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Pr ef ace

During 1987 the Arizona Departnent of Corrections
devel oped a plan for linking inmate work and vocati onal
training. he project was funded by the National

Institute of Corrections and the project director was
St ephen @ adi sh.

The plan has several features. It requires a
cooperative effort by institutions, conmunity coll eges,
and enpl oyers _of inmates, such as Arizona rrectional

Industries. The training available includes not only
specific job skills, but such topics as the work ethic
and interpersonal skills. Al'so available is a wde

rangi ng assessnment package which includes a measurenent
of "enployability."

Thi s handbook acconpanies DMO 88- .  Any questions
concerning its contents should be directed to the

Cent r al fice Coordinator of Adult Education at Mail
Code 102 or 255-3159.

John Merren, Ph.D.
Coor di nator of Adult Educati on
January 11, 1988
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Backgr ound

The Arizona Departnent of Corrections has both a
variety of vocational training prograns for inmates and
a variety of manufacturing and agricultural industries
in "Arizona Correctional Industries" (AC). I'n
addition, the Arizona Departnent of Administration
(DOA) contains a Division of Prison Construction, which
enploys inmates to build correctional structures
Finalyy, t hroughout  adul t institutions there are
hundreds of jobs performed by inmates as well.

Thi s handbook is based on the assunption that the Vvast
majority of all these inmte jobs would be better
performed by innmates who are well trained.

Pur pose

The purpose of this handbook is to enlarge on a
Director's Management Order (DMO 88- ). It also
indicates what training is currently available, what
assessment and curricul um have been devel oped, and what
training mght be developed in response to a specific
stated need.

On the next page is a display of the 1987-88 training
progranms in Arizona's adult institutions. Mst of the
education providers are comunity coll eges.

Wthin the category "Postsecondary Education-Cccupa-
tional" there are many opportunities for tailor-nade
courses to prepare inmates as workers. Typically these
courses last fromthree to fifteen weeks.
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1.0

2.0

DRAFT
Director's Managenent O der 88-

PURPCSE: To formalize the procedure of approving m xed
custody levels in the process of preparing inmates for
vocational training and enploynent, andto formalize

the rel ationshi p between vocational training and innate
enpl oyment .

THE ORDER: The followi ng procedure will ensure the
appropriate training of inmates as needed for
enpl oynent .

2.1 \ardens, deputy wardens, the ACI Assistant
Director, and ACl adnministrators shall
review their work assignments in order to
determ ne which inmate workers are nost
likely to benefit from formal training.

2.2 \Wen trained inmates are available, they
shoul d always be considered first for jobs
relevant to their training.

2.3 Requests for inmate training shall be made
to the Central O fice Coordinator of Adult
Education by the ACI Assistant Director, DOA
Prison Construction, Division, or Wardens.
Such requests shall specify the job, Its
| ocation, and the level of skill.

2.4 The Assistant Director for ACl shall consult
with the Coordinator of Adult Education
concerning plans for new production or
changes in current sites so that current or

pl anned training nay be coordinated with AC
needs.

2.5 The Coordinator of Adult Education shall
consult with the Wardens responsible for
both the work site and the training |ocation
in order to develop a plan to grant the
training request.



2.6

2.7

2.8

2.9

Wien training or work sites are such that
inmates of mixed unit popul ations or m Xxed
custody | evels are involved, Conplex \Wardens
shal | make special efforts to ensure safe
and efficient novenent of inmates to the
work site.

2.6.1 Inmates who are classified into
adm ni strative segregation are
not eligible for training.

2.6.2 All inmates shall be treated in
accordance wth the highest
custody level present in order
to maintain security.

Cl assification of inmates into speci al
training assignments shall consider (1) the
availability of the inmates for 12 nonths of
training and work (including potential
status change as a result of 180 day
review), (2) special inmte risk factors
relevant to the work site (3) t he
prerequisite basic skills for training, and
(4) the inmate's institutional work history.

The Institutional Classification Committee,

upon selecting appropriate inmates, shall

inform all concerned by neans of a
Cassification Change Sheet and an Inmate
Status Change Chrono.

