ones are not available with-
in the agency. The agency may find some of the needed expertise in
local organizations such as public relations firms, graphic arts
groups, art clubs, or college/university organizations.
Annual Report Evaluation

The annual report team will need to review evaluations of

previous reports in planning their current publication. Careful
examination of prior experience is invaluable.

In addition to noteé from past experience, an important
source of evaluation is audience Feedback. The groups and individ-
uals receiving the annual report should be surveyed to determine if
the report bbjectives concerning those audiences have been satisfied.

The audience surGéy can be a single form used for all readers
Sr several different forms modified to gain a more specific opinion
from diffefent audiences. The survey should be brief, no longer than
a few minutes, and should address those areas of mutual interest to
the audience and the correctional agency. The survey should be sent
soon after the report is received or even better with the report
to save postage. The responses should at least be an adequate
sample of all of the major groups identified as core audiences.
Lesser emphasis can be placed on optional-audience response.

Although the most common type of survey is written, there
are several survey methods available to use in an evaluation process:

® Written survey-—enclosed with the annual report

e Written survey--~delayed one or two weeks and sent separately
after the annual report has been mailed

® Telephone survey--much more likely to obtain responses, but
it is time consuming and can be costly

e Personal contact--with those receiving the annual report
such as legislators, etc,
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Exhibits 1 and 2 are examples of forms used to evaluate the
annual reports issued by the private sector (Rosenthal and Pagani,
1978). ’

EXHIBIT 1

CRITERIA FOR DEVELOPING AN ANNUAL REPORT

1. Meaningful or Provocative Pictorial Cover

mme ’ p p

2. Well Designed Format
;Zzgggatlgeluse of paper, ink, contemporary design techniques
) modular units and family relationshi )
PS between spreads.
Body copy not too small. Two columns rather than a typg line
over 75 characters long, white Space, at least two colorsg

3. Comprghensive Graphics (Charts and Maps)

Rgzirt quickly on such topics as comparative highlights (this

zh Vs. last year for key items), trend of inmate population
ere Fevenue came from and how used, map of facilities a d '

other important data, !

4. Unstilted Photographs or Artwork
Show agency activities (emphasizing people), new facilities

and programs, and candi i i i
I, ' did pictures of officers and directors

5. Comprehensive Text

Explains and interprets major de
v
pProspects. Jox, elopments of the year, future

6. Comparative Figures

it least 2 years for balance sheet items and highlights and at
east 5 years for population movement and other key indicators

7. Stylish Printing

Use of a‘propgrly equipped print shop and its crafﬁsmen to
create, in print, the agency image you are seeking.

*
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EXHIBIT 2

SAMPLE RATING SHEET FOR ANNUAL REPORTS

Element Rating )
Excellent Adequate Medlqcre Poor
l'.. Cover pictorial dull
’ meaningful
provocative
; ‘ cluttered
2. Design good handling or sprawly
of 'type, white
space, color
. confusing
3. Charts comprehensive or absent
& Maps, and meaningful
formal or
4. Photos plentiful absent
and/or and revealing
illustrations
sparse or
5. Text comprehensive poorly written
) and well written
. unfocused
6. Pigures comparative or absent
and meaningful
dull or
7. Printing crisp sloppy
and vivid

OTHER COMMENTS:

Instructions Por Tabulation of Ratings:

Each member of your rating panel should
£ill out a sheet in the manner s@own

in this sample, checking one ratlnq
box in each of these seven ca?egoFles.
As a guide for raters, the adje?tlv?s
at the left end of the scalg ep%tomlze
an excellent report, the.adjectives

at the right end epitomize a poor
report.

For your own thinking, at least tyo—
thirds of your report's total rating
checks for all elements should

be in the excellent or adequate
category; and at least six out.of
the seven elements on your ratlng
sheet should have more than half the
votes in the excellent or adequate
category. If your report has fallen

below either of these criteria, it

is in trouble.
28
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major document prd?uced biennially.

Production Schedule

Pick a target date for the release of the annual report and

backing up from this date develop a production schedule. TIf the

Yeporting statute does not provide a release deadline £

or the report,
the agency may wish to use guidelines adopted by the business commu -

nity. For example, businesses listed on the New York Stock Exchange

are required to release their annual report within 90 days of the

end of the fisecal year; for the American Exchange, 120 days.

In corrections, too ofte

and may be released 6

n-the annual Yeport is unscheduled

~12 months after the end of the fiscal year.
Obviously,

outdated.

the value of the report is diminished if the material is

The amount of time necessary to produce an annual report
is dependent upon many variables such as its length
available staff, etc.,

Iype of Annual Report

s complexity,
SO each agency must plan its own timetable.

As the name implies, the annual report is typically a docu-

ment produced every year, but there are other possibilities. The

one document can be changed to two smaller ones, or a series of

mini-reports, each addressing a different topic. Another variation

is to alter the Yearly production schedule with s

maller reports
being released every quarter, semi

-annually, or annuaily, and a’

Each agency should examine the

advantages &nd disédvantages of each of these combinations to deter-

mine the most appropriate format and production schedule for its
repoxt.,-

® Biennial Report

Advantages:

=~ Saves manpower

- Saves money in print%pg costs

= Can afford to put mo§é resources into it

- Can.be combined with smaller repérts to increase
timeliness and specificity

Disadvantages:
-~ Information becomes outdated

= Information can be difficult to organize if not
collected until the end of the two-year period
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~ Production effort is less likely to be sched?led.around_
the normal functioning of the agency, Fesultlng in more
disruption in agency operation, less time allott?d to
the annual report team,and perhaps less cooperation .

among the agency divisions

e ZAnnual Reports

Advantages:

- Iﬂformation is more timely

~- Fits in with other year-end reporting efforts

- Moré likely to become a part of normal agency operation

Disadvantages:
‘- Higher printing costs than biennial issues
- Requires more staff time

~ Higher postage costs
e Mini-Reports--Some agencies publish a series of reports

throughout the year which deal with specific topics such as history

of the agency, description of felon population, description of

inmates under community supervision, escapes, etc. These reports

may take the place of an annual report or may be used in combination

with the annual report.
Advantages:
- = Preparation can more easily be divided among the
agency divisions
- Information can be more specifically directed to the
various audiences

= Cheaper to distribute

- Cheaper to produce and therefore can be printed more
frequently, keeping the information current

- More flexible in meeting the information objectives
of the agency

- Can reduce the size and cost of a major annugl or
biennial report if used in combination with it

Disadvantages:

— Loss of perspective~-cannot give a total p%cture of
the agency or show the interrelated functions of

the agency divisions
— More difficult to determine if needs are being
satisfied
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- If the entire distribution list receives each minji-
Yeport,; there is no savings

Responsibility for the aRnual Report
Depending on the organizational structure of the correctional

agency, the annual report can be issued at any one of three levels:

® By the umbrella agency if the correctional agency is so
administered

® The central office of the correctional,agency

® Within separate divisions or units of the correctional
agency :

Fach approach has different advantages ang disadvantages. P

® Annual report issued by the umbrella agency: e

~ Readers' interest will not likely be concentrated on
corrections '

~ Distribution is limited. Due to the larger size of the
Teport, few copies will be available for audiences
interested in correctional data .

* = Information wil; be limited. TLess space will be avail~
able for correctional information

= Correctional information will be more general and will
not include much specific data on the agency's
divisions, units, problems, etc.

~ Provides an opportunity to compare the programs,
financing, etec. of the department under the same
umbrella agency :

—- Eliminates the need for an annual report from each depart-~
ment under the umbrella agency, thereby lessening the

total cost
® Annual report from the central office of the correctional
agency: .
— Readers' interest will be concentrated on éorrgctional
information :

- Permits an opportunity for g more in-depth view of the
agency '

_ = Provides an opportunity to compare the operation of each
institution or division with the others in the agency in
a uniform manner

= Provides the opportunity to devote extensive resources
to the effort

— Potential interest in the report will be greater

= Distribution to correctional audiences will be greater
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sional assistance at this stage of production than any other.
Professionals, of course, can be used at any stage of the report
production, but due to the cost, most agencies use in-house per-

sonnel.

the agency is wise to consult a qualified printing professional.

g%

zannual reports issued separately from the different divisions
of the correctional agency:

- Readers' interest will be concentrated on the specific
division facility and not on the agency as a whole

- The views provided will be limited

- Individual reports may tend to develop into a contest as
to which unit can be made to look the best

- Lack of uniformity will exist. Even if the report from
each facility is obtained, it may be difficult to compare
the information due to the dissimilarity in content, the
variability of the statistical information, and differences
in the format

- Interest in the publication will tend to be limited

— Distribution of the material will be limited

Cdnstruction and Cost of the Annual Report

the report team include:

(finding answers to the four initial considerations listed above),

Four initial considerations which need to be addressed by

Budget for the report:

-~ This depends upon: size, form, number of colors, number
and kind of illustrations, cost of the artwork, and the
number of copies to be reproduced

What is the delivery date to the printer?

|

- Always give the printer advance notice that a job is |
coming. Rush jobs are expensive and haste can reduce |
quality and increase errors

What process is to be used? |

- Letterpresses, offset lithography, or gravure? The

printer must be consulted about choices and costs

Other factors:

- Type of binding, mailing envelopes, weight, if to be
mailed, kind of paper (Karch, 1950, p. 77)

The annual report team is more likely to require profes-—

However, in the technical areas of actual construction

32
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‘The correctiohal agéncy itself may have a prison printing
shop which is capable of producing the annual report. Some states
have state printing offices. If either of these exist, contact
these offices early in the planning stages for their assistance. If
it is necessary to have bids for tpe report contract, it is wise to
have contact with a printer for guidance on the contract specifications.
Although cost is a primary factor for selegting a printer, the capa-
bility of the print shop to produce the desired features of the annual
report is also a consideration. For example, a printing shop which
has only offset capability cannot produce a four-color separation.

Even if the report team has a close association with a
printer, the team should be aware of some of the printing techniques’
in order to be able to discuss the process and ask relevant questions.
This brief review of annual report construction does not permit a
detailed study of printing techniques, but as examples of printing
topics, note the headings and samples listed below in the cost/
quality matrix, The models in the matrix are designed to illustrate

a few of the possible choices which impact the printing cost.

The
cost increases as one moves from Model A through Model C.
Table 3
Cost/Quality Matrix
Printing :
Decision Model A Model B Model C
COVER Self-cover (same paper Heavy self-colored Heavy textured
as inside pages) cover stock cover stock
PAPER Light weight bond Heavy weight bock  Heavy weight
stock _book stock
PRINTING Mimeograph Offset lithography Letterpresses
PHOTOS None Black—-and-white Foux-color °
halftones process
COLOR None Two~coloxr Multiple coloxr
(GRAPHICS) ’ .
MAILING Wrapped band Self-mailer Use of envelopes
mailer 4th class 3rd class bulk lst class
Side stitch Saddle stitch

Mechanical binding

{staple) (plastic comb)

(staple)
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Although Model A is the least expensive, it should not be-
assumed that it is the worst choice. Model C, although expensive,
may not be the best choice. Other factors besides dollars must be
cbnsidered. For example, an expensive dull textured paper which
reduces glare may also reduce the clarity of photographs} A
mimeographed booklet may be an inexpensive way to produce an annual
report, but it may do very little in enhancing readers' interest,
opinion, and communication with the agency. On the other hand, a
very expensive, showy report may not reflect a desirable image of
the correctional agency. The range between these extremes is very
broad and the report team is cautioned to plan carefully with the
printer in choosing the options best suited to the agency objec-
tives.

A lack of funds does not necessarily mean that the reporﬁ
will be inferior. Financial limitations often result in creative
reports. Frances A. Koestler (1969, pp. 61-62) discusses a number
of "budget-stretchers" which can provide a good appearance without
too much cost. Several of those suggestions appear below and may
be used by a correctional agency to good advantage.

e Type the final copy rather than having it typeset. Type-
setting is a significant proportion of the printing cost,
and now there are typewriters available which can provide
a variety of type styles. For example, the IBM Selectric
offers numerous typing elements which can be changed on
the machines in seconds which vary the type size and style.

e Arrange the layout for attractive design. Indented
material, off-center placement of blocks of copy, headings
in the side margins or fitted into side pockets cut into
the body of the text all add to a pleasing design.

e Additional graphics and lettering can be purchased from
commercial sources. Clip-art sheets provide pictures,
sketches, decorations, words, symbols, etc. as cut-outs
which can be pasted on the annual report layout. Pre-
printed type is available in transfer sheets, tab style
booklets, and pressure sensitive (self-adhesive) form.
These alternatives to original art work are appealing to
the less artistic person or when cost is a factor.

® Reproduce the report on different types of paper. Many
duplicating machines can process a variety of paper weights
and textures which can add to the appeal of the report.

34

e Place special emphasis on the cover.. The report can be
enhanced by using special color or texture on the cover
stock.

® Design the report as a self-mailer, eliminating the cost
of envelopes.
Even though these budget-stretcher suggestions can improve

the appearance of many annual reports currently produced in the .
correctional community, only rarely can an agency match the quality
and appearance of a professionally printed report. Consultation
with the printer throughout the preparation of the report can:

® Ensure that the job fits the budget

o. Obtain the best artwork preparation

® Keep the production on schedule (Northért, 1979, p. 14).

R O R IV

Y
e ST

R

S




Chapter 4

Content of the Annual Reéport

After the report objectives and the needs of the audience
héve béen identified, the annual report team may have questions
about the best method for satisfying those objectives. The team

| may wonder how to present the material or where in the annual .

report it should be placed. ‘
S P ‘ To help answer these questions, this chaptér presents a
detailed commentary on each of the major sections commonly found in
annual reports. Not every section discussed below is necessary or
- : A ‘ . i even desirable in all annual reports, but can be considered as-
’ possibilities for the annual report. A number of examples taken
from actual state correctional reports and other resources have
- been included. When examining these examples, please allow for
. : ) : the loss of color, texture, clarity and detail as a resultvof the
L . topying process.

The major sections of the annual report to be discussed in

this chapter include:

_ 3 e Cover
E ® Letter of transmittal (mandate for producing the report)
) K - - | e Executive summary
, ) ; e Table of contents (index)
. ) ;5 ® Purpose of the organization
i ij ® Description of the organization
- "" - a e Description of individual institutions
) , . gi e Organizational history
- % e Accomplishments
’ N ? e Problems/critical issues
f‘ e Reconmzndations
- - <L _ , : . 5; e Future goals, needs, and plans
. | R o ¥ e Inmate activities
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® Special reports

e Special features

Cover

_The cover is the single most important graphic element of
It is responsible for the first impressions of
The cover has two

the atfinual report.
the agency for those persons unfamiliar with it.

functions:

e to identify the publication

® to entice the reader into opening the report

To identify the publication, the cover should include, at a

minimum, the name of the organization, the time span represented by
the report, and the fact that the publication is an annual report.
The first two are nearly alWays included on the cover,but in many
cases it is difficult to identify the report as an annual report.

The title may read something like "Report of Operations" or it may

have no title at all. If the agency has used a particular title

for some time and believes that its audience has come to recognize

it as the annual report, then that is acceptable. However, an

agency can never assume that a reader will turn the page to read

the identifying particulars on the inside.
In fadt, unless the reader has a specific need for infor

-

- mation in the annual report, he may never open the report at all
unless the cover can capture his attention and motivate him into

reading it. For those audiences with which the agency is trying

to communicate, the cover is particularly vital.
Since the copy content of the cover seldom exceeds eight

words, there is an abundance of space available for graphic

exploiéation. The possibilities for that spacé can range from

inexpensive simplicity to expensive and complex art work.

Listed below are a number of features which may be applied

to the cover and examples.

Illustration. Illustration is one of the most versatile

features available. The annual report team can custom-design
illustrations through artwork to best meet the objectives of the
agency. - (Exhibit 3)

38
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1979
SO

Exhibit 3: Annual report cover displaying the use of illustratién

(Source: Oklahoma Department of Corrections)
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Photography. A photograph can convey much information,

establish a theme and/or. capture the reader's interest. The photo-

graph can be simple black-and-white or color. (Exhibits 4 and 5) )

U.S. Department of Justice
Federal Prison System

i } |
- | Federal | |
Pri : | |
rison | |
|
f |
If H
i
;
- il
: | | | 4
! Illh ! I
H i i
i "l[ll'l Hllllllhl *
i
i AMinnesola
i Department of
Correclions 1
]
! .
.
§i§ ¥
. | , Exhibit 5: Phot |
Exhibit 4: Photographic annual report cover 1. otographic annual report cover {
| . (Source: Minnesot i %
(Source: Federal Prison System) | a Department of Corrections) b
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Type Face or Logo. Perhaps the simplest treatment for the

cover and yet a very effective one is to vary the type face or to
use a lo§o. There are many sizes and styles available to give the
cover a distinctive appearance. The use of a logo, usually the

state seal, can not only identify the report but provide a degree
of authority. (Exhibits 6 and 7)

Pl

REPORT

Fiscal
Year
1979

Exhibit 6: Annual report cover displaying the state seal

(Source: Kansas Department of Corrections)
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ANNUAL REPORT
FiscaL Year 1980

Correctional
Services

South Dakota

OUR KEYS UNLOCK MANY DOORS

Exhibit 7:

(Source:

Annual report cover displaying various sizes of type face

South Dakotg Office of Correctional Services)
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Charts and Maps. This unusual eye-catching method of high-

lighting the cover can serve to bring the reader into the report.

A chart showing the rapid increase in the number of inmates can

give the dpening for later discussion in the report about the prob-

lem. If community~based correctional genters have recently been

established, a map of the state with those centers marked can show

the public the extent to which the state is served by corrections.

(Exhibit 8)

Special Technigues. Special effects are available which

stimulate the visual sense. These techniques, although effective,

can be expensive.
e Embossing--raising the surface of the paper
‘ Diecutting—«cutting through the cover to highlight the
page beneath it
Metallic stamping--adhering metal or plastic substances
to the cover instead of ink
For examples of some of these special effects, see the

annual reports of New Mexico Corrections Division, 1975-1976;
Florida Department of Corrections, 1978-1979; Maryland Division of
These special effects do not reproduce and are
In addition to these fine possibilities,.other
Consult a printer for

Correction, 1978.

not included here.
techniques are available for the cover.
ideas and to learn which ones he has the capability of producing.

Transmittal Letter
The first source of information in the annual report is

The letter contains information

usually the transmittal letter.

such as:
e The individual or group who is the prime recipient of the
report, usually the governor or the board of corrections
e The statutory authority under which the report is written

e The individual sending the report

The date of the report, which can be used for citation
purposes and to indicate the time frame of the report

In addition, the letter can serve as a preview of the
events which have transpired during the year. The contents of the

letter should, as was the case of the cover, entice the reader to
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DEPARTMENT
OF

CORRECTIONS

ANNUAL
REPORT

615"

FISCAL YEAR
JULY 1,1972 THROUGH JUNE 30,1973

STATE OF NEW MEXICO

EAGLENEST
s RATON
FARMINGTON - <« SPRINGER

SANTA JE * -
GALLUP - LAS VEGAS
- _—
ALBUQUERQUE TUCUMCARI
LosL - CLOVIS wm
UNAS
SOTORRO «in ROSWELL oy,
SIERRA SLANCA €} 4 \i6060z00 LOVINGION
1 L -
LVER CITY «m» LAS CRUCES e ca -
. RLSBAD

Exhibit 8: Annual report cover displaying a map of the state

(Source; New Mexico Department of Corrections)
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go further into the report. The letter can mention important occur k|
rences, both positive and negative, but it should be short. If the ?
letter must continue to a second page, continuity can best be main- : Ihe Honorabie chartes Thane |
. ; ctober 22, 1979 H
i i =T Page 2 ;
tained by having both pages facing each other so the reader can read - : ; age ]
. . . : « U ! : The fnei
/ . the entire letter without turni ng the page. (Exhibit 9) L It e r‘"y neidence of narg:lgtiQhge:g:?mmh::esggwg;su;?gegse zecently.
. A k- u furloughs, ased pro-
? ; result in an 1lr41roveg ts:arggz'tﬂ::ﬁ §}'3§§mr?lﬁa§§3r32£a?“r°’e L
’ ! To accamplish what the Department must
a TS R 6 IR o
= feis Essg:t 1:]ffggggr:h:gesg:i:t{oﬁdpggggc:}ve and la:l-abiding citizgns"
; co t cooperation bat *
X M‘?"““""s Including the Department and tlr:e ﬁegﬁsgk:”
4 o
? I am pleased to send th{
i Legi S report to you and I thank
o a;gr:l‘;:ggg‘&'r Your continued support and cooperation {guignge:ﬁy
J N
CHARLES THONE | JERRY J, BOLIN  § : - i v
GOVERNOR , DIRECTOR B ’i»: ery truly yours,
- i 8 & .
, A ; 624 n
oy JERRY 3. BOLIN
B R § : P Director
i i JIB/kks
STATE OF NEBRASKA " I8
DEPARTMENT OF CORRECTIONAL SERVICES e
£,0, BOX 94661 STATEHOUSE STATION LINCOLN, NEBRASKA 68509 i i
{402 4712654 i
October 22, 1979 2
¢ 1
,’f,
The Honorable Charles Thone i w g
Governor, State of Nebraska ! ! b
State Capito} i
Lincoln, Nebraska 68509 0f
Dear Govarnor Thone: : ‘
Please find for your review and approval the Fifth Annual Report f
of the Nebraska Department of Correctional Services which is submitted ;
in accordance with Section B83-909, R.R.S., 1943, Exhibi
X : . .
The Adult Division of the Department has been charged with the 1bit 9 (contlnued) ¢ Transmittal Letter
responsibility of planning and implementing the expenditure of almost
$44 mili{on in appropriated funds for the construction of three new
a?xﬂt male institutions and the major renovation of thn State Peniten-
tiary.
| t;wo of these 1n:t1tt1tion§. ‘t:he Diagnos%ig and Evaluationfenger .
and the medium security Lincoln Correctiona) Center,were complete . .
and occu';?ed by staff {nd inmates in July of this y'ear. The Statutory authorlty under WhiCh the agency produces
The progress of the other proposed institution {n Omaha is being the annual repo +
Terated and we hope t ' 1 movenent toward: tructd Port should be ver
?:c;agggf e¢ and we hope to see some real movement towards cons on o N broad. A broad mandate allOWS
€ agency to remain flexi
The Status Offender statutc has impacted the juvenile institution n exible an +
popu‘}aﬁonh:o some c?eg;‘egiandimt- a;e hogef:} that a cggtinued dliwnw‘;_rd th £ d to deal Wlth hew developments
tren n this area is indicative o supportive comunity resources for .
the reduction of delinquency. at may occur. If the legislature requires some specific P
informati i
tion, the requirement should be temporary and non-statutory;
otherwi a4 !
| se, the agency is forced to continue producing that infor-
i )
4 mation long after the need for it has passed.
o . Executive Summary
{
If the tranamitial lettor does not inclvde a Stmm\ary of
i 'y, : y o
the organlzation's activities, an executive summary may be ..
. included. is iu . :
N - . d This iy usually under the slgnature of the director §
Exhibit 9: Transmittal Letter : : which lends credibility and ! i
] ) ; can set the tone for th i o
(Source: Nebraska Department of Correctional Services) . i € entire report. _ i’
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This summary should only include information for the period i é
#
N 1] ™ ¥ ¢
of .the report, unless the report has a special theme such as "Ten &) %; ]
: s . ; i [ 4
‘Years of Progress." Possible subjects to be included in the summary ¥ |
! £
. 3
may be: : :
. ~ :
e The agency's general philosophy . . ' b
e / b
e Changes in the organizational structure :
e Changes or additions to programs
" @ Construction projects completed during the year . %
{ y
. . . . . : i -_~—
e Social, legislative or judicial factors which affect 1; I j
the agency ‘ ‘
@ Critical incidents which occurred I .
. 1] L] * " v, s '*
® Problems which continued to exist during the year, such
: i i to : !
as overcrowding, as well as what is being done J | SECRETARY'S MESSAGE :
alleviate the problem ‘
3iti i i ich the director feels is ‘ . .
. Any adaltlonal lnfomatlon Wh LOUIE L, WAINWALIGHT
pertlnent . : . SECRETARY
i Citizens of this :g:ntry Amdl the smmi of Florida are confronted with the ument challenge to
. . . . 2 t and trol d delin: fety. Although basic institutions including th
(EXhlbltS 10 and ll ) ;,\::,17;‘. :;m;fﬁnrdo cf\urciex :;;ovi:e lg:le;;;yw;‘tho:eﬁcafxeynxm nn(:iugonszu‘::tiv: qll.xla;l){;:s, :n‘;. ;‘lgpn:
sons will become law-abiding citizens, thus b a ity,
i Correction and punishment are ‘the presently thods of deterring and controtling ’
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Exhibit 11:

DIRECTOR’'S MESSAGE

In a special repant on our nation's prisons last November, U.S. News & World
Report stated: “Citizen demands for tougher sentencing of criminals and the
crime ‘boom’ of recent years are overcrowding American prisons to the crisis
point.”

