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I. AUTHORITY 
 

The Authority of the Secretary of Corrections to direct the operation of the Department of 
Corrections is established by Sections 201, 206, 506, and 901-B of the Administrative Code 
of 1929, 71 P.S. §§61, 66, 186, and 310-1, Act of April 9, 1929, P.L. 177, No. 175, as 
amended. 

 
II. PURPOSE 
 

The purpose of this document is to establish policy and procedures for the collection and 
review of statistical data within the Department.1 

 
III. APPLICABILITY 
 

This policy applies to all facilities within the Department of Corrections. 
 

IV. DEFINITIONS 
 

All pertinent definitions are contained in the procedures manual for this policy. 
 

V. POLICY 
 

It is the policy of the Department of Corrections to collect and review statistical data to 
monitor capacity levels, to assess operational functions, and to identify staff and inmate 
behavioral trends and to solicit and manage grant funds.  

 

                                            
1  2-CO-1F-03 
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The Department shall cooperate with other governmental agencies in information 
gathering, exchange, and standardization.2 

 
VI. PROCEDURES 
 

All pertinent procedures and/or terms are contained in the procedures manual for this 
policy. 

 
VII. SUSPENSION DURING AN EMERGENCY 
 

In an emergency or extended disruption of normal facility operation, the Secretary/ 
designee may suspend any provision or section of this policy, for a specific period. 

 
VIII. RIGHTS UNDER THIS POLICY 

 
This policy does not create rights in any person nor should it be interpreted or applied in 
such a manner as to abridge the rights of any individual. This policy should be interpreted 
to have sufficient flexibility to be consistent with law and to permit the accomplishment of 
the purpose of the policies of the Department. 

 
IX. RELEASE OF INFORMATION AND DISSEMINATION OF POLICY 
 

A. Release of Information 

1. Policy 
 

This policy document is public information and may be released upon request. 
 

2. Procedures Manual (if applicable) 
 

The procedures manual for this policy is not public information and shall not be 
released in its entirety or in part, without the prior approval of the Secretary of 
Corrections or designee. This manual or parts thereof, may be released to any 
Department of Corrections employee on an as needed basis. 

 
B. Distribution of Policy 

1. General Distribution 
 

The Department of Corrections policy and procedures manuals (when applicable) 
shall be distributed to the members of the Central Office Executive Staff, all Facility 
Managers, and Community Corrections Regional Directors on a routine basis. 
Distribution to other individuals and/or agencies is subject to the approval of the 
Secretary of Corrections or designee. 
 
 
 

                                            
2  5-ACI-1F-08, 2-CO-1F-07 
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2. Distribution to Staff 
 

It is the responsibility of those individuals receiving policies and procedures, as 
indicated in the “General Distribution” section above, to ensure that each employee 
expected or required to perform the necessary procedures/duties is issued a copy of 
the policy and procedures either in hard copy or via email, whichever is most 
appropriate. 

 
X. SUPERSEDED POLICY AND CROSS REFERENCE 
 

A. Superseded Policy and Procedure 

1. Department Policy 
 

2.1.1, Planning, Research, Statistics, and Grants (PRSG), issued January 14, 
2020, by former Secretary John E. Wetzel. 

 
2. Facility Policy and Procedures 

 
This document supersedes all facility policy and procedures on this subject. 

 
B. Cross Reference(s) 

1. Administrative Manuals  
  

a. DC-ADM 801, Inmate Discipline 
 

b. DC-ADM 802, Administrative Custody Procedures 
 

c. 8.1.1, Community Corrections 
 

2. ACA Standards 
 

a. Administration of Correctional Agencies: 2-CO-1F-01, 2-CO-1F-02, 2-CO-1F-03, 
2-CO-1F-04, 2-CO-1F-05, 2-CO-1F-07, 2-CO-1F-08 

 
b. Adult Correctional Institutions: 5-ACI-1F-01, 5-ACI-1F-08, 5-ACI-1F-11 

 
c. Adult Community Residential Services: 4-ACRS-1C-01 
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Release of Information: 
 
Policy Document: The Department of Corrections policy document on this subject is public 
information and may be released upon request. 
 
Procedures Manual: This Procedures Manual is not public information and will not be released  
in its entirety or in part, without the prior approval of the Secretary of Corrections or designee. This 
manual or parts thereof may be released to any Department of Corrections employee on an as 
needed basis. 

Procedures Development: All required procedures shall be developed in compliance with the 
standards set forth in this manual and/or the governing policy. These standards may be exceeded, 
but in all cases these standards are the minimum standard that must be achieved. In the event a 
deviation or variance is required, a written request is to be submitted to the appropriate Executive 
Deputy Secretary for Institutional Operations (EDSI)/Regional Deputy Secretary and the Bureau of 
Standards, Audits, Assessments, and Compliance for review and approval prior to implementation. 
Absent such approval, all procedures set forth in this manual must be met. 
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Section 1 – State Corrections Analysis Network (SCAN) 

A. Roles and Responsibilities  
 

1. Central Office Security Data Analyst 
 

The Central Office Security Data Analyst, located in the Office of Planning, Research, 
Statistics, and Reentry (PRSR), will: 
 
a. monitor each facility’s compliance with the policies and procedures set forth in this 

section and report incidences of non-compliance to the Executive Deputy Secretary 
and the Regional Deputy Secretary for the respective facility for follow-up action; 

 
b. review and analyze the State Corrections Analysis Network (SCAN) information 

as submitted electronically by the facilities on the SCAN Data Form (Attachment 
1-A) template file and prepare the Facility Drug Test Report, the Department and 
Facility SCAN Reports, the Missing Tools Report, the Security Level 
Comparison and SCAN Data Breakdown Reports (“Pumpkin Sheets”), the 
Monthly Checklist Follow-Up Report and the SCAN Checklist Memo;1 

 
c. review the Facility SCAN Reports to detect emerging trends, and report significant 

developments to the Secretary, Executive Deputy Secretary, Regional Deputy 
Secretary, the Director of PRSG, and other designated staff through monthly 
meetings as close to the 15th working day of each month as schedules permit;2 

 
d. upon completion of the monthly meeting, compile and distribute the monthly Facility 

SCAN Reports to designated staff, including Facility Managers, Facility SCAN 
Coordinators, Facility Critical Incident Managers, and the State Police Liaison, 
by the 15th working day of each month; 

 
e. analyze the SCAN data in relation to changes in facility procedures, programs, and 

personnel;3 
 

f. provide the Secretary, Executive Deputy Secretary, Regional Deputy Secretaries, and 
Facility Managers with any information of special interest regarding the operational 
climate system-wide or within a specific region or facility(ies); and 

 
g. coordinate routine communication regarding the SCAN system and data needs with 

the Facility SCAN Coordinators. 
 