The 1CC shall ensure that the  above
information is entered on AIMS DI 49 screen
which will be coded "09" action (Special
Assignnent), with a reference to the DT 08
Comment Screen. DT 08 shall carry the 1CC

comrent : ~"lInmate  Reviewed: reconmend
placenent in vocat i onal
training program for pur pose
of

Dat e




2.10

2.11

2.12

2.13

The inmate will sign an acknow edgenent of
his status as a trainee for an ADC worKk
assignment, in DOCA Prison Construction or
institutional enployment.

In order to docunent the conpletion of
training and to maintain a worker 'pool, the
DOT conpet ency nunberwg for the training
will be recorded on Al Screen DI 76 by the
institution where the training occurs. Each
war den shal |l devel op procedures for this
data entry.

Arizona Correctional Industries, DOA Prison
Construction program and other requestors
of the training shall always give enpl oynent
preference to inmates trained as a result of
the request as long as a vacant innmate
position for which the training took place
Is available at the time training is
conpl et ed.

Except for disciplinary reasons or special
circunstances, the inmate shall not be
removed from the training and work program
Speci al circunmstances may include certified
i1l ness or unusual inmate famly situations.

2.13.1 The supervisor shall ensure the
conpletion of nonthly i nmat e
wor Kk eval uati ons.



ARI ZONA DEPARTMENT OF CORRECTI ONS
GENERI C MODEL FOR TRAI NI NG

Review of Needs

1

v

Reguest for Training/

Workers
2
l¢—— Coordinator of Adult .
SUPERVISORS Education Planning:
OF —— 3 <4———— Educational Provide
RELEVANT WORK l 5
4 Consult with Warden(s)
6
Warden's Directive l
v 7
Institutional Warden Egycapionél
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Committee Job Placement mpioyabllily
! in other unit |——»{ Assessment
Inmate Interview: 8 (if appropriate) Evaluation/
Reveiv Inmate Report (IR) 9 woAr dk ‘Sa_mple
Reviev Pre-sentence Invest. (PSI) vising
istory: Ch if availabl <
Vork Huéw. rones i yul e Recommendation 10
Eligibility for Training 11
Referral to Vocational Progran
Placement in Vocational
Pregran
l Hastery of
Vocational
Official Notification C°'“p‘;"58"°les
of Placement:
Classification Change Sheet
Inmate Status Change Chrono
AIMS DI4Q; DTO8 AIMS (DI 76)
12 WORKER POOL

l T 16

Inmate acknowledgement of
status as trainee
for ADC, DOA
Work Assignment —6-

13




Model for Training

This description_ is shown graphically with a flo

the next page. [Each nunber corresponds with the
outlined in DMD 88- ,-which follows.

1.  \ardens: Deput?/ Wardens: Director for

Correctional ndustries (ACl); ACl

Adni ni strators; and Depar t ment ~of

Admi ni strati on, Prison ~ Construction

Administrators will review their work

assignnents to determne which Inmate
workers are nost likely to benefit from
formal training. THis training ma
include both job skills and génera

kné)_vvl edge of enploynent and the work
et hic.

Either a meno or Request for Training

Form (Appendix D) is conpleted, detailing
ajob title, the purpose of training, the

duration of training, the date  the
workers are needed, the educational
el enent s required along Wwth t he

training, and a brief job description.
This Formis sent to the Coordinator for
Adult Education, Ml Code 102.

The Coordinator of Adul t Educati on
receives and records the Request for
Tr ai ni ng.

The Coordi nator of Adul t Educati on
consults wth the Supervisor of t he
worker involved concerning plans = for
production, or changes in current sites,
so that current or planned training nay
be coordinated with ACl needs.

The Coordinator of Adult  Education
consults with the appr_oPri ate Educati onﬁl
Provider in the Institution where the
Program i s being planned.