That statement could not be more true than it Is in Hiinals loday. The adul}
prison population has doubled since 1973. By 1985, il may very weli have tri-

pled.

People are fed up with crime, and rightfully so. The recent Class X legislation,
which provides for jonger santences for criminals, is an outgrowth of the public's
law-and-order attitude.

That attitude, coupled with the historical neglect ol our prison system, has
and will continue to cause severe overcrowding and other problems in the adult
prisons. Overcrowding and neglect do, of course, lead to more serious conse-
quences, Inslitutions become very difficull to keep clean. it becomes more dif-
ficult to provide meaningful academic and vocational training programs. Many
residents sit idle in their cells with absolutely nothing to do, Tensions build up
and violence erupts.

We have neglected our prison system for more than 150 years, Three adult
facilities, for example, are 15th Cenlury relics, They are so old that they are fall-
ing apart. A fourth one was built in the early 1900's. The physical plants at many
adult and several juvenile institutions were aliowed to deterlorate. Prevertive
maintenance programs were unheard of until recently because saciety did not
want to be bothered with “someone else's” problem.

What we have is a socletal problem—not Just a state agency problem. Crime
affects us all. If society continues to naglect this problem, the siluation will only
grow worse.

if our corractional system Is to operate safe, sanitary and humane institutions,
it must continually do its pan by practicing prudent management. it must also b
cost conscious. Al the same time, though, society must do its par. it must pro-
vide the corectional systern with alt of tha tools—staff, resources, facilities-—it
needs to get the job done.

| was askad recently why this agancy was just now talking sbout overcrowd-
ing and its attendant problems when in fact there were more sesidents in the
system wn 1939 (13,000} than there are loday (10,621).

For one thing, our institutlons are 39 years older today. Also, adult offenders
used to be considered “staves” of the state. Years ago, the majority were more
decile and most were incarcerated for property offenses, Prisons were ruled with
an iron fist, “Walk talf andi carry a big stick” was the prevalling phitosophy.
Programming of any kind was limited.

On the other hand, today's judicial view of offenders is that they are “citizens”
of the state and have certain inherent rights just as tha rest of us do. Many of our
present offenders are far more vicious, and the majority have committed violent
crimes against other people,

Because of this new breed of offender and the current judicial view, we need
smailer tacilities that are easter to contro} and manage than the ones currently in
use, It is nearly impossible to operate such huge antiquated facilities safely and
humanely. : :

Despite the crisis of overcrowding, there were a number of noteworthy ac-
complishments made by this agency during fiscal year 1978, and significant
improvements were made in several areas. Tha numerous capital development
projects that were initiated were a godsend, Delailed information about our pro-
grams, services and key accomplishments is contained in the body of this report.

1 am both hopeful and confident that the Governor, the General Assembly and
the general public will continue to recognize the need for improvements in the
correctional system and that they will provide this agency with the resources

necessary lor it to meet its mand-tes, Our stafl is, indeed, endeavoring to do its

part.
7/
u(:‘ > ‘
Charles J. Rowe
Director

September 1, 1978

‘Executive Summary .

Illinois Department of Corrections)
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purpose of the organization, but even they may not realize the
existence of certain objectives.

The purpose of the organization can be developed from two
sources

e The primary source is the legislative mandate under which
the agency operates

- (Exhibit 14)

CONTENTS

INTRODUCTION ......cviiveninnnen P P Crieriaanaes p

SYSTEM IN TRANSITION ...
-Master Planning
Population Management .
Labor Relations . .....ooooveenns

Legislative Mandate

As provided in the Department of Corrections Act of 1976, the
Legislature 'finds and declares that the purpose of the Depart-—
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FACILITIES DIRECTORY ......coceivnens ment shall be to protect the public and to provide £or the
REALISM ....... R it custody, care, discipline, training and treatment of persons
: coemmitted to State correctional institutions or on parole; to
ﬁ.’;’,‘.’?&'ﬁﬂ Enedel?;; ni)?'s'e'r'v e . e 2 :;upervise and assist in the treatment and training of persons-,
Guidance and Counseling ........oooveens B PN | in local correctional and detention facilities, so that such
Academic Education ...... Crreeeanes : persons may be prepared for release and reintegration into the
%.:;gg'ual Programs .... community; and to cooperate with the other law enforcement
Vocational Education.......... e, R agencies of the State to encourage a more unified system of
Volunteer Services ,........ cereen criminal justice. .
Inmate Grievance Program I Cerererseresanas ersereseneas
ety ProBram (RAP oo ; The Legislature finds and declares that there is a need to
Health Services ........... s Cererbteereetaaaas , (1) provide maximum~security confinement for those offenders
. FEDERALLY FUNDED PROGRAMS . .......ooviiininnnens whose demonstrated propensity to acts of violence requires
FACTS AND FIGURES ......0ovvneeeneernnreiennnons e i their separation from the community; (2) develop alternatives
: SECURITY - noeenervennnainnns o i to conventional incareration for those offenders who can be
Crisis Intervention ceeees . dealt w:.tr} more effectively in less restrictive community-
f:ecurlty lnf?fga!lon System e- .. . . based facilities and programs; and (3) separate juvenile
i Cg}rergctlona AMPS v ivnennss e Cevnees - i offenders from adult offender population and develop programs
Security Staffing ....... [greesesens i treeee e, | and seivlcez for juvenile offenders wh.Lch recognize their
Communications Comro Center..oeeedens Cetesbesissesesen i special needs.
Internal Investigation ,.... veene !
. Reduction of Escapes .... . ! )
DEPARTMENT DIRECTORY ...... c.oevuireenenn rerriesaeres ) ; The Legislature further finds and declares that (1) the environ-
ADMINISTRATIVE SERVICES ............ . , ment for incarcerated persons should encourage the possibilities
Appropriations ............. e tereieeare e e Ceenriareas 5 of rehabilitation and reintegration into community, and (2) the
f:;z'tg%gi:vmffs%?; and Accoumting System 1111 RITTIEEEE ety % incarcerated offender should be protected from victimization
Offender-Based State Correction Information System (OBSCIS) ... .. . within the institution.
Program Planning, Research and Evaluation P 3 i}
Unusual Incidents System R N .
TraiRING . v ravesrserensiansessnsncon Nerrerreanuas feseariens i
Higher Educanonlnsmule Cheeeteireaens [ i
Support Operations....... Cetesiensesisensrenes PRRN febebesirees ;‘ .
|
' 1[ Exhibit 14: Legislative Mandate
. ) g 4 (Sourcie: New Jersey Department of Corrections)
. ‘ 53
Exhibit 13: Table of Contents oo
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(Source: . New York Department of Correctional Services) H
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e In some cases the purpose may have been developed a number
of years ago, a part of it outdated and no longer valid.
Through exposure in the annual report, the problem can be
brought to the attention of the legislature.

® A second source of goals can be the administration itself.
In cases where the legislative mandate is weak or outdated,
it may be necessary for the administrators to further
develop the statement of purpose.
Whereas the legislative mandate is a more or less permanent
structure, the purpose can be further broken down according to the

agency's philosophy of corrections. This philosophy may change

‘significantiy when a new administration takes over. By including

the agency's philosophy and goals in the annual report, it is
possible for audiences to know the general direction of the organ-
ization and to know when a substantial change in philosophy has
taken place. Some of the benefits of this information can be:

e More cooperation from an informed legislature

® Other governmental agencies which interact with the
coxrrectional agency will be able to better understand
changes in the organization and make changes in their
organization accordingly.

® Agency employees will better understand the rationale
behind their job ‘

o The public can be made aware of new areas which can be
served by volunteer programs

& The agency will be forced to examine its own philosophy
and goals periocdically leading to an evaluation of its
performance and to an adjustment of goals in accordance
with legal and social changes.

(Exhibit 15)

Description of the Organization

The description of the total organization can be presented

in several forms:

. @& Organizational Chart:

The organizational chart provides the reader with an
easily understocod visual representation of the agency.
The chart should not be so complicated or detailed that
it confuses the reader. In most cases, a chart that
provides a view of the organization one or two levels
below the level of assistant director will contribute
to a good understanding of the organizational structure.
(Exhibit 16) '
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Exhibit 15:

GOALS OF THE DEPARTMENT OF CORRECTIONS

The follow/ing goals exemplify th T
and requiy p l{me:.pumose of the Department as it performs its

* PROTECT THE PUBLIC FROM 5
AND SAFE INGARGERATIED CONVICTED OFFENDERS THROUGH SECURE

* PROTECT THE P
COMMUNITE PUBLIC THROUGH THE SUPERVISION OF OFFENDERS IN THE

% IMPROVE THE CORRECTIONAL SYS
TEM THROUGH COMPLI -
DARDS DEVELOPED BY THE COMMISSION ON ACCREDITATION pgﬂc gov;ggc? ;:Jﬁ‘s

* PROVIDE THE OPPORTUNITY
FOR CONVIC
ABIDING CITIZNES UPON RETURNING TO SOLEIEDT$ELONS TO BECOME LAw

* DEVELOP SAFE AND V
INCARCERATIGN IABLE COMMUNITY ALTEANATIVES TO TRADITIONAL

* REDUCE THE PENE
JUSTICE Svereny ETPATION OF YOUTHFUL OFFENDERS INTO THE CRIMINAL

% PROTECT OF|
FERIOD FENDERS FROM VICTIMIZATION DURING THE INCARGERATION

* PROVIDE SUCCINGT PRE-SENTENCE INVESTIGATIONS TO THE COURY

% INSURE THE PHOVISION OF H
EALTH AND EDUCATIGNAL SE
MEET THE BASIC NEEDS LANGE vey
ACOEP LD S NEEDS OF THE INMATES AND ARE IN COMPLIANGE WiTH

* CONTINUE TO IDENTIFY DEPART
A EN
STRATEGIES 70 MERY Toaer NEE%S TAL NEEDS AND DEVELQP PLANNING

* INCREASE RECRUITMENT EFFO
RTS AMONG MINORITYWOMEN G
PROVIDE OPPORTUNITIES FO ePLOVESS
WITHIN THE DEPAATIES: R UPWARD MOBILITY FOR THESE EMPLOYEES
% PROVIDE INCREASED TRAINING OPPORTUNITIES FOR ALL PERSONNEL
* REDUCE STAFFTURNOVER ’

% PROVIDE ADEQUATE ADMINISTR.
ATIVE, FISCAL, AND PE|
SERVICES FOR MORE EFFICIENT AND COST-EFFECTIVE aigxgg!&d:ngRT

Organizational Goals

(Source: Florida Department of Corrections)
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e Narrative Description

; In many cases the narrative description of the organizational
| structure provides a guide as to how the entire report will

L be developed. The major emphasis should not be placed upon

| the actual organizational structure, but on changes in the

\ structure during the year and the effect which change had on

) the agency's programs. ' Concentration on detailed background

| .

i

|

material of the organization is usually not timely and tends
to expand the size of the report beyond a readable limit.
The agency can provide an extended overview of the organi-
zation through other sources, such as pamphlets or booklets.

DEPARTMENT OF CORRECTIONS
SECRETARY, HEALTH AND WELFARE AGENCY

A
DIRECTOR
[o}

(Exhibit 17)
. 3
17 commeerions [~ 71"
|

THE DEPARTMENT

1
GORRECTIONAL NARCOTIC ADDIGT
RELEASE BOARD

3 MEMBERS INDDSTRIES EVALUATION

oA , The Ohio Department of The Department employs
LOMMISSION AUTHNAITY CORRECTIONS
EXECUTIVE OFFICER 7 MEURFRS 1Ay 4 MEMBERS

8 MEMBERS (81

department was responsible for
: Rehabilitation and Correction approximately 3,600 persons the
" OFFIGE OF THE DIREGTOR. ]

AquNiSI NHATIVE ASSISTANT

DN 1A IVE ASSSTAY : \ was established by the 109th throughout the state and

daily supervision of an
is average of 26,000 offenders

ASST QIHLGTOR PUl INTY

. ! . . o e . . . . .
; Ohio General Assembly through  responsible for administration statewide, including 13,000 in
@!@ [_—__—CED N p— : i enactment of Amended and operation of both the the state’s correctional
INSTITUTIONS DEPUTY DIRECTOR PAROLE AND COMMUNITY MANPOWER SEAVICES - . . . “ . . . .
SERVICES oision : Substitute House Bill 494. It  institutional and the community institutions and another. 13,000
S— L"":‘:;:N:f;'s’”s ok souaces - came into official existence July  related phases of Ohio’s adult who were supervised in the
REGIONS 1 SF TAAINING ‘
S e e LSO R o, s 12, 1972. correctional system. community - through parole and
N GRAM:
i . . . robation programs.
:nsszgér:seaut ; ricr to that date, the It is designed to protect p Th Dp ft mt is headed b g
) ) L L ¢ Department is headed by ;
. . correctional system was an arm  society from criminal activity by Direct o i inted b :
INSTITUTIONS ‘ . . ] ) , a Director who is appointed by
SUPERINTENDENT. SUPERINTENDENT, - o f t h e m enta] hospltals and Operatlng a CorreCtlonal System
CALIFGRNIA CORRECTIONAL CENTER CALIFORNIA REHABILITATION CENTER LINE OF AUTHDRITY e, the Governor.
e . mamuman ST DT eacuny | institutions. that humanely controls the
EHF:;%I:LI&”TIE;‘J‘%EI;JIEN FORMEN E‘IEJ';EARCISIJSEQJVEEFJI,C enten AFPOINTIVE 3OARD CR COMMISSION .

SUPERINTENDENT, WARDEN, FOLSOM STATE PRISON (A} DIRECTE.R OF CORRELTIONS IS CHAIRMAN
CALIFOPNIA INSTITUTION FOR WOMEN

Major functions and

}
’ . behavior of offenders; and 1 r1its
SUPERINTENDENT, vy SJNSUE(;“A‘ TIATR PRiSoN 181 SECRETARY OF HEALTH AND WELFARE AGENCY IS CHAIAMAN 3 Because o f the lncreased . d t h . tl ’ t:. responSlbﬂltleS Of the Departm ent
. GENERAL MANAGER, 1 . . . . .

gﬁggsr&l«.’:&ﬁq;sﬁ;?m gmzim;z:z:n?fg;c:gs DIRECTC R OF COARECTIONS IS A MEMBER ‘; grOWt'h in the correctional provides em witil € are sectioned into four major -
CALIFORNIA MEBICAL FACILITY CH|EF:M ” " . { . . e ‘e iti ot e . i )
e Nrruion . AL b pRIRL SIER system, the State Legislature, in = Poronces and opportunities t0  gjyigions, and several ancillary i
. change their behavi it is . !

i the early 1970’s, decided to hange th behavior so it is departments. The division chiefs

. . acceptable to society. . !

establish a separate agency with ’ p ciety and the ancillary = department ;

sole responsibility to administer During fiscal year 1979 (July heads. report to the Director &

correctional services. 1, 1978 — June 30, 1979), the through the Assistant Director. -
Exhibit 16: Organizational Chart ' § Exhibit 17: Narrative Description of the Organization \

(Source: California Department of Corrections) . ; . (Source: Ohio Department of Rehabilitation and Correction) ;
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e Statistical Information:

Statistical information can provide a view of the productivity
of the organization, the various treatment, industrial, edu-
cational, technical, medical, and administrative areas.

Such

information can include the number of inmates receiving
counseling, attending classes, receiving medical care, the
number employed in specific job assignments, or the number of

inmates processed during the year.

e Financial Information:

A breakdown of the budget of each major unit of the organi-
zation is an important part of the annual report.

Map of Various Unit Locations:

Understanding the agency can be furthered through a

the location of various facilities.

5

(Exhibits 18 and 19)

map showing

e o
L] &
vt L) -~
State Correctional Institutions |u e A7V A —
and Community Service T | A IS o) Lo e
Centers o D = - o,
vt vt Cond b/ - -y
[whartaes
— P - )
Srmarne. ™ tranuom oo ssaart -
Yol L)
- 2
- )
SCL for men offe  SCI for vomen ol State Reglona) Correctiomal Facilfty @
CSC for men @ CSC for women O
K CSC Regional Offices: scl's
1 State C | at

(Eestern) Region |

219 East High Stroet
Germantown, PA 19144
Mamie J. Fains, Director
{215} 8484338

* {Central} Region It
1701-A Groen Street
Harmisburg, PA 17102
Thomas A, Rogosky, Director
{717} 787-4427

(Westarn} Region Il

535 South Aiken Avenus
Pittsburgh, PA 15232
Jamas P, Murphy, Dirsctor
(412} 631.1202

Exhibit 18:

(Source:

State Correctional Institution at Camp Hill
P,0. Box 200, Camp Hill, PA 17011
Ernest S. Pation; Supenntondent

George Petsock, Dep, for Operstions
Dennis Erhard, Dep, for Treatment

{717} 7874814

State Corractional institution 2t Daliss
Datles, PA 18612

Glen R, Jotfes, Superintendent
Joseph Ryan, Dep, for Operstions
Gilbort Walters, Dep. for Treatment
1717) 876-1101

State C i i al

P.0, Box 244, Graterford, PA 16426
Jutius 7. Cuyler, Superiniondent

Robart N. Mauger, Dop, for Operations
. Horvey Beil, Dep. for Treatment

{215) 48D-4161

States C i
Huntingdon, PA 16652
Ronald J. Marks, Superintendent

/. E. Stotelmysr, Dep, for Operations
A. W. Zumpetia, Dep. for Traaiment
{814) 643-2400

State Correctional Insttution at Muncy
£.0. Box 18

Muncy, PA 17756

Lowt!ll D. Hewitt, Superintendent
{717} 548-2171

Sizte C Insti at

R.D. 3, Belletonte, PA 16823

Dr. Jeaeph Mazurkiewicz, Superintengent
Qarald Wilson, Dep. lor Operations
Jetteey Beard, Dep. for Treatment

{814) 355-4874

Map of Various Unit Locations
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Pennsylvania Bureau of Correction)

P.0. Bax 8901, Pittsburgh, PA 15233
James F. Howard, Superintendent
Aobert Maroney, Dep. for Operations
Br. Don W, Brian, Dep. for Treatment
(412) 763-1955

State Regional Corroctional Facility at Greans:
burg, RD. 2, Bax 10, Greensburg, PA 15601
Thomas Fulcomer, Superintendent

Clarence Markle, Dep. for Operations

Robert Froeman, Dep. for Treatment

{412) 8374397

State Rogional Correctionat Facilty at Marcer
P.0. Boy 530, Mercor, PA 16137

Charles H. Zimmerman, Suparintendent
Edward J. Keall, Dep. for Oporations.
£dward 7. Brannan, Dep, for Treatment
(412} 748-3000

e i

Exhibit 19;

(Source:

section.

