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GEO CHESTER

. GENERAL INFORMATION

A. PREFACE:

Welcome to GEO Chester. This handbookhas been developed foryour benefitand guidance.
The rulesand regulations containedin thishandbook do not cover all situations that may arise,
but rather serve as a basic guideline. Itwill provide the basic information you will need to know
while residing at Chester Facility. These rules and regulations are subject to change. When
changes are made, you will be properly notified. If you have any questions regarding the contents
of this handbook, ask a staff member for assistance.

Our goal is to effectively superviseand assist with your re-entry back home. Our staff in
collaboration with Parole, will provide assistance with employment, vocational services, housing
and counselingservices. All reentrants are afforded the same services, regardless of race,
religion, gender, disabilities, or political views.

Itis our responsibility to offerthe highest quality of servicesin the area. This mission cannot be
accomplished without your commitment to the program. Please take time to read

B. RECEPTION/ORIENTATION PROCEDURE:

Upon arrival you will receive an Intake package. This package providesgeneral facility
information that will be useful until youreceive your orientation by a case manager. During the
intake process, you will be asked pertinentinformation about you, as well as, asked to sign
various acknowledgementforms. You will also receive a tour of the facility and informed on
appropriate ways of conducting yourself.

During the first 24 hours of arrival, all residents are placed on COMPLETE and have ho movement.
A case manager will meetwith you within 24 hours of your arrival. During your meetingthe case
manager will review the rules and regulations of the program and answer any questionsyou
may have. The followingare some of the topics that will be covered during your orientation
period:

e Program Rule and Regulations

e Expectations

e Assessment & Development of Individualized Program Plan

e DailySchedule

e LifeSkillsProgram

e Treatment Services

e Phase System

e Accountability

e Resources

e PREA

e ReleasePlans
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. SECURITY PROCEDURES AND REGULATIONS

A. IDENTIFICATION

Upon arrival you will be issued a GEO Identification Card. This ID card must be worn at all timeson
the shirt or outer garment affixed to the collar or chest area, above your waist. Residents are not
permitted outside of theirrooms and cannot receive staff services without theirID card. YourID
card is also required when enteringand departing the facility. If you lose your ID card, you will
not be allowed to leave the facility until you purchase a replacementcard for $5.00. D cards are
color coordinated based on your classification. Priorto your release, you will be required to return
your ID card.

B. DRESS CODE:

Allresidents are required to maintain appropriate personal hygiene. When movingaround inthe
facility, residents must be fully dressed with shirts, pants, shoes or sneakers. Clothingwithdrug

or alcohol slogans, gang connotations, profanity or sexual implications are not allowed. Wearing
a hooded sweatshirtsand/or sweater, with the hood up on the headis not permitted.

The followingpersonal attireis not acceptable outside of your living area or bathroom:

e No hats, hoodies, head rags, or skull caps are to be worn in the buildingat any time, except for
religious purposes.

e Nosunglassesare to be worn inside at any time, unless prescribed by a medical professional
with written authorization.

o Noslippers, flip flops, and all opentoe shoes.

e No tank tops are to be worn in the common areas of the facility.

e No gang related clothing, jewelry, or other paraphernalia is allowed

Staff may require a resident change clothes or adjust what he is wearing, ifit is deemed
inappropriate.

C. INDIGENT CARE:

Reentrants inthe program are provided with basic needs assistance if they are without individual
means or family support. Postage assistance, envelopes, toothpaste, soap, toothbrush, shampoo,
comb, towel, washcloth are available for Reentrants who require such assistance. Requestsfor
indigentservices should be forwarded from the reentrant’s Case Manager.

D. PERSONALPROPERTY:

Upon arrival you will be assigned a locker and a lock to secure your personal belongings. When
bringing, receiving or removingany personal property you are required to update your personal
inventory form. Your property should be storedin your locker. Upon leavingyour housingarea, it
is your responsibility to make sure your personal items are secured and locked.
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Personal clothingis limited to (5) sets of clothing, three (3) pairs of shoes, one (1) pair of shower
shoes, one (1) coat, pajamas and undergarments. All clothing must fitneatlyinto your locker.
Shoes must be aligned under the side of the bed, withthe toesfacing out. When bringing,
receiving or removingany personal property you are required to update your personal inventory
form. All property overthe stipulated amount or identified as not authorized, will need to be
removed from the facility. Staff will allow for you to make arrangements to be send the excess

home. Failure to comply will lead to confiscation.

Residents are allowed to have a small clock radio, religious text, books and magazines. However,
hygiene or personal items stored in glass containers or containing alcohol are prohibited.

You are solelyresponsible for your personal property. We suggest that you do not bring any
valuables or items of sentimental importance into the facility. Any property confiscated for
disciplinary reasons will be retained by the Operations Manager or designee until properly
destroyed. GEO Chester will not be responsible forany property lost, stolen, abandoned,
damaged or destroyed.

All property not authorized for retention will be confiscated and the reentrant will be givena copy
of the confiscationslip. The property will be retained in storage for 7 days so the reentrant may
designate and arrange for someone to pick up his/herunauthorized property.

Property remaining at GEO Chester after a reentrant departs (exceptfor absconders) will be
inventoried and retained for a period not to exceed 30 days. Reentrants who abscond forfeit
their rights to their property.

The Operations Manager or his/herdesignee will contactthe reentrant’s designee listed on the
personal property form requestingthey pick up the reentrant’s property.

Allapproved items are listed below; anything else will be considered contraband and confiscated.
Reentrants may not exceed the quantities for each item listed below.