2. Central Office Bureaus and Divisions 
 

                                                 
1 2-CO-1F-01, 2-CO-1F-02 
2 2-CO-1F-04 
3 2-CO-1F-01, 2-CO-1F-02, 4-ACRS-1C-01 
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The Central Office Bureaus and Divisions listed below will review and evaluate the 
Facility SCAN Report and recommend further investigation or explanation as to the cause 
of observed data trends and provide assistance, as needed, to facility staff in addressing 
any problem areas: 
 
a. Security Office; 
 
b. Bureau of Treatment Services (BTS); 

 
c. The Office of Chief Counsel; 

 
d. Bureau of Human Resources (BHR); 

 
e. Staff Development and Training Office; and/or 

 
f. Regional Deputy Secretary Staff Assistants. 

 
3. Facility Manager 

 
The Facility Manager will: 
 
a. ensure that the SCAN system is established and maintained at his/her facility; 
 
b. designate a Facility SCAN Coordinator to oversee maintenance and coordination of 

the facility SCAN system; 
 

c. designate staff persons in each of the program and/or operational areas to complete 
the data entry or the data forms and submit any forms to the Facility SCAN 
Coordinator by the fifth working day of each month; and 

 
d. review the SCAN Checklist Memo and Facility SCAN Report, direct staff to examine 

the possible causes of emerging trends, and submit a written report on possible 
causes to the appropriate Regional Deputy Secretary and the Security Data Analyst 
within the specified time stated on the SCAN Checklist Memo. 

 
4. Facility SCAN Coordinator 

 
The Facility SCAN Coordinator will: 
 
a. coordinate and manage the facility SCAN system; 
 
b. compile and submit the complete facility SCAN Data Form electronically in the format 

provided by the Security Data Analyst for the previous reporting period to the Security 
Data Analyst by the eighth working day of each month; 

 
c. review the Facility SCAN Report and report significant developments to the Facility 

Manager and/or designated staff and to the Security Data Analyst; 
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d. provide the Facility Manager and designated staff with routine reports on the 
information received concerning the facility or program/operational area; 

 
e. schedule and conduct routine briefings with the Facility Manager and designated staff 

for the purpose of reviewing the Facility SCAN Report; 
 

f. monitor any action which is undertaken in response to the findings of the Facility 
SCAN Report; and 

 
g. coordinate routine communication regarding SCAN with the Security Data Analyst. 

 
5. Facility Management Staff4 

 
Facility Management staff will: 
 
a. submit the SCAN Data Form for the previous reporting period to the Facility SCAN 

Coordinator by the close of the fifth working day of the current month; 
 

b. review all SCAN modules and analyses pertaining to their respective areas of 
responsibility; 

 
c. initiate any appropriate action as recommended by the Facility Manager/designee in 

response to information received and/or obtained via the Facility SCAN Report or the 
SCAN Checklist Memo; and 

 
d. notify the Facility SCAN Coordinator of significant changes in policies, programs, 

management personnel, and/or staff training activities, and any significant 
developments and/or actions taken as a result of the Facility SCAN Report. 

B. Report Submission 
 

1. The SCAN Data Form contains the name of the submitting facility and the month and 
year that the data represents.  

 
2. The data listed below shall be submitted:5 

 
a. Cell Searches: Enter the number of cell searches conducted during the reporting 

period. Do not include security checks. 
 

b. Contraband Drug Finds: Enter the number of drug finds, by type, which were 
confiscated during the reporting period. Do not report individual pills, bottles of beer, 
etc., as separate finds. Finding prescription medications in a cell is considered one 
find. Finding a six pack or a case of beer in a visitor’s car is considered one find. 

 

                                                 
4 5-1F-4100 
5 5-1F-4105 
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(1)   Visitor Finds: Contraband finds that are attributed directly to facility visitors. 
 
(2)   Staff Finds: Contraband finds that are attributed directly to facility staff. 

 
(3)   Inmate Finds: All other finds are considered Inmate Finds. 

 
c. Contraband Finds (Non-Drug): Enter the number of non-drug finds, by type, which 

were confiscated during the reporting period. 
 
d. Missing Tool Reports: Report all tools reported missing or remaining missing during 

the reporting period. Report the location from which the tool is missing and, when 
found, the location where the tool was found. Once a tool has been reported found, 
you may discontinue reporting it on this report. If a tool remains missing, it must be 
reported every month until found or until the Regional Deputy Secretary authorizes 
you, in writing, to remove it from the monthly report. 

C. Monthly Reports 
 

Monthly reports include the following: 
 

1. Facility Drug Test Report submitted to Chief of Security; 
 
2. Missing Tool Report; 

 
3. Department and Facility SCAN Report; 

 
4. Security Level Comparison and SCAN Data Breakdown Reports (“Pumpkin Sheets”); 

 
5. SCAN Checklist Memo; and 

 
6. Monthly Follow-Up Checklist Report. 

D. Central Office Review and Follow-Up 
 

Central Office staff includes, but is not limited to, the Secretary, Executive Deputy Secretary, 
Regional Deputy Secretaries, Supervising Facility Managers, Staff Assistants for the 
Regional Deputy Secretaries, and Director of Administration, Community Corrections, 
Correctional Industries (CI), Corrections Education, Equal Employment Opportunity, Health 
Care, Human Resources (HR), Treatment Services, Legislative Affairs, Information 
Technology, Operations, PRSR, Office of Special Investigations and Intelligence (OSII), 
Training Academy, Standards and Sentence Computation, Security Division, Chief Counsel, 
and the Press Secretary. 