CAMPS
Camp Baraga
Camp Ojlbway
Camp Cusino
Camp Psliston
Camp Lehman
Camp Pugsley
Camp Hoxey
Camp Sauble
Camp Pontlac
Csmp Brighton
Parols Camp
Waterioo

INSTITUTIONS
Stats Housa of Corrections gnd Branch Prison
Michigan intensive Program Center

Kinross Correctionat Facitity

Muskegon Correctional Facitity

Michigan Training Unit

Michigan Rllormnory

Riversids Correctional Facility

Michigan Dunes Correctlonal Facltity

State Prison of Southern Michigsn

Reception snd Guldence Canter

Cassidy Lake Tachnleal School

Huron Valley Women's Facility

Facilities Oporated By The Michigan Department Of Corrections As Of January,
+

1979

o Arsnse
e
o Lo [Oscsoia | ciues | ol
I ]
Huran
Oose Maconta fimneiia | MI&- [mey
v Tuscols | Samitog
“‘#.‘ antiot | Saginaw
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[
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Alldgan Sacry | aton Inpham ‘TG
Van | wats. ans
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.
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Map of Various unit Locations
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Description of the Major Divisions of the Agency

If the agency is large, the annual report may include indi-
vidual descriptions of the separate divisions or sections of the
agency in addition to the overall description of the organization.
The descriptive techniques listed above are generally applicable
to a discussion of the agency subdivisions.

Listed below are a few agency divisions with examples of.
statistical or narrative description.

® Financial Division:

Items which may be included here are a general overview of
the budget, sources of revenue, expenditures, assets and
liabilities of the agency, cost of prisoner maintenance.
(Exhibit 20)
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I-1 MAJOR PROGRAMS AS PERCENT OF ESTIMATED EXPENDITURES 1977-78 OF $126,000,000
" (Excludes Federal Funds) . ‘

Central
Office
Admin.
3.2%

Prison Ind.
1.9%
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Exhibit 20: Statistical Description of the Budget Division

(Source: Michigan Department. of Corrections)
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@ Industrial Division:

Each industry can be described as to productivity, income

realized, inmates employed, etc.

(Exhibit 21)

ANALYSIS OF INDUSTRIES OPERATIONS

AVG. NO, NO. OF
INMATES CIVILIANS SALES
DIVISION PRODUCTS AND SERVICES PROVIDED SHOPS EMPLOYED EMPLOYED 1977-78 1978-19.
Computer programming snd data 2 18 4 $ 233,408 $ 221,870
Data Processing encoding services
Delivering and hauling for state 4 18 18 572,090 580,603
‘Transportation owned institutions :
Coffee and Tea All coffee and tea products 1 8 1 1,084,202 707,976
flench boo} desks, t 1 07 10 298,816 328,516
Fumiture cablnets, chairs, tables, ) )
Const 3! and 1 1 8 1 9,451 7.061
Malntenance Crew projects
Meat Progessing Beef and pork products 1 21 1 899,446 861,081
Producing mattresses, pillows, 1 37 2 : 420,333 461,761
Mattresses laundsy bags and reconditioning .
mattresses,
Cardb d Product Produci db d 1 12 X 110,593 92,424
Auto body repalr, painting and 1 7 1 25,288 26,648
Auto Body Repair Shop wheel alighment
Uniforms, coats, raincoats, aprons, 3 280 12 1,860,214 1,634,970
Garments jackets, trousers, vests, nightgowns,
shirts, slips and dresses
Under garments for male and 1 47 2 343,757 311,102
Underwear female
Shoes for men and women, 1 50 3 243,614 230,797
Shoes Dress shoes, work shoes and
hush puppies
. Sheeting, ticking and all 1 53 3 382,010 368,214
Textiles types of towels
Hosiery ) Hoslery: for men and women 1 15 1 130,998 167,158
Laundry soap, scouring powder, 1 27 3 445,897 483,841
Soap and D ts tolletries and Hquid detergents ‘
Forms, envelopes, newsletter and 1 61 4 664,958 767,097
Printing validation stickers
Tags Dog tags and license plates 1 86 3 3,485,296 843,867
Shelving, metal furniture and 1 T4 8 528,102 292,120
Metal Products metal beds .
Cannery Canned vegetables and fruits 1 47 2 572,941 - 663,099
Wood Products Lumber und picnic tables 1 29 2 162,962 129,894
Nursery Trees and shrubbery 1 22 1 76,993 " 87,833
Dental Laboratory Dental products 1 11 1 8,248 27,169
Recelviug raw materinls and 4 35 [ . ] . 0
Shi and Receivl finished products
Milk, fruits, vegetables, hay 6 487 36 1,098,085 2,416,204
Farming and field crops
Administration Budgeting, purchasing, sales, 1 44 29 [+] [}
management and ordering i
TOTAL - Shops, Inmates, Civilians and Sales 45 1,590 1562 $14,556,802 $11,791,205

Exhibit 21: Statistical Description of the Industry Division

(Source: Pennsylvania Bureau of Correction)
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e Agricultural Division:

Tnformation provided here may be similar to that of the

industrial information. :
allotment for crops, livestock inventory,

revenue produced, inmates assigned, etc.

Information may include acreage
food production,

(Exhibit 22)

AGRICULTURE
FISCAL YEAR 1979

FOOD SERVICE USAGE

2,463,775 Ibs.
Beel 936,886 doz.
Eggs 13,727,148 bs.
Milk 30,000 (bs.
Onions 3,920,460 Ibs.
Pork 3,980,000 ibs.
l:,ntall‘oes A 1,075,619 Ibs.
oultry . ,778 gals.
Canned Vegetables 114,2;7,;040|bs.
_Fresh Vegetables

Exhibit 22: Statistical Description of the Agricultural Division

(Source: Texas Department of Corrections)
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s Construction Division:

Many audiences may be interested in the physical growth of
the agency.

(Exhibit 23)

DESCRIPTION

BETO UNIT
WORK IN PROGRESS
Ending Fiscal Year 1979

PERCENT COMPLETED

Survey, Temporasy Facilities
& Site Development 88

Security Fence

Main Unit

95
42

Water Supply & Distribution ' 90
Sewage Treatmeni Plant ‘ 50
Electrical Distribution ’

& Communication Systems : 50
Metal Building & Kilns for

Concrete Block Plant

Exhibit 23:

(Scurce:

[

<

Statistical Description of the Construction Division

Texas Department of Corrections)

Legal Services:

Legal services for the agency as well as for the inmates
are becoming increasingly important factors in the

agency operation. Such information may include the number
of cases litigated, current disposition, and the number of
contacts with inmates in reference to legal aid. .

(Exhibits 24 and 25)

‘Personnel Division:

Data from the personnel division are important for assuring
the public that the agency is an equal oppertunity employer.
Other information may include a discussion of manpower
problems, turnover rate, training, etc.

{Exhibits 26, 27, and 28)
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INMATE’S ATTORNEY

The 1976-78 Biennium saw the New Hampshire State Prison receive funding from the legislature to establish
the fulltime (temporary) position of inmate’s attorney. The impetus for the position was to afford the inmates a
readily available source of legal advice and to satisfy court-ordered guidelines for the institution. Previously the
inmate’s attorney position was a temporary position funded by a Federal grant, Once State funding was secured, the
position, vacant since the spring of 1977 was filled by Robert B. Lancy, who isa member of the State Bar ol Iowa and
was granted a limited license to practice law at New Hampshire State Prison on the condition that he apply for
admission (o the New Hampshire Bar.

The inmate’s attorney has the responsibility [or advising and assisting the inmate population ona wide range of
legal matters, The inmate’s attorney may be sought for counsel on senténcing mauers, divorces, outstanding
detainers and warrants, parole preparation, institutional grievances, disciplinary matters, personal property affairs,
habeas corpus petitions, etc. He is specifically prohibited {rom providing legal advice which may generate
contingency fees, from bringing lawsuiis against the prison or other state officials, and from participating in court
proceedings for which other publicly funded legal aid is available 1o the inmates,

The inmate’s attorney is also charged with supervision of the inmate law library. He is responsible for the
volumes therein and aid inmates in doing their own legal research. The prison received a Federal grant for §15,000
this biennium for the purchase of law books for the law library..

Inmates gain access to the prison attorney through inmate request slips which are forwarded to the attorney’s
office. Reguosts are prioritized based on apparent urgency and need. The two most urgent matters were: (1) The
resolution of outstanding detainers and warrants hindering parole or release; and (2) Aiding the courts in acquiring
trial and appellate counsel for inmates.

Due to the large volume of matters recquiring legal assistance among the inmates, theattorney has taken steps to
organize the delivery of legal services. The setting of priorities has been an important step. Procedures have been
instituted o insure proper outside legal representation for inmates with pending criminal actions and civil Jawsuilts.
Legal assistance is being obtained through New Hampshire Legal Assistance Offices throughout the state, through
the N.H. Pro Bono Referral System, and through dircet contact with private attorneys on behalf of the inmates.
Consideration is also being given to securing additional in-house legal assistance from third-year Franklin Picrce
Law students under supervision of the inmate’s atiorney.,

The back-log of legal requests encountered at the end of this biennium should be remedied during the next
biennium. The appointment of fulltime¢ counsel, re-establishing contacts with the courts and legal assistance
agencies, updating of the law library statute volumes, and establishment of in-house procedures should serve to
provide adequate legal services to inmates in the-next biennium,

Exhibit 24: Narrative Description of Legal Services

(Source: New Hampshire State Prison)
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CORRECTIONS LITIGATICN CHART

Litigants

Case Disposttions During FY 1977
1, Pokinl v. Oku Inmate alleging the novel theory that a trfal court's grant of | ity in the p of the jury tituted Won by CD
a favorable comment on the wilness testimony by the judge, thus, constituting a violation of his right to trial
by an tmpartial jury. :
2. Wakinekona v, Dol Complaint for Injunctive relief, seeking to prevent the transfer of a high security risk Inmate to a Mainland institution. Pending Tral
3. Matlas, etal. v, Six Inmate leaders of the general prison work strike charged denial of due process when they were Lost~-Being appealed to
Chang, et al. transferres! to Hawall State Prison's maximum control. Hawaii Supreme Court
by CD
4. Crouser v, Chang Pre-trial detainec alleging that his two month indictment delay was suf ly ble to warrant his Won by CD
belng released from custody.
5. Medelros v, Hawaif Alleging that the petitioner was denfed his right to counsel at the time of his conviction in Family Court. Won by CD
6. Spencer, et al. v, Centesting the conditions of confi it at Halawa Correctional Facllity, Pending Trial
Chang, et al.
7. Matias v, Olim Alleging faints about the d of confi at Hawaii State Prson, Won by CD
8. Olivera v. Ariyoshi Complaint for inj and dedl y relief seeking to prevent the State from transfemring Olivera to a Won by CD
Mainland Federa! institution, .
9, Lono v. Ariyoshi Complaint for Inj and dec! v relief also seeking to prevent Lono's transfer to a Mainland penal institut Won by CD
10. Kealoha v, Ariyoshl Complaints for injunctive refiel seeking to prevent Kealoha's interstate transfer. Won by CD
11. Moaore v. Olim Alleging that Moore's confi was unlawful and ! based upon nine complex Won by CD
! Issues, itating lengihy dum and
12, Caraballo v, Oku Peliion alleging that the inmate should be released because his counse! erroneously withdrew his notice of Pending in Ninth Circuit
appeal from his conviction.
13. laukea v, Ariyoshl, ct al. Complaint for jve aind deck v relief seeking to prevent the State from transfening the plaintiff Won by CD
from Halawa Correctional Facillty to Hawail State Prison.
14, Matlas v. Olim Petition alleging various | deprt at his criminal trial. Won by CD
15. Smith v. Olim Petition alleging that Smith, a female inmate, was not provided specialized | and rehablilitative treatment Won by CD
under the State's Young Acult Defendant {YAD) statute, and denied equa! protection of the laws in that the
programs avallable to female inmates are vastly inferior In quality and variety 1o those available to male inmates.
16, Haris v, Hawall Petition clalming that the State of Hawali had not initially confined the petitioner at Kulani Honor Camp, as Won by CD
ordered by the courts,
17, Cooper v. Fitzhanis To reduce multiple habeas corpus petitions a brief amicus curiae was filed on behalf of the more stringent Pending Decision
and tradl \ fards for d b Ineffective of counse!. Case will have major impact in
inations of lly ineffective counsel In the Ninth Circuit.
18. Watan v. Kakesako Petition that the State has not provided him with certain programs that were ordered by his sentencing Lost—Appeal to
court under the Young Adult Defendant {YAD) Statute. Court held that i emred; ordered State to place Hawati Supreme Court
Watan on furlough or seliase on probation. by CD
19. Watan v. Hawaii Petition alleging that the State has violated the order In Watan v. Kakesako, vt al Pending Trial
20. wah'?l. etl :I] v. Complaint seeking to have the State appoint trial counsel for indigent Iritate in civil cases Pending Trial
, et al, .
21. Ram v, Andrade Petition alieging that his sentencing court had orally stated its desire that he be placed on wark release or Pending Trial

Mutual Assistance Program, nelther of which nccurred

Exhibit 25:

Tabular Presentation of Corrections Li:tigation

(Source: Hawaii Corrections Division)
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The Personnel Unit plans, organizes and
evaluates all phuses of comprehensive personnel
program for the Department of Corrections. The
unit is responsible for staff development, employes
benefit prograins, personnel records, enroliment of
new employees, and the development of
{ departmental personnel policies and procedures.

! During FY 79-80 new employees were added to
i the Departments payroll, Employees were hired for
various positicns at the Conner Correctional Center
in Hominy, Ok, Joseph Harp Correctional Center,

b

located in Lexington, Ok. and Jess F. Dunn
I Correctional Center located in Taft, Ok. The
& positions consisted of wardens, deputy wardens,
| business managers, correctional officers, clerical
; maintenance, food service supervisors, educational
; : ‘1 and medical staff.
i it
A N
# Y i .
A AFFIRMATIVE ACTION ;
RRECTIONS The Affirmative Action Unit directs programs
MINNESOTA DEPARTMENT OF CO involving the recfuitment of minorities and women
Fiscal Year 1979 for Spe.nings \}I;%:té%h%ut tR:fPepan[’tmext.ﬂ uni
. . " uring -80 the irmative Action Unit -
Affirmative Action Goals maintained a positive recruitment program by
dditional estt;]bllsl:]ingl ar;]d gnainta'lnlng t:ontll)numgi;r relations
itional Number A fion i with schools having a large number of minority
Total Total  Number Addi groups and/or women students.
M e inoriti eeded Females Needed ; The Affirmative Action Unit prepared studies .
Total Minority EF eflﬂale h:lm}({:;‘::;;s goal** to Reach Goal*** ; ir,egarding the gvaluaﬁon of the Affi;matlveiAction
oyees 0 ! A rogram, ‘such as' the percentage of minority and
CLASSES Employees Employees mploy i women employees hired. Also detailed reports ’
— 1 — ; } were submitted to the United States Civil Service i
Management 33 1 3 3 . Corlnmission and other authorized organizations for
analysis.
. 39 - 1
Supervisory 239 11 15
Professional 295 16 - 170 - PERSONNEL DATA
. FOR FY ' ‘
Clerical 182 6 ) ( 798.'80
. Technical 55 1 22 ; Mo of Emy 1;595—79
. o, of Employees ,
. Service 775 70 No. of Black Employees
— of Blac oyee
: Craft 74 1 ) _ ity Emplt
. . Operative 24 - '

No. of Minority Employees
% of Minority Employees

— 9’20}0; Fen?alg En;ployees
- - of Ferale Employees
} .y 6;; 106 427 7 28 Noof Caso Managors
TOTAL 1, ] No. of I\Ill'od' tl(ogm ficers
*Statewide affirmative action goals are recommended by the Minnesota Department of Personnel. No: of Ee ,Ta p oyefs, _
aie : . 0, of Employees completing
New goals are currently being developed by the Departmfznt- 1 Il non-caucasians. ’ i Correctional Officer training 328
**Minorities, as detailed by the State Department of Personnel, include a non-ca S ofessional ! o ppretional
***Goals for females have only been established in the management, supervisory, an prot <P Tapart Time
classes hy the State Department of Personnel in order to ensure equitable employment of women
= at all leveis, ¢
Exhibit 27: Narrative and Statistical Description of the ;
. s : ; Division Personnel Division
Exhibit 26: Statistical Description of the Personnel ’
ions
(Source: Minnesota Department of Correct )

(Source: Oklahoma Department. of Corrections)

66

67

T
: =



PERSONNEL TRAINING

RONALD GREGORY
COORDINATOR

The training of the personnel of the West Virginia Department-
of Corrections has constituted a very important accomplishment during

‘the year. A total of 383 employees attended a one-week training pro-

gram conducted at the West Virginia State Police Academy. This pro-
gram consisted of 56 hours.

The Department embarked upon an eight-week training program to
further upgrade and professionalize the Department's Correctional
Officers. This is the first school of this nature to be conducted
in the history of the Department. Areas of instruction taught were:
self-Defense, Imergency Medical Care, Firearms, Stress, and many
other areas important in the field of Corrections. A total of 353
hours of instruction was taught in each eight-week session.. .

Forty-five Correctional Officers attended this schonl conducted
at the West Virginia State Police Academy. Their programs were funded
by LEAA and approved by the Criminal Justice and Highway Safety Division.

Instructors were provided by the Attorney General's office, the
Federal Bureau of Investigation, the West Virginia Department of Wel-
fare, the West Virginia Department of Public Safety, the.West Virginia
Department of Corrections and many other State and county agencies.

Over six thousand hours of in-service training have been provided
at the various institutions for Correctional Officers.

A K-9 Corps was created during this period at the Huttonsville
Correctional Conter. Eight member units were well trained to form this
unit. These units are utilized by the Department and Police Agencies
.when requested.

The Department of Corrections' primary goal is security within the
Correctional institutions throughout the State. Upon completion of
the above mentioned objectives, they have moved progressively forwar
in meeting this goal. :

Other training opportunities utilized by 251 other Department
employees included: Workshops and Seminars in Probation and Parole,
Hostage Negotiations, Workshops in Crime and Delinguency, Alcohol and
Drug Abuse Seminars, Corrections Seminars, and numerous other areas
dealing with Corrections.

Exhibit 28: Narrative Description of the Personnel Division

- :  (Source: West Virginia Department of Corrections)
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® Public Information:

.\ rgview in the annual report of public information services
available from the agency may stimulate more communication
between various audiences and the agency. For example, infor-
mation about the number of individuals who were given éours

9f the facilities and publications produced by the public
+nformati?n office which are available to the public could be
%ncluded in the annual report. This listing of publications
is gspecially helpful to future distribution if the infor-
mation published is designed for public use and education

such as the example from Oregon, Exhibit 30. '

(Exhibits 29 and 30)

PUBLICATIONS/DOCUMENTS OF THE SOUTH  CAROLINA
DEPARTMENT OF CORRECTIONS
DURING FY 1980 20

Regular Reports
Annual Report of the Board of Corrections and the Commis;

of the South Carolina Department of Corrections
Monthly Report to the Board of Corrections

Semi-Annual Statistical R ivisi
. : eport, Division of Resource a ‘
tion Management nel Informe-

Inmate Guide

sioner

SCDC Adjustment Committee Guide, Division of Inmate Relations
Newsletters

Intercom, quarterly newsletter prepared by the Department’s Public

Information Director f i
1 or employees, inmates
organizations Yo » nd welared

About Face, bi-monthl k
, y newsletter prepared by the D ;
Corrgctions’ inmates P 7 e Department of
Special Reports
Inmate Construction Program
Operation Get Smart: A View of Crime and Imprisonment

Ten-Year Capital Improvements P i
through 198566, rogram (For Fiscal Years 1979-80
A Five-Year Program Plan for the Sou i
. th Carolina Department
Corrections (For Fiscal Years 1979-80 through 1953-84)en o

M nr S

R e
20 For previous SCDC

Annval Romeny publications and documents, see previous SCDC

Exhibit 29: Public Information Publications

(Source: South Carolina Department of Corrections)

s
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Crime &
Punishment
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FICTION

MOST PERSONS ARRESTED FOR SERTOUS CRIMES (FEL-
ONIES) GO TO TRIAL AND ARE SENT TO PRISON FOR

MORE THAN ONE YEAR.

V17700440000 00004 4L LadlidLL

FACT

A survey conducted in 1976 took a sample of
1,047 Felony arrests from eleven Oregon
counties (this was about 68% of Oragon
part 1 arrests for that year), Of this
number, 52% were convicted, including only
19% sent to prison for more than a year.
The remaining 48% included 2% acquitted, 2%
pending verdict, 27% never filed in circuit
court, and the rest dismissed.

Exhibit 30:

(Source:

Information Source:
3. MWhat Happens After Arrest in Oregon?

Public Education Approaches by the Public Information

Office

¢ Treatment Division:

Oregon Law Enforcement Council)

The treatment division has a great deal of information for

audiences of the annual report.

This includes the areas

of physical and mental health, and vocational and educa-

tional programs.

The amount of data available can easily

overwhelm a reader, so the information to be included must
be selected with care.

(Exhibits 31 and 32)
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Program Services Statistics

Classification Bummaries Preparsd Groups (Average}
No. of Inmates {Average)

tnitial
Pacols Violstor
Continustion
Roclassification
Program Change
Pra-Relsase
Community Services

ing medical transfers, pre-employment
and p Pl :

Classification Satv ) !
snsification Sarvices fluenza immunization progfam, mini-
Roception Ordontslion 5 mum pt 1y e
Progtam Orientation y for the diagnostic classification canters
and for management review of health
care sorvicos at aach institution.

Initia) Classilication
Roclasaification
Casewnrk Interviews
Psychological Interviows:
Psychologica) Testing
Psychiatric Examination

Caurt Eveluations

Ciinical Servicos
Individual Services

Counsating
Paychological Thetapy
Psychiatric Thorapy

Group Services

Misconducts

Criminal Charges filed by inmata
Criminal Charges tiled by Admin.