QTY | ITEM QTY | ITEM
5 Trousers or Jeans 1 Personal WeddingBand
5 Shirts, dress or polostyle 1 Wrist Watch
7 Shirts, tee or crew neck w/o imprint 1 Pair Prescription Eyewear or Contacts
2 Sweatshirts with/without hood 1 CleaningSolutionKit (eye care)
2 Sweatpants 1 Medal or medallionw/ chain (small)
1 Jacket 1 Religious Headgear
7 Undershorts (boxer or brief) 1 Religious Text
7 Pair Socks (white or assorted color) 1 Hair Brush
3 Handkerchief (white only) 1 Comb
2 Pair Pajamas 1 Wave Cap (Bedroom wear only)
2 Pair Shoes or Boots 1 Set Dentures (if required)
2 Pair Sneakers or AthleticShoes 2 ProstheticDevices (if required)
1 Pair ShowerShoes 12 Personal Pictures (non-explicit)
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Soap Dish Books (hard or paperback)
Bars Soap Magazines (non-explicit)
Toothbrush w/ holder Radio (battery op only)
Tubes Toothpaste Batteries (AA or AAA)

Bottles Shampoo or conditionerrinse

Sheets (Facility issue)

Containers Deodorant (non-aerosol)

Blanket (Facility issue)

Cans Shaving Cream (non-aerosol)

Pillowcase (Facility issue)

Single edge disposable razors

Pillow (Facility Issue)

Bottle Skin Lotion (non-alcohol)

Combination Lock (Facility Issue)

ContainerBody Powder

Smart Phone (Cell Phone)
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Tablet/Laptop
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Mesh or Clear back pack — no zippers

Items Not Permitted

E.

Any tobacco products, matches, lighters

Glass or ceramic items

LIVING AREA/UNIT CLEAN-UP:

Upon arrival, you will receive an assigned room, bed and locker. Reentrants must be properly
dressed whenin their living quarters. This includes when sleeping. The authorized changing area,

is your bathroom. You are not to switch bed assignments without approval of the Asst Director or

Shift Supervisor. Special consideration will be givento those individuals with special medical
needs. All reentrants are requiredto keep theirrooms and bathroom clean, neat and free of
clutter. Cleaningsuppliesare available for you to sign out at main reception.

Reentrants are allowed to decorate their living area with personal belongings aslong as the items
are not considered offensive and do not cause damage to the facility. Windows and wallsare to
remain free of all obstructions.

The followingstandards are required to maintain your personal area:

e Allbedsshall be made and rooms clean by 8:00am or before leaving the facility. On weekends
and holidays, the beds are to be made by 10:00am. On weekdays, you are not permitted to
lay/sleepinyour bed, betweenthe hours of 8:00am and 2:00pm. Exceptions for work

schedules must be made through your case manager.

e The bedisto be made in the following manner: sheets tucked under mattress, blankettucked

over the sheet, pillow in pillowcase at head of bed

e Allwindowsills, base boards, and floors will also be checked for cleanliness

e Nothingstored on the bed or under the mattress.

e Nofood ordrinks — except water —are allowedinyour livingarea. Only one (1) water bottle
per person.
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e Besidesyourshoes, the onlyitemallowed underyour bedis the plasticstorage bin (Facility
issued), the onlyitem that reentrants are permitted to hang on the bedpost isa mesh laundry
bag.

e Towelsand wash cloths are to be neatly folded on the bed rail at the head of the bed.

e Bathrooms are to be keptclean at all times, this includes the shower, tiles, sink, commode and
floors.

e Personalalarm clock radios are permittedinthe facility; however, noise levels must be kept
to aminimum. Televisionsand high-ticketitemsare not permittedin the facility.

All reentrants are required to maintain the upkeep of the facility. Thisincludesyour personal
area, common areas [diningrooms, multi-purpose areas, lobby, hallways, etc.], as well as the
exteriorof the facility.

You may be assigned a job function/chore, to assist in maintaining the facility; a job functionlistis
posted on the bulletinboard. Job functionsinclude, but are not limited to: kitchen details,
laundry, yard work, and housekeepingduties. If you are not employed on a full-time basis, orif
you are on restriction you will be subjectto an in-house work assignment when not engagedin
programmed activities.

Linen /Laundry Services

Upon arrival each residentisissueda complete setof bed linens [two sheets, pillow case and
blanket]. During your placementyou are responsible forlaunderingyour linen weekly. The facility
is equipped with coin operated washing machines and clothesdryers. Provisions will be made for
indigentresidents. See your case manager for more details.

Upon discharge you are financially liable forthe return of all linensreceived duringintake.
Inspections

A safety and sanitationinspection of your housing unit will occur daily to ensure that your
personal areas are clean and safe. Staff will alsoinspect your work upon completion of daily
chores. You will be asked to clean your personal area and/or complete your assigned chore prior
before beingallowed to sign out of the facility.

Facility Curfew

All residents are to be awake, out of bed no later than 7:30am weekdays and 9:30am on
weekends and holidays. Alllightsare requiredto be on from 8am - 8om — Monday thru Friday.
The only exceptionto this ruleis for residents who return to the facility from work after 11:30
p.m. the previous night. Residents returningafter 11:30 p.m., will be allowed eight hours from the
time they return to the facility before havingto be out of bed.
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Lights Out

Alllights off inall rooms at midnight, Sunday through Thursday and no later than 1:00 a.m. on
Friday and Saturday.

The dining hall and day room is off limitsat 11:30 pm Sunday through Thursday and 12:30am on
Friday and Saturday.

F. Smoke- Free Facility

GEO ChesterRRC is a smoke free facility. Tobacco or simulated smokingitems, cigarettes, etc are
considered contraband and are not allowed in the facility.

Any violation of the tobacco/smoke free policy # 1000.03 isalso a violation of the PADOC
universal set of rules # 20 will resultinan infraction beingissued and the appropriate sanction
administered.