 
1. Upon receiving the Facility SCAN Data Form, the Security Data Analyst will compile, 

review, analyze the data, and distribute the Department and respective SCAN facility 
reports to each Facility SCAN Coordinator and designated Central Office staff upon 
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review with the Regional Deputy Secretaries as close to the 15th working day of the 
month as scheduling permits. 

 
2. Upon receiving the Facility SCAN Report, designated Central Office staff will review the 

report and prepare appropriate responses when necessary. 
 

3. If necessary, Central Office staff, in conjunction with the appropriate Regional Deputy 
Secretary, will provide assistance to facility staff in developing appropriate responses to 
the trends that do not fall within the established normal ranges. The Security Data 
Analyst will review reports submitted by each Facility Manager on “highlighted” trends 
and shall develop a listing of facility trends and the corresponding responses by facility. 

 
4. The key indicators of the SCAN policy are reviewed by the Security Data Analyst with 

Executive Staff on an ongoing basis. Enhancements to data collection systems are made 
to provide more meaningful and timely information permitting more effective monitoring of 
each facility. The Security Data Analyst will annually solicit written feedback from each 
Facility Manager on the overall effectiveness of the policy and system as it relates to 
overall facility management. PRSR will provide a written assessment on the findings. 

E. Facility Review and Follow-Up 
 

1. The Facility SCAN Coordinator will review the report and provide the Facility 
Manager/designee with any information of special interest regarding the identified 
trends at each facility. Particular attention will be directed toward addressing 
checked trend boxes on the SCAN Checklist Memo. 

 
2. The Facility Manager will prepare a report of findings for each checked box on the SCAN 

Checklist Memo from the Regional Deputy Secretary/designee for the appropriate 
Regional Deputy Secretary and the Security Data Analyst. The written report will examine 
the trend(s) in question and shall address the following: 

 
a. the cause of the trend (if known); 
 
b. whether the trend is attributed to recent policy, procedure, personnel, programmatic 

changes/events or training activities; and 
 

c. any other information which addresses the trend in question. 
 

3. The report will be submitted to the respective Regional Deputy Secretary and the 
Security Data Analyst via e-mail by the date designated on the SCAN Checklist Memo. 
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Section 2 – Capacity and Population Statistics 

A. Responsibilities 
 

1. Facility Report Submission 
 

The Facility Manager/designee shall appoint a facility Population and Capacity 
Coordinator who will coordinate the collection and submission of reports relating to 
population and capacity figures. The Coordinator will also arrange for follow-up data 
collection with appropriate facility staff, as necessary. 
 
Every facility within the Department shall submit capacity and population data.  
 
a. Monthly Population Report 

 
This report shall be submitted by the facility Population and Capacity Coordinator to 
the Office of Planning, Research, Statistics, and Reentry (PRSR) no later than noon 
on the first working day of each month. The report shall be based on the standing 
count conducted between the hours of 21:00 and 22:00 on the last calendar day of 
each month. 

 
b. Capacity 

 
All changes in capacity must be entered into the Facility Management System (FMS). 
Facilities shall report any changes made to beds and/or cells to the Bureau of 
Operations so that the FMS may be updated accordingly. Any time a cell and/or bed 
comes on/off line, either temporarily or permanently, it shall be reflected in the FMS. 
Descriptive information in FMS (such as security level, square footage, housing 
status, etc.) must be up-to-date as well. 

 
2. Community Corrections Center (CCC) Report Submission 

 
Every CCC and Community Contract Facility (CCF) shall submit capacity and population 
figures in accordance with Department policy 8.1.1, “Community Corrections.” 

 
3. Report Preparation and Distribution 

 
a. The Office of PRSR is responsible for collecting, compiling, and distributing the 

Department’s Monthly Population Report to Central Office Executive Staff and the 
Facility Manager/designee. The frequency of these reports shall be monthly. This 
report includes both population and capacity statistics1. 

 
b. The Office of PRSR is responsible for maintaining the official Department capacity 

and population statistics. All organizations within the Department are required to use 
the official Department figures in reports and statements. 

                                                 
1 2-CO-1F-05 
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4. Inmate Placement Coordinator 
 

Based on the information provided in the FMS, The Bureau of Treatment Services (BTS) 
is responsible for scheduling van and bus transportation schedules. These schedules 
shall be based on a consideration of available bed space by security level as well as the 
custody level of the inmate requiring transfer. 

 
5. Quality Review 

 
a. The Bureau of Operations shall monitor new construction, capital improvement and 

departmental renovation schedules, and shall work with the Office of PRSR to monitor 
facility capacity and/or security level ratings adjustments, as warranted. 

 
b. All Central Office Executive Staff and Facility Managers/designees are responsible for 

monitoring the accuracy of Monthly Population Reports, and reporting population, 
capacity, and security level discrepancies to the Office of PRSR as soon as identified 
so that the official figures may be modified. 

 
c. Unresolved discrepancies or adjustments to reported capacity and security levels 

shall be resolved by the Deputy Secretary in the appropriate region. All final 
adjustments shall be recorded by the Office of PRSR and the Bureau of Operations. 

B. Calculation of Capacity Statistics  
 

1. Operational Bed Capacity  
 

a. Operational bed capacity is the optimal number of inmates that each facility can 
house based on a number of factors. In addition to the cell size and security level, 
operational bed capacity takes into consideration availability of inmate employment or 
programming, support services, and facility infrastructure. 

 
b. Operational bed capacity is the official capacity number that the Department will 

publish. 
 

c. Operational bed capacity is calculated based on a minimum of 25 square feet of 
unencumbered space per person in the cell, room, or dormitory. 

 
(1)   Security Level 2 (minimum) housing units which afford a minimum of 25 square 

feet of unencumbered space per person may be occupied at 100% of capacity. 
Capacity for typical dormitories/cubicles/rooms can be calculated by adding 
encumbered space (14.0 sq. ft. per bunk plus 2.25 sq. ft. per locker) plus 25 
square feet of unencumbered space per person in accordance with Minimum 
Total Square Footage of a Dormitory/Cubicle/Room to House Custody 
Level 2 Inmates (Attachment 2-A). Extra square footage must be provided for 
those dormitories/cubicles/rooms that have additional encumbered space 
(beyond bunks and lockers) due to the physical characteristics of the room. 
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(2)   Cells in Security Level 3 (medium) and Security Level 4 (close) may be double-
celled if they are equal to or greater than 75 square feet, and/or afford a 
minimum of 25 square feet of unencumbered space per person. These minimum 
requirements may be overridden if it can be determined that the quality of life 
and safety for both staff and inmates are not compromised. 