New palicies and guidalines wera im-
plementad in a number of areas. includ-

phy
for corractions personnel, an annual in-

The Health Care Section cooparated
in a number of surveys from other
siates and arranged for reprasentatives
of the Departmant of Health's Buresu
of Nursing Services to visit the insti-
tutions and discuss professional nurs-
ing responsibilities,

At the same time, this section servod
In an advisory capacity to assist the
Oepartment of Public Welface in the
development of haalth care services for
Youth Development Centers,

. Gonoral Workload;
Participation in Educational Programs A, Clinical Vinls-509,615

Consultant Sarvices:
A, Referrals to Specialists—38,709
Angillary Sorvices:
Laboratory Testy-90,561
Audiograms—2,283
ECG-1,623
immunizations-5,620
X:Asy Procedures—14,133
Tuberculin Testing~3,083
Visual Acuity Tests~3,915
Physical Examinations—5,665
Pharmacy Units=2,071,9%1
EEG-130
Telebinecular~2,993
Eye Relractions-2,409
Physicsl Therapy 4,204
Ancillary Service1~-2,212,156

Figures below reflect the number of i who Med inprog

They
do not reflect the number who completed any given program, These figures
would be reflected in monthly statistical reports.

scI's ABE GED College Vocationel
Camp Hill as7 54 126 372
Dallas 231 442 137 460
Graterford 763 142 349
Greensburg 161 B8 1 174
Huntingdon 145 440 123 352
Mercer 47 132 84 95
Muncy 56 291 101 786 Tonl

Communicable Dseaze:

Fhtsburgh 52 10 158 49 A, Communicable Duzeses Treated
Ruckview 83 67 213 513 —443

Deaths;
A.  Inmate Deaths~16
Dantal:
A.  Procedurat Pertormed—55.463

ErA+-TIOMmMORE>

Totals

Vi

Madical Department Statistical Report for CY-79

Surgical Procedures:

A, Imstiution-~281

8.  Community-293

Total Surgical Procedores-574

Accldents and Trauma:

A, Inmate-lnmate Atsaults Resulting
in Trauma-418

8. Inmaee-Statf Arsaults Resulting
in Trauma=104

Total Assaults Resulting in Trauma~525

(% tnmate Accidents Resulting in
Trauma=2,

D, Staff Accidents Resulting in
Trauma-279

Total Actudents Resulting in Trauma

~2867

1n-Pationt Hospitalixation:
A, lnstitution:
1. Number of Patients Admuted
2,023

2. Number of Pdtieny Days—iB895

3. Average Length of Stay-7.9 days

Community’

1, Number of Patients Admitted
-375

2, Number of Patient Doys~2,063

3. Averags Length of Stay~5.5 days

Exhibit 31: Statistical Presentation of the Treatment Division

(Source: Pennsylvania Bureau of Correction)
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’ Full Time Academic 36 141 - 10 4

M Part Time Academic 114 696 | 63 | 247
" } Full Time Vocational - 152 10 9 75 102 52 - 30 - - 430
Part Time Vocational 65 1m0 21 18 62 - - - 29 15 85 | 416
Academic/Vocational - 114 8 113 64 82 23 - 76 4 22 508
f On the Job Training - 163 - 19 - - - - - - - 182
# TOTAL HEAD COUNT 215 [1,376| 112 | 410 | 439 | 278 | 338 | 352 | 178 97 | 192 | 4033
d Full Time Equated Students | 207 | 1,049 94 | 339 | 408 | 182 | 207 | 295 | 178 92 | 181 | 3,278

4 (on 11730/78}

kK Titlo 1 - | - - 72| 45| 45| - 7| 2 20 | - 210
N College Academic — | ees| 66 | - 96 | - | 165 | 118 | s2 4 | 65 | 1479
; - 13| 18 [ - - - 205

B College Vocational - 76| 21| - -

B Total College

Exhibit 32:

(Scurce:

® Security Division:

Michigan Department of Corrections)

Statistical Description of Academic and Vocatioral
Information

Securityn is a topic that can occur in several sections

of the annual report.

Some data elements which may be

considered include an evaluation of the :_—:.ecurity of the
institutions, the number of critical incidents, and

escapes.

(Exhibits 33 and 34)
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Crisis Intervention

IN LATE 1979 and early 1980, 14
correctional crisis intervention teams
were trained at the Mt. McGregor
Correctional Facility. The establish-
ment of those teams represents the
curriculum of efforts begun in 1978 to
provide front-line staff to function as
“situation control technicians.”

The main purpose of the Crisis
Intervention Unit is to minimize the
risk of personal injury to staff and
Inmates during crisls situations, The
unit provides the Department with a
number of selected employees who
have received special training in the
strategies of defusing potentially
explosive situations,

Crisis intervention has arhieved
acceptance within the criminal just-
ice community as professionals have
become aware that new methods of
tactical response to serious incidents
are needed to balster traditional
methods,

The unit’s early warning system was
placed in operation in five correc-
tional facilities during the year, pro-
viding the Deputy Commissioner for
Facility Operations with daily security
evaluations.forwarded by facility
superintendents. The system focuses
attention on situations that otherwise
might have gone unattended,

Crisis Intervention is in the process
of being integrated with the opera-
tiens of the Correctional Emergency
Response Teams and other emer-
fiency capabilities,

CERT

Correctional Emergency Response
Tears — highly trained and profes-
sional tactical response units — con-
tinued during 1979 to prove that they
are valuable security tools in the New
York State correctional system,

CERT involvement was demon-
strated during the year in emergency
situations, in conducting unsched-

»

Exhibit 33:

(Source:

uled general frisks, escape pursuits
and, overall, providing support and
assistance to any facilities exper-
iencing a crisis situation,

CERT members serve on a volun-
tary basis, They receive specialized
training In interpersonal relation-
shirs, in disturbance prevention and
in the restoration of order to problem
areas,

Security Staffing

In an effort to gain maximum use of
Department personnel, a project was
begun in 1979 to re-examine security
staffing within correctional facilities.

Operating under the direction of
the Deputy Commissioner for Facility
Operations, the project has begun
evaluating Institutional staff require-
ments. A pilot program was imple-
mented at the Mid-Orange Correc-
tional Facility and has met with con-
siderable success.

It is believed that the project
systemwide will enhance current
Department objectives in providing
safe and secure operation of correc-
tional facilities,

Security Information System

A special Security Information’

System was formed in 1979 to provide
the Department with enhanced capa-
bilities In the retrieval of security
information,

Using existing Department com-
puter systems and combining those
capabilities with a security infor-
mation need assessment will improve
the Department’s management,

Correctional Camps

Increased commitment to com-
munity service activities continued to
augment the major role of the De-
partment’s camps. That major activity
is the management and improvement
of public forest land under the juris-
diction of the Department of Envi-
ronmental Conservation,
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Supervising inmate movement in a corridor, a
correction officer waits for the daor to be
unlocke { al an Intersection.

Correctional camps emphasize
community service, refurbishing
publiclands and renovation of build-
ings In neighboring communities.

Each camp has a community advi-
sory board, one of the functions of
which is to identify public service
efforts that campmen ‘may under-
take,

Five camps are operated through-
out the state, and inmates are care-
fully screened for the minimum-
security camp assignments.

Contt unications Controj
Center

The Communications Control Cen-
ter (CCC), established in July of 1976,
continued to enhance its ability to
gather information and react quickly
to emergency situations,

The center hes ecome a vital part
of the Department, acting as a single
operations core r:oordinating the
activities of the 32 correctional facili-
ties and maintaining quick commun-
ications between facilities and Cen-
tral Office. '

In 1979, computer terminals were
installed in the CCC, enhancing the
center’s ability to contribute to the
smooth daily operation of the De-
partment,

Narrative Description of the Security Division-

New York Department of Correctional Services)
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to the past,

The agency divisions indicated above are not intended to be

complete. The description of each agency by divisions . should be

developed according to the scope of correctionsl services which fall

under the agency's authority. Other divisions for some agencies may

include community corrections, parole, probation, juvenile correc-

tions, and jail inspection.

Description of Individual Institutions

The annual report may include a descr

ription of each separate
institution in the agency. Information about institutions may be

minimal, such as name and address, or it may be an expanded discus-

sion. The best approach may be a brief ou
programs, history, etc.

tline of the institution's
included in the annual report with the
detailed description left to other publications,

Institutionalfinformation which may be proﬁided includes:
® Name of the institution

@ lLocation of the institution, possibl

: Yy with a map showing
relative locations of all units

® Mailing address and phone number

® The name of the warden

® Size of unit (acreage)

® Average number of inmates and capacity
® The security level

.

Average length of sentence at that location
¢ Average age of inmates

® Housing method (dormitory ox cells)

® Number of employees

® Programs offered

® Significant changes in the institution during the year

(Exhibits 35, 36, 37, and 38)

Organizational History

The primary concern with history is not whe

re the organ-
ization has been,

but what progress has been made with regard

This is particularly important if a major change

has been made in the organization which shows a sharp departure
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DESCRIPTION OF INSTITUTIONS

RECEPTION AND GUIDANCE CENTER
Superintendant John Prefesnik
4000 Cooper Street
Jackson, Michigan 49201
{617} 782-0301
OPENED: 1956
CAPACITY: January 1979: 477
POPULATION: January, 1979: 457
All male cemmitments from the courts are processad
through this institution,

~Opevating birdget 1978-1979: $1,6 million
Par capijta costs prisoner care and custody 1977-1978:;
Included in State Prison of Southern Michigan figure
of $15.00

STATE PRISGN OF SOUTHERN MICHIGAN
Warden Charles E. Andarson

4000 Cooper Strect

Jackson, Michigan 49201

{617) 782-0301

OPENED: 1839, New prison: 1926
CAPACITY: Jonusry, 1979: 4,531
POPULATION: January, 1979; 65,532
AGE LIMITS: 21and up

Closs, medium and minimum security
Operating budget 1978-1979: $33 million

Per eapita costy prisoner care and custody 1978-1979;

$15.00

MICHIGAN REFORMATORY

Warden Dale E. Foltz

fonia, Michigan 48846

(816} 527-2500

OPENED: 1877

CAPACITY: January, 1879: 1,183
POPULATION: Januniy, 1979: 1,484
AGE LIMITS: Under21

Close security (with a minimum security unit outside
the wails)

Opersting budget 1978-1979; 510 million

Psr cepita costs prisoner core and custody 1977.1978:

$20.00

CORRECTIONS CAMPS

Superintendsnt John Mills

€000 Maute Road

Grass Lake, Michigan 49240
{312)475-1358

12 Camps throughout Michigan {January, 1979)
Camp Hoxey closed in Apiil, 1979
CAPACITY: January, 1979: 1,196
POPULATION: January, 1979: 1,427
AGE LIMITS: 17 and up

Minimum security

Operating budget 1978-1979: $7 million

Por capita costs prisoner care and custody 1977-1978:

HURON VALLEY WOMEN,S FACILITY
S font Gloria Rict

3511 Bemis Road

Ypsilanti, Michigan 48197

(313) 434-6300

OPENED: August, 1977

CAPACITY: January, 1979: 264
POPULATION: January, 1979: 470

*{52 women housad in county jails as of January,
1978} ’

Houses alt women fefons

AGE LIMITS: 17 and up

Operuting budgat 1978-1979: $4.9 miliion B
Per capita costs prisoner care and custody 1977-1978;
$30.26

RIVERSIDE CORRECTIONAL FACILITY
Superintsndent William Abshire

777 Riverside Drive

lonia, Michigan 48846

(616) 527.0110

OPENED: January, 1977

{Acquired from Department of Mental Health)
CAPACITY: January 1879; 639
POPULATION: January 1979: 631

AGE LIMITS: 17 and up

Close security

Operating budget 1978-1979: $7 million

Par capita costs prisoner cara and custody 1977-1978:
$26.20

MUSKEGON CORRECTIONAL FACILITY

Suparintendent H, Gary Wells

2400 South Sharidan

Muskegon, Michigan 49442

(616) 723-3201

OPENED: 1974

CAPACITY: January, 1979: 589

POPULATION: January, 197. 626

AGE LIMITS: 21t029

Medium security

Operating budget 1978-1979: $5.1 million

Por capita costs prisoner care and custody 1977.1978;
0.93

MICHIGAN TRAINING UNIT
Superintendent Richard Handlon

P. 0. Box 492

lonis, Michigan 48846

(616) 527-3100

OQPENED: 1958

CAPACITY: January, 1979; 724
POPULATION: January, 1979: 853
AGE LIMITS: Under 21

Meadium socurity

Operating budgst 1978-1979: $5 million
Par copita costy prisoner care and custody 18771978
$17.74

Exhibit 35: Summary Description of Institutions

(Source: Michigan Department of Corrections)
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ARIZONA STATE PRISON

Built in 1907-09 by inmate labor from
the old Yuma Territorial Prison,
Arizona State Prison was originally
designed to house 500 prisoners.
Florence was chosen as the site due
to its booming growth, mild climate,
fertile agricultural land, and central
location and was one of the most
modern, progressive institutions in
the United States.

The original design included one cell
block, a chapel, hospital, kitchen,
powerhouse, dining hall, solitary
‘confinement quarters and a basebail
diamond, all within the thirteen foot
retaining walls,

Today, it houses 1800 adult male
prisoners In a maxirum security
setting utilizing programs designed
to prepare them for their eventual
return to society. Arizona State
Prison is the starting point for most
inmates who are committed to the
system. By following certain regula-
tions and working to qualify under
specific written criteria, an inmate
can be moved from maximum to
medium custody areas and finally
become a trusty.

(sources Arizona Department of Corrections),

B
#

The prison is divided into four units,
each managed by ils own Warden —
Central Unit (maximum custody),
North Unit (medium custody), South
Unit (medium custody), and Outside
Trusty Unit (minimum). An Instity-

tional Administrator supervises ai:. .

staff and has 24-hour a day respon-
sibility for the operation of the
prison.

Nearby Central Arizona Community
College provides educational instruc-
tion in Adult Basic Education and
high school graduate certification as
well as vocational classes in such
areas as plumbing, dental Iab,
carpentry, and horticulture,

Inmates tested as functional
nonreaders are taught proficiency in
avariety of skills including analytical
reading, listening, literature appreci-
ation and study habits. Higher level
students enter a program designed to
allow him to enter studies at his own
competency level. Basically, voca-
tional in intent, fife skilis are stressed
including - academic subject matter
typical of a high school course of
study, designed to give a well-
rounded general secondary educa-
tion.

An evening college program is also
offered to inmates in the Ceniral and
South Units. These courses can lead
to Academic or Vocational Associate
of Arts degrees.

ARIZONA CORRECTIONAL TRAIN-
ING FACILITY

Located in Tucson, this  medium

* security facility houses 384 non-

vie’ent, male, first offenders,. ages
18-25. Also treated here are juvenils
malss tried and convicted as aduits.

Exhibit 36: Narrative Description of Institqtio:jﬁ
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OKLAHOMA STATE PENINTENTIARY

P.O. Box 97, McAlester, Oklahoma 74501

This. facility: is located in southeasteri Oklshoma in the town of McAlestar, Pittsburg County,
approximately 110 miles southeast of Oklahoma City. This facllity actually consists of three separate
units, as outlined below: .

CAPACITY: 893
FACILITY CRITERIA:
Security? Maximum

Custody Levels: Close Custody, Protective Custody,
Regular Custody and Low Custody

Length of Sentence: Life sentence or death sentence
’ or inmates who post serious behavior :
prablems with any length of sen®ence.
Age and Sex: Male ininates usually over 25
years of age.
Residency: Inmates who meet above criterta

HOUSING:  1and 2 man cells

OSP TRUSTY UNIT

P.O. Box 97, McAlester, Oklahoma 74501

The OSP Trusty Unit is located adjacent to the main penitemial:y‘. :I'rqstys provide maintenance and
support functions for the Penitentiary complex, in addition to the activities indicated below:

4 SAPACITY: 243
FACILITY CRITERIA: .
* Security: Minimum
Custody Levels: Regular Custody and Low Custody
) Length of Sentence: No restrictions, but generally

. ' inmates who are not presently
i eligible for CTC's or Votech programs.

‘ Age and Sex: Male inmates over 21 years of
) age. =
Residency: North Central and North Eastern
Oklahoma

HOUSING:  Dormitory

Exhibit 37: Summary Description of Institutions

‘(Source: Oklahoma Department of Corrections)
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Director:

Founded:

Present Location Since: 1898

Employees Authorized: 777
Administrative: 185

Designed Capacity: 2010 {Including Classification and CRC)

Average Daily Population: : 2719

Resident Employtes: 1695

Area from which residents are received: ‘Statewide
Average per capita expenditure: $5,160.09

Personal Deposit Service: Inmate Trust Fund

Rehabilitative Services Provided: P
Educatitén: Elementary grades! high school with G.E.D.

Recreation: Baseball, softball, movies, television, special

s
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TENNESSEE STATE PRISON 1

Centennial Boulevard
Nashville, Tennessee 37203

Vinson F. Thompson

January, 1831

Presently Employed:

Security: 541 w
Treatment: 51

diplom&, vocation training, pre-college class, 8
higher education taught by the University of

Tennessee, A.B.E. (Adult Basic Education),
special education classes, Title I educational

program for 18 to 21 years of age, library avail-
able,

programs and inmate talent shows, gym and inmate
picnic area, football, boxing, tennis, billiards,

weight-lifting, horseshoes, shuffleboard, and
field days.
Religious: worship and religious programs, crisis mindstry, |
and counseling for individual and family problems, “
o
Exhibit 38: Detailed Summary Description of Institutions- : ‘ :
(Source: Tennessee Department of Correction) SN
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Method of Admission: persons committing a feloqy and sentenced
5 by state circuit and Criminal Courts

Parole: Through the State Board of Pardons and Paroles

i iliti - Buses,
Transportation Facilitiles: 1 Sedan, 2 44 Passegger
F 4 Station Wagons, 6 Pickup Trucks,
2 - 1% Ton Vans, 1 Dump Truck, 10
vans, 1 Utility Truck and 1 Step-van

Medical Staff: 1 Director of Health Services, 1 Medical DiFector,
1 Hospital Superintendent, 2 Assistant Hospital
Superintendents, 3 poctors, 3 Dentist§, 4 pharmacists,
8 Registered Nurses, 12 Licensed Pract;ea} Nurses,
12 Medical Technicians, 1 physical Therap%s?,.
1 Psychological Technician, 1 X-ray Technxc;ant )
2 Medical Records Technicians, and 2 Lab Technicians

Medical Care Provided: Medical, Dental and Psychological Services

Religious Services: The chapel has a staff of five full~time
chaplains for the religious needs of the men.
Eighteen worship and religious educatiocnal )
programs are conducted weekly by the chaplains,
and denominational representatives who enter
the institutional for these activities. 1In
additional to the religious programming, the .
chaplains supply a crisis ministry and counseling
for individual and family problems.

visiting Days and Hours: . .
3:30 - 8:00 P.M. on Wednesday through Friday in the

visiting Gallery

,3:§Q - 8:00 P.M. on Wednesday through Friday (Picnic
Area) - NOTE: Visitors must be signed in by 3:00 P.M.
on these day to visit on the picnic area.

8:00 A.M. ~ 4:00 P,M. on Saturday, Sunday & Holidays
(picnic Ares) NOTE: Passes are not written after
2:00 P.M., for visits on the picnic area.

8:00 A.M. - 4:00 P.M. on Saturday, Sunday & Holidays
Visiting Gallery NOTE: Passes are not written after
3:30 BP.M. for visits in the visiting gallery.

™
v

Exhibit 38 (continued): " Detailed Summary Description of Institutions
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from the past. A detailed historical view of the agency should
probably not be a part of each year's annual report,but an histor-
ical sketch could be provided for interested readers through a
bocklet or a fact sheét.

An excellent use of historical information is when it is
used as the organizing theme of the annual report. An example. of
an historical theme is the Illinolis Department of Corrections'
Annual Report for 1978, "Overcoming 150 Years of Neglect." A
three-page history of prisons in Illinois and pertinent quotes from
the past provide a good basis for a theme and place the more recent
accomplishments in an understandable perspective. A similar
exaﬁple is the 1979 Annual Report for the Virginia Department of

Corrections, with the theme, "Five Years of Progress."

Accomplishments

A major goal of the annual report is to inform the reader

about the accomplishments’ of the agency during the reporting

_period. Keeping the "account of accomplishments in context may mean

placing them in different sections of the annual repori, such as in
the description of the agency, separate institutions, history,
etc. The accomplishments may also be presented as introductory
material in the transmittal letter or executive summary to attract
the reader's attention. For emphasis, the accomplishments may be
highlighted by placing them in a separate section of the report.
(Exhibits 39 and 40).

These accomplishments should involve all areas of the
agency, and not oygr-emphasize one area to the exclusion of all -

others. ) ‘ :

Problems and Critical Issues

- In addition to the accomplishments of the agency, problems .
should also be reported. This will give the reader an idea of ‘the
barriers which the agency faces in accomplishing its gSals and
objectives. If these critical areas can be better understood,
audiences which deal with the organization on a freqﬁent basis can

better understand the actions taken to resolve problems and can be
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FY 1979 Major Accomplishments

During FY 1979 the Department continued its implementation of - the
Master Plan.

The major accomplishments made during the period are as follows:

Central Office

1.
2.
3

Activated Zero Based Budgeting.

Obtained and implemented a grant to update inmate records.
Obtained and implemented a grant for Comprehensive Employability
Assessment and Training. This grant impacts on both the
Juvenile and Adult Bureaus.

Adult Bureau

Opened a 45 bed facility at Sussex Correctional Institution.
Consolidated inmate treatment under Institutional Services.
Opened 118 bed facility on the grounds of the Delaware
Correction Center. This facility is operating as a Pre-Release
Center.

Opened the Prison Industries building at Delaware Correctional
Center and commenced furniture refinishing.

Initiated resident "Green Tres Program" for drug and substance
abuse. .

Obtained and implemented a Furlough Supervision grant.
Obtained and implemented a Classification grant.

Broke ground for 64 bed Maximum Security Facility.

Maintained inmate population below court mandated Tevel

8 out of 12 months.

Juvenile Bureau

1.
2.
3.
4

.

Exhibit 39:

(Source:

E
1

Hosted Middle Atlantic Conferance on Corrections.
‘Instituted counseling service at Bridge House.

Initiated a new treatment approach at Woods Haven Kruse.
Reorganized the Client - Study Team under Community Based

Services.

