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POLICY: The Howard County Department of Corrections operates safely and effectively only when the 
behavior of the inmate population conforms to minimum standards of conduct set forth by inmate rules and 
regulations that are fairly and consistently enforced.  The Department ensures that disciplinary actions are 
neither capricious nor retaliatory.  Department personnel hold inmates accountable for conduct that violates 
established rules and regulations by implementing disciplinary procedures which ensure the inmate’s due 
process rights and ensuring proper documentation of violations.  When staff discover, or have sufficient reason 
to believe, that an inmate has committed an offense or violation of written inmate rules or regulations, he/she 
shall write a Notice of Infraction Report to initiate disciplinary procedures against the inmate. 
 
REFERENCES: American Correctional Association (ACA) Core Jail Standard 1-CORE-1A-11, 3A-01, 
6A-06, 6C-01- 6C-04, Maryland Commission on Correctional Standards (MCCS) – Adult Detention Centers 
Standards .01 G; .07 A, B; .08 B. 
 
DEFINITIONS: 
 
Due Process:  The procedural rights of an inmate accused of a violation of written rules and regulations.  These 
include: 
 

a. Written notice for inmates within 48 hours of knowledge of an alleged violation of Inmate Rules and 
Regulations.  The exception shall be in cases of escape, where the inmate shall receive written notice 
within 48 hours of return or exigent circumstances. 

 
b. A fair and impartial hearing within 96 hours of the alleged infraction by the inmate, excluding 

weekends, holidays, emergency closing or exigent circumstances, as determined by the 
Director/Deputy Director(s). 

 
c. A right to request representation by a fellow inmate not on segregation or special status, or a staff 

member. 
 
d. A right to appear at the hearing unless he/she waives that right in writing or meets criteria stated in 

Section IV. E. of this policy. 
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e. A right to call witnesses in his/her defense, provided institutional security or safety would not be 
jeopardized. 

 
f. A right to enter a statement of his/her version of the alleged infraction. 
 
g. A right to appeal the disciplinary action to the Director within five (5) working days of the hearing. 
 
h. A right to be free from cruel and/or unusual punishment.  
 

Cruel and/or unusual punishment:  Corporal punishment (i.e., unnecessary and/or excessive use of force or 
physical assault), deprivation of light, heat, food, hygiene necessities, clothing, mail, sanitation, or access to 
legal counsel or the courts, and any act or lack of care that may injure or impair the health of an inmate. 
 
Infractions:  Violation of established rules and regulations which could include a single incident or event, even 
if the incident or event results in the inmate being charged with multiple rule violations or multiple incidents or 
events. 
 
Hearing Officer:  An impartial, non-advocate fact finder who presides over a hearing, which may be one or 
more Departmental staff members. 
 
Offense:  Violation of any established rule or regulation which would also be considered a violation of a 
criminal nature under the laws of the State of Maryland and the United States and that may be referred to the 
proper authorities for possible legal action. 
 
Reporting Officer:  Uniformed and non-uniformed personnel (including contractual personnel) who determine 
that a rule violation may have occurred and writes a Notice of Infraction. 
 
Telecommunication Device:  A device that may be Wi-Fi, internet, or email ready, or is able to transmit 
telephonic, electrical, digital, cellular, or radio communications. 
 
Cell Restriction:  Restrictive status which includes confinement to a cell, loss of recreation (inside and outside), 
and loss of telephone and visiting privileges (excluding attorney and clergy visits) for a specified period. 
 
 
PROCEDURES: 
 
I. General Disciplinary Procedures 
 

A. Department personnel shall ensure that an inmate is not subjected to any system or arrangement of 
discipline by other inmates. 

 
B. Department personnel shall ensure that an inmate’s due process rights are not violated. 
 
C. When completing an HCDC Form H-713a, Notice of Infraction and Action, attached as Appendix 1, 

the reporting officer shall include all known facts and be specific as to the incident. Notice of 
Infractions shall be fully complete and shall specify the rules violated. The Reporting Officer shall 
specify how the cited rules were violated.  The reviewing supervisor is responsible for ensuring the 
report is complete for clarity, content, accuracy and that the rules charged are appropriate. 