 
(3)   Security Level 5 (maximum) housing units may be double-celled after a careful 

review of the security needs of each inmate being considered for double-celling. 
 

(4)   Capacity associated with contracted community facilities is not included in the 
Department’s calculation of Operational Bed Capacity. 

 
(5)   Capacity and bed space associated with Wooden Modular Units that have 

reached their expiration date are considered to be temporary housing and, as 
such, are not included in the Department’s operational capacity. 

 
2. Maximum Bed Capacity (Attachment 2-B) 

 
Maximum bed capacity, which includes temporary beds, is for internal Department 
purposes only and shall not be distributed. 

 
3. Total Beds 

 
The total number of beds shall be determined by counting the available beds placed in 
each housing area. This figure excludes those beds which are permanently offline. 

C. Calculation of Population Statistics  
 

1. The physically present population consists of every inmate housed in a facility, this 
information is accessible via Mainframe on a daily basis. 

 
2. The committed population for facilities includes the entire physically present population 

plus any inmate on furlough status, in local hospitals, or those with an Authorized 
Temporary Absence (ATA), this information is accessible via Mainframe on a daily basis2. 

 
3. Any individual who is not serving a sentence under the custody of the Department (an 

inmate who has been committed to a psychiatric hospital, an individual on bail, an 
escapee, and an individual serving a sentence under another jurisdiction) is not included 
in the physically present or committed population counts. 

 
 

 

                                                 
2  2-CO-1F-08 
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Section 3 – Applying for Grant Funding, Managing Grants, and Sustaining Grant Activity 
 
A. Responsibilities and Process 
 

1. Grants Management Office 
 

The Grants Management Office will have primary responsibility to coordinate and 
supervise the grant application process as outlined in the Grants Flowchart 
(Attachment 3-A) and the Grants Development Checklist (Attachment 3-B). The 
Department Grants Manager will serve as the primary point of contact. 
 

2. Project Lead 
 

The Project Lead shall be two designated staff members (one primary lead, one 
secondary lead) within the program area. Primary responsibilities include providing 
subject matter expertise and assisting in development of the grant concept, the concept 
summary, and the full-length proposal. Responsibilities may include writing portions of 
the summary and the full-length proposal.  
 

3. Bureau of Administration 
 

The Bureau of Administration will select one staff person to participate, where necessary, 
in the application process, including but not limited to, ensuring the Grants Management 
Office and Project Lead are aware of, take into consideration, and follow proper financial 
processes, procurement procedures, and budgetary timeframes. Responsibilities also 
include the verification of available matching funds (cash and/or in-kind).  
 

4. If a grant idea is generated by the program area, then the program area will contact the 
Grants Management Office (or vice versa) to:  

 
a. develop the idea into a general concept to include consideration of idea purpose and 

priority, project administration/staff capacity, resource availability, evaluation needs, 
and sustainability. Questions noted below should guide the concept development; 

 
(1)   Does this project relate to Department priority? 
 
(2)   Does the solicitation require matching funds? If yes, are funds available? 

 
(3)   What is the application deadline? Is there reasonable time to prepare the 

application packet? 
 

(4)   Is the award amount worth the effort required to prepare (and implement) the 
application packet? 

 
(5)   Who will prepare the application packet? 
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(6)   Who will be the Project Lead? Will the primary and secondary persons be 
committed to ensuring the project reaches its desired outcome? 

 
(7)   Will the Project Lead have the resources necessary to ensure project monitoring 

and reporting occurs? 
 

(8)   Is this a pilot project? Or will this be an expansion of an existing program or a 
new program? 

 
(9)   Is this a new idea or has it been implemented in other state correctional facilities 

or federal correctional institutions? 
 

(10)   Will this project be in conjunction with another state agency, organization, or 
group? 

 
(11)   Would the project be implemented if grant funds were not awarded? 

 
(12)   What is the expected period of completion (start and end dates)? 

 
(13)   How will the project be sustained once grant funds expire? 

 
(14)   Does the project require an evaluation plan? How will the evaluation be done? 

By whom? 
 

(15) Has the Office of Administration, Office of Information Technology, Public 
Safety Delivery Center been consulted to determine if there is a technology 
impact resulting from the implementation or pursuit of the grant concept? 
Has the feasibility of what is being considered been assessed and 
submitted as a service request for consideration by the Department of 
Corrections Information Technology (DOC IT) Steering Committee? 
 

b. identify the Project Leads;  
 
c. identify current and/or anticipated funding opportunities;  

 
(1)   If a funding opportunity currently exists and/or is anticipated, then the Grants 

Management Office will determine eligibility. The Project Lead shall provide any 
information it has regarding the solicitation, including application deadline, award 
amount, and contact person. 

 
(2)   If a funding opportunity does not currently exist nor is one anticipated to exist, 

then the Project Lead will work with the Grants Management Office to develop a 
concept summary in accordance with Subsection A.4.e. below.  

 
d. once a general concept is developed and a funding source determination is made, the 

Project Lead and the Grants Management Office will present the general concept 
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(including, where appropriate, the feasibility to search for funding) to the Facility 
Manager, Bureau Director, and/or Deputy Secretary for approval;  

 
(1)   If approved, the Project Lead and Grants Management Office will develop a 

more detailed concept summary. The Grants Management Office will prepare an 
overview to inform the Secretary.  