Organizational Accomplishments

Delaware Department of Correction)
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FISCAL MANAGEMENT DIVISION

This division conducts and manages
the operation and activities of Fiscal
Management, Budget Management
Section, and provides supervision for
Correctional Industries’ Accounting
Section. In addition, this division pro-
vides technical and budgetary assis-
tance to all state correctional institutions,
Community Services Division and
Centers.,

Accomplishments in 1979:

* Provided assistance to Community
Services Division on budget matters
with monthly budget mestings.

* Assisted each institutional business
manager with their budget de-
ficlancies.

Provided proper procedures for trans-
mitting Community Service Center

rent and ‘wage bank statements to
Central Ofiice.

Provided a weekly review of Com-
munity Service Center rent balances
to determine possible drawdowns.,

Conducted meetings with all Com-
munity Services Regional and Center
Directors discussing proper proce-
dures relating to the maintenance of
Inmates’ Cash Fund, Inmates’ Re-
garve Fund records and bank recon-
ciliations.

Contacted vendors, Comptroller’s
staff and Bureau personnel to ex-
pedite deliveries and prepare docu-
mentation, as necessary, to avoid
unnecessary lapse of appropriated
funds.

Provided amendments, as received,
for the purpose of updating the
Administrative Code of 1929 to each
institutional superintendent and
business manager,

Initiated proper procedures to be
followed in the maintenance of
inmates’ wage and rent accounts at
Community Service Centers.

Exhibit 40:

{Source:

* Initiated written guidelines for Com-

munity Service Division concerning
the implementation of a procedure
developed to prevent interruption of
utility service.

Furnished institutional business
managers with written guidelines
concerning correct procedures to be
followed in accounting for the lease,
lease-purchase or outright purchase
of equipment.

Initiated transfer of expenditures be-
tween Federal and State appropria-
tions, cost centers, object codes and
other ac¢ounting elements, as neces-
sary, to adjust automated accounting
records and more properly dis-
tinguish between Federal and “State
Match' expense line items.

Advised all institutional superinter:
dents and Community Service Re-

gional Directors by letter, concerning ~

procedures to be followed in turning
unclaimed possessions of inmates
over to Escheats Djvision, Depart-
ment of Revenua,

Furnished written instructions to all
business managers concerning prep-
aration of amendments to service
purchase contracts in cases where
the original encumbered amount is
to be reduced,

Furnished Institutiona! business
managers with written guidelines
pertaining to the following subjects:

—Preparation of contingent commit-
ments for Fiscal Year 1979-80.

—Prompt liquidation of excessive
encumbrances which can develop
from a variety of causes, five of
which were specified,

—Prompt submission of FY 1979-80
service purchase contracts to pre-
vent interruption of services and
prompt payment for which there
exists any ongoing need.

Division Accomplishments

Pennsylvania Bureau of Correction)

83

5 A"

PRamitani JE Sl

e ey AR

Ll

e
=

-



aware of the part they might play in overcoming these issues.
Like the presentation of accomplishments, problems can be

shared with the reader in the transmittal letter, the executive

summary, through a separate section, or as a supplement to each

. i ) . .
division/institution. Presentation of these issues can be eithe

. . ; WO
in a narrative or statistical form or a combination of the t
Common problems which are often discussed relate to the issues of
inmate overcrowding, employee turnover, and critical incidents,.

such as deaths, escapes, or disturbances. (Exhibits 41, 42, and

43)

Recommendations
Agency recommendations for general progress in the correc

tional area and for specific problems which exist are ;lso important

i t
to include in the annual report. These recommendations serye not

only to enlighten the reader but may be aimed at specific groups

"whose assistance is needed in implementation. These groups may

include various segments of the agéncy itself, the legislature,
social service agencies, or different segments of the criminal

justice system. (Exhibits 44 and 45)

Future Goals, Needs, and Plans
Closely related to making recommendations is the discus-
The discussion

sion of goals, needs, and plans for the future.
may involve such topics as inmate overcrowding, revisicns in

treatment programs, increases in personnel, and numerous other

subjects.
This discussion may also include a brief comment about

the research and analysis which provides the basis for'prqject%ng
such goals, needs‘and plans. Mention of criminal justice statlé—
tics, state demographic data, trends in litigation and legislation
are important to demonstrate agency awareness of elements which

will impact its operation in the future. (Exhibits 46 and 47)
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Exhibit 41:

CRITICAL ISSUES

Increasing Prison Population

As the 1970's move toward their }:iagg. the
overriding concern of California priaap
administrators is the spectre of seriousiy
overcrowded prisons before the end of the decade,

The changing composition of the Inmate
population—an " increasing  number of ‘those
committed to the Department have been convicted
of violent crimes rather than property offerises—has
already resulted In-a shortage of housing space in
high security Institutions,

Legislation passedIn 1976-78~mandating prison
terme for certain crimes and lengthening terms of
some 40 offenses—coupled with a tough-on-crime
public climate, have brought about both an increase
in prison commitment rates and longer sentences
tor many inmates. By mid-1981, the Department witl

4iave two thousand more male felofs than it can

accommodats in existing housing units, (The deficit
at 95 percent capacity-—the accepted practical ligmnit
forsafe and flexible operations—will be nearly 3,500
beds.)

Requests in 1977 and 1978 for the legislature to
earmark funds for construction of new prisons were
denled both years. However, In 1978 $7.6 million
was allocated for essential detailed planning for
both new institutions and for remodaling of existing
prisons, This funding will permit continuation of an
orderly planning process leading to possible new

construction and the opening of new prisons in the.

late 1980's. The prubiem of how to accommodate
the averflow of inmates during the intervening years
will severely tax the Department's resources,

Violence and Security:

The two problems--often interrslated—which

pose the most serious threst to safe and humane
prison administration are violence and narcotics
trafficking. Both also tend to escalate in direct
proportion to-the prison posulation,

In recent years, despite some news-making
incidents, violence levels in the state's prisons have
not gone up dramatically, Since 1972 one staff
member has been fatally assaulted {as compared to
10 In 1970-72), In the past five years, inmate
fatalities have declined to an average of 19 per
year—down from the 1972 peak of 35.

Neverheless, violent incidents—lir particular
those generated by conflicts among prison gangs
formed along ethnic lines—continue to command
attention and toncern. .
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Several steps were taken in 1977-78 to reduce the
potentiai for prison violence. These measures have
included establishment of tight securlty units for
inmates who constitute a risk to the safety and order
of the Institution; Increased emphasis on staff
training to deal with violence and gang activities;
segregation of.some gang-affiliated groups from
the general prison population; and the
estaklishment of a task force to assess the issue of
violence dnd make suggestions for remedial
measures, )

Heavy empliasis on the detection and
confiscaion of narcotics within the institutions has
probably contributed to. the increase in number of
narcotics-related incidents reported within the past
several years,

Among the steps taken during the past two years
to control prison narcotics trafficking are; use of
trained dogs to detect narcotics, restrictions on
visiting by suspected traffickers, improved controls
over items brought-in during family visits, more
stringent controls on inmalte property, trustaccount
withdrawals and outside bank accounts, -

Prisoner escapes are another continuing concern
of prison administrators. The 1976=77 period
produced the lowast escape lotals since the 1650's,
For the two years, there were 271 ascapes, mostly

* “walk-aways" by low-risk inmates from Jhinimum

security units, There were 57 escapes inthie first half
of 1978,

While it cannot be varified by statistics, some
authorities believe the Department's inmate appeal _
procedure may"hava contributed to the Jower
escape ‘otals and a leveling In serious violence,
Through clearly defined procedures, inmates’and
parolees may appeal administrative ‘decisions
which they feel are unfair or mistaken, During
1977-78  there’ were 23,862 inmate and parolee
appeal actions, In about 35 percent of these cases,
adjustments were made 1o grant all or part of the
appellant’s request: T

Ty

o

Critical IééuesaRélated to ‘the Organfzationf

(§ource: California Department of Corrections)
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v Violence control is the object of a recent
n institution trend toward specialized housing units.
E These include "management control” units which

provide tighter control than is practicad for most
%) Inmates but which are less restrictive than
maximum security units {"security housing units"),
There are aiso special housing units for inmates
who "require protection, The need for such
specialized housing is in part dictated by the
aclivities of inmate gangs.

By mid-1978, the Department's maximum
security units were operating at capacity and efforts
were being made to expand maximum security
facilities through remodeling. Some 650 inmates
were in maximum security, 500 in management

'ProbTems

The most pressing problem faced by the department is overcrowding.
The problem is further complicated by court orders which place
additional restrictions on space aliocation and utilization. During
the fiscal year, 163 bed spaces were added. This addition did not
solve the problem butonly provided temporary relief. There are two

A i b i 2

DO Ve ey i

A8
[

¥

control, and 800 in protective housing.
The gradual transition toward smaller operating
units in the prisons has contlinued, with exercise

Employee Concerns

institutions currently under construction; a 64 bed maximum security
building and a 360 bed multi-purpose facility. At this point it is

) , uncertain if this construction will solve the problem or merely reduce
Employer-Employee Relations—Collective . } its scope,
bargaining for state employees was authorized by i :
the legislature in 1977, The pracess is expected to
become fully operational in 1979. As the
Department geared for this new manner of
employer-employee relations, considerable effort
— was expended In training personnel who were
e expected to be designated as management,
supervisory and confidential staff,

In preparation for the new employer-employee
relationship, the Department in 1878 assumed
control of several functions such as staff lunch
rooms, which previously had been operated by
employee groups.

yards and some large housing units being divided
by fencing and other alterations.

Maintenance continues to present a serious problem. Some of the insti-
tutions, juvenile as well as adult, are very old with a history of poor
maintenance practice. The newer buildings are more sophisticated,
architecturally and mechanically. These factors force an extended
preventative maintenance program and a more capable level of maintenance
than that presently practiced by the department.

Stalf Trainlng—Throughout the Department the
training needs of staff have received a high priority
during the past two years, Programs designed to
increase staff expertise and Improve job
performance have been inaugurated on many
fronts. These efforts have included new or

< The hiring and retention of well qualified employees across the entire
' employee spectrum from correctional officers to teachers remains a
serious problem which impacts the enire department. The present employee
expanded training in such areas as conflict

. g , ‘ turnover rate in some classification areas exceeds 25% and this is
Giscipiinary hoarings, cisls nlarvehtion, narcotios B : obviously unacceptable.

detection, rape/assault prevention and upward ) 1 A
mobility, . : i

Equal Opportunity—During this same period the : it _— -
Department has actively sought to strengthen its o - Bang
equal opportunity employment program. Since
1976 the percentage of women in the CDC work
force has increased from 21 to 24 percent and
minorities zmong the Department's employees have . i
been increased from 25 percent to 27 percent. : f

i

Emphasis on. minority employment dates from the

mid-1960's when fewer than 10 percent of CDC ! AN . . : .

workers wers othnic minories. _ Exhibit 42: Prcblems Related to the Organization
The Department's equal employment effort is : i

aided by groups such as Human.Relations Councils

and Women's Liaison Councils in institutions and

, ! (Source: Delaware Department of Correction)
o
parole areas. ;
- }

Exhibit 41 (continued): Critical Issues Related to the Organization
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DIVISION OF INSTITUTIONAL SERV
TEN YEAR COMPARISON OF ESCAPE RATE PER 1,000 INMATES

No. Escapes
per 1,000 inmates
120

Lo

Recommendations

the Wyoming Corrections
Facility, in the farm portion, be reorganized, renovated,
T and re-equipped up to top standards. It is felt, that
N in the farming state of Wyoming, at a farm cwned and
: operated by the state should be among the best in the
operation. This is possible
nts, efficient management
eeping systems.

IS
e ;

e fisca; management of
. the farm be changed to 3 system of revolving funding,
: ‘whereby proceeds and revenue fronm the farm production
be returned to the operating budget. "Any excesses or
profits would be returned to the! general fund at the end

*Figures for Fiscal Years 20 i
1970 - 1976 represent felons. 2 ‘ -
Figures  for Fiscal Years S =5 = : = ' B | |
1977 - 1979 represent felons = 2 =i : e : ‘ s | Pt it fiscal e ret

and mistiemeanants. Increasing the inmate population, with accent on
Ppre-release programming and minimunm custody treatment
programs, utilizing Present space and proposed modular
living quarters, would augment the programs at the new
Penitentiary to Provide a more complete system for the
benefit of an optimum number of inmates. '

FY ENDING JUNE 30:

INMATE POPULATION
AS OF JUNE 30*

TOTAL ESCAPES ..

ESCAPES PER 1,000
Graph by Research & Reporting Unit

1
9]

Exhibit 44: Organizational Recommendations

9

isti i Specific Problem

i bi : tistical Presentation of a ‘ . '

Exhibit 43: Sta tions) (Source: Wyoming Adult and Juvenile Institutions)
Virginia State Department of Correctio

(Source: ﬁ
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PROBLEM AREAS AND RECOMMﬁ)NDATIONS

REDUCING HIGH TURNOVER DUE TQ LOW SALARY LEVELS AND RECRUITING AND
RETRAINING QUALIFTED CORRRCTIONAL STAFF

During the past several years the Department has been plagued by a high rate of turnover, par-
ticularly at the beginning levels for correctional officers, probation and parole officers and
medical personnel, During FY 1978-79 Correctional Officer turnover in major institutions
averaged 65.2% statewide and over 100% in four institutions, Probation and Parole Officers
averaged 59.2%% statewide., Such turnover is destructive to efficient operations, both administra-
tively and in the effective supervision and management of inmates. This high rate of turnover
is even more complicated by the following factors:

* Florida is ranked 4th nationally in incarceration rates per 100,000 state residents, and ranks
ahead of the two most populous states, New York and California.

* Florida’s prison population has increased 137% during the last ten yeurs from 8,422 on
June 30, 1969 to 19,995 on June 30, 1979.

The greatest contributing factor to this turnover is felt to be the low non-competitive salary scules

which are substantially below those of other beginning-level law enforcement officers, Floridas

starting salary for state correctional officers ranks in the lower third among the 50 states in the

United States; and onte-third of Florida's counties pay higher salaries than does Lhe State of Florida.,-
The Department has vontracted through the Board of Regents for a comprehensive survey of
current and former correctional officers and medicul personnel to determine the impact of salary

levels, working canditions and management procedures with the hope that arcax of genuine concern
can be alleviated whenever possible. However, for Lhe present, Florida's Department of Corrections
continués to be insufficiently staffed to fulfill its statutorily mandated responsihility, .

LAW ENFORCEMENT SALARY COMPARISONS

$ 12,470 3 12,470 § 12470 $ 12,470

$ 10,763

$ 9.667

CORRECTIONAL  PROBATION WILDLIFK UNIVERSITY MARINE HIGHWAY
OFFICER AND PAROLE OFFICKR POLICE PATROL PATROL
QFFICHI OFFICER OFFICER QOFFICER

RECOMMENDATION _

In order to reduce turnover Lo a manageable level it is rc. nmmended that correctional officers
salaries be equalized with other state law enforcement officers. It is additionally recommended
an educational salary incentive program for correctional officers be implemented, such as that
now available to other law enforcement officers. This should be an effective tool in stimulating
professional advancement as well as provide a more competitive salary. 1t is also recommended
that Parole and Probation Officer salaries be increased to assist in relieving high turnover ratey,

Exhibit 45: Recommendations Related to Specific Problem Areas

(Source: Florida Department of Corrections)
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Exhibit 46:

Future Plans:

In the next two years greater
emphasis will b placed on the basic
academic programs and expanding
programs into new institutions, as
well as providing for the increased
population of our present institu-
tions,

The division will be comply-
ing with P.L. 94-142 with the com-
pletion of a division-wide Needs
Survey to determine the needs of
the handicapped inmats by writing
individualized programs for those
needing special education,

It is anticipated that over the
next two years an average of 25 to
30 inmates will receive their high
&chool equivalency (GED) monthly,
and the Higher Education Programs
will be expanded to an average
monthly enrollment of 200 full.
time students with increased em-
phasis in vocational training division
wide.

Plans are to contract with vo-
cational schools or institutions of
higher learning to offer a number
of shart courses, thus meeting the
needs of a growing and changing
population. .

Future Education Division Plans

: (Source: Missouri Division of Corrections)
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Inmate Activities

b ' Presentation of inmate activities can indicate to the reader
that the agency is more than buildings, organizational charts,

‘ government employees, industrial programs, or treatment programs.

| Reporting these activities can show opportunities for self-improve-

e oA

| : - i s a ailable (o] e i tes . AC J. VJ' tj es v } ]- I . ] l
. i i k training program by all ment or service \ to th
1. Completlon of the e:Lght wee inma +

be reported include: Alcoholics Anonymous; education programs;
Correctional Officers.

athletic groups; hobby clubs involving handicrafts, poetry, and ‘art;
2 Upgradingléf Correctional Officer salaries. cultural heritage groups; and volunteer actions related to the

et B prtpre A

3 Aadition of four Correctional Officers to provide increased

L , g Jaycees and other charitable organizations. (Exhibits 48, 49, and
security. '

50)
4. To provide maximum security and safety for the public from

. Special Reports
residents and between residents. ‘

1s bei complished, or 2n extraordinary event may reguire special attggglon, If
snti elng ac r
As a result of the aforementioned goals

. a: it is not the type of event which can be used as the theme for the
partially accomplished, the following occurred: '

annual report and if it does not relate specifically to any one of
1. Escapes decreased 45%. the other sections of the annual report, it may be presented as a
2 Residents assaulting residents decreased considerably. separate entry in the report. 2An example of such an event was the

5. Contraband entering the institution decreased. incident at Three Mile Island Nuclear Power Plant and the effect

4 Residents inflicting bodily harm to themselves is practlcglly
non-existent.

on the nearby Pennsylvania State Correctional Institution, or, in

the case of Illinois, the nation's firet system to be accredited

Though tremendous strides have been taken regarding secuzlig,ObtainEd
nevertheless, our goal of maximum security and safety will no

until all future goals are achieved.

by the Commission on Accreditation for Corrections. (Exhibits 51
and 52)

Special Features

. eyt
e e

Special features include those piecés of information that

are difficult to classify as correctional operations. These

features include material that is relevant to the environment of

Exhibit 47: Future Organizational Goals

; ' the agency and the iﬁstitption but not directly related to the -
; _ agency operation. These features may be very enlightening to the
(Source: West Virginia Department of Corrections) gency op 4 ¥ g g :
Y reader and add a great deal to the overall description of the-
} agency but are adjuncts to the actual mechanics of corrections.

These special features may be included as a separate section of

»
i e,

the report or interspersed throughout.

. Since many of these features may appear unusual, the

‘ evaluation of the report should include the reaction of the
92 L o
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Exhibit 48:
(Source:
.

LEISURE TIME AND
VOLUNTEER ACTIVITIES

The adage, “ldle time is the davil's
workshop™ takes on an ominous di-
mension when applied to the prison
system. Acknowledging that idla time
can cause discontent, the Department's
Lelsure Time Activities program was
enhanced during FY '79,

With an expanded staff as a founda-
tion, coupled with the designation of a
statewide Leisure Time Activities Su-
pervisor/Coordinator for both Juvenile
and Adult divisions, the Depariment's
recreational branch moved o stan-
dardize and increase its effors,

Through a variety of grants, many
new and innovative programs ware ini-
tiated. “Sesame Street Goes to
Prison," a unique program designed to
alleviate the stress of prison visiting
rooms, was launched at the Dwight
Correctional Center and at the Jaliet
Correctional Center. New cultural arts
programs were esfablished In both di-
visions through the American Correc-
tional Association’s “Project Culture™
program and the lllinois Art Counci's
“Arist-in-Residence™ program. The
Agency again advertised for bids and
was awarded an annual contract for
renting 16 mm films. Through 1his
process, the Department saved money
while simultaneously provided an op-
portunity for residents to view weekly
films,

These activities, and others, -could
never have been implemented without
the continuing assistance and commit-
meat of volunteers.,

A nld-year inventory of screened and
approved volunteers showed 812 per-
sons providing volunteer service on a
ragular weekly or monthly basis: 429 in
the Adult Division; 383 in Juvenile, Not
included in the figure are the hundreds
of oulside athletes-who compete with

Youths v ong of the Depadment’s seven
Juverile Diviston cenlers emay a day of
leisure Canoeing and picricking are part of
the Depariment’s Leisure Time programs

Narrative Description of Inmate Activities

94

residents in seasonal sports, or the
groups who provids religious concerts
and entertainment. Nor does the count
include the varlous citizens' greups who
provide services for offanders and their
familles, and who offer job placement
assistance and guidance for ex-offend-
ars returning to their communities.

Major sources of volunteer support
are the many Jaycee chapters which
provide consultation and assistance to
11 of the Department's Institutions. A
chapter for young men in the. Juvenile
Division's. VAST program, and a Jay-
cee-ette chapler for women at Dwight
Correctional Center were the newest
additions to the institutions during the
past year. The Dwight branch, orga-
hized after months of careful adminis-
trative and volunteer coordination, won
a national award for its sponsor, the
llinols Jaycee Auxifiary. More impor-
fantly, a strong commitment from the
community volunteers who provide on-
going support for the program has de-
veloped.

Some of the specific projects under-
taken and sustained by volunteers
range from horticulture to values clarifi-
cation in the Juvenile Division; from
coordinating prison arl shows and
teaching boxing and bridge, to conduct-
Ing religious revivals in the Adult Divi-
sion. Volunteer tutors taught basic liter-
acy and helped prepare students for
G.E.D. tests, Other volunteer-taught
classes included: creative writing, law,
nutrition, Blble study, and ars and
crafts. Some volunteers helped resi-
dents develop basic communications
skills; others offered counseling in al-
coholism and drug abuse,

Prior to the establishment of a full-
time Chief of Leisure Time Servicea,
the volunteer office functioned as coor-
dinator of Leisure Time Activities by
regularly monitoring secreational activl-
ties in the institutions. In this capacity,
the Office supervised a statewide
prison art show which was held for two
weeks at the Richard J. Daley Civic
Center in Chicago. This exhibition, be-
lisved to be the first of such magnitude,

- served the dual purpose of marketing
‘the works of prison artists while offering
Visible evidence of the Department's
ptgrams,

The Volunteer Services office staff
provided a valuable consuitant service
to a host of agencigs and concerned
groups by participating on panels,
forums and In conferences. Addition-
ally, the administrator mounted a drive
to ralse volunteer consciousness and to

promote volunteer administration as a

profession.