The Coordinator of Adult Education then
consults wth the appropriate Conplex
Warden and Deputy Wardens.

w chart on

procedure



The Warden or his designee 1issues a
Directive to t he I nstitutional
dassification Committee (1CO, as a
special effort to ensure safe and
efficient inmate supervision, especially

when training or work sites are such that
inmates of mxed wunit popul ations or

m xed custody |evels are involved.

The I nstitutional Cl assification
Conmittee (1CC) receives a  directive
concerning the need to assign |nhmates
with a specific profile to training.
They interview the appropriately selected
inmates. They review the follow ng:

a) The inmates file: especially the
| nmat e Report, with the results
of the Intake Center Testing.

by Pre-sentence Investigations, to

det erm ne pre-incarceration
education, training, and work
hi story.

¢) The i nnat es institutional

adj ustment section to determne
t he nunber and type of wite-ups
and disciplinary actions.

d Institutional Work H story via
the monthly chronos detdiling
responsibility, effort, and
cooperation.

If there are no severe deficiencies,
whi ch woul d prohibit a given inmte from

successful program conpletion, he is
assi gned.

| CC Chairperson fills out and signs_Phase
| of the Inmate Wrker Referral. [If the
training or work is in a unit other from
that of the inmate's residence, the ICC
sends the formto the Deputy Warden of

this unit for signature of approval or

di sapproval .



10.

11.

The Deputy Warden in the other unit nay
approve or disapprove the assignnent _and
returns the formto the original unit's
| CC.

The Educational Provider (either Arizona
Department of Corrections educators or a
Conmmuni ty Col | ege) conduct s t he
Enpl oyabi lity Assessnent Program
Appendi x A). It may adm nister the TABE
Tests of Adult Basic Education) or a
simlar test. Through this evaluation
process the Educati onal Provider assesses
the inmate strengths and deficiencies in
pre-enploynent skills and interpersonal
probl em solving skills (Appendi x B).
| ncl uded also may be assessnent and
instruction regarding know edge of the
work ethic (Appendix Q).

I't nmay adm ni ster COPSyst em

éOonprehensi ve Qccupational Pref erence
ystem) or simlar test, which identifies

an individual's hi ghest occupati onal

interests or other appropriate neasures.

The Educational Provider also reviews
results of Ari zona Depart nent of
Corrections testing/assessment (SVKT, 1Q
WRAT), and nmy administer a Wrk Sanple
specific to vocational preference, to

identify  individual strengths  and
weaknesses in | ndi vi dual i zed
Vocational Education Plan (IVEP). The

Provi der advises the inmate, may refer
him or her to the instructor for
interview and final assessment for
program placement. |If the inmate passes
the work sanple, the ICC may wish to
pl alce him or her directly in a worker
pool .

The  Educati onal Provider  makes a
recoomendation to the Institutional

Cassification Comittee. She/he fills
out and signs Phase 11l of the Inmate

Wor ker Referral formand sends it back to
the | CC



12.

13.

14.

15.

The | nstitutional Cl assification

Conmttee reviews t he Educat i onal
Provi der recomendation for a decision,
and perforns program pl acenment into
Vocat i onal Tr ai ni ng. O ficial
notification of placenent is recorded on
the O assification Change Sheet, t he

| nmat e Status Change Chrono, and on Al M5
screens D49 and DT108. (See DMO 88- .)

The CC Chairperson or Job -Screeni n?
Conmittee fills out and signs Phase IV o
the Inmate Wrker Referral form

The Deputy Warden/Designee signs off on
the Inmate Wrker Referral Form which is
then placed in the Inmate Field File.

An initialed Routing slip may be attached
to the Inmate Wrker Referral Form to
expedite the process. (See Appendix E)

The inmate signs an acknow edgnent of his
status as a trainee for a possible, but
not pronised, ADC, or DOA work assignnent
on the Inmate Status Change Chrono in the
Comment's section. The 1 CC Chairperson
should prepare the follow ng statenent
for the inmate's signature:

"I acknowl edge that | am being trained
for a special type of inmate work
assignment. There Is no guarantee | wll
be enployed: and if I am the |ocation
may be other than where the training
occurs.”