 
(2)   If not approved, no further action is to be taken. 

 
e. the Project Lead will work with the Grants Management Office to conduct a 

brainstorming session that includes, where necessary, other Department staff 
(including fiscal/purchasing/budget, program, policy, planning & research, etc.), inter-
agency partners, and non-Department organizations. As a result, the Project Lead 
and Grants Management Office will write a concept summary (similar to a white 
paper), no longer than three pages to include:  
 
(1)   problem statement;  
 
(2)   project design;  

 
(3)   performance outcomes/impact;  

 
(4)   sustainability; and 

 
(5)   estimated budget (yearly).  

 
f. often, as a concept is discussed and brainstorming occurs, an original concept may 

be reviewed and updated. If the concept summary differs significantly from the original 
concept approved by the Facility Manager, Bureau Director, and/or Deputy Secretary, 
then the Project Lead and Grants Management Office will present the updated 
concept for re-approval. The Grants Management Office will determine whether or not 
re-approval is necessary; 

 
(1)   If approved and a funding source is identified or anticipated, then the Project 

Lead will work with the Grants Management Office to enhance the concept 
summary into a full-length proposal.  

 
(2)   If approved and a funding source is not identified or anticipated, then the concept 

summary will be maintained by the Project Lead and the Grants Management 
Office until a source is identified. Once a source is identified, the Grants 
Management Office will determine eligibility and the appropriate step in the 
application process to start from.  

 
(3)   If not approved, no further action is to be taken. 
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g. the Grants Management Office will coordinate and oversee the grant proposal writing 
process, including assign responsibilities to draft the narrative, budget detail and 
narrative, and relevant attachments, and draft a timeline of completion for the 
proposal writing. The Project Leads will serve as subject matter experts and, at times, 
will jointly write the grant proposal with the Grants Management Office; 

 
NOTE: The Grants Management Office is responsible to communicate the grant 
writing progress with the Secretary; Executive Deputy Secretary; and other 
appropriate Department staff (including Deputy Secretaries, Department’s Policy 
Director, PRSG, Bureau Directors, Managers, Facility Managers, or other designated 
Department staff), and grant partners.  
 

h. once the grant proposal is drafted and noted as final, the Grants Management Office 
is responsible for collecting all official signatures from the Office of Chief Counsel, 
Bureau of Administration, Secretary/designee or Executive Deputy Secretary – in the 
event neither Secretary/designee nor the Executive Deputy Secretary is available to 
sign, the Deputy Secretary for Administration shall sign the application; 

 
i. once all signatures have been obtained, the Grants Management Office is responsible 

to submit the proposal to the grantor. The Project Lead and/or a facility is not 
authorized to apply directly for grant funding and/or submit applications in its own 
name. All grant applications must be submitted in the name of the Department; and  

 
j. once the grant proposal is submitted to the grantor, the Grants Management Office 

will email a proposal overview to the Secretary, Executive Deputy Secretary, other 
appropriate Department staff (including Deputy Secretaries, Department’s Policy 
Director, PRSG, Bureau Directors, Managers, Facility Managers, Project Lead, 
Bureau of Administration representative, and Press Office, as needed), and grant 
partners. The Grants Management Office and the Project Lead will maintain copies of 
all grant materials developed throughout the application process.  
 

B. Managing Grant Awards 
 

1. The Grants Management Office is responsible for overseeing all grant inquiries, 
applications, and awarded grants for the Department, including but not limited to:  

 
a. act as the Department’s sole point of contact with the grantor, including preparing and 

submitting all required reports and modification requests. This may include interacting 
with federal, state, and local agencies and related stakeholders; 

 
b. communicate and work with appropriate Department staff, including:  

 
(1)   discuss the progress of the grant with the Policy Director, Executive Deputy 

Secretary, and/or Secretary at regular intervals;  
 
(2)   schedule and coordinate the Grant Status Update meetings with Project Leads 

and Bureau of Administration representatives;  
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(3)   supervise the collection and analysis of information pertaining to grant 
performance, finances, reporting requirements, and evaluation, including 
communicating with Project Leads, the Bureau of Administration representatives, 
and related Department staff; and 

 
(4)   schedule and coordinate the overall Grant Team (working group made up of 

Department staff, non-Department staff, and relevant stakeholders).  
 

c. review and respond to all internal and external inquiries regarding grant funding; 
 

d. grant modifications – The Grants Management Office must be notified of any grants 
modification requests. The Grants Management Office will collect all appropriate 
signatures for the modification request, including the Bureau of Administration, 
Solicitor, Secretary and/or any other designee with proper authority to sign. The 
Grants Management Office will maintain copies of all modifications and distribute the 
modification requests to the proper signatories; 

 
e. prepare Grant Summary Reports outlining the status of all grant activity for distribution 

to senior staff and Project Directors; 
 

f. maintain relevant, up-to-date grant materials on the Intranet; 
 

g. develop and design grant policy and perform grant-related tasks as assigned by the 
Policy Director; 

 
h. develop and/or supervise grant monitoring of Department Project Leads and any/all 

subcontractors/vendors to ensure programmatic and fiscal activities area free from 
risk, fraud, waste, and abuse. Interact with proper agencies to ensure protocols are 
followed; 

 
i. subcontractors/vendors procured to provide goods or services as part of a federal 

grant will be awarded and monitored as outlined in Subsection C. below; 
 

j. develop, coordinate, and/or deliver appropriate grants management training activities 
for Department staff, including purchasing/procurement processes, reporting 
requirements, monitoring activities, complement, etc.; and 

 
k. oversee and coordinate non-Department grant activity, including:  

 
(1)   oversee and coordinate requests for Letters of Support, including adequately 

tracking and compiling requests; and  
 
(2)   communicate with and/or outreach to non-Department justice-related grant 

recipients. The Grants Management Office will identify and work with appropriate 
Department program staff in outreach efforts. 
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2. The Project Leads are responsible for implementing grant activity in a timely and 
coordinated manner, free from waste, risk, fraud, and abuse, including, but not limited to:  

 
a. supervise entire project from start date to end date;  
 
b. communicate and work with the Grants Manager to: 

 
(1)   participate in Grant Status Meetings – to be held on a monthly basis, at a 

minimum, and more frequently as determined by the Grants Management Office; 
and  
 

(2)   reporting assignments – understand all performance and fiscal reporting 
requirements established by the grantor and/or the Department. Ensure the 
proper collection methods are established and that Department staff and grant 
partners are fully aware of their reporting responsibilities and timelines. 

 
c. communicate and work with appropriate Department staff and grant partners to 

implement grant activity in accordance to the proposal and action items established 
by the Grant Team.  