G. Meals

We offerthree (3) meals per day. Residentsare not allowedto bring food, beveragesor
condimentsinto the facility. If you require a special diet for medical or religious purposes see
staff to complete the appropriate paperwork. Accommodations will be made accordingly.

Meals are provided for residents that have authorized movementfor work, job search, medical,
treatment, and official business during meal times. Bag breakfast and lunches are available for
residents to take with them, prior to leaving the facility in the morning. Dinner trays will be saved
for those residents that will be returningto the facility from work or treatment after dinner hours.

Food and beverages are only allowedin the Dining Room. This includes any snack/drink purchased
from one of the vending machines. Any food, beverage or condiments found outside of the dining
room is considered contraband and will be confiscated. When using the Dining Room, be
considerate of others by observinggood table manners, and cleaningthe microwave and tables
after use.

H. COUNTS:

Counts are made several times daily at random and as scheduled. There are three (3) standing
counts per day. During the standingcount you are required to stand next to your bed. In orderto
accurately complete this activity, reentrants are requiredto return to their housingarea inan
orderly and timely fashion and remainin theirroom until count is cleared. Reentrants who are not
in theirassigned rooms are out of place for count. During counts no oneis permittedto signin or
out of the facility.
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. URINALYSIS:

Urinalysis will be done on a random basis. Urinalysis will be collected as required by our contract,
upon suspicion and late return from approved movement. Reentrants directed to submit a urine
sample will have two (2) hours to comply. Refusal to submit a urine sample withintwo (2) hours
will resultinthe appropriate action taken. All positives urinalysisreports will resultina
disciplinary report.

J. ALCOHOL BREATHALYZER TESTING:

Alcohol testing will be done each time you enter the facility. Alcohol testingis a requirement of
the agenciesthat assign Reentrants to Chester Facility. Reentrants directed to perform a
Breathalyzertest must immediately submit. All POSITIVE results will reports will resultina
disciplinary report.

K. SEARCHES AND SEIZURES:

Searches of persons, personal areas and the facility as a whole may be conducted at any time
without notice, for the purpose of controlling and preventing the introduction and concealment
of contraband. Items that are not the property of the person beingsearched will be confiscated
until such time as proper ownership may be determined. Anyitem deemed inappropriate by staff
can be confiscated.

Staff will routinely, randomly or upon suspicion conduct searches of persons, personal areas,
and/or the entire facility. You shall follow the directions given by the staff member conducting
the search. Refusal to submit to a search or interferingwith search in progress will resultin
disciplinary actionand may resultin termination.

All confiscated contraband will be placed on a property custody receipt, and referredto the Asst
Director/Security for further processing.

Pat Searches

All persons enteringthe building will be required to clear a metal detector and subjectto a pat
search.

When you are pat searched, you must:

1. Remove all outergarments (jacket, coats, etc.)

2. Empty all contents from your pockets and place themin the “Property Bin.”

3. Stand still with your feetapart and arms extended outward, palms upward, and remain
motionless duringthe search procedure.

4. Remove shoes and hand them to the inspecting security monitor.
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Pat searches can occur at any time and in any area of the facility by staff.

Strip Searches

1. Strip searches shall only be authorizedin the eventof reasonable suspicioninclusive of, but not
limited to upon finding of contraband, appearing under the influence, when scentsearch (K-9)
provides a positive indication. Strip Searches are only to be approved the Assistant Director-
Security or Facility Director and/or Referring Agency.

2. Reentrants will be instructedto strip completely. The strip search shall be conducted in a private
environmentwith at least 2 staff members presentand performed by staff of the same sex.

3. Allstrip searchesshall be thoroughly documentedin the Facility Strip Search Log Book and both
Staff Member conducting the search shall initial the Log Book indicating that they were present
for/conducted the search

Searches of Housing Units

Staff will routinely conduct searches of housing units. When conducting the search, all
precautions will be taken to avoid damage to any items. Reentrants do not have to be present
for staff to search your area nor do they have the right to refuse a search of their property.

Shakedowns

To ensure a drug-free and clean environment, a general shake-down will be conducted on a
random basis. Shakedowns may include the use of K9 drug detection unit. For safety precautions
this procedure may be done withoutyou being present.

L. CONTRABAND:

Contraband is defined as a product, substance, or material that is illegal,immoral, ora violation of
DOC, PBPP, and ChesterHall regulations. All contraband will be confiscated and discarded as
deemed appropriate by Management. Examples of contraband include but are not limited to:

e Weapon(s)or any instrumentthat could be used as a weapon

e Narcotics (illegal streetdrugs & paraphernalia)

e K2Spice, Bath Salts or any other syntheticdrugs

e Bottlesof “Oils” regardless of purpose are not allowed inthe facility.

e Loose smokingor chewingtobacco products

e All prescribed and unauthorized over-the-counter (O-T-C) medications.

e Hygienicproducts withalcohol inthe first three ingredients

e Dietary supplements (protein powder, fat burners, vitamins, power bars, creatine, etc.)
e Candles& Incense

e Halogen filled balloons
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e Glass (Vases, aftershave, or any product or container made primarily of glass)

e Aerosol cans

e [|temsthat have beenaltered

e Scissors or other cutting tools.

e Hand toolsof any type.

e Backpacks or any type of bags with zippers or pockets

e Pornographicliterature and or pictures

e Televisions

e Hand heldvideogames, media players, DVDs, or CDs

e No gamblingparaphernalia, Dice

e Any type of Vehicle Keys (without authorization)

e Food, Beverages, Condiments, Gum & Candy this includes, coffee (instant or regular), tea bags,
condiments, (mustard, mayo, hot sauce, salt, pepper, sugar, sugar substitutes)

e Cups, bottles, etc., containing any liquid of any kind.

e Anyitemidentifiedasbeinginappropriate will also be classified as contraband.