The inmate then begins  Vocational
Tr ai ni n%. Cenerally, In two to nine
months he conpletes the program on an

open entry-open exit programwth Qutcone
Based Educat i on, Sel f - Paced
| ndi vi dual i zed Mdules, and Criterion
Ref erence Testing.

Wth Criterion Reference Testing he
denonstrat es mastery of vocat i onal
conpet enci es, DOT codes, and
certification requirenents.



16.

17.

The inmate's nastery of conpetencies is
identified on AIMS screen D17 under DOT
codes for Vocational Conpetencies.

For placenent in Arizona Correctional

I ndustries, the Correctional Industries
Pr ogr am Manager and Shop Supervi sor
interview the innate. For placenent in

DQA Prison Construction Prograns, the DOA
Prison Construction Manager and Job Site
Supervisor interview the inmte.  Qher
work supervisors wll interview innmates
as appropriate.



Appendi x A

Inmate Enpl oyability Assessnent

The foll ow ng docunent indicates the issues in the
assessnent and the types of scores. A score of
"1" is best and a score of “5" is worst. A score

of “3” is the highest appropriate for succesfu
enpl oynent .

An overview publication is available on request as

are conplete manuals for testing and renedial
i nstruction.

-12-



INMATE NAME/NUMBER

STAFF CONDUCTI NG ASSESSMENT

TI TLE

| NSTI TUTI OV UNI T

1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 3 5
1 3 5
1 2 3 4 5
1 5

* El enments which nust
above 3.

BASI C SKILLS

*Readi ng
*Conput ati on
*Witing
*Conpr ehends/ Speaks Engli sh

EMPLOYABI LI TY
*Knowl edge of the Wrk Ethic
*Knowl edge of Personal Appearance and Hygiene
*Know edge of Worker Supervision

*Know edge of Job Seeking Procedures and the
Wrld of Wirk

ADVI SI NG COUNSELI NG | SSUES

Intelligence

Physical Ability to Wrk

Crimnal H story regarding enploynent
I nterpersonal Problem Solving Skills

*Has received results of career assessnent
W th explanation

Level of Vocational Training
Mar ket abl e Job skills from experi ence
Academ c credentials
SPECI AL | SSUES
Job Skills useful to ADC
Average Monthly Effort score for six nonths

Average Monthly Responsibility score for six
nont hs

Average Mnthly Cooperation score for six
nont hs

be inmproved through instruction if score is
-13-



Assessment Survey

Interpersonal Problem Solving Skills

The twelfth item in the Employability Assessment,
this survey is based on the work of Dr. Arnold

Goldstein of Syracuse Unijversity. (see his
Agression Replacement Training.

-14-



| NTERPERSONAL PROBLEM SCLVI NG SKI LLS

| NVATE NAVE/ NUMBER

PERSON COVPLETI NG THI S SURVEY
TI TLE

UNI T/ I NSTI TUTI ON

Circle the nost appropriate score.

ALWAYS SOVETIMES OFTEN SELDOM NEVER

1 2 3 4 5 Does the person request assistance
when having difficulty?

1 2 3 4 5 Does the person pay attention to.
instructions, give his/her reactions, and
carry out the instructions adequately?

1 ) 3 4 5 Does the person try t o understand ot her
peopl e's angry feelings?
1 2 3 4 5 Does the person figure out when

perm ssion is needed and ask the right
person for pernission?

1 y) 3 4 5 Wen a course of action is disputed,
does the person try to find a solution
agreeable to both hinm herself and others?

1 2 3 4 5 Does the person control his/her tenper
so that things do not get out of hand?

1 2 3 4 5 Does the person try to figure out the

reasons for a failure and figure out ways
to be successful in the future?

1 2 3 4 5 Does the person plan the appropriate
starting point prior to beginning a task?

1 2 3 4 5 Does the person nake choices after
considering several possibilities?

1 2 3 4 5 Has the person shown a willingness to
work with others who are ethnically or
socially different from himherselt?