Illinois Department of Corrections)

pRo——

S

4 NGY T

Ha
ACTIVITIES
The activities section at ench state cor.
rectional institution contribited graatly
to improving and expanding tho total
recreation programs available to the in.
mata population throughout the Com-
1th. Wh it be th g a
touchdawn pass, dunking a basketball,

LS A e 1

which consisted of compatition among
eight Institutions in 10 track and fistd
events, the statawide football program

baing strongthoned by compatition with -

locat community sandlot football teams,
the purcheso of comprahensive 16 sia.
tion gy machines for each institution,
the inmate sporis officiating program

fi ata new di to0-

axecuiing the double play, deadlifting
730-pounds, running a 9.5 100 yard or
recalving the athlate of the year award,
thousands upon thousands of (dlo
hours have been constructivaly used in
many good wholesome racreation past-
times by the inmate population.

Somae of the highlights and accom-
plishments of the past year included,
SCi-Camp Hill cepturing the 4th con-

ot DU SOpIUT "y

shamplenship, SCI-Huntingdon regaine
tng their intar-institutional soltbali
champienship, SCI-Graterford winning
the team championship of tho First
Annual Postal Track and Fisld Meet

waords PIAA coriification, and the ate
tandance of Bowla Kuhn, Commis-
sloner of professional baseball, Phil
Gardner, Donnie Shell and several
ather toam members of the World
Champien Pittsburgh Pirates and Pitts-
burgh Staelars at the annual SCI-
Pittsburgh sports banquet,

The boxing program under the diree-
tion of Charles Danlels has providad 24
inter-institutional boxing shows at al«
ternating locations for the benefit of
the total population. In addition, SCI
boxers participated in coven {7) outside
community boxing progroms of which

twa {2) were held on the campus of the
University of Indiana, Pennsylvania.

Tha leisure time program included
such activitles 8s music, drama, arts
and crafts, movies, games, live enter»
tainmant, major holiday special weak-
end events, and many other social and
cullu[a_l avents u: provide refaxation,

y, and for
the ontire inmote population,

Inmate organizations were actively
involved with i

projects ta sarve and better the institu-
tionel-community and to aid the outside

Recrontion
{Approximate Participation)
Baskatbeli 28 Qtnse Bporn 3208
Boung 280 Jaycens 485
Honkbey 848 Uters 408
Rottbatt 103 Othor Orgenviations 7630

ity. Two of the many projects
by the Inmate population involving
intaraction with the community wero to
fvelp raiss {unds tor tho March of
Dimes and (or resenrch to fight. Sickle«
cell anemie and cancor in children.

A unique shide prosentation was de-

Exhibit 49:

Activities

(Source:
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voloped to di the role of
fecroation in the total correctional process.

PARDONS CASE SERVICES

Throughout 1979 fourteen {14} indi-
viduals presenied commutation cases
as voluntear advocates under the di-
rection of a Pardons Cazs Spocialist.,
Since the beginning of the voll

enjoy an
professional reputation with the Pardons
Board and their inmate clents. Ongoing
recruitment and training will continue
as this volunteer project approches its
faurth. yesr of existenca. Volunteering
1t present an inmate’s case to the
Paidons Board continues to be ane of
the most unigue training opportunities
available 1o any employe in the Bureau
of Correction.

CHAPLAINCY SERVICES

Father Thomas Jackson, Coordinator of
Chaplaincy Services, compiled a report
an attitudes and developments in tha re-
figious ing through i
nalra distributed to each Chaplain, The
Chaplains seem o agree that thero is a
farge variety of spiritual activitas with in-
volvement by the inmate popuiation
growing. Several of the Chaplains find
a trenid toward more bible study and in-
dividual panticipation in religious ser-
vices on special programs,

All of the Institutions cetebrated a
variety of religious holidsys observed
by the diffarent faiths within the in-
mate population. Other special activi-
tlas included a March of Dimes project
at Camp Hill sponsored by tha re«
ligious dapartment with support from
the Protestant and Cathalic Church
Councils. That event invalvad mota
than 700 inmates and collscted » total
of §1,400. At Huntingdon, the Christmas
holiday sncluded taping of a spacial
media program for broadcast from a
focal Huntingdon radio station

There were many more very positive

advocate project in June of 1976 ap-

proximately 80 voluntoers have been

trained to advocate indigont inmates for
ive cf Y to the ‘s

Pardons Board,

During 1979 the Pardons Case Spe-
clalist repi d 72 inmate

p reported by all of 1he
Chaplains, The traditional evenis such
a3 the St. Dismas Day Masses, and
programs, sponsored by the Yoke-
Fellows, the Holy Name Society and
GODSQUAD continued to reach greater
1 within the |

Relioi

whilo the 14 volunteers shared repre.
sentation of 76 inmates. This 50/50%
balance of splitting cases has taken
place avary year since 1976.

Tha Pardons Case Specialist and his

Pennsylvania Bureau of Correction)

services and gen.
erally attract about one-half of the in-
mate population, but it Is she opinion of
many of the Chaplains that there is o
growing number of new participants —
a trend that they expect 10 See continue.

Narrative and Statistical Description of Inmate
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KCI Inmate Program Won International Award

Initiated in November, 1978, by KCI Jaycees, the Sesame Street
Child Care Center project provided entertainment from §csnme
Street figures and other day care services such as reading assistance
to children who were visiting their parents at KCI on Saturdays
and Sundays. This program was supported with no expenses from
SCDC funds and was supported by contributions and confiscated
contraband money,

In FY 1979, the KCI Sesame Street Child Care Cent?‘r Prog;'am
won a significant national award, being selected as Thellt.\'ioat
OQutstanding Project of the Year” at the United States Nabopai
Jaycee Convention. More honors were received in FY 1983 which
brought its total number of awards to more than 50 On Sf:p-
tember 2, 1980, Governor Richard W. Riley proclaimed Kirk-
land Jaycee Sesame Street Recognition Day. In Novembér,}%f), the
project was selected 35 the United States’ sole representative in the
International Jaycees competition in Sweden, From 86 projects
around the world, the XCI program was selected a4 the single most
outstanding humanitarian project in the world. This set a precedent
as the first correctional institution project to win the top nwa'\rd.
The Jaycees World Congress also subsequentl;f adopfed a first-time
criminal justice program worldwide. Future‘y/inners in the program
will receive the Ann Riley trophy in criming{ justice, named for the
wife of South Carclina Governor, Richard ‘W, Riley.

The KCI program represented the ﬁ;ys,t of its kind in the nation
and as Governor Riley stated, “The program has achieved to pro-
mote family uaity, to provide a copstructive developmental and
educational curricula for the visiting program, and to help relieve
the emotional and mental distress attributed to the stigma that is
attached to the children of incarcerated parents . . " Based on the
success of the program at KCJ, the SCDC sought and receivu?d
funding to expand child care centers for three to ten year.old chil-
dren visiting incarcerated fomily members in its facilihes.. The
grant for $30,254 was awarded in June, 1980, with the objective of
developing a program morel which can be adopted to various .in-
stitutions. Implemented v/ith such a model will be a recordkeeping
system for monitoring parposes and ‘policy and procedures govern-
ing program operationy,

Exhibit 50: Narrative Description of a Specific Inmate Activity

South Carolina Department of Corrections)
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TMI — Who Ever Heard of Evacuating A Prison?

w

* )

, . Pennsylvania found itsitf faced with a most
unusual dilemma in April, The State Correc-
o tional Institution at Camp Hill housas ap-

! proximately 1200 inmates and employs

! more than four hundred staff. it also hap-
pens to ba located ten and a half -miles
from the Three Mile Island Nuclea: Power
Plant, which is situated on an island in the
middle of the Susquehanna River,

Just about averyone knows that the tech.
nicians and scientists afmaost Isst control of
the plant in April, espacially anyone living
within a ten mile radius. Parijal evacuations
were ordered and plans for total evacua-
tions were drawn up,

But nut everyone is aware of the related i .
crisis that almost happened just one-half Commissioner Robinson outlinesa milelong
mile outside of that ten mile radius, As emergency convoy which will be the central

Governor Thornburgh, who spearheaded the part of the Camp Hill evacuation pian,
emergency effort, was to say later, "It so

o S S o o b : o

e g i

Exhibit 51:

happens that prison inmates are no more
interested in testing radiation waves with
their bodies than are the rest of us”,

No one had ever thought about evacuating
a prison. Commissioner Rebinson wrily com-
manted, “Wa've always been told to keep
them in, now thay're saying we might have
to move them all outl”

That it might besome necessary to do just
that at Camp Hill was a frightening possi-
bility as technical reports coming from the
crippled plant continued to present a vague
and confusing picture of the problem,

The Inmate population began to show
signs of concern almost immediately, The
radios and televisions in the cell blacks
were tuned to the update reports. A concern,
voiced by many wag ""Thare’re going to lock
us up and leave us here”,

Planning for the 8vacuation began as soon
as it became apparent that the power plant
was in serious trouble, All available trans.
portation vehicles were moved from various
institutions in our system to Camp Hill, as
vrare extra supplies and geods.

Several destinations were discussed, one
was salected and State Police and Civil
Defense authorities were contacted, It took
two intense days of alanning to finalize the
emergency plan, We would ugse a ditferent
routing than the generai public would take
for the evacuation. Qur convoy, which would
have stretched nearly a mile in length,
would go under State Polica and Corrac-
tional Officer escort directly to its dastina-
tion,

Meanwhile, our annual Bureau of Correc-
tion Basketbail Tournament was to begin at
the SCI-Camp Hill gymnasium right in the
midst of the turmoil, The question was
dsked, “Should we cancel?"

Fortunately, the best decision was made.
The tournament, which included three
teams from distant correctional institutions,
want on as scheduled, The home team won
for the fourth straight year as the emer-
gency transportation vehicles sat in readi-
ness just outside of the security fence, The
population saw program as usual and a-
calming mood was obvious,

Later, after the nuclear plant was pro-
nounced back under contrel, the supar-
intendents of the nine state correctional
facilities in Pennsylvania met with Commis-
sioner Robinson for their monthly meeting.

"We were very tueky,” saiif the commis-
sioner, “that we didn't have to go. We were
ready, but just barely. Let‘s not get caught
again.”

‘Noting that several other of our institu-
tlons are near nuclear power plants or sites
for proposed plants, he directed each super-
intendent to begin planning for avacuation
of his facility,

The end resuit will be both a complete
emergency evacuation manual for the Penn-
sylvania Bureay of Correction and a sense
of readiness for the uitimate incident, The
farmer could benefit correctional agencies
across the nation, the fatter will permit
some peace of mind in the Bureau of
Correction,

Special Report on a Specific Organizational

Pennsylvania Bureau of Correction)

97

e,

b e

s




ot o, Rt ¥ YT

VIENNA SCORES HISTORIC FIRST

The Department of Corrections
achieved a’ milestone in corrections
history when one of its institutions,
Vienna Correctional Center, became
the first adult prison in the nation to
receive accreditation from the Com-
mission on Accreditation for Correc-
tions, Thus, Vienna has become a
model for corrections from administra-
tive, operational and programmatic
perspectives.

This feat was accomplished after a
nearly two-year period in which the
Center underwent an arduous certifica-
tion process. The steps involved in-
cluded: applying for accreditation,
reaching correspondent status, under-
going - a year's self-evaluation, and
being subjected to a rigorous three-day
on-site visit from Commission consul-
tants. The officials, some of the nation’s
most renowned penologists, rated
Vienna on 465 points within 29 major
areas of manragement, administration,
programs, physical features and inmate
rights. Vienna received an overall 95%
rating.

The Commission, with the sponsor-
ship of the American Correctional As-
sociation, was formed in 1974 for the
primary purpose of compiling correc-
tions standards and ensuring that the
nation’s prisons comply with stringent

requirements. - Members of the Com-
mission spent more than three years
performing this task,

Vienna will ¢smain accredited for
three years; at the end of this time the
facility must seek reaccreditation by re-
peating the process. The Department is
committed to maintain the excellence of
this institution.

Other state institutions at various
stages of the accreditation process in-
clude:

— Menard and Vandalia Correc-
tional Centers which have both
been recently audited and now
await Commission action;

— Logan Correctional and Menard
Psychiatric Centers which are
both in correspondent stages;

— Dwight, Sharidan, and Joliet Cor-
rectional Centers which are in the
process of prepaiing applications
for accreditation.

The success of Vienna represents
the first phase of a total effort to elevate
every institution in Hlinois to accredita-
tion status. An illustration of this com-
mitment is the Department's recent
employment of a full-time Accreditation
Manager to assist in achieving this
goal.

Comparable standards and pro-
grams for juveniie institutions have re-

Governor James. R. Thompson and Depart-
ment of Corrections’ officials .accept a cer-
tificate in the Governor's Springfield office,
signitying the Vienna Correctional Center as
the first adult prison in the United States to
receive accreditation from the Comenission
on Accreditation for Corrections

Pictured holding the accreditation certifi-
cate are Corrections Director Gayle M.
Franzen, joned by (left) Vienna Warden
Vernon G. Housewright (right) Thomas J.
Mongogna, Chairman of the Accreditation
Commission, and Governor Thompson (ex-
treme right).

cently been published; the Depart-
ment’s goals are to improve programs,
manzgemont and administration; and
t6 obtain accreditation in the Juvenile
Divigion,

Exhibit 52: Special Report on a Specific Organizational Accomplish-

ment

(Source: Illinois Department of Corrections)
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Exhibit 53:

readers. Indicated below are a number of special features which may

be included.

e Legal References and Legislative Action:

In addition to the legislative mandate of the agency, the
presentation of other legal references can assist the
reader in understanding the legal basis for actions taken

and indicate the authority under which the agency operates.

This can be of special value in demonstrating new legis-—
lation which has affected the agency.

(Exhibits 53 and 54)

" Act 77 of the Public Acts of 1978: This legislation
is also & companion measure to Public Act 147 gnd
provides that individuals sentenced to mandatory
prison terms pursuant to Public Act 147 would not
be eligible for parole or suspended sentence,
Additionally, the mandatory sentences would run
consecutively with other prior sentences, and such
persons would be exempt from special provisions
provided for first offenders or youthful offenders
between the ages of 17 and 20,

Act 81 of the Public Acts of 1978: This legislation
is also a cuompanion measure to Public Act 147
and eliminates parole for individuals sentenced to
prison for major controlled substance offenses as
defined in Public Act 147. It elso provides that
offenders sentenced pursuant to PA 147 are not
eligible for release after ten calendar years under
the Lifer Law.

Other significant new laws passed in 1977 and
effective in 1978:

Act 16 of the Public Acts of 1878; This legislation
provided for reimbursement to counties which hold
department prisoners who have escaped, not
returned pursuant to agreement, or violated the
terms of parole. Reimbursement is limited to actual
and reasonable cost not to exceed $20 per day, and
dues not apply to the holding of prisoners awaiting
prosecution on new felony charges.

Act 118 of the Public Acts of 1977; This
legisiation provided the appropriation necessary
for the acquisition of the St. Augustine Seminary.
The seminary was renovated and opened July 17,
1978 as the Michigan Dunes Correctional Facility.
The facility has a designed capacity of 396,

Act 164 of the Public Acts of 1977; This
legislation makes it a felony for a prisoner to be in
control, or possession, of any weapon or other
implement which may be used to injure any
prisoner or person, or in assisting any prisoner to

escape from punishment.

Legislative Action Summary

In addition, the department hoped for passage of
several major piecey of legislation before the end of
1978. They were:

House Bill 6105: This legislation is designed o

create more flexibility in effecting the transfer of
mentally ill and mentally retarded prisoners from
the Department of Corrections facilities to the

Department of Mental Health facilities for intensive

treatment. The bill defines the responsibilities of |

both departments, and sets forth standards and
procedures for the departments and the Probate
Court to make decisions as to proper placement of
such prisoners, The bill is currently in the House
Appropriations Committee,

House Bill 5695: The intent of this legislation is
to amend the Administrative Procedures Act of*
1969 to exempt disciplinary hearings held by the
Department of Corrections. from certain
requirements of the Act. Sections of the
Administrative Procedures Act requested for
exemption are those which clearly exceed rights
provided to prisoners by the Supreme Couxt in the
landmark case of Wolff v McDonnell, 418 U.S. 539
(1974). The department’s administrative hearing
process is in compliance with the requirements of
Wolff v McDonnell,

(Source: Michigan Department of Corrections)
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BILL
HB.J40

H.B, 205

H.B, 563

H.B. 564
H.B. 942

H,B. 943

H.B. 1088

H.B. 1089

H.8. 1090

H.B. 1743

H.B. 2186

H.B, 2280

§B.74

5.8.87

S8, 277

§.8.345
S.B, 575

HB, 644

S.B. 790
S.B.945

Exhibit 54:

(Source: Illinois Department of Corrections)

" SYNOPSIS OF LEGISLATION
(As of July 2, 1978)

DESCRIPTION SPONSOR
Amends the Juvenile Count Act. Rastitution, Jack Davis
tandards of County Jalls, Amands the Coda of C lons, The D nt of C lons shall. ~ McMaster
o " Y tand for poration of county and municipa! jalls and houses of
correction as well as juvenile dot facilitios. Theso sta 45 will be for the conditions
of such fadilitias, for the treatment of inmates as regands their hoatth and safoty, and for the salety
of the community. This Bill also states the Departmsnt shali conduct inspections at loast onco a
year to sea that these standards are mel,
Bids — Prisoner Labof, Amends lllinols Purchasing Act. Mahar
Physiclan's Assistant — G Employee. Amends the Physiclan's Ass! Practico Act.  Mahar
Corractional Facilities — Bond Increase, Amends the Capital Daveiopment Bond Act of 1972, Ryan
I the bond author for | facilities by $35,200,000. Effective immediately.
Appropriations to the Dep of G Approg $37,201,000 to the Capital Devel-  Ryan
opment Fund for variotss correctional facilities, and $5230,000 from the General Revenua Fund for
evaluation of adult comectional facilities, Effoctive immodiately,
Civil Lawsuits — Indemnification, Amands an Act providing tation and i ‘AU .‘ in Kemp
civil lawsults for certain State employses. This Bill is dod o include i and
organt. providing sorvices for the Department of Cormrections.
Tetevision Provislons. Amends the Unified Code of Corrections. Providas for tha various faciftfes  Hoxsey
that are lo ba made available to allow the Chie! Administrative Officer to deny access to radio and
television sy for discipimary '
Grain Sale, Amends the Unificd Code of Corractions, David Davis
Attemnpt. Amends the Criminal Code. This Bill makes the sentenca for attempt the sama asthe next  Brosiin
lowsr class of offense than the crime aitempted.
Prison C y Sales. Amends Cede of Ci i Richmond
Energy Conservation. Amends the Unified Code of Corrections, Haris
Pri -Cloan Highway. Amends the Comections Code and the Civil Administrative Codo. This  Sangmiistor
Bilt provides tor DOG to fumnish DOT a sufficlent number of prisoners for DOT to clean tho areas
along the highways of this state.
County Jails — Madical Expanses. Grothberg
Paroloas — Hali-Way Houses. DOC shall give notice to the State’s Attornay and the sheriffof the  Graham
county In which a parolee is being sont to a hall-way house in that county. In the case of an
smergency, ora! notification will ba given within 24-hours with written notice following within five
days. Effoctive Immediataly,
Probation Condltions, Amends the Juvenila Court Act. Grothberg
A ions — Dep: of C l This approp funds to DOC for its ordinary and ~ Greham
contingent expenses fof the fiscal year boginning July 1, 1979. The total appropration Is
$180,815,700, Effective July 1, 1878,
A tad Battery — Amends Criminal Code. This Bill amands the Criminal Coda to include  Geo-Kars
baglg(rs‘r’ymon a rou Floyee as agg d battery. Before being amendod, this Bil! only
raad correctionat officer. It s similar to S.B, 730,
DeAngelis

Habitual Juvenile Offender. Creates the category of a Habitual Juveniie Offonder.

Correcti t. This Bill Is d lo reduce the approp
being $125,000 for boarding cut prisonars to tha Federal Bureau of Prison
I3 $328,400. Effective immediately,

ona such
3. The total appropriation

Legislative Action Summary
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STATUS

Passad boih
Houses 6/20/79

Passad both
Houses 82379

Passed both
Housos 6/24/73

Passed both
Became Public Act
8-12.81779
Becamo P.A. B1-13
51779

Passed both
Houses 7/1/78

Passad both
Houses 711179

Passed bath
Houses /23779

Prased both
Houses 6/24/79

Passad both
Houses 513779

Passed both

Passed both
Houses.

Sent to Govomor
72579

Passed both
Houses 6/19/79

Prssed both

Public Act
81-21 6879

DEPARTMENT OF

CORRECTIONS'
PGSITION

Supported
Supported

Supported
Supported
Supported

Supported

Supported

Supported

Supported

Opposed
Supported
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o Employees of the Year:

The recognition of excellence in the various working areas’
can demonstrate the importance of personnel.