 
D. An inmate may be placed on administrative segregation prior to a disciplinary hearing only if the 

inmate’s behavior poses a threat to the safety of inmates, staff, or the security of the Department. 
This decision must be approved by the Shift Leader. 

 
E. The procedures herein acknowledge the use of both hard copy forms and signatures and electronic 

versions of said forms and electronic signatures. 
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F. The facility will not discipline a detainee for sexual contact with a staff member unless there is a 

finding that the staff member did not consent. 
 
II. Category Offenses 
 
Category 100 Offenses (Most Serious): 
 
101 Wrongful killing, assault, battery, assault by threatening to do bodily harm, with or without weapons, 

including but not limited to biological waste, hazardous substances, and bodily fluids. 
102 Sexual conduct, with or without consent, including but not limited to sodomy, perverted, unnatural acts, 

rape, masturbation, kissing, inappropriate touching, hugging, handholding, or indecent exposure. 
103 Actively, knowingly, or intentionally inciting, creating, participating, committing, or being involved as an 

inciter, aider, or abettor in any manner in a mutinous act, riot, or disturbance in the taking of hostages or 
the planning thereof. 

104 Making or possessing any weapon or any article which has been modified into a weapon. 
105 Being involved in any manner with an act or attempted act of arson including but not limited to the setting 

of a fire in any area of the facility, pulling or announcing a false fire alarm, intentionally, activating or 
destroying a fire suppression sprinkler or fire detection device, or the possession of incendiary or 
flammable materials or devices. 

106 Robbery, extortion, coercion, blackmail, bribery or obtaining another’s property by force, physical threat, 
manipulation, or the attempt thereof. 

107 Escape, including attempting, aiding, and abetting any escape or possession of escape paraphernalia which 
could reasonably be used to perpetrate an escape. 

108 Absence from facility/institution count; leaving an assigned area without authorization; or being out of 
bounds. 

109 Manufacturing, possession, consumption, trafficking, or sale or attempt to traffic or sell any substance 
which could be used as an intoxicant (including fermented juices), any controlled dangerous substance (not 
authorized by Medical staff), or any drug paraphernalia. 

110 Refusing to submit to any lawful and authorized test for detection of drugs and/or alcohol.  Refusing or 
failing to provide a required volume of urine necessary for urinalysis testing or providing an adulterated or 
diluted urine specimen. 

111 Refusal or interfering with being searched, or having possessions or quarters searched. 
112 Manufacturing, possession, consumption, trafficking, or sale of tobacco/smoking products to include but 

not limited to cigarettes, electronic cigarettes (e-cigarettes), cigars, tobacco, snuff, chewing tobacco, or 
dried fruit/vegetable matter. 

113 Any gang activity or recruitment to include but not limited to the possession of any material demonstrating 
affiliation, interest, or involvement, display of symbols or signals, and/or any written or verbal expression. 

114 Tampering with security systems or controls to include but not limited to locks, lights, video surveillance 
cameras, cell doors, intercoms, switches, or sockets. 

115 Possession of a telecommunication device, simcard, battery charger, carry case or other device identified 
with a telecommunication device without authorization. 

116 Unauthorized or inappropriate/unapproved use of a computer, printer, copying machine, fax, or scanner. 
 
Category 200 Offenses (Moderately Serious): 
 
201 Any written or oral use of vulgar, insolent, or threatening language in circumstances which reasonably 

suggest a threat of harm or attempted harm to staff, other persons, or property.  Any use of coercive or 
intimidating language, written or oral, towards any person. 