1 i 3 4 5 AVERAGE SCORE

- 15-



The Work Ethic Curriculum

Item five in the Employability Assessment is
"Knowledge of the Work Ethic." A list of the
curricular areas In the remediation manual
follows. Inmates should be better workers if they

demonstrate knowledge of these issues.

-16-
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THE WORK ETHI C  CURRI CULUM

The concept that tine equals noney for both the
enpl oyee and the enpl oyer.
The Inmportance. of planning ahead.

The difference between prison and free-world work
et hi cs.

Cetting to work on tine.

Wrking a full 8 hours.

Taking appropriate breaks and Ilunch periods.

The relationship between speed of work and quality
of work.

Simlarity of working for private and public
(gover nnent) agenci es.

Mai ntaining and protecting conpany property.

VWhat not to take hone and why.

Proper use of co-workers’ tools and equipnent.
The role and responsibility of supervisors.

The authority of supervisors.

The chain of command.

How to react to direct orders.

How to respond to questions and accusations.
Proper and inproper times to protect co-workers.
How to tell a boss what he needs to know rather
than what he wants to know

How to get along with co-workers.

How to avoid argunents.

How to deal with nenbers of the opposite sex at the
wor kpl ace.

The inportance of ethnic tolerance at work.

The inportance of team work.

The inmportance of [|istening.

How to let people know you are listening.

The inportance of appropriate |[|anguage (i.e.
refraining from cussing>

How to talk directly, clearly, and assertively.
How to ask quest ions.

VWhat a boss looks for in a good enployee.

The inmportance of setting your sites on a better
paying job or a higher position

The inmportance of continuing education/training.
WIllingness to take on additional responsibility.
The problenms of starting and running a business
and being ones own boss.

The inportance of a positive self attitude.

The neaning of responsibility and the need to
accept responsibility.

WORK ETHI C TEST

-17-



Request for Training
This form accompanies Step 2 described on page 5.

It should be sent to *Coordinator of Adult
Educaton, Central Office, Mail Code 102."

-18-



PURPCSZ CF TRAINING

SKILL LEVEL

DATE NEEDED:

TRAINING SHOULD INCLUDE:

READILNG MATH WRITING
WORK ETHIC

SOCIAL SKILL TRAINING

EMPLOYABILITY SKILLS SUBSTANCE ABUSE

BRIEF JOB DESCRIPTION:

-19-



Inmate Worker Referral
As pages 5-10 indicate, inmates who are to be
chosen as worker trainees should be carefully
selected and cleared for potential employment.

This form provides a tracking procedure. The
routing slip as indicated below may be useful.

ROUTING SLIP: REFERRAL FORM

(Initial>

ICC Chairman

Warden/Designee Job Site

Education Provider

ICC Chairman (Assignment
to Training>

Deputy Warden

Entry into Inmate Field
File

-20-



VOCATI ONAL TRAI NI NG FOR CORRECTI ONAL | NDUSTRI ES JOB PLACEMENT

NAME ADC ¢
BCUS:IG B4l scere
1] 1 bY Cre tae 3

This inmate is eligible for vocational training for the purpose Of:

Earliest Release Date:

| CC Chairperson Date
1. ] A / j >
Approved far Possible Placement :
Viér den/ Desi gnee Date
Hot approved for placement
\iar den/ Desi gnee Date

Reason for disapproval:

PEASE 111: %icational Brovider daseement

Asseemment Check:  1Q — Reading Mat h CAPS ___  COPS
Icucational Provider
| VEP
Date .

Approval D sappr oval Reason for disapproval

Signature Date

Phase 1V. 1 CC Review Job Sgresning Commitiee Deview
Placed in on
Vocational Program Date

CHECZ-CEF WHEN COMPLITZD:

Clae=ificaticn Change Cheet

Inmate Status Change Chrono

Intcrmaticon piacec cn DI 49 screen: 09 acticn type

*Speciaj assignzent’, with reterencs to IT I8 cooment screen.
DT 8 screen contains piacement information

.
“ale

Warcen. Zesignee Nate

=-21-