 
3. The Bureau of Administration’s representative is responsible for ensuring grant awards 

follow Commonwealth fiscal process, procurement procedures, and budgetary 
timeframes, including but not limited to:  

 
Set-up the grant award in Department/Commonwealth systems, including:  

 
a. provide budgetary approval to spend grant award;  

 
b. establish proper grant award coding, including funding identifiers and related 

information; and  
 

c. work with the Grant Manager and Project Lead to clearly understand purchasing and 
procurement procedures required with the proposed grant activity.  
 

C. Federal Grant Subaward Requirements 
 
Federal funds awarded to the Department are governed by 2 CFR Part 200, Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards. 
 
The Department acts as a “pass-through entity” when it provides Federal funds to an 
outside entity to carry out part of a Federal program (see 2 CFR 200.74). 
 
The Department has certain requirements when acting as a pass-through entity (2 
CFR 200.331). The Department will conduct the below activities prior to, during, and at 
the conclusion of providing Federal funds to outside entities.  

 

https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
https://www.ecfr.gov/cgi-bin/text-idx?SID=47d598fe7bbc5c6b3797f41285fb90d9&mc=true&node=se2.1.200_174&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=47d598fe7bbc5c6b3797f41285fb90d9&mc=true&node=se2.1.200_1331&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=47d598fe7bbc5c6b3797f41285fb90d9&mc=true&node=se2.1.200_1331&rgn=div8
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1. Determination of Procurement Type  
 
a. Develop a scope of work for the goods and/or services to be procured based on 

the allowable activities of the Federal award. 
 

b. Determine whether the vendors who can provide the scope of work are defined 
as a subrecipient or a contractor, per definitions provided in 2 CFR 200.330. 
 

c. Discuss the scope of work and procurement method with the Department’s 
Bureau of Administration. All procurement activity will follow the 
Commonwealth Procurement Standards, published by the Commonwealth of 
Pennsylvania Department of General Services. 
 

2. Vendors Defined as a “Subrecipient”: Pre-Award Activities 
 
a. Identify in the announcement of funding opportunity/procurement document 

that funds are provided by a Federal entity. Include Federal award information, 
applicable terms and conditions, and any supplemental requirements imposed 
by the Federal Agency awarding the funds. 
 

b. Ensure identified subcontractors/vendors have a Unique Entity Identification 
(UEI) number. 
 

c. Ensure identified subcontractors/vendors are not suspended or debarred by the 
Federal Government. 
 

d. Conduct a pre-award risk assessment using the Pre-Award Assessment Tool 
(Attachment 3-C) as required by 2 CFR 200.331(b). Using the Pre-Award 
Assessment Review Tool (Attachment 3-D), determine if any specific conditions 
should be included in the final contract document, as described in 2 CFR 
200.207. 
 

e. Inform subcontractors/vendors of the applicable terms and conditions and any 
supplemental requirements imposed by the Federal Agency awarding funds. 
 

3. Vendors Defined as a “Subrecipient”: Contract Requirements 
 
a. Federal grant award terms and conditions that apply to subrecipients must be 

attached to the subrecipient contract. 
 

b. Per 2 CFR 200.332(a), the Department as a pass-through entity is required to 
clearly identify to the vendor that they are a subrecipient of Federal funds. The 
Subaward Identification Information (Attachment 3-E) document is completed 
and attached to the subrecipient contract to convey this information. 

 
c. Subrecipients must complete a Federal Funding Accountability and 

Transparency Act (FFATA) form (Attachment 3-F). The Grants Management 

https://www.ecfr.gov/cgi-bin/text-idx?SID=0c35c25a682dfbdb0845a073a6a87d08&mc=true&node=se2.1.200_1330&rgn=div8
https://www.dgs.pa.gov/Materials-Services-Procurement/Procurement-Handbook/Pages/default.aspx
https://www.ecfr.gov/cgi-bin/text-idx?SID=0c35c25a682dfbdb0845a073a6a87d08&mc=true&node=se2.1.200_1331&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=c70780c768c2601460fe7bff85ceae07&mc=true&node=se2.1.200_1207&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=c70780c768c2601460fe7bff85ceae07&mc=true&node=se2.1.200_1207&rgn=div8
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR031321e29ac5bbd
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Office is responsible for submitting FFATA information via the FFATA 
Subaward Reporting System (www.fsrs.gov) to notify the Federal government 
that a subaward has been made. 

 
4. Vendors Defined as a “Subrecipient”: Post-Award Activities 

 
The Department as a pass-through entity is required to monitor the activities of 
subrecipients as listed in 2 CFR 200.331(d). 
 
The Department monitors subrecipients in the following ways: 

 
a. conduct risk assessments of subrecipients upon award of contract, and 

annually thereafter. See Subrecipient Post-Award Risk Assessment Tool 
(Attachment 3-G); 
 

b. create an annual monitoring plan of its current subrecipients based on the 
results of the risk assessments; 
 

c. provide each subrecipient with at least one on-site monitoring visit during its 
contract performance period; 
 

d. on-site monitoring will include elements listed in 2 CFR 200.331(d), and may 
include elements listed in 2 CFR 200.331(e) as needed. See On-Site Monitoring 
Tool (Attachment 3-H); 
 

e. where budget or safety restrictions do not allow for on-site monitoring, remote 
monitoring may be conducted; and 
 

f. a subrecipient that expends $750,000 or more in Federal awards during the 
subrecipient’s fiscal year must submit their single or program audit to the 
Department each year. A subrecipient with less than $750,000 in Federal awards 
may receive additional monitoring. 
 

