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Correct Behavior Correct Behavior 
in a manner that is:in a manner that is:
ProfessionalProfessional
FairFair
FirmFirm
ConsistentConsistent
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Employee PitfallsEmployee Pitfalls
Personal PitfallsPersonal Pitfalls
Taking Disciplinary Matters Taking Disciplinary Matters 
PersonallyPersonally
Personality ClashPersonality Clash
Forgetting your Survival SkillsForgetting your Survival Skills
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Warning VS. WriteWarning VS. Write--UpUp

Communication SkillsCommunication Skills

Report WritingReport Writing
Who, What, When, Where, How, Why, What actionWho, What, When, Where, How, Why, What action

Effect of Inmate DisciplineEffect of Inmate Discipline
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Administrative Regulation   707        Administrative Regulation   707        
Inmate Disciplinary ProcessInmate Disciplinary Process

PolicyPolicy
Process: Notice of Charges,  (NOTIS, Offense in Process: Notice of Charges,  (NOTIS, Offense in 
Custody)Custody)
Preliminary hearing                                         Preliminary hearing                                         
Disciplinary hearingDisciplinary hearing
AppealsAppeals
Time FramesTime Frames
EvidenceEvidence
Plea BargainsPlea Bargains



Disciplinary flow ChartDisciplinary flow Chart
Officer Observes Violation

Supervisor - Incident Report
Assigns IR Number

Officer – Offense in Custody
Report, Submits to Supervisor

Preliminary Service 

Disciplinary Hearing

Approve or Reject
Print and sign

Dismiss, Not Guilty or Resolved
Send to records



Offense in CustodyOffense in Custody



Offense in CustodyOffense in Custody
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The Offense in CustodyThe Offense in Custody

The Report (who, what, when, where, why, The Report (who, what, when, where, why, 
how, what action taken)how, what action taken)

Review by Shift SupervisorReview by Shift Supervisor
Assign IR number / ChargesAssign IR number / Charges
Input NOTISInput NOTIS
Designate Preliminary Hearing Office Designate Preliminary Hearing Office 
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Disciplinary OffensesDisciplinary Offenses
MinorMinor

GeneralGeneral

Major    Class A, B, CMajor    Class A, B, C

Work ReleaseWork Release

SanctionsSanctions Chart of Disciplinary SanctionsChart of Disciplinary Sanctions
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Preliminary Hearing OfficerPreliminary Hearing Officer

Senior Officer (or above) Senior Officer (or above) 
Review the ChargesReview the Charges
Service of the Notice of ChargesService of the Notice of Charges

Within 10 calendar daysWithin 10 calendar days
Read ChargesRead Charges
Input NOTISInput NOTIS
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Officer OptionsOfficer Options
Conclude inquiry announce disposition (or 3 Conclude inquiry announce disposition (or 3 
calendar days)calendar days)
Summarily Dismiss or Reduce ViolationSummarily Dismiss or Reduce Violation
Resolve Minor and General violations or Refer Resolve Minor and General violations or Refer 
to Hearing Officerto Hearing Officer

Findings of Guilty: May impose sanctions Findings of Guilty: May impose sanctions 
(ONLY MINOR)(ONLY MINOR)

Input NOTISInput NOTIS
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Formal Hearing Officer Formal Hearing Officer 
Sergeant  (or above) Sergeant  (or above) 
Review the ChargesReview the Charges

Formal hearingFormal hearing
Within 30 calendar daysWithin 30 calendar days
Tape Recorder Tape Recorder 
CounselCounsel
Pleas (Guilty, Not Guilty, Negotiations Pleas (Guilty, Not Guilty, Negotiations 
Requested)Requested)
Witnesses, Inmate Statement, EvidenceWitnesses, Inmate Statement, Evidence
Plea AgreementPlea Agreement
Input NOTISInput NOTIS

AppealsAppeals
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