202 Resisting or interfering with an employee in the lawful performance of his/her duties. 
203 While in the community, a violation of any rule or regulation while on Work Release, Home Detention, or 

Outside Labor Detail. 
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204 The possession of, passing of, or receiving of stolen items or items of contraband.  These items include but 
are not limited to items from other inmates, visitors, volunteers, guests, vendors or employees or items 
altered from their original state.  Contraband is any article not expressly authorized in the Inmate 
Handbook or in excess of authorized amounts. 

205 Possession of money, checks, and/or money orders without proper authorization. 
206 Forging and/or altering of any official paper or document to include but not limited to letters, vouchers, 

money receipts or items altered from their original state or being found in possession of these items. 
207 Knowingly or intentionally giving employees false information. 
208 Disobeying a direct lawful order by an individual acting in any official capacity. 
209 Possessing or wearing a disguise or mask. 
210 Malicious and/or willful destruction, alteration, defacing, tampering, or misusing of any county, personal 

property or property of another to include but not limited to equipment, material, tools, or machinery. 
211 Misuse, hoarding, sharing, or distribution of authorized medications. 
212 Unauthorized use or misuse of the telephone to include but not limited to lending one’s own or receiving 

and using another inmate’s PIN number. 
213 Applying or receiving any tattoo, branding, marking, design, piercing, or any form of mutilation or 

disfigurement to one’s own body or that of another. 
214 Refusal to work, except housing, or carry out an institutional job assignment. 
215 Stealing or taking without permission, property from another inmate, employee, visitor, guest, vendor, 

volunteer, or possession of property belonging to someone else without proper authorization. 
216 Vulgarity, insolence, disrespect, or the use of abusive, obscene or cursing language for any person. 
217 Gambling or possession of gambling paraphernalia. 
218 Circumventing the mail policies and procedures to include but not limited to corresponding with other 

inmates, misuse of mail materials, tampering with U.S. postage stamps or use of false addresses to deliver 
mail to another inmate. 

219 Any violation of visiting regulations to include video visitation or other rule violation(s) occurring during 
visits. 

220 Circumventing or violating established policies, procedures, or practices of the Department to include but 
not limited to the Inmate Handbook. 

221 Misuse of facility communications systems to include but not limited to emergency intercom, kiosk 
messaging service, or the assault hotline. 

222 Inmates are prohibited from any involvement with placing funds in another inmate’s fiscal account unless 
he/she has prior approval from the Director/designee. 

223 Resisting or interfering with staff conducting a count and/or facilitation movement of an inmate. 
 
Category 300 Offenses (Least Serious): 
 
301 Any violation of tampering, defacing, obliterating, damaging, destroying, or not wearing an identification 

card after it has been issued. 
302 Stealing, receiving, giving away or possessing unauthorized food, hoarding, or saving food from 

institutional meals. 
303 Refusal to maintain personal cleanliness or cleanliness and good order in an inmate’s housing area or cell. 
304 Possession of more than the authorized number of library books and/or magazines. 
305 Disorderly conduct, horseplay or reckless behavior to include negligence which may or may not result in 

physical harm, property damage or destruction. 
306 Unauthorized lateness or absence from institutional job or program assignment or being in an area without 

authorization. 
307 Any violation of the inmate dress code. 
308 Failure to keep cell doors, windows, vents, floors, and walls clear of debris or obstructions. 
309 Failure to maintain low noise level, including radio headset volume. 
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310 Failure to properly recycle allowable items or misuse of the recycling containers. 
Soliciting, conspiring, being an accessory, attempting to commit, aiding in the commission of or circumventing 
any rule violation shall constitute a violation of the rule and shall subject the inmate to the same penalty. 
 
III. Issuing a Notice of Infraction Report 
 

A. When personnel have sufficient reason to believe that an inmate has committed a violation of rules, 
the Reporting Officer shall, within 48 hours of knowledge of a suspected violation, complete a 
Notice of Infraction and Action, HCDC Form H-713a, attached as Appendix 1.  The knowledge of 
an alleged violation may occur upon review of video recordings, telephone recordings or other 
investigations. 