M. AUTHORIZED MOVEMENT-

All movement must be approved by your case manager. All requests for job search, work,
religious passes must be requestedinadvance. However, it should be noted that your movement
may require the approval of a Parole Agent.

SIGN IN / OUT:

Reentrants will not be permittedto leave the Facility unless they are signed out. Reentrants must
sign inand out whenleavingand returning to the facility through the use of the SecurManage
system unless otherwise instructed by staff. No reentrant will leave the premises of GEO Chester
unless his departure has been approved by Facility Director, Operations Manager, or Case
Management Staff.

N. ABSCONDS

If you fail to return to the Facility by your scheduled return time, if you fail to remain at your place
of employment/training program or approved social pass site, if you fail to return from authorized
/pass at the scheduled time, or if you are absent from the facility without authorization, you will

be considered an absconder.

PROGRAM COMPONENTS:

A. PROGRAM SCHEDULE:
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All reentrants are required to follow the posted schedule in their room. Reentrants will awaken
and prepare for the daily schedule, to include personal hygiene and sanitation chores. Reentrants
who are stipulated to participatein life skills groups are attend all scheduled sessions.

B. CASE CONFERENCE:

The GEO Chesterstaff conducts weekly staffing. During these sessions your case manager and
your Parole Agentwill conferon your progress or lack of progress in complying with program
expectations. Based on your individual circumstance, you may be asked to participate.

C RULES OF BEHAVIOR

During your placement, it is expected that no person be shown less than full respect at all timesin
all places. Allresidentstransferredinto GEO Chesterwill be held responsible foradhering to rules
and regulations that govern the facility. Certain rules may overlap with Community Corrections -
Universal Set of Rules identified by the PADOC and PBPP.

D. SANCTIONS AND DISCIPLINARY ACTION

Allrule violations will be addressed in accordance with Community Corrections — Universal Set of
Rules— Response Matrix. Resident’sthatviolate any rule identifiedinthishandbook or the
Universal Set of Rules are subject to disciplinary action, including termination.

Allrule violations will be reportedto PADOC and PBPP. Major infractions will resultin a parole
conference or unsuccessful discharge. Minor rule infractions usually result inan In-House
sanction. Sanctions for minor infractionsinclude, but not limited to: verbal reprimand, extra
detail, writingassignment related to the infraction, loss of social passesand AOD-treatment
contract. However, residentswith repeatedinfractions who establish a pattern of ongoing
behavioral issues and do not demonstrate that they are respondingto clinical interventions will
be referredto a parole conference.

Merit/Demerit System/USOR

This systemis usedto encourage positive behaviors exhibited by residents as specified by the
Resident Handbook. A meritis a positive affirmation given by any staff member for behavior
and/or conduct of the residentthat is considered positive. This may be special projects,
achievements, orsimply consistency in program participation. Residents may be givenan extra
hour on a social pass or some other form of reward. A demeritis a negative affirmation given by
any staff memberfor behavior and/or conduct of any residentthat is not inaccordance withthe
social expectationsand/orprocedures of the center.

Residents who incur a minor infraction will be subject to a center informal resolution meeting.
This meeting will address the infraction. Based on the severity of the infractionand the number
or previousinfractions, the reentrant will be sanctioned according to the USOR matrix.
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Seriousinfractions and/or multiple infractions will be referred to PBPP for action.

Program Rules

e Complywith allrules and request of GEO Chester

e Presentationto others should be respectful and courteous

e Respect the needs of privacy of other residents

e |D must bevisual and worn above the waist at all times

e Maintain appropriate personal hygiene

e Alljob functions/choresare to be completed properly — residentrooms and common areas are to
be keptclean at all times

e Obtain staff approval before leaving the facility and properly signin and out

e Callthe facilitywhenrequiredto do so

e Must be on time for all Case Manager meetingsand groups

e No walkingout of scheduled activities without staff permission

e Followvisitorpolicy and ensure guests follow visitor policy

e Nodrugs or alcohol

e Expired medicationsand loose pills are not permittedin the facility

e Stealingwill not be tolerated

e Noresidentwill exertcontrol over another resident

e No feeton furniture or tilting back on chairs

e No physical violence

e No threats of physical violence

e Nosittingon stacked chairs

e No profanity

e Noyellinginthe facility

e No talkingon cell phones in hallways, multi-purpose room, or diningroom. No answering, texting
or talkingon cell phone during individual or group meetings.

e No entry intoanother resident’sroom

e No talkingon another resident’s cell phone

e Norunninginfacility

e No litteringin or outside of facility

e No wearingof hats of any typein the facility unless related to religious attire

e No wearinghoods up (hooded sweat shirts, sweaters, or coats)

e Head rags worn in rooms only

E. GRIEVANCE PROCEDURES:

Reentrants experiencing problems with the program may seekresolutionin an equitable, non-
punitive manner, with no adverse repercussionsto the reentrantor his status inthe program.
Grievance forms shall be available in Day Room. Reentrants shall complete the grievance form
and place it in the grievance box for the Grievance Coordinator who will disseminate ittothe
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appropriate staff for a response. The grievance shall be mediated within 72 hours at the lowest
level possible. If the lowest level possible fails to resolve the matter, the grievance shall follow the
chain of command (i.e., Case Manager Supervisor). Grievances will notinterfere with a reentrant’s
status or progress inthe program.

F. REENTRANT SUGGESTIONS:

Reentrants may make suggestions and express concerns about the program by way of a
suggestion box. The Counselor’s will review these issues weekly and respond publicly to the
Reentrants in the announcement part of the House Meeting.