(Exhibits 55 and 56)

1978 '
EMPLOYEE OF THE YEAR AWARDS

A five-member committee comprised of Georgia's First Lady Mary Beth Busbee; Stnator Joseph E. Kennedy,
Chairman of the Senate Committee on Offender Rehabilitation; Representative Forest Hays, Chairman of the
House Penal Affairs Commitiee; Mrs. Bettye Hutchings, State Crime Commission:; and Mr. Jehn Jefferies,
Institute of Governmient, Corrections Division, University of Georgia, made the final selections from rnominations_
for the 978 Employec of the Year Award and selected:

ROBERT 0. FRANCIS
GEORGIA EARNED RELEASE

CORRECTIONAL CENTER (GERCC)
WARDEN OF THE YEAR

in citing Robert Francis for the award, Department of
Offender Rehabilitation officials noted the excellence
he has demonstrated in directing the operation of the
Kemper, Holly, and Ingram complex at GERCC while
at the same time carrying on a massive construction
project at the Washington Building, Francis was also
commended on his assistance in the implementation of
the co-educational-vocational training at GERCC,

Francis was.appointed 1o the post at GERCCin &
October, 1975, He previously served as Assistant
Deputy Commissioner of the DOR Community
Facilities Division, Francis joined DOR in February,
1972, as Departmental Budget Ollicer, Francls served

. inthe U.S, Army us erew chiel and paratrooper.

i

CORRECTIONAL OFFICER OF THE YEAR

LEE 1. WOODS
GEORGIA STATE PRISON

In recognizing Woods for the award,-Department of
Offender Rehabilitation officials took special notice of
the extraordinary leadership qualities Woods has
displayed since his employment, His enthusiasm and
concern has been especially effective in uplifting the
morale of his co-workers at GSP,

Lt. Woods assumed his present post as assistant shift
supervisor in the control officer at GSP in May, 1978,
Prior to that time, L.t. Woods acted as officer in
charge on the west side of the institution, Woods has
also held the positions of mail clerk, classification .
officer, and correctional officer in DOR, He served in g
the U.S. Army from 1940 through 1961, where he
attained the rank of Headquarters Commandant,

L e ope gy

Exhibit 55

Employees of the Year

(Source: Georgia Department of Offender Rehabilitation)
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EMPLOYEES
OF THE YEAR

HAROLD V. BALLARD
Captain, Beto Unit
Officer of the Year

LOYD HUNT
Warden, Darrington Unit
Warden of the Year

J. T, JOHNSON
Program Manager-Construction
Employee of the Year

Exhibit 56: Employees of the Year

(Source: Texas Department of Corrections)
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e Volunteer Services:

If volunteers are used in the agency's programs, .recognition
of the volunteers as a group, or, in some cases, individual
volunteers, will assist in reinforcing the volunteer programs

as well as serving as a potential recruiting tool for
additional volunteers.

e Inmate Family Section:

If a human interest approach is taken in the report, it is
possible to expound on this topic by emphasizing facts or
stories related to the inmates' family life. This section

might help dispel the we-they or good-bad dichotomy held by
the public toward the inmates.

e Emplovee Training:

A discussion of the many subjects of study and hours of
employee training can increase public understanding of the
prerequisites to employee contact with inmates.

(Exhibit 57)

®» Inmate Reception Schedule:

- A presentation of the typical schedule which the inmate goes
through upcn arriving at the institution can be-of assis-
tance to inmate families or to those readers who are not
aware of the procedures behind classification. :

(Exhibit 58)

® Presentation of Special Studies:

The annual report is a good method of publishing the results
of studies undertaken by the agency which might be of interest
to readers. ' Some studies of interest may relate to escape
studies, forecasting the future population, or predicting the
crime risk posed by inmates released on parole.

(Exhibits 59 and 60)

® Miscellaneous Presentation:

Features such as quotations, art, and poetry can encourage

an otherwise uninterested reader to look or read through
the annual report.

(Exhibits 61, 62, and 63)

By expanding the scope and amount of material 1n the annual .

report, it becomes a much more powerful influence on the readers

currently receiving the report. Increasing the quality and the

contents also serves to increase the humber of readers who can

benefit from correctional information.
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STATE TRAINING. SECTION: PROCESSES BY HOURS OF TRAINING Sstlma(e;i
Training
tnstitution Orientation / Physical Plant Familiarization) 16
Basic Training 160
Orientation / Registration / Cleararice {8}
Criminal Justice System {4)
, County Jail / 1astitution Environment (3)
i Basic Communication SKills 11111 @
Report Writing / Sensing & Observing 4) ;
Inmate Behavior Problems (4)
Inmate Medical Problems o (2)
Supervision & Counseling nmates {2)
Use of Authority / Drugs (8)
institution Disciplinary & Restricted Housing Procedures (4)
Hostage Behavior . (2}
t.egal Aspects of Corrections (3)
Courtyoom Demeanor (2} -
Travel Time (6)
Cardio Plumonary Resuscitation {8)
Fire Prevention {2)
Physical Training (16}
Unarmed Defense (12)
Weapons Familiarization (12)
Security. Subjects (8)
State Correctional Institution Practicums (16)
Professionalism/ History of Corrections / Film {8)
Issues in Corrections / Women in Corrections (4)
Crisis Intervention / Use ‘of Riot Baton {4)
\ Coping With Stress {2)
Graduation / Evaluation (8)
B Job Orientation:  Familiarization Trainiiig With The Functions of
The Total Staff In Relation To Each Other & Inmates 104
On-The-Job Training With Intensive Supervision: Job Orientation
" With Special Emphasis On The Trainee's Own Area of Responsibility 120
. On-The-Job Supervised Training: Determined By Trainee Needs, Ability
And Complexity Of Task Assignmants 1680
Advance Training & Training Seminars 80
5
’ Total Hours Per Course 2160
Exhibit 57: Employee Training Information
{Source: Pennsylvania Bureau of Correction)
-
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RECEPTION CYCLE
TIME 0800 -1030 1030 -1130 1300 -1600
DAY ACTIVITY LOCATION ACTIVITY | LOCATION ACTIVITY LOCATION
1. TUESDAY Custody 7th. Division Physicals ] Hospital | -Mental Health Individual
Offices
2, 'WEDNESDAY Mental Heolth 3rd Floor Physicals ] Hospital | Mental Health Individual
Offices
3. THURSDAY Gro?p Psychologieal Classroom | Physicals| Hospital | Mental Health Individual
Testing Oflices
4, FRIDAY Social Wu.rker/ Individual Physicals{ Hospital | Sociol Worker/ Individual
Psychological Workup Offices Psychological Workup Offices
5, MONDAY Mental Health Individual Physicals ] Hospital § Mental Health Individual
Offices Offices
6. TUESDAY Mental Health Individual Physicals T Hospital | Business/Industries Classroom |
Offices '
7. WEDNESDAY Educotion/ Classroom | Physicals] Hospi
spital [ Alcoh
Voseriona) Troiing y pita cohol/Drug Classroom
8, THURSDAY Yocational Visiting Room Physicals{ Hospital | INITIAL CLASSIFICATION BOARD

Rehabilitation

Exhibit 58:

(Source:

4

Inmate Reception Schedule
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New Hampshire State Prison)
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Serious
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Ever
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Yes
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Michigan Department of Corrections)

Exhibit 59: Information Congerning a Special Study Related to '

2
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* INDEX CRIMES IN FLORIDA INCREASED 6.7% DURING CALENDAR
YEAR 1978

‘The uniform eeime report pravides a general indicotor of ¢riminal uelivity In the state,
Crime report dota historleally has not been reinted o peison admissions. This miy be pxpliined
by the fact that the uniform erime report counta crinws, pot criminals. In adddition, the index

crimes reported include a wignificonl sumber of misdemeanor offenses not resulting in prisan
athminsions,

CRIME TREND DATA
CALENDAR YEAUS 197578

1977

NO +4%
CHANGE -8% ~86%

~0% 6% s 7]
NATIONAT, ‘ NATIONAL, NATIONAT,.
SOUTHERN

" SOUTHERN SGHIERN
stargg  FLORIDA sTATES FLORIDA | STATES
¢ ITIS ESTIMATED THERE WILL BE AN INCREASE OF 123 PRISON ADMIS-

SIONS FOR EACH ADDITIONAL 10,000 MALES (AGE 18-29) ADDED TO
FLORIDA'S GENERAL POPULATION

FLORIDA

Because sufficient dote has not heen avaltable regarding taw cnforcement ond enurt activie
ties, the relatfonship between the population at risk,

ploy and prison admissi
has heen especially significant In developing forecusts of the growth of the prison population,

30,000

INCUEASE (N MR
PUPLTATION
AAE 6w
20,000

10,000

INCREASED MALE
POPULATION

] 1 1 1
1o 200 200 100
INCREASE IN PRISON ADMISSJONS

IT 1S ESTIMATED THERE WILL BE AN ADDITIONAL 330 PRISON ADMIS-

SIONS FOR EACH INCREASE OF 1%, IN THE STATES ANNUAL AVERAGE
UNEMPLOYMENT RATE

ASE

%

e

=

| 1 L L
a00 6oh L] 1200 1500 i
INCREASE IN PRIGON ADMISSIONS

STATE UNEMPLOYMENT
RATE INCRE

o

}1‘
Special Study Related to Predicting Pris}n Population
Florida Department of Corrections)

/
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Exhibit 60:

(Source:
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Exhibit 61: Use of Inmate Poelry and Artwork in

AND THE SMILING DEAF

A poem about prison painting and poetry workshaps .

And the smiling deaf,

Colored pencils recording changes
that remain the same.

Charcoal scholar fencing the shadows
to teach us the ary few solid lines of perception,
Percept mad eyes that consume
the paper with mental flames.
Concept of graying crigpled hands

scratching lines in an effort to be heard.

Derek Butler, No. 83602

Oklahoma State Penitentiary, McAlaster

(Source: Oklahoma Department of Corrections)

ol

Annual Report

.S

Exhibit 62:

G ATV N STPVT UMY o9l RN CORADT Cawt] B

EEDSIONS U0 PR N Tt Pz UGS ST SR N

ﬁ

s
{,‘5

Inmate Artwork Used as Divider Page for the Annual

Report

(Source: Oklahoma Department of Corrections)
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It does not matter how fair ‘
our laws may be, if access to
their enforcement

is denied or unavailable.

-GRIFFIN B. BELL

GREAT BLUE HERON

Safety without justice
is the beginning and consequence
of social decay. Safety is

the promise of the tyrant; justice is
his first victim.

-ANONYMOUS

Exhibit 63: Use of Artwork and Quotations as a Special Feature
in Annual Reports

(source: South Dakota Board of Charities and Corrections)
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At the present, it appears that most correctional agen-
cies seldom include more information than is required of them.
Undoubtedly, cost is a big factor, but another factor may be the

inability to envision the annual report as a powerful public

relations agent. Also, the correctional community is in many ways

very traditional and hemitates to experiment for fear of adverse
conseguences.

The European approach to annual reports in business and
industry gives quite a different result according to Vita Toros
(1978, p. 30). Some of these reports may be over 100 pages and

include much more than the minimum financial information. Although

the length of a report can be detrimental when trying to induce a
neutral audience to read it, correct:ions could take note and expand

their annual report to include some of the ideas expressed in this

chapter. Some advantages which can accrue to a more comprehensive

report include the following:

e Promotes openness

With more information about the agency in the annual report,
the agency becomes transparent to the audiences. A trans-

parent agency is better understood and less 'likely to be
suspected of mismanagement.

e Broadens perspective

Expanded reporting includes informatien both on the

functioning of the organization and the environment in
which it operates.

® Creates new audiences

The annual report is a good vehicle for providing "“ineci-.'
dental" infoxrmation, which may create entirely new audiences.
With varied information in the report it is possible to use
it as a response to numerous ad hoc inquiries from individ-
uals who had ho previous interest in the agency.

® Provides messages to specific audiences

The expanded report is more likely to satisfy the infor-
mation needs of identified audiences. The agency can also
provide specific messages and points of view for certain
audiences such as legislators and researchers. '

® Prei;ares for the future

By including information related to the future in the
2
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annual report, the agency is obliged to plan future goals
and' to anticipate future needs.

e FExplains management style

The function of management and the style used by the admin-
istration arc often not understood. A discussion of this
topic can promote understanding and acceptance of decisions
and decision-making procedures.

.e. Stimulates cther agencies

Other organizations can be ingpired to improve and expand
their annual reports for comparative study.

e Encocurages ethical behavior

An expanded report can increase the record of accountability
to the public. Agency personnel will be more aware of the
importance of good record-keeping and the job performance
upon which the records are based.
) It must be emphasized that not every annual report nwust
have all the material which has been presented in this ‘chapter.
The ideas are intended to be suggestions for better meeting the
needs of the agency and of the various audiences.  Each agency
must balance the information needs with the readability of the

‘réport and the cost of producing it.
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Chapter 5

Style and Format

If the annual report is difficult to read because of style,
layout or its complexity, any previous plénning or selection of
contents is wasted. The key to any presentatidn is simplicity and
‘organization. The reader must be drawn along into reading the
report with no obstacles to slow his progress or to reduce his
urnidderstanding of the datais The correctional agency can never
assume that when a reader has received a copy of the annual report
he will actually read it or even skim it. Most sharéholders in
business and industry spend under ten minutes with the annual
report, with. 40 percent giving it five minutes or less, often only
ékimming through the pages (Shapiro, 1978). If these figures are
any indication of the amount: 'of time spent on a correctional
annual repo}t, each agency must make a special effort to stimuiate
readership. E 9

David Brown (Nbrthart,ul979) offers the following guide-
lines for writihg an annual report. Hopefully, these guidelines
will enhance the readership, promote desired communication withl
the audiences, and, possibly modify the readers' attitude and/or
behavior toward the agendy.

® 'Tell the truth, especially if it hurts
® Keep it short and sweet, but complete -y
Write it in readable language
Make it informative
Make it interesting
Design it to be handsome, inviting, individual

See that it has at least one central idea

Don't be afraid of a new idea

© 113
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Tell the Truth .
No one likes to expose his personal faults in an open forum,

.but -when an agency omits the negative aspects of its operation in
the annual report the reader may assume that the agency is covering

« up the problems. Rarely will a reader believe that there are no

problems.

The term transparency, used earlier by Toros (1978),
denotes volunteering information as opposed to being forced to
reveal it. Transparency in reporting the agency's operations can
- reduce the chances for negative impressions and distortioné, and

increase the long-term credibility of the agency.

'Keép it Short and Sweet, but Complete .
The length of a report can only be determined by the agency
A study of major

after consideration of all the factors involved.
corporations in the United States (Smart, 1979) showed that the

. X i i idered
"heavier" the annual report, the more seriously it was conside

and less likely to be thrown away. On the other hand, the audiences

for the report may be less likely to read a voluminous report, and

correctional agencies do not have the financial resources to com-

pete with the "heavier" corporation reports. If an annual report

can be complete in 30 pages, there is no need to add unnecessary

filler.

Write in Readable Form |
Even an interested reader will give up trying to read a

report if it is poorly written, lacks organization, or is too com-

A report built around simplicity in word, appearance
If it

plicated.
and style will appeal to a much wider range of audiences.
is necessary to use complicated or technical terms, a glossary-

can be provided. (Exhibits 64 and 65)

Appearance can be enhanced and simplified with a judicious
use of headings, subheadings,; page layout, var%ed type face, under-
lining and numberira, If a reader only has time to skim the
report, the informé%ion he gleans will most likely come from the

headings and subheadings and other items which have besn emphasized
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Exhibit 64:

{Source:

GLOSBARY

I. PLANNING DISTRICTS ~ the cou

nties couprising the ten rlanding districts
are as follows: 7

Appalachisn - I Santee Wateree - VI

Greeaville Kershaw
Anderson Lee
Oconee Sumter
Pickens Clarendon
Spartanburg

Cherokee

Upper Savannsh - Ir Pée Dee - VI

Abbeville Chesterfield
Laurens Marlboro
Groepwood Darlington
HcCormick Dillon
Edgefield Harion

Saluda Florence

Catawba - III Waccamaw - VII1

York Horry
Union R Georgetown
Chester Williamsburg

lancaster

Central Midlands - IV Berkeley, Charleston, Dorchester - IX

Newberry Berkeley
Fairfield Charleston
Richland Dorchester

Lexington

' Lower Savannah - V Low County - X *

Calhoun Colleton
Crangeburg Hampton
Banberg Jasper
Allendale Beaufort

Barnwell
Afken

The regional alignment of the ten planning distriéts are:

Appalachian Correctional Region

Planning Districts I and II

Midlandg Correctional Region

Planning Districts 11T, IV, V and VI

Coastal Corractional Reglon
Plonning Diastricte VII, VIII, IX and X

TI. 1. Youthful OZferder Act 5.b: This section allows the court to
relessé the youthful offender (age 17 to 21, extended to 25
with consent) to the custody of the Department's Youthfui

., Offender Division prior to sentencing for an obmervation and
evaluation pertod of not more than 60 days.

2

Youthful Offender Act 5.c: Pursuant to thia section, the court

can, without his consent, sentence the youthful offender indefinitely
to the cuatody of the Department’s Youthful Offender Division for
treatuent and supervision unti] discharge. The period of such
custody will not exceed six years, ' If the offender is 21 years

of age, but less than 25 years of age, he may be. suntenced in
accordance with tha above procedure 1f he h in
writing,

Youthful Offender Act 5,43 This segtion provides that if the
court shall find that the youthful nffender will not derive

benefits from treatment, it may sentence the youthful offender
under any othar applicable penalty provision. !

A Glossary Can Make Information in the Report More
Understandable

South Carolina Department of Corrections)
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Definltlons

‘t. State correctional Institution - These Institutions represent
the Bureau's major correctlonal facilities, located at Camp Hill, Dallas,
Graterford, HuntIngdon, Muncy, Pittsburgh and Rockview. The State
Correctional Institution at Muncy recelves all femasle commitments to the
Bureau of Correction.

2. State regional correctional facility ~ These are speclaiized
facilities in two of the Conmonwealth's six "Common Human Service Regions''
which usually receive inmates sentenced from six months to two years. The
State Regional Correctional Facillty at Greensburg(formerly the Westmoreland
County Prison) was dedicated on April 21, 1969. The State Regional Corr-
ectional Facility at Mercer was dedicated on September 8, 1978.

3. Community service centers - These centers provide communityibased
programs for offenders as an'alternative to incarceration, and they are
operated as a continum to the rehabilitative services proyided in state
correctional institutions or regional correctional facilities. Community
service centers are residences in the community with custodial structure
and a styong emphasis on guidance and counseling, with the hope of preparing
the inmate for parole.. The Bureau operates fifteen community service centers,
three of which are exclusively for women.

4. Group homes - These homes provide another phase of transition

from prison to conmunity 1iving. For those inmates who do not need the
structured setting provided by the residential community service center,

a group or individual home is an appropriate setting. This type of placement
provides the former institutionalized inmate with a considerable amount

of responsibillity and freedom while they receive both supervision and an
increased opportunity for rehabilitative treatment.

5. Dlagnostic and classification centers =~ The Bureau's three centers
(operated within the institutional confines of the State Correctioral
Institutions at Camp Hill, Graterford, and Pittsburgh) are responsible for
processing all newly received criminal court commitments. (It is at these
centers that the offender receives his educational, psycholegical, and
vocatlonal classification.) After the offender has been classified, he
will then be transferred to an appropriate institution according to his
established program.

6. Yearly average daily population ~ Thi's respresents the cumulative

&

Detentionars: Inmates awaiting ﬁrlal or aw
sentencing after a trial but in all cases w?lﬁlgg
a 'sentence transferred from a county prison and
detained In the Bureau of Correttion for medical
or security reasons. ;
Furlough: Inmates are released on furlough fo
purpose of family vistts, job,app]icatlong 'andrp::E
release planning. Inmates on furlough are not

supervised but are still y s
thpervised nqrr the jurisdiction of

Miscellaneous admissions and disch

arges: These grou
represent returns or releasies of Inmates for speﬁlalps
authorities under special conditions.
3;72:5 change adjustments: Thege are paper transactlon;

are necessar e the status of an inmate wl

changing the physical count while he Is still under the thut
Jurisdiction of the Bureau of Correctlon.

8. Physically present [nmate ioh
populatioh ~ This t
pqz;!atlon count reflegts only those inmates who are ngzigilégma;:aent
within a state correctional ingtitution or a gtate regional carrgctionaz

9. Committed Inmate popuiation - This
type of |
::un; reflects the total pumber of Inmates who have be:ﬁGEZm:?E:::tign
e Bureay of Correction, and thus represents a more accurate representation

of the Bureau's inmate res onsiblltt
poptilation count reflects ghe f0110w¥69;5pec1flcally, the comitted Trmate

total of daily:inmate population counts for the year divided by 365 days.

The population count reflect those inmates who are physically confined. a. Inmates physically present:

b. lInmates confined In community service ce

2 |hHaves *ters and group homes;
& ihmaces g: ::r??rlzed temporary absence?;

e. Inmates detalned by other authorities:

f. . Inmates on furlough; '

g. Inmates confined In local hospltalss

7 Inmates confined in mental hospitals;
J

7. Specified population movements - Generally, most population
movements used in this report are self-explanatory. However, certaln
"movements are defined for reader information.

a. Authorized temporary absences - Court authorized appearances
for inmate writs, hearings, funerals, etc. Always under the

supervision of a law enforcement officer. Inmates 1isted on escape status; ) L

Etc.

Exhibit 65: Definitions Can Make the Report More Understandable L . ) -
xhibi po Exhibit 65 (continued): Definitions Can Make the Report More
(source: Pennsylvania Bureau of Correction) : ’ ' : Understandable = : r
11k ] ‘ _ }
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by italics, capital letters, underlining, etc. ‘The formidable
appearance of long narrative can also be assuaged by the use of
columns, although this is more difficult if the report is typed
rather than typeset. It is important to leave ample white space
between paragraphs and sections to help set them apart. A
cluttered page is discouraging even to a dedicated reader of the
annual report. ) 7

The same principle applies to the style of the repor{
writing. Fowler, in "Modern English Usage," gives the following
rule: "Prefer the familiar word to the farfetched, prefer the
concrete word to the abstract, prefernthe single word to the cir-
cunlocution, prefer the short word o the long" (XKoestler, }969,
p. 31). Not only should the words ke short, but also the sentences,

paragraphs, and sections.

Make It Informative

A combination of narrative and statistics is the most
common medium for transmitting information in the annual report.
If the ideas of simplicity and brevity are followed, narrative
information can be developed fairly easily. However, there are
more problems in presenting statistical data.

Statistical data are usually technical and while agency
personnel may be very familiar with the figures, other audiences
often cannot understand them. Another problem is the method used
to present the figures. Typically, the correctional annual
report contains pages and pages of tables. Endless tables are
not only boring,_but they do not lend themselves to total statis-—
tical pictures or quick interpretations. As was mentioned earlier,
any obstacle to a reader's rapid progress through the report may
be enough to discourage him from reading it at all.