 
B. The Reporting Officer shall include all known facts in the Notice of Infraction and Action Report 

and be specific as to the incident.  Categorized offenses are provided on the back of H-713a and 
shall be carefully chosen from to associate the inmate’s alleged action(s) with the most appropriate 
violation(s). The completed report shall cite the offense(s) and be detailed and descriptive.  The 
Reporting Officer shall also attach any evidence to the report. 

 
C. The Notice of Infraction and Action Report shall be forwarded to the Shift Leader who shall review 

it completely within 24 hours of the date and time of the infraction.  The Shift Leader shall ensure 
the report is complete and that any other staff identified in the report has submitted a supplemental 
report. 

 
D. The Shift Leader may reduce the report to an Incident Report or forward it to the Hearing Officer, 

via the Shift Report package.  All Notice of Infraction and Action Reports shall be submitted for 
final review of the Director. 

 
E. Reduction to Incident Report 
 

1. If the Shift Leader reduces a Notice of Infraction and Action Report to an Incident Report, he/she 
may impose informal sanctions with the concurrence of the inmate.  The Shift Leader shall meet 
with the inmate.  Should the inmate refuse the informal sanctions, the case shall be referred to 
the Hearing Officer for a hearing. 

 
2. Informal sanctions may include up to a (48) hour cell restriction, up to five (5) days of extra 

work, or up to five days of recreation restrictions per infraction.   
 
3. The informal sanction and the inmate’s concurrence shall be documented on the Notice of 

Infraction and Action Report. 
 
F. Within 48 hours of the date and time of the Notice of Infraction and Action, the inmate shall be 

given the opportunity to sign to verify receipt, and to name witnesses and/or a representative, absent 
exigent circumstance.  Failure to request representation and/or witnesses at the time of service shall 
be deemed a waiver of that right, except in cases of mitigating and/or exceptional circumstances. 

 
G. If an investigation is required, the assigned investigator cannot be a named party in the investigation. 
 
H. Limited English Proficient (LEP)/illiterate inmates shall automatically be provided with 

representation. 
 
IV. Hearing Officer Procedure 
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A. One or more Departmental staff members shall act as a Hearing Officer.  The Hearing Officer may 

not be directly or indirectly involved with the incident. The hearing officer shall be designated by the 
Director. 

 
B. The Hearing Officer is responsible for: 

 
1. Conducting a fair and impartial hearing. 
2. Ensuring due process rights of inmates. 
3. Ensuring complete and accurate documentation of hearings conducted. 
4. Making a finding based upon the preponderance of the evidence and testimony. 
5. Proposing disciplinary sanctions that are proportionate and appropriate in a guilty finding. 

 
C. The standard of proof for inmate disciplinary hearings shall be a preponderance of the evidence.  

The Hearing Officer shall render a finding of guilt for a rule violation charged if it is decided after 
considering the evidence presented, that more likely than not, the rule violation occurred as reported. 

 
D. The accused inmate shall have a minimum of 24 hours to prepare for his/her hearing.  The inmate 

may waive the 24-hour requirement.  Absent exigent circumstances, the Hearing Officer shall 
conduct a hearing within 96 hours (excluding weekends and holidays).  Exigent circumstances shall 
be documented in writing and may include but not be limited to the inmate being unavailable to 
participate in the hearing due to hospitalization, advice of medical, on suicide precautions, housed 
outside the institution, on escape status, or any circumstance deemed exigent by the Director/Deputy 
Director of Program Services. 

 
E. The Hearing Officer shall ensure that an accused inmate, who does not wish to be present at his/her 

hearing, sign the waiver section of the Record of Adjustment Hearing, HCDC Form H-713b, 
attached as Appendix 2.  The Hearing Officer may determine that an inmate has waived appearance 
and hearing rights if the inmate becomes disruptive, exhibits behavior that is a threat to security or 
safety, must be removed from the hearing area, or refuses to appear or submit a waiver of 
appearance in writing.  The behavior and actions shall be documented in writing. 