PROGRAM SERVICES
A. Case Management

Upon admission, every reentrantis assigned a Case Manager. This staff member is responsible for
managing and monitoring the reentrant’s program participation. The assigned Chester Case Manger will
help the reentrant identify special needs such as, legal, vocational training, interpersonal relationships,
mental health, financial etc. The Case Manager develops an individual treatment planwiththe reentrant,
provides individualand group counseling to monitor goal attainment, along with program participation,
and makes case presentations on Reentrants to the treatment team on an as needed basis. The Case
Manageris the reentrant’s primaryliaisonto the variousdepartments at the facility.

B. INDIVIDUAL COUNSELING /TREATMENT PLANS:

Reentrants may seetheir Case Manager uponrequest and according to staff response but are expected
to learn from peerinteraction, educational seminars and group therapy. Case Managers will meet with
individuals a minimum of twice a week to review their individual treatment plan, to discuss any issues
that may arise, and to follow up on goal achievement. During the mandatory individual counseling
sessions the reentrant should be made aware of his progress or lack of progress through the review of
his monthlyevaluations.

Individual treatment plansare developed with the reentrant followingtheir arrival at Chester
Facility. Followingageneral explanation and discussion of the plan in the initial intake orientation,
areas are identified and discussed, and then measurable and obtainable goals are declared. Each
reentrant shall have the opportunity to have inputinto planning, problemsolvingand the
decision-making processinvolvedinthe plan. Reentrant must approve any changes to the plan.

C. EMPLOYMENT:

All reentrants are expected to secure full-time, unless physically disabled. Job Search is
permitted up to (5) days per week. If unable to secure employment afterfour weeks of job
search, the Case Manager will addressjob search difficulties; develop a plan of action and assist
the reentrant to gain employment.
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When searching for employment the following guidelines must be considered:

e Employmentis permitted withinthe 3-County area (Chester, Delaware and
Montgomery).

e AllPBPP Reentrants are restricted to the city-limits of Philadelphia, Bucks unlessa
travel permitis issued by your parole agent to work those counties.

o Allemploymentshall be with bona fide employers havingaccurate streetaddresses
and telephone numbers for contact.

e Wages shall be paid on a recurring schedule and provided by check to the reentrant.

e Checks must have stubs indicating hours worked, pay rate, wages, days of work, hours
worked, net pay and any deductions.

e Schedulesshall be submittedto your case manager in advance to schedule movement.

e Overtime will not be scheduled/worked without approval of Case Managers.

e You will go directlyto and from your work site, no stops.

e |tisthe responsibility of all Reentrants to notify their Case Manager any missed days of
work. If you miss work due to illnessorinjury, you must provide documentationto
your Case Manager.

e If you do not have avalidreason for not attendingyour scheduled work day,
progressive disciplinary action will be taken.

e Ifany questionshouldarise inreference to what is permitted while on work release,
contact your Case Manager or Case Manager Supervisor.

e You may not be or have another reentrant as your subordinate or supervisor. You may

not have contact with or work with or for, your codefendant.

e You cannot be supervised by any person currently on probation or parole.

o Allrulesof GEO Chester apply whetheryou are in the building or inthe community.

e Contact withthe victim or victim’s family of your crime is strictly prohibited.

e If there are ever any concerns for your physical safety in your place of employment you
are expectedto assume the responsibility of notifying youremployerand the GEO
Chesterstaff. Any problemsexperiencedinthe communityor in the work
environment should be discussed with the GEO Chester staff.

e You will not supply your employerwith false information.

e You must signout and in at the Security desk before departure and upon arrival. Itis
your responsibility to verify your status before attempting any other movement.

e Reentrants whose employmentrequiresvarious job locations must be accountable at
all times.

e Ifyou finishwork before your scheduled shift has ended or there is no work, you are to
call the facility and tell Case Manager that you are in route. You will have your
prescribedtravel time, or adjusted time from your location. You must return directly
to the facility.

e If youfindyou are going to be late in returning, you must notify the facility
immediately (610-872-0511). Job or schedule changes must be called or faxedin by a
supervisor.

e Nodrivingis permitted withoutthe prior approval of the Director and your parole
agent. You must have avaliddriver’'slicense, current registration card, valid
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inspection, and validinsurance. Any change in status must be reported immediately.
Allvehicles will subject be search if parked on facility premises. It is your responsibility
to have acceptable transportation to and from work. Hitchhikingis not acceptable.

e Random job checks will be done by the GEO Chesterstaff. If any deceptionisnoted,
disciplinary action will result. You must go directly to and from work with no stops
unlessauthorized by the GEO Chester staff.

e Ifyouare injuredat work it must be reported to your employerimmediately. You
must complete an accidentreport with your employerand a copy to be brought for
your Case Manager and Case Manager Supervisor. Failure tocomply will resultin
disciplinary action.

e If you are terminated from employmentyou must notify the GEO Chester staff
immediately. Termination with cause may leadto a misconduct citation.

D. SCHOOL/ VOCATIONAL TRAINING:

During the process of developing the Individual Treatment Plan, the primary counselor will assess
the reentrant’s aptitude and interests, and determine if the reentrant has marketable work skills.
In the eventthe clientisin need of vocational training it will be included inthe prescriptive plan
with a time frame for participation. The time frame will be determined by the length of the
training program, how near a reentrant isto release, and what he needsto qualifyfor the
vocational program. If applicable, the reentrant may be referred to an approved program.

E. COMMUNITY SERVICE:

Community Service is a mandatory component of this program. All Reentrants are requiredto
complete 10 hour of community service per month. Community Service hours will be monitored
by your Case Manager. Participatingin a community service activity affords you an opportunity to
gain job experience, network and give back to the community.

F. FISCAL RESPONSIBILITIES:
All employed Reentrants are required to turn in copies of your paychecks on payday along witha
money order for 20% of your net pay. If you receive yourwages on a debitcard, you are to obtain

a moneyorder for 20% of your netPay and submitit with your pay stub.