Statistical material for the annual report must be care-
fully selected according to the needs and objectives of the
agency and the readers. It is not possible to include all of the
statistics available. The format of the statistics selected must
also be carefully determined. There are a number of graphic

forms which greatly simplify complicated data and show relation-
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ships between variables at a glance. (See Hart et. al., 1982 for

a detailed presentation of graphs and charts designed with and
for correctional data.)
Some methods of statistical data presentation include

the following:
® Summary Listings:

PFovides an overview of a subject such as an inmate pro-
file or budget summary.

(Exhibits 66 and 67)

PROFILE OF INCARCERATED OFFENDERS

ADMISSIONS
DURING FY 1978-79

The typical offender profile-of the 8,292 jnmates admitted to the system
during Fiscal Year 1978.79

* Is White {55%)

* s Male (94%)

Is 24 Years of Age or Younger {51%)

* Is Single (Never Married) (599%)

Has no Previous Military Experience (77%)
Has a Religious Preference of Baptist (54%)
Is a Resident of Florida {84%)

Has an 1.Q, of 98

. . . .

Claims at Least Occasional Use of Aicohol or Drugs (76%)
* Claims a 10th Grade Education
* Has an Average Tested Grade of 7.3%
* Employment Status
1) Full-time Employment {48%)
Average Annual Income at Arrest {$6600)
2) Unemployad (38%) k
Has no Prior Falony Commitments {77%)
*  Was Convicted of
1) B&E (25%)
2}  Robbery (16%)
* Is Serving 4 Years or Less (53%)

Exhibit 66: Sunmary Listing of Inmate Data

(Source: Florida Department of Corrections)
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POPULATION AS OF JUNE 30, 1979.

Adult Centers Juvenile Centers*

Dixon Springs
DuPage (Girls) .
DuPage (Boys)
Sheridan Hanna City ..,
Stateville p Joliet

Joliet (IRU)
Kankakee

St, Charles

St. Charles (R&A)
Valley View . ..,

Vandalia

Menard Corr.

Menard Psych. .......
Joliet R& C

Jollet Corr,

52
55
18
84
134
13
40
224
125
218

*Data are provided as of June 27, 1979. Figures include those in residence and those on authorized absence from the

centers,

ADULT CLIENT CHARACTERISTICS

* 10,824 Adults were incarcerated in ten prisons as of June 30, 1979.
* 96.8% are male.

= Average age — 25 years, 6 months.

* 57.1% are ‘Black

* 41.1% are White

* 1.2% are Hispanic

* 1,689 (14.68%) committed the crime of murder.

* 4,187 (38.68%) committed Class X or.Class 1 Felonies — primarily: armed robbery, rape and attempted murder.
* At least 25% are functionally illiterate.

* 59.2% are native lllinoisans.

* 56.1% have never been married.

* 43.3% have Cook County named as county of residence.

* 58.2% have Cook County named as county of commitment.

JUVENILE CLIENT CHARACTERISTICS

° 1,286 youths weve at twelve youth centers as of June 30, 1979
¢ 1,217 (95%) were male

= Average Age — 16 years, 3 months

° 618 (48.0%) were Black

° 143 (11.1%) were Hispanic

2 525 (40.7%) were White

° 74.4% were from Cook County

o 1,287 youths were on parole as of June 30, 1979

Summary Data of Unit Population and Inmate
Characteristics

Exhibit 67:
(Source: 1Illinois Department of Corrections)
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e Tables:

This method is best applied to raw data, especially when
there are numerous variables and attention is Focused on
the value of the figures and not their relationship to
each other. Most information can Lé presented in tabular
form, but it impairs interpretation and quickly becomes
boring to the reader. Do not crowd too much data into
one table. The loss of readability outweighs the gain of
additional variables on the same page. The use of mean,
median, mode, ranges, percentiles or percentages is
usually sufficient to make the data understandable. More
complicated approaches should be reserved for a separate
statistical report whose audiences are more likely
familiar with such terms.

(Exhibit 68)
e Pie Charts:
The pie chart is one of the simplest graphics available

and yet one of the best for showing the relationship of
parts to a whole.

(Exhibit 69)

e Pictographs:

This method uses a picture of a symbol to represent
specified data. Pictographs are difficult to construct
and seldom used. They are, however, extremely effective
for getting the reader's attention. :

(Exhibit 70)
® Bar Graphs:

Bar graphs can be used to illustrate much correctional

data. They can show the parts of a total or to compare
categories.

(Exhibit 71)

® Line Graoh:

D ————— e ~efa

Line graphs are most effective for showing the changes
in data over a period of time or for comparing two con-
tinuous variables to each other. ILine graphs are easy
to congtruct and very popular.

(Exhibit 72)

When presenting statistical information in the annual

report, the criteria and definitions used to identify the déta
should be included.

For example, the distinction between felony

and misdemeanor offenses for the state should be clear; the age

at which an offender is an adult; the criteria of recidivism
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AGE AT ADMISSION/CURRENT AGE
(INCARCERATED OFFENDERS) :

PER-  GUMULATIVE
CATEGORY  YEAR WM WF, BM BF OM OF TOTAL  GENT TOTAL
tBandbefow  1978-79° 70 2 77 3 0 O 152 163 152
6/30/79* 53 1802 @ 0 115 58 s
" 197879 120 3 w7 2 0 0 233 2.8) 385
gioor79's 83 3 85 0 0 0 77 a9 292
I S . L. V. . S LA R
1 1978.70' 206 6 193 10 0 0O 445 597 530
. Bl VOV L . SR SO SO SOV SO 180 L2 -
i 9879 360 14 273 12 1 0 660 796 1490
630778 365 13 308 18 1 0 700 450 977
» w1879 a2z 14 268 15 1 0 625 754 2115
pap7e 495 15 453 19 1 0 983 492 2055
2) W879' 276 19 24 12 1 0 542 6.54 2857
o 6/30/79 613 24 513 18 0 0 1168 584 3523
22 197699° 905 47 28 2 1 O 613 739 3270
6/30/19" 569 25 591 36 2 0O 1223 6.12 arde
23 1978790 263 13 218 17 0 O 512 6.17 3782
o 6/30/79" 653 20 604 34 0 O 1314 6.56 6057
2 197679 243 9 1989 21 0 0 472 5.69 4254
L 6/30/79°° 608 15 644 35 0 0 1302 6.51 7359
25 1978-79° 201 5 185 24 .0 0 415 5.00 4869
o 6/30/79° 480 11 592 46 0 0O 1129 5.65 8488
26-30 w7e-79* 761 40 669 786 1 0O 1547 18.66 6216
. B/30/79°'* 2104 60 2596 158 0 0O 4919 24.60 13407
31-35 1978.79° 472 24 284 34 0 0 814 8.82 7030
o 630/79°° 1311 39 1218 74 10 2644 1322 16051
36- 40 1976-79° 262 18 186 10 0 0O - 476 574 7506
6/30/79 825 33 ‘638 28 0 O 1525 7.63 17578
e, R
41-45 “e7B.79* 21 11 116 5 0 0 333 4,02 7839
o 6078 512 24 405 13 0 0 - 954 477 18530
46-50 197879 116 5 6. 5 0 0 192 2.02 8031
630/79° 347 13 201 12 0 0 603 3.02 19133
51-55 to7e-79° 78 2 a4 2 0 0 116 140 8147
69079 205 5 166 _B. 0 0 384 1.92 19517
56+ 60 197679 46 2 2 0 O 0 70 84 8217
63079 136 6 %0 5 0 0 237 119 qers4
60 - 65 976.79° 23 6 15 0 0 0 8 46 8255
63079 66 0 59 0 _ 0 0 27 64 19881
66 - 70 197879° 1 o 1w 0 1t o 22 21 8277
63079 3 130 D 1 0 68 34 19949
Quar 70 1978.79° 7 0 8 0 0 0 15 18 8292
53079 19 1?1 0 0 46 23 . 19995
TOTAL 1978-79° 4379 204 3433 200 6 0 8292 100,06
6:3079" 0688 313 9499 508 6 O 19895  100.00
AVEHAGE 1978-79° 28 28 2 27 27
63079t M M B e 30 ——
MEDIAN 978-79° 25 26 25 25 25
o _B30Mm9 21 37 97 a7 27
MODE 197679 19 21 19 25 19
630/79 23 2 24 35 23

Exhibit

(Souxce:

*Admissions dunng FY 1978-79
**Status population as of June 30, 1979

68:

Florida Department of Corrections)
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Statistical Presentation in Tabular Form

e

A

STATISTICS

1. The tintfad portion of the graphs appearing in the Statistics Section have been used to provide an
instant inmate profile. :

The cc.mt.:inued refmemer_mt of our computerized data system has permitted inclusion of demo-
graphic information for incarcerated inmates and probationers/ parolees for two time periods;

+ Inmates admitted to the custody of the Department during FY 1978-79.

+ Inmates in custody of the Department as of June 30, 1979.

Definition of terms:

+ AVERAGE: The arithmetic mean, derived by adding all values and dividing by the
number of such values.

» MEDIAN: The middle member in an array of value;, with roughly 50% of t '
above and 50% of the values below the median. ‘ Ehly 0% of the values

+ MODE: The member in an array of values with the highest frequency (;f.occurrenc'e.

4. Due to limitations of space i.n an annual report, a limited amount of data is included in the
report. Data from reports which previously appeared in the Biennial Report Series ia available

upon specific request from the Research and Statistics Section of the Bureau of Planning
Research and Statistics. '

Exhibit 68 (continued): .Information Beneficial in Interpreting

Tabular Data

(Source: Florida Department of Correction.s.) | '
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Figure 3
Offense Distribution for Crime Index Offenses as of December 31, 1979

Murder & Vol. Manslaughter
29.63% (N=1,941)

Burglary
19.65% (N=1,287)

Motor Vehicle Theft

.47% (N=3] = N
47% (N=31) ~= =~ QQ}“&S—
~ =~ O\
Larceny-Theft Sra
5.02% (N=329) “-[ ~
E i
Agg. Assault -~ < “ -
6.43% (N=h21) \’,"\;‘l ~ -
-~ V\() N\ ™~ -
~ (A : ~
~ Forcible Rape
_ - N\ 10,175 (N=666)
Robbery \\

28.63% (N=1,875)

Exhibit 69: Statistical Data Presented in Pie Chart Form

(source: Pennsylvania Bureau of Correction)
124
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Male 97%

Female 3%

o
o

Exhibit 70: Statist#Cs Presented as a Pictograph

(Sourcgﬁ New York Department of Correctional Services)
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Exhibit 71:

i i Y s v s N S A

ADULT ADMISSIONS

Violent, vs. Noa-violent Crimes

Violent crimes

i

Non-violent crimes =

Other/Urksiown

Statistics Presented in Bar Chart Form

#

%
!
%
:

ES
=

1976-77
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Louisiana Department of Corrections)

)

’r

L Institutional
Vi Capacity
Shortfall

14,000 |
‘ L
12,B65
- /}/
12,000 // ©

10,000 9,92[,/
B v

- _——— 8,/938 8,i938
8,000 3, PO /'/ ol

98,1416
8,170
6,000 ,
Yy
==/ ,
5 reo P40 adult inmates CONFINEd emmmmm—"
institutional cdpacity
4,000 | for which funds have L
* been appropriated o
* ‘iune " june june June jJune june " june
1975 1976 1978 1980 1982 1984 1986

Graph showing the increase in total felon population confined in state and local facilities sinca 1975, projected
to the mid-1980s, plus expansion of the stdte's capacity. Projections are based on current sentencing practices
and available funding. .

)

Exhibit 72: Statistics Presented in Line Graph Form

(Source: Virginia State Department of Corrections)
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applied to the agency. With this information, readers can make
better interpretations of data and can compare with figures from
other state correctional agencies.

Where to place statistical information in the annual
report may be a question for some agencies. Placement can vary
according to the objectives of the information and the type or
length of the statistical data. A small amount of data such as a
few figures may be incorporated into the narrative and not listed
in a table or chart. Other, more complete entries such as tables
and charts may be integrated with the narrative or they may be
included as a separate section of the report. Integrating the
statistics with the accompanying text allows for continuity of the
subject being discussed (if there are not numerous statistical
entries), but it hinders comparisons with data from other sections
of the report. A separate statistical section is an advantage if
a major emphasis is placed upon statistical information. Pexrsons
using the data for research do not have to search the entire pub-

lication for the required data.

Make It Interesting

"A publication, like a person, evokes much interest when
it is interesting" (Toros, 1978, p. 31). Too often the people
responsible fof the annual report all but ignore it. Their only
concern is to publish the minimum information required of the
agency. ;

There are many techniques for making the report interssting.
Many of them have already been discussed, i.e., the selection of
content and format techniques. Other methods have been used which,
although not directly relating to correctional information, never-
theless increase the appeal of the report for the reader. The
Office of Correctional Services in South Dakota inserted drawings
of birds and quotations from noted criminal justice contemporaries
as an interesting feature of their annual report (see Exhibit 63).
A more unusual. approach was that of the Health Planning Council of

Central Virginia. Their 1980 Annual Report was a calendar.
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Design it to be Handsome, Inviting, Individual

To make an annual réport as informative as possible to as
many audiences as possible lmay be asking too much of the budget.
It can indeed be a real challenge to the creativity of the agency.

Good use of photographs, graphics, and artwork is usually
the key to an attractive report. In the business field, it has
been noted that "the pictures, captions, and text headlines are
the best 'read' parts of the report after the cover, Ffinancial
highlights, and president's letter" (Shapiro, 1974, p. 11). Cor-
rections should take advantage of the benefit which these tech—
niques can bring to the annual report and include more visual
features.

Artwork is probably the least common eye appeal item used
in correctional reports. Paintings by the inmates or artwork
especially created for the report are &n excellent means of pro-
viding a transition between report sections. Graphics used to
present statistical information can also be used to add interest
to the report.

Photographs are probably the most popular and best known
means of adding artwork and eye appeal to the annual report. In
fact, for many readers, especially those with little time for
reading annual reports, photographs may be the primary source of
information about the agency.

There is some debate about color versus black-and-white
photography. A look at business' annual reports shows how effec~
tive and eye-catching color photographs can be. Color may be |
better for creating mood and carrying a message, but there are
also disadvantages. The biggest disadvantage is cost. However,
another negative effect for a non~profit organization is the
possible reaction of audiences if the organization appears to be
spending "too much" money on the annual report (Rimer, 1975, p.
24). Some observers might gquestion the appropriation of money
for an elaborate publication instead of for new programs. On
the other hand, management can appear inept if its publications

are crude. A balance must be struck between the two extremes, and™
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in the case of photography, black-and-white photographs are a

good compromise.
The quality of the photograph is obviously important.

Dark, fuzzy, off-center photographs or those with the subject a
long distance from the camera will certainly create an unfavorable

impression of the agency. It may not be necessary to hire a pro-

fessional, but hopefully, the agency can do better than using a

pocket camera. Someone in the agency, either an employee or an

inmate, may be an amateur photographer. The agency may also want

to use pictures which have appeared in newspapers in the past year. .

If a file is kept on these news articles, it may be possible to

obtain the prints from the newspaper (Koestler, 1969, p. 56).
Photographs commonly used include administrative

officials, facilities,and other general views of agency operations,

The use of informal, candid pictures of the officials at work

rather than a formal pose may communicate the concern of adminis-

trators for the total operation and for the people affected. A

view of the facilities should do more than just show a building;

it should demonstrate the function of the facility. The same

principle holds for general views of agency operations. "Annual

report photos should all be natural and alive, showing real

people and being true" (Shapiro, 1974, pp. 12-13). However,

before using pictures of inmates, the agency should consult its
legal counsel to determine if such photographs constitute an
invasion of privacy.

The number of photographs and the placement on the page
Too many pictures crowd out narrative; too
Varied sizes of

calls for balance.
few make for an uninteresting presentation.
photographs can also contribute to the appeal of the publication.

See That It Has at ILeast One Central Idea
Using a central theme for the annual report ié an idea

common in business but not found often in correctional reports.
The planning and c¢reation of an annual- report is a great deal
easier if there is a theme to build on, but finding such a common

denominator may be easier in business than in corrections.
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Harrison Goff of the Allendale Mutual Insurance Company
provides some guidelines to follow if a theme is followed in the
annual report. ' |

® Make certain that your themé i
| ; C ls transferable g
~to a dramatic and Visually exciting ¢oncept. " ?elevant

¢ Make certain that you did net h
: ave to " "
theme~-~it must be a natural. reach? for your

] gskg ;ertain that you.have a hard-nosed devil's advocate
E €.p You guard against holes in your logic before it
as to meet the test of top management approval

® Make certain that your introg i :
: _ uction of the idea to N
gig:g§:§;to:s a full;fledged Presentation. This approach
; sincerity and relevance—-
prove it (Goff, 1977. p. 28). Serand you've got to

The titles below are examples of themes whiéh the Illinois
Department of Corrections and the New York Department of Correc-
tional Services have used in recent years:

"Ovexcoming 150 Years of Neglect"
(Illinois Department of Corrections, 1978)

"Moving Toward Accreditation"

(Illinois Department of Corrections, 1979)
"Humanizing the Systen"

(New York State Depar ic
- e *partment of Correctional Services,

"TPoward a Safer Society"
(New York State De ax i
1575) partment: of Correctional Services,

Don't Be Aﬁraid of a New Idea

. Too many correctional agencies use the same format for
téelr annual report year after year, If an evaluation shows that
the report is fully informative, interesting, and satisfies ther
needs of a wide range of readers, then a commendation is due that
agency. However, before settling into a compl&ceﬁt policy ;f no
change, the agency should take a critical look at their infor-
mation objectives and the needs of their readers. Should tﬁis
gvaluation show some dissatisfaction or roon for impro&émént
the agency should consider revising the report, ,

New ideas canlbe obtained from numerous sources: other
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books, atc. Maﬁy of these can be adapted to correctional needs.

Some unusual approaches in format include the Minnesota annual

report which simulates a news magazine. The narrative 18 inter-

spersed with short features, photo spreads, essays, comuentarlies,

highlights of significant events and issues.

A question and ‘answer format is one of the most efficient

means of dealing with a wide variety of topics in a limited

amount of space. Joseph J. Graves, Jr. listed a number of advan-

tages for this format:
e It provides a means of acguainting the audience with
management. ‘

e This can help establish a one-on-one re%a?iqnship
between the reader and the agency's decision naker.

e Helps make a guick transition from one topic to another.
e More information is provided in less space.

e Can address problems and explain gray areas of organi~-
zational policy.
e Rolsters the agency's credibility by answering critical
in-depth questions (Graves, 1975, p. 18).
This approach can backfire if the administrator provides his own

questions rather than finding out what the readers really want to

know. Questions should be obtained from a wide variety of
audiences and should deal with a wide range of topics. These
questions should be collected throughout the year to avoid a

last-minute rush and an inadequate selection of questions.

Supplements to the annual Reports

The annual report is a necessary but costly publication.

Because of the expense, the agency may hesitate to distribute the

report to ﬁhose readers whose information needs are limited to
one section or one type of data from the report. 2Aan alternative
is to publish one or more smaller "mini-publications" designed
o answer the most frequently asked questions.

This supplementary information can be presented in such
publications as:
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" @ Answer Sets-~The agency's response to common public inquiriszs
can be quickly assembled into "answer sets" from specific
data which are kept availabie for distribution. A series of
form letters, brochures, pamphlets, etc. can be maintained
from which responses to specific inquiries can be selected
by the staff and sent to the individual making the request.

e Booklet--A stitched pamphlet of eight or more pages, usually
with a cover; it is ordinarily small enough to be carried in
a pocket. It can contain a brief overview of the agency with
a summary of basic statistics about the operation.

® Brochure-~This is a larger, more impressive booklet such as
anniversary books or histories usually produced for a special

occasion or on a particular theme.

e Fact Sheet--Usually a single sheet or a few pages which con-
tains condensed detailed background information and data
about the agency. This informatior includes summaries of
demographic information about the inmates, financial infor-
mation and information pertaining to the divisions and the
facilities of the agency.

e ILeaflet--A thin printed booklet, perhaps a single: sheet
folded once. A leaflet usually has a specific message or
special theme.

e Newsletter--A publication usually 8% x 11 inches that goes
periodically to a specific audience to convey news, opinion,
or other information. It usually consists of four pages,
but can be more. :

¢ Pamphlet--Similar to a leaflet, though often containin
more pages. )

e Welcome booklet--This is an informative booklet designed
to orient visitors. This can provide a good first impres-
sion of the organization (Nelson, 1978, pp. 538~542).

When less comprehensive data are reguired, these smaller
publications have several advantages over the annual report. .

e Production Cost--An obvious advantage is the much lower
cost of a one-page folder compared with that of the annual
report.

e Mailing Cost=--With information in a smaller package and
weighing less, a great deal of postage is saved. If the
booklet is a self-mailer, there is added savings since no
envelope is needed.

e Ease of Development--There often is no need for extended
regearch to assemble this type of information. For
example, an information sheet about the various prison
units can be developed from information currently avail-
able requiring only that it be retyped in booklet form
and reproduced.
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Usé Over Extended Periods--Since some information does not
change over an extended period of time, it will ?e possible
to use the same publication over several years with no need
for revision,

e Ease_ in Updating--When it does become necessary to update
the contents, the changes are usually minor and can be
made without a major investment in time or money.

e 1Avoid redundancy-~Some information can be eliminated from
the annual report if it is available in other ?orms. ‘For
example, historical information and a descriptlog of the
physical facilities are good subjects for small infor-
mational handouts.

These "mini" publications can benefit the agency in other
ways as well. The ready supply of conveniently sized and easy to
produce data sheets will contribute to the communication flow
between the agency and the public. Staff is more capable of
quickly responding to more inquiries, and an increasing proportion
of the public will become aware of correctional information. Even
many ad hoc requests can be satisfied with a leaflet or small fact

sheet. Visitors, potential employees, school groups, etc. can all

function.
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