5. Closeout  
 
Contract end dates must fall within the grant period of performance. No contract 
funded by a Federal grant may be extended beyond the grant’s period of 
performance.   

 
a. Vendors Defined as a “Contractor” 

 
(1) Upon receipt of goods or completion of all activities on the Purchase Order 

(PO), the Department shall follow Property Standards outlined in 2 CFR 
200, to include reporting and/or disposition instructions as outlined in 2 
CFR 200.313 (Equipment) and 2 CFR 200.314 (Supplies). 
 

http://www.fsrs.gov/
https://www.ecfr.gov/cgi-bin/text-idx?SID=c70780c768c2601460fe7bff85ceae07&mc=true&node=se2.1.200_1331&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=c70780c768c2601460fe7bff85ceae07&mc=true&node=se2.1.200_1331&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=c70780c768c2601460fe7bff85ceae07&mc=true&node=se2.1.200_1331&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=e6ec693159b10660d91e5ffb97cfdb06&mc=true&node=se2.1.200_1313&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=e6ec693159b10660d91e5ffb97cfdb06&mc=true&node=se2.1.200_1313&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=e6ec693159b10660d91e5ffb97cfdb06&mc=true&node=se2.1.200_1314&rgn=div8
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(2) Final invoice is due from the vendor 30 days after receipt of goods or 
completion of all activities on the PO. 

 
b. Vendors Defined as a “Subrecipient”  

 
(1) Final reporting from subrecipients is due 30 days after the contract end 

date. Final reporting may include final invoice, final performance report, 
and any deliverables identified in the scope of work and/or the special 
conditions of the grant. 
 

(2) The Department will liquidate any remaining funds commitments after 
reporting has been submitted and the final invoice has been paid. 
 

(3) Contracts in which the subrecipient acquired equipment or supplies will 
follow reporting and/or disposition instructions as outlined in 2 CFR 
200.313 (Equipment) and 2 CFR 200.314 (Supplies). 
 

(4) In situations where excess funds have been received by the subrecipient, 
the Department will follow closeout requirements found in 2 CFR 200.343. 

 
D. Sustaining Grant Activity 
 

1. Sustaining grant activity beyond the life of a grant award is to be discussed in the 
application and planning phases. The Grants Management Office will supervise 
sustaining the grant activity. Key considerations include:  

 
a. determine what needs to be sustained; and 

 
b. establish strategy or strategies to develop and implement sustainability. Strategic 

focus extends beyond fiscal ability and also includes everything the Department will 
need in order to achieve project goals including, but not limited to administration 
(personnel, capacity, training) and programmatic (space, technology, time).  

 
2. The Grants Management Office, Project Leads, and Bureau of Administration 

representatives will work in partnership to determine sustainability methods for all grant 
activity.  

 
 
 

https://www.ecfr.gov/cgi-bin/text-idx?SID=e6ec693159b10660d91e5ffb97cfdb06&mc=true&node=se2.1.200_1313&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=e6ec693159b10660d91e5ffb97cfdb06&mc=true&node=se2.1.200_1313&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=e6ec693159b10660d91e5ffb97cfdb06&mc=true&node=se2.1.200_1314&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=e9c89dea21962271c88697af6a628950&mc=true&node=se2.1.200_1343&rgn=div8
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Automated Counties - Counties that maintain an automated system in order to manage 
prisoner records. They submit statistical data to the Department in an electronic format. 
 
Available Beds - Refers to the number of currently unoccupied, usable beds, which are 
available for occupancy. With the exception of inmates on furlough status, a bed shall be 
considered available if the offender is on WRIT or other Authorized Temporary Leave for more 
than three days. 
 
Cell - A secure, lockable room equipped to house one or two persons. 
 
Central Office Staff - Individuals employed by the Department who are assigned to the 
Department’s Central Office. 
 
Committed Population - Inmates legally sentenced to confinement under the jurisdiction of the 
Department. 
 
Computer Services Division- Division of the Department’s Bureau of Administration located at 
Central Office. Responsible for the maintenance of the Local Area Network and providing 
hardware and software support to the Office of PRSG as it pertains to the County Prison and 
Jail Data System. 
 
County Administrator - An individual who is employed by his/her respective county to manage 
and maintain county prisons and jails. 
 
County Data Automation Analyst - An analyst within the Computer Services Division who is 
responsible for maintaining the Local Area Network and providing automation support for the 
County Prison and Jail Data System. 
 
Custody Level - The degree of staff supervision and control necessary to monitor the behavior 
of an offender. Custody levels range from level one (community corrections) to level five 
(maximum). Custody levels are determined secondary to evaluating each offender on the 
Pennsylvania Additive Classification Tool, an objective, behavior-driven classification 
assessment. 
 
Daily Roster File - A file electronically collected from automated counties on a daily basis to 
create a statewide roster file of all individuals housed in county prisons and jails at the time the 
data is transmitted. The purpose of creating this file is to allow criminal justice agencies to locate 
individuals in county prisons and jails statewide.  
 
Data Elements - The specific information the Department is collecting from county prisons on 
sentenced and unsentenced prisoners.  
 
Department - The Pennsylvania Department of Corrections. 
 
Diagnostic and Classification Center (DCC) - A housing unit or group of cells designated for 
inmates who have not been classified or are in the process of being classified. 
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Dormitory/Cubicle/Room - An open living area designed to house multiple persons in 
numerous beds. 
 
Drug & Alcohol Unit (D&A) - A housing unit or group of cells designated for inmates assigned 
to drug and alcohol treatment, including those inmates living in a therapeutic community. 
 
Emergency Beds - Beds that are created in response to an emergency situation. These are 
beds that are placed in areas such as a gymnasium, to respond to an imminent housing 
emergency. The physical characteristics of these housing areas would typically not meet policy 
requirements. 
 
Encumbered Space - Refers to the square footage occupied by furniture and fixtures within a 
housing unit. 
 
Facility - The use of the term “facility” or “facilities” refers to all State Correctional Institutions, 
State Regional Correctional Facilities, Motivational Boot Camp, Community Corrections 
Centers, and/or the Training Academy. 
 
Facility Manager - The Superintendent of a State Correctional Institution, State Regional 
Correctional Facility, Motivational Boot Camp, Regional Director of a Community Corrections 
Center and/or the Director of the Training Academy.  
 
Facility Population and Capacity Coordinator - An individual designated by the Facility 
Manager to oversee the preparation and submission of the Monthly Population and Capacity 
Report. 
 
Facility Security Level - Refers to the overall security level of the facility based on an 
assessment of the perimeter security level and the housing unit security level which accounts for 
the majority of the facility capacity. When a difference emerges between the perimeter and the 
majority housing unit security rating, the facility security level shall assume the perimeter 
security level. Facility Security Levels range from community (security level one) to maximum 
(security level five). 
 