Fines, restitutions, and court costs will be paid by the reentrant as sti pulated by the State Parole,
and counties courts where the crime was committed.

UNACCEPTABLE TRANSFER OF MONEY BETWEEN STAFF AND REENTRANTS:

At no time shall there be any monetary transactions/money transfers between staff, volunteeror
another reentrant.

G. PHASE MOVEMENT:
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Case Managers move reentrants along the phase system depending upon behavior, learned information,
and program participation.

PHASE | — ORIENTATION:

Orientation Phase will last up to seven days. This phase will consist of a program orientation
period, assessment and evaluation, treatment programming, and ID collection. Reentrants will be
moved out of this phase once there has been retention of the material presented and adequate
time to assessthe individual’s needs. Social passes forthis phase are limited toone 4 hour pass
for personal items.

PHASE Il — JOB SKILLS/JOB SEARCH/EDUCATIONAL:

These phases allow reentrants to job search, work and participate in educational/vocational
opportunities. When Reentrants have obtained gainful employment, they are mandated by the
Department of Corrections standards to pay 20% of their net wagestowards rent, 10% towards
theirsaving and pay additional fundsthat is agreed by county courts agreement for their court
cost and fines, penalties or restitution). Progressionfrom Phase Il to Phase Ill will be based on
continued employment or participation in vocational/educational program and compliance with
all required programming.

PHASE Ill - EMPLOYMENT/REINTEGRATION:

This phase consists of those who have been working consistently or attending an accredited
school. Individualsin Phase lll will work full time outside the facility or attend school full time..
Reentrants will also be required to meet with their Case Managers two (2) times per week. Social
passes for this phase are determined by your case manager and supervising parole agent.
Progressionto Phase 3 is determined by successfully continuingto fulfill obligations to treatment,
including meeting with Case Manager, following Program guidelines, policies and procedures, and
positive facility adjustment. In this phase the reentrant is also may be eligible fora furlough.

The Individual Treatment Plan identifies the reentrant’s short term and long-term goals. Each goal
is reviewed on a bi-weekly basis and updated as needed. Updated Supervision plans are reviewed
and processed as mention.

D. LIFE SKILLS GROUPS:
Group sessionsare conducted by a Case Managers. The group provides a forum for Reentrantsto
share theirthoughts, feelings, and experiences with other participants. Life skills sessionsinclude,

but are not limited to: job preparation, journaling, anger management, and livingin balance.

E. MORNING/HOUSE MEETING:
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House Meetings are held on a Monthly basis. This is basically a business meeting forthe
Reentrants and staff. These meetingsalsoserve a clinical functionin terms of the use of social
pressure to encourage individual change. The pressure is transmitted by means of public
announcements of positive or negative behaviorin the community and of positive and negative
consequences of that behavior.

F. VISITS:

Reentrants are allowed to receive visits from family and friends. Visiting hours are between 7:00PM to
9:00 PM on Thursdays and from 1:30to 3:30pm on Saturday. Allvisitorsmustbelisted onthe reentrant
approved Visitor list. Anyrequestsforchangesin Visitor listmust be submitted to the Case Managerin
writing.

Properbehaviorisexpected of all Reentrants and their guestsduring visits. Visitorsshall notbringin any
itemson visit days.

e All minor children must be underthe direct supervision of an accompanying adult
(otherthan the reentrant). Reentrants are limited to four (4) visitors at any one time.

e No physical contact is permitted during visits. Reentrants and visitorsare permitted an
embrace at the beginning, and again at the end of the visit period.

e Allvisitors must be appropriately dressed (male and female). Female visitors wearing
skirts or shorts that are higherthan three inches above the knees or tops that expose
the shoulders, cleavage or belly button may be asked to leave. Males are requiredto
wear shirts. Visitors will be shownthe exact dress policy upon entry and must conform
in order to remain.

e Allvisitorsare subject to a search upon enteringthe facility. All Reentrants will be
searched upon theirvisitordeparting prior to returningto the housing Room.

DROP OFFS are allowed withinyour first 72 hours or arrival. All additional drop offs allowed on
Thursday from 4pm-8pm on Tuesday and Saturday from 1pm-4 and 5-8pm.

G. SPECIAL VISITS:

Special visits are granted for clergy, medical associates, attorney and family members who are
from out Of town and needto meet with reentrants during non-visitation hours. Special Visits
may be arranged through the Director or designee.

H. RECREATION/ FREE TIME:
Scheduled freetime s indicated on the daily activity schedule. During these periods Reentrants

are allowed to use specified community areasin the facility. Recreationis considered part of the
Reentrants’ program participation.
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Organized activities will be arranged and coordinated through a cooperative effortinvolvingall
staff and Reentrants. Allactivities mustbe considered pro-recovery with the quality of teaching
Reentrants how to use their leisure timein positive and constructive ways.

. RELIGIOUS SERVICES:

GEO Chesterencourages Reentrants to practice their individual religious beliefs in asafe, secure,
non-judgmental environment. Outside agenciesinthe community provide all of our spiritual
services. Documentationis required of religious services such as; time and location.

J. MAIL AND PACKAGES:

Staff may inspect both incoming and outgoing resident mail for contraband. This will be done
in the presence of theresident. Mail may be read or rejected, when such an action is based on
legitimate facility interests and security. Staff shall notify a resident wheneverincoming mail is
returned or outgoing mail is withheld. All incoming mail will be collected by the staff member
on duty and presented to the Facility Director, or designee, for distribution. All legal
correspondence will be promptly made available to the resident. It will be delivered unopened
and uncensored.