 
F. The Hearing Officer may grant a postponement, only for good cause.  The unavailability of 

witnesses, documentation, physical evidence, the inmate, or any other reason that impedes the ability 
to hold a hearing is good cause for postponement. 

 
G. The Hearing Officer shall explain to the accused inmate his/her due process rights. 
 
H. The Hearing Officer may reduce any disciplinary report to an Incident Report, without a formal 

hearing and with no sanctions imposed, in any case where it is determined that justice would be 
reasonably served, and it is deemed to be in the Department’s best interest.  Any such reduction by 
the Hearing Officer is subject to review and approval by the Director. 

 
I. The Hearing Officer shall hear testimony and review evidence from the accused inmate (or his/her 

representative), the reporting officer, and others familiar with the incident.  Witnesses whose 
testimony would be repetitious or irrelevant need not be called.  The Hearing Officer may accept 
proffered testimony. Video recordings, telephone recordings or other materials relevant to the 
incident may be reviewed by the Hearing Officer, as well as any other documents or evidence which 
in his/her determination would be pertinent to the case.  The Hearing Officer shall document the 
hearing using the HCDC Form H-713b, Record of Adjustment Hearing, attached as Appendix 2.   
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J. The Hearing Officer shall provide the accused inmate with a copy of their finding and the 
disciplinary action to be taken, if any, using the Adjustment Hearing Result, HCDC Form H-713c, 
attached as Appendix 3. 

 
K. If a decision of guilty is rendered, the Hearing Officer shall propose the sanction to be executed.  

Imposed sanctions shall be in accordance with section V. of this policy and procedure. 
 
L. At the discretion of the Hearing Officer, penalties may be suspended, provided: 

 
1. A specific period is noted in the Notice of Infraction and Action Report upon which a suspended 

penalty may be invoked. 
 

2. Specific conditions governing the suspension (i.e., reimbursement, further violations, etc.) are 
outlined to simplify the resumption and/or assignment of any suspended penalty. 

 
M. The Hearing Officer shall inform the inmate of his/her right to appeal the decision to the Director, in 

writing, within five (5) working days of the hearing. 
 
N. The Hearing Officer shall provide the Director a copies of the Notice of Infraction and Action and 

the Record of Adjustment Hearing, for final approval. These documents shall include: 
 

1. All information received from the reporting officer concerning the alleged violation. 
2. A record of the disciplinary hearing. 
3. The decision reached by the Hearing Officer. 
4. Disciplinary sanctions taken, if any. 

 
O. The Director has the absolute discretion to modify, suspend or terminate the inmate disciplinary 

process for any reason.  This shall include increasing, decreasing or modifying any recommended 
sanctions imposed by the Hearing Officer.  The Director has the final authority to interpret any 
provision of the disciplinary policies.  The Director, in accordance with the Maryland Annotated 
Code, Correctional Service §11-507, has the authority to revoke diminution credits for guilty 
findings under this regulation. 

 
P. Should the Hearing Officer receive and use information provided by a confidential informant, the 

informant shall not be identified to the inmate.  The defendant inmate shall instead be advised that 
the name is confidential.  When confidential informant information is to be used, the Hearing Officer 
shall take steps to ensure the credibility and reliability of the informant’s record. 

 
V. Disciplinary Sanctions 

 
A. There is a Disciplinary Sanction Matrix for Category 100 and 200 rule violations. 

 
B. The following are potential disciplinary sanctions which may be taken for any category 100, 200 or 

300 rule violations. 
 

1. Verbal warning or reprimand. 
2. Written warning or reprimand. 
3. Counseling. 
4. Restitution, if appropriate. 
5. Loss of recreation privileges for up to 30 days. 
6. Loss of visiting privileges for up to 90 days (Legal and clergy visits exempt) 
7. Loss of personal phone privileges for a specified period. 
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8. Assignment to a mandatory work assignment for up to five (5) days. 
9. Loss of commissary privileges, with the exception of essential hygiene items for up to 60 days 
10. Cell restriction up to 10 days. 