Furlough Status - An officially approved absence from a Community Corrections 
Center/Contract Facility for a definite period of time to a specific location. 
 
General Population Status - Inmates not housed in a “restricted” or “specialized” housing unit. 
 
Housing Unit - All living areas specifically designed and constructed to house inmates (cells, 
dormitories, cubicles, rooms, modular units, Community Corrections Centers, etc.). 
 
Housing Unit Operational Security Level - The security level at which the housing unit is 
being operated based on staffing or procedural modifications. Housing Unit Security Levels 
range from minimum (security level two) to maximum (security level five). 
 
Housing Unit Rated Security Level - Refers to the physical characteristics of the housing unit 
based solely on construction criteria. Housing Unit Security Levels range from minimum 
(security level two) to maximum (security level five). 
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Infirmary - A housing unit designated to provide housing for short-term medical admissions for 
sub-acute and convalescent care needs, physical examinations, diagnostic testing procedures, 
first aid and basic life support intervention in emergency situations. 
 
Local Area Network (LAN) - A personal computer based system that links numerous personal 
computers together to allow information sharing. There is a LAN physically housed at the 
Department that allows automated counties to dial into and upload information. Statewide 
county prison and jail data is located on this LAN. 
 
Maximum Bed Capacity - Includes temporary beds, this is for internal Department purposes 
only and shall not be distributed. 
 
Mental Health Unit (MHU) - A housing area or group of cells designated for inmates confined in 
a facility-based MHU licensed by the Pennsylvania Department of Welfare, Office of Mental 
Health. 
 
Monthly Population Report - A comprehensive report prepared by the Office of PRSG which 
contains Department population and capacity levels. 
 
Monthly Report - This report is collected from non-automated counties on a monthly basis. It 
should be mailed no later than the fifth day of each month. It shall be reported on forms provided 
by the Department. The data reported shall be the same collected on the Monthly Snapshot File 
from automated counties.  
 
Monthly Snapshot File - A file collected on a monthly basis from automated counties that is 
due on the first day of each month.  
 
Non-Automated Counties - Counties that do not maintain an automated system to manage 
prisoner reports. They submit statistical data manually, on forms provided by the Department. 
 
On Writ/Authorized Temporary Absence (ATA) Status - Refers to the number of inmates 
who are temporarily released to other criminal justice authorities for transfer to court or other 
various entities. NOTE: inmates who are WRIT or ATA status in excess of 90 days should be 
reflected as “Other Status.” 
 
Operational Bed Capacity - The optimal number of inmates that each facility can house based 
on a number of factors. In addition to the cell size and security level, operational bed capacity 
takes into consideration availability of inmate employment or programming, support services, 
and facility infrastructure.  
 
Other Population Status - Inmates who are temporarily released from Departmental 
confinement for a variety of reasons other than WRIT or ATA (bail, psychiatric hospitalization, 
and unauthorized releases or escapes.) This includes inmates who have been on WRIT or ATA 
in excess of 90 days. 
 
Outside Hospital Status - Refers to inmates who are confined in an “outside” hospital for 
medical treatment, excluding inmates housed in a state psychiatric hospital. 
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Perimeter Security Level - The physical characteristics of the facility perimeter, ranging from 
minimum (security level two) to maximum (security level five). 
 
Physically Present Population - Inmates physically present in a Department facility at any 
given time. 
 
Planning, Research, Statistics, and Grants (PRSG) - The office responsible for managing 
and coordinating research and statistical reporting for the Department. PRSG maintains a 
variety of key databases on facility operations and inmate populations. PRSG provides 
Department decision makers with research and analysis used in formulating Department policy 
and evaluating programs. 
 
Restricted Housing Unit (RHU) - A housing area or group of cells designated for inmates 
assigned to Disciplinary Custody (DC) or Administrative Custody (AC) status as defined by 
Department policy DC-ADM 801, “Inmate Discipline” and DC-ADM 802, “Administrative 
Custody”. 
 
SCAN Summary Analysis Report - SCAN is designated to take a very broad monthly 
snapshot of several data elements for each facility. This snapshot creates a pattern or baseline 
and represents the normal climate for each facility. This data is reviewed monthly to identify 
patterns or variations from the monthly norms for each facility. 
 
Security Level - Refers to the physical characteristics of the housing unit and facility perimeter 
as well as operational procedures intended to prohibit, impede, or control inmate movement or 
enhance the ability of staff to observe and control the inmates. Security levels range from Level 
one (community corrections) to level five (maximum). 
 
Sentenced Prisoners - Defendants sentenced by a Court of Record or the Minor Judiciary 
(District Magistrates, Justices, etc.) to serve a sentence in a county prison or jail. 
 
Special Needs Unit (SNU) - A housing area or group of cells designated to provide a safe and 
secure setting and specialized treatment services for inmates identified as being unable to 
function in a general population housing unit including but not limited to: diagnosed mentally ill, 
emotionally unstable, mentally retarded, and physically or developmentally challenged. 
 
Specialized Housing Unit - A housing unit designated for select offender populations including:  
Restricted Housing Units (RHUs), Drug and Alcohol (D&A)Units/Therapeutic Communities, 
Diagnostic and Classification Centers (DCC’), Special Needs Units (SNUs), Mental Health Units 
(MHUs) and Infirmaries. 
 
Standard Codes - Codes which have been developed for use in the county prison statistics 
system. Automated counties may use their own codes for in house purposes however they must 
be converted to the standard codes prior to data transmission to the Department. All non-
automated counties must use these codes on the standard forms. 
 
Temporary Beds - Those beds that were created in excess of the Design Capacity. Minor 
enhancements are made to the physical characteristics of the housing area in order to bring it 
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into compliance with policy requirements. An example would be a room, such as a TV room, 
that is converted into a dormitory to house inmates. 
 
Unencumbered Space - Cell space (square footage) realized when the square footage 
required by fixed furniture and plumbing fixtures is subtracted from the total cell/room/cubicle 
square footage. 
 
Unsentenced Prisoners - Individuals who are not formally sentenced and are being detained in 
a county prison or jail. Examples of unsentenced prisoners include those held for trial, hearings, 
material witness, or by various Federal/State/Police authorities. 
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