Staff will ensure all first-class letters and packages that arrive at the facility after a resident’s
transfer or release will be forwarded for 14 days, provided a forwarding address is
available. Residents are responsible to notify their employers, bank, family and all other
correspondents of their new address. After 14 days all mail of a released resident will be
returned to the sender.

Upon the reentrants request; writing paper, envelope and the minimum postage required for
first class domestic mail for up to four one-ounce letters per week will be provided to those
residents without access to financial resources. This will provide the resident with the
opportunity to maintain community ties with family members and personal friends or business.

All other personal mail will be promptly made available to the resident with the following
exceptions:

Packages

Letters suspected to contain contraband

Unauthorized correspondence from an inmate in an institution

Staff will inspect all packages and those letters suspected of containing contraband. Whenever
it is possible two staff members will complete the inspection. Allinspections will be performed
in the presence of the resident. The resident will be asked to open the package orletter. The
staff member/s will then inspect its contents for contraband. If the package or letter is found
to contain no contraband it will immediately be given to the resident. If contraband is found,
the staff member will secure the item/s in adherence to prescribed policy and will notify the
Facility Director.

It is the resident’s responsibility to notify all correspondents of the rules that will effect their
correspondence. All incoming correspondence that appears to be sent from an incarcerated
inmate will be held. The facility Director, or designee, will contact staff at the institution where
the correspondence originated to determine whether the inmate that sent the mail was on the
approved mailing list for the resident receiving theletter. If it is confirmed the inmate is on the
approved mailing list, the letter will be promptly made available to the resident. If it is
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determined the inmate is not on the resident’s approved mailing list, the letter will be returned
to the institutionand the resident will be informed.

K. TELEPHONE:

Reentrants are allowed to have Personal Electronic Devises (PED). This includesoncell phone,
laptop, and tablet— unlessthe PBPP Board Action/Conditions Prohibits. Priorto receiving
authorizationto keepyour PED, reentrants must sign the Bureau of Community Corrections PED
agreement. All PED must be registered at main control. If you change your cell phone numberor
your PED becomesinoperable you must immediately notify main control and our case manager.

PED devices cannot be usedin lobby, hallways, case management office, bathrooms or when
beingtransported in the facility van. Cell phonesare to be kept on vibrate when not inyour
dorm. PED usedfor listeningto music or watching videos must be used with an ear piece.

Cellphones notregistered or used outside the guidelines stated are subject to confiscation.

Reentrants who do not have a cell phone or funds may requestaccess to a telephone by theirr
Case Manager. ATDD lineisaccessible for the hearing impaired.

L. RELEASE:

All parole and max dates are confirmed by PBBP, Delaware County Probation and Parole. Priorto
actual discharge, the reentrant must report to Case Management departments completingthe
required Final Release Checklistto discuss any issues that may be of concern and complete an exit
survey. The Case Manager provides final assistance to the reentrantin locating job opportunity
and educational/ vocational trainingavailable in the surrounding community. Reentrants will
have any stored personal property (not contraband) returned to them complete with an inventory
check list.

V. MEDICAL

A. UNIMPEDED ACCESS TO HEALTH CARE/EMERGENCY HEALTHCARE:

GEO Chesteroffers free health care screenings and sick calls through Chess Penn Health Services.
For mental Health they will be referredto Community Hospital for free services. Reentrants have
unimpeded access to healthcare. Residentsinneed of medical or dental services shall complete a
requestform and/or see facility staff.

Reentrants are requiredto pay for their own medical bills through:

e Employerpaid healthinsurance
e Publiclyfunded healthinsurance (Medicaid)
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e Publicclinics
e Theirown funds or private insurances

C. EMERGENCY CASES:

e Inthe case of a medical emergency, the reentrant shouldimmediately notify a staff
member. All Staff are trainedin First Aid/CPR, and will assistto contain the situation.
Dependingupon the severity of the emergency, staff may transport the reentrantto
the hospital ER or call 9-1-1 for EMS.

e Seriousillnesses mayrequire specialized care and arrangements. The reentrant will
return to GEO Chesterimmediately upon completion of the procedure(s).

D. MEDICATIONS:

All medications must be turnedin to Main Receptionupon arrival. All medications will be
reviewed and logged by an assigned staff member. A determinationis made as to
whethera reentrant may have the medication kept on his person (K-O-P) by the clinical
supervisorand a member of management. If allowedtoK.O.P. staff will record that the
reentrant isauthorized to keep the medicationina specificlog.

Medication calls are scheduled three timesa day. Reentrants who take daily meds are
requiredto report when called. There are allotted time for reentrant that medication
other than regular schedule time. Reentrants will self-administertheir medications under
the observation of staff, and sign that their medication has been received.

All refillable medication (including medication brought from other facilities) must be
requested at least seven (7) days before renewal. Reentrants will submita Medical
Requestform to their Case Managerto obtain medication refills.

E. HIV TEST:

Information on HIV/AIDS is available by request. HIV testing services are available upon
request. Alltestingis done by outside agencies and results are givento you confidentially.

G. RESEARCH

All research programs shall maintain residents’ confidentiality. Residents participatinginany
research project must do so on a voluntary basis. All residents must sign a consent form before
any research project begins. No research shall be conducted on residentsin the areas of medical,
cosmetic or pharmaceutical study. Research findings approved by GEO and the DOC will be made
available to other interested programs.

VL. LIFE SAFETY
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A. EMERGENCY EVACUATION PROCEDURES:

If you discovera fire or smell smoke, immediately notify any and all staffin your Room. Know the
location of fire extinguisher stations and how they operate. Floor plans with emergency
evacuationroutes are posted throughout the facility. FIRE EXITS ARE LOCATED THROUGHOUT
THE FACILITY.