 
C. In cases involving loss or destruction of property, the Hearing Officer may impose restitution as a 

sanction.  The List of Approved Costs for Reimbursement is attached as Appendix 4. This list is not 
all inclusive and is subject to change based on cost fluctuation, inflation, etc.  It shall be made 
available at the time of the hearing.  Other determination of value of these or other items may be 
used to determine the amount of restitution.  Prices are subject to change based on determined costs, 
at which time the inmate will be advised at the hearing. 
 

D. Inmates on administrative segregation pending disciplinary action shall be awarded time served. 
 
VI. Disciplinary Sanction Matrix (Category 100 or 200 rule violations) 

 
A. A progressive schedule shall be used by the Hearing Officer in determining disciplinary sanctions 

and loss of Good Conduct Time for rule violations: 
 

Category Adjustment History 
 Good Fair Poor 

Category 100    
Good Conduct Time 0-20 5-30 10-60 

Disciplinary Segregation 0-20 5-30 10-60 
Category 200    

Good Conduct Time 0-5 5-15 10-30 
Disciplinary Segregation 0-5 5-15 10-30 

Matrix Guidelines 
 

Good = Good adjustment history:  The inmate has been infraction free for 60 days or more, or 
throughout incarceration to the date of the current infraction. 

 
Fair = Fair adjustment history:  The inmate has been infraction free for at least 30 days, but less than 

60 days. 
 
Poor = Poor adjustment history:  The inmate has been infraction free for less than 30 days. 
 
B. The Disciplinary Sanction Matrix is designed as a guide to the assignment of sanctions resulting 

from a finding of guilt at inmate disciplinary hearings.  It is not an absolute.  The Hearing Officer 
may go outside the established Category 100 and 200 sanction matrix and Category 300 sanctions, 
when justified by circumstances documented by the Hearing Officer, to include suspension for 
probation.  All sanctions are subject to review, revision, and approval by the Director. 

 
C. Conviction on multiple infractions may result in consecutive sentencing on segregation to exceed 60 

days. 
 

VII. Disciplinary Hearing Records and Disposition 
 
A. The Hearing Officer shall ensure that a copy of the completed Adjustment Hearings Results is e-

mailed to Global Corrections Staff at the conclusion of the day’s hearings. 
 
B. The Hearing Officer shall ensure that the hearing results are documented in the SallyPort JMS. 
 
C. The Hearing Officer shall document the hearing results in the Adjustment Spreadsheet located on the 

Data (T:) drive Shared folder, under Adjustments. 
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D. In cases where Restitution or suspension of commissary privileges is warranted, a copy of the Notice 

of Infraction and Action Form shall be forwarded to the Money Officer for processing. 
 
E. All formal and informal disciplinary hearing records to include Incident Reports, Guilty, Not Guilty 

and Dismissals, shall remain in the inmate’s basefile and are subject to review and evaluation by 
staff, an authorized person, or agency. 

 
VIII. Director’s Prerogative 

 
The Director has the authority to revise/change a policy or post order as needed to meet the operational 
demands of the Department.  As the changes are initiated, they may be communicated by an email, 
memoranda, or in rare circumstances verbal, due to unforeseen situations. 

 
ATTACHMENTS: Appendix 1, Notice of Infraction and Action (HCDC Form H-713a) 

Appendix 2, Record of Adjustment Hearing (HCDC Form H-713b) 
Appendix 3, Adjustment Hearing Result (HCDC Form H-713c) 
Appendix 4, List of Approved Costs for Reimbursement (HCDC Form H-713d) 