THE FIRE ALARM STATION IS LOCATED IN MAIN RECEPTION. If you discovera fire or smell
smoke, immediately notify any and all staffin your Room. Staff will radio Main Receptionto
sound the evacuationalarm. When the fire alarm is sounded, feel the door that leads from your
Room to the corridor before openingit. If the door feels hotor smoke is seepingin----- DONOT
OPEN. If you become trapped inyour Room and cannot reach the fire exit, keep your door closed
and seal off any cracks. If your door feels cool, openit cautiously. Brace yourself against the door
and be prepared to slam it shut if the hallis full of smoke or if you feel heat pressure against the
door. If the hallis clear, leave at once and close the door behindyou. Proceedto the nearest fire
exit. Reentrants are not permitted to smoke during any evacuation.

Reentrants of GEO Chestershallleave the buildingimmediately, and proceed to the designated
areas and assemble there until a staff person conducts a head count. Reentrants will remain at
the designated area until instructed otherwise by staff, by fire or police department officials.

You are to respond to your name quickly and clearly, as it will be assumed that anyone not
responding may still be inthe building. The fire department personnel will be advisedif anyone
does not respond. Any reentrant leavingthe assembly area withoutauthorization from staff will
be subjectto formal disciplinary action. No one will re-enterthe building until directedto do so
by the Fire Marshall through GEO Chestersupervisory staff.

B. FIRE PREVENTION:

Fire prevention is of the utmost importance in reducing fire losses and deaths due to fire.
Awareness and correction of any fire hazard will aid greatly in keeping your building a safe place
in which to live.

VIl.  PRISON RAPE ELIMINATION ACT (PREA):

GEO Chester’s policy shall be based upon the fundamental commitment to treating Reentrants with
dignity and respect. In accordance with the Federal Prison Rape Elimination Act 2003 (PREA), 42
U.S.C8§§15601 et seq., GEO Chester have a “zero tolerance policy” relative tosexual misconduct. Itisthe
policy of GEO Chesterto provide training to all staffand Reentrantsto prevent sexual misconductand to
fully investigate and prosecute thoseinvolved in such conduct.

All reentrants have the rightto be free from sexual abuse, harassment and retaliation for reporting an
incident.
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To report an incident you can notify staff, call the GEO PREA Hotline or write PADOC. To receive
confidentialemotional support services, contact DELAWARE COUNTY WOMEN AGAINST RAPE.

Please referto your PREA Handbook or signs located throughoutthe facility.

Grievances (PREANS 115.252)

GEO Chesterwill notimpose atimelimit on whenareentrant maysubmit a grievance regarding
an allegation of sexual abuse. The agency may apply otherwise-applicable time limits on any
portion of a grievance thatdoes notallege anincident of sexualabuse.

GEO Chesterwill notrequire areentrantto use any informal grievance process, or to otherwise
attempttoresolve withstaff,an alleged incident of sexual abuse.

Nothing in this section shall restrict the agency’s ability to defend against a lawsuit filed by a
reentrant onthe ground that the applicable statute of limitationshas expired.

GEO Chestershallensure that:
A reentrantwho alleges sexual abuse may submita grievance without submitting it
to a staff memberwho isthe subject of the complaint, and
Such grievance is not referred to a staff member who is the subject of the complaint.

GEO Chestershall issue a final agency decision on the merits of any portionofa grievance
alleging sexual abuse within 90 days of the initial filing of the grievance. Computation of the
90-daytime period shall notinclude time consumed by Reentrants in preparing any administrative
appeal.

GEO Chestermay claim an extension of time to respond, of up to 70 days, if the normal time
period for response is insufficient to make an appropriate decision. The agency shall notify the
reentrantin writing of anysuch extensionand provide a date by which a decision willbe made.

At any level of the administrative process, including the final level, if the reentrant does not
receivearesponse within the time allottedfor reply,including any properly noticed extension, the
reentrant mayconsidertheabsence ofaresponseto beadenialatthatlevel.

Third parties, including fellow Reentrants, staff members, family members, attorneys, and outside
advocates, shall be permitted to assist Reentrantsin filing requests for administrative remedies
relating to allegations of sexual abuse, and shall also be permitted to file such requests on
behalf of Reentrants. If a third party, other than a parentorlegal guardian, files such arequest
on behalf of areentrant, the facility may require as a condition of processing the request that the
allegedvictim agree to have the request filed on his or her behalf, and may also require the
alleged victim to personally pursue any subsequent steps in the administrative remedy process.
If the reentrant declines to have the request processed on his or her behalf, the agency shall
documentthe reentrant’sdecision.

Any reentrant may request to file an emergency grievance alleging that a reentrant is subject
to a substantial risk of imminent sexual abuse. The reentrant must communicate to staff their
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desire to submit an emergency grievancein whichthe staff will notify the facility director.

1. Afterreceivingan emergency grievance allegingareentrant is subject to a substantial risk of
imminent sexual abuse, the agency shall immediately forward the grievance (or any portion
thereof thatalleges the substantial risk of imminent sexualabuse)to a level of review at which
immediate corrective action may be taken, shall provide aninitial response within 48 hours, and
shall issue a final agency decision within 5calendar days. The initial response and final agency
decision shall document the agency’s determinationwhetherthe reentrantisin substantial risk
of imminent sexualabuse and the action takenin responsetothe emergency grievance.

The agency may discipline a reentrant for filing a grievancerelated to alleged sexual abuseonly
where the agencydemonstratesthat thereentrant filedthe grievancein badfaith.

CONFIDENTIALITY AND DISCRIMINATION

e Information concerning the identity of any Reentrants and the facts of their
commitmentto GEO Chestershall be limited to those who have a needto know.

e The staff parking lotis off limits to all Reentrants at all times exceptweightarea.

e Reentrants are selected forprograms without regards to age, color, race, religion,
national origin, disability, sexual orientation, marital status, or political affiliation.
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