 
RESCISSIONS: HCDC Policy H-713 Inmate Disciplinary Procedures effective December 5, 2021. 
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	201 Any written or oral use of vulgar, insolent, or threatening language in circumstances which reasonably suggest a threat of harm or attempted harm to staff, other persons, or property.  Any use of coercive or intimidating language, written or oral,...
	202 Resisting or interfering with an employee in the lawful performance of his/her duties.
	203 While in the community, a violation of any rule or regulation while on Work Release, Home Detention, or Outside Labor Detail.
	204 The possession of, passing of, or receiving of stolen items or items of contraband.  These items include but are not limited to items from other inmates, visitors, volunteers, guests, vendors or employees or items altered from their original state...
	205 Possession of money, checks, and/or money orders without proper authorization.
	206 Forging and/or altering of any official paper or document to include but not limited to letters, vouchers, money receipts or items altered from their original state or being found in possession of these items.
	207 Knowingly or intentionally giving employees false information.
	208 Disobeying a direct lawful order by an individual acting in any official capacity.
	209 Possessing or wearing a disguise or mask.
	210 Malicious and/or willful destruction, alteration, defacing, tampering, or misusing of any county, personal property or property of another to include but not limited to equipment, material, tools, or machinery.
	211 Misuse, hoarding, sharing, or distribution of authorized medications.
	212 Unauthorized use or misuse of the telephone to include but not limited to lending one’s own or receiving and using another inmate’s PIN number.
	213 Applying or receiving any tattoo, branding, marking, design, piercing, or any form of mutilation or disfigurement to one’s own body or that of another.
	214 Refusal to work, except housing, or carry out an institutional job assignment.
	215 Stealing or taking without permission, property from another inmate, employee, visitor, guest, vendor, volunteer, or possession of property belonging to someone else without proper authorization.
	216 Vulgarity, insolence, disrespect, or the use of abusive, obscene or cursing language for any person.
	217 Gambling or possession of gambling paraphernalia.
	218 Circumventing the mail policies and procedures to include but not limited to corresponding with other inmates, misuse of mail materials, tampering with U.S. postage stamps or use of false addresses to deliver mail to another inmate.
	219 Any violation of visiting regulations to include video visitation or other rule violation(s) occurring during visits.
	220 Circumventing or violating established policies, procedures, or practices of the Department to include but not limited to the Inmate Handbook.
	221 Misuse of facility communications systems to include but not limited to emergency intercom, kiosk messaging service, or the assault hotline.
	222 Inmates are prohibited from any involvement with placing funds in another inmate’s fiscal account unless he/she has prior approval from the Director/designee.
	223 Resisting or interfering with staff conducting a count and/or facilitation movement of an inmate.
	Category 300 Offenses (Least Serious):
	301 Any violation of tampering, defacing, obliterating, damaging, destroying, or not wearing an identification card after it has been issued.
	302 Stealing, receiving, giving away or possessing unauthorized food, hoarding, or saving food from institutional meals.
	303 Refusal to maintain personal cleanliness or cleanliness and good order in an inmate’s housing area or cell.
	304 Possession of more than the authorized number of library books and/or magazines.
	305 Disorderly conduct, horseplay or reckless behavior to include negligence which may or may not result in physical harm, property damage or destruction.
	306 Unauthorized lateness or absence from institutional job or program assignment or being in an area without authorization.
	307 Any violation of the inmate dress code.
	308 Failure to keep cell doors, windows, vents, floors, and walls clear of debris or obstructions.
	309 Failure to maintain low noise level, including radio headset volume.
	310 Failure to properly recycle allowable items or misuse of the recycling containers.
	Soliciting, conspiring, being an accessory, attempting to commit, aiding in the commission of or circumventing any rule violation shall constitute a violation of the rule and shall subject the inmate to the same penalty.
	III. Issuing a Notice of Infraction Report
	A. When personnel have sufficient reason to believe that an inmate has committed a violation of rules, the Reporting Officer shall, within 48 hours of knowledge of a suspected violation, complete a Notice of Infraction and Action, HCDC Form H-713a, at...
	B. The Reporting Officer shall include all known facts in the Notice of Infraction and Action Report and be specific as to the incident.  Categorized offenses are provided on the back of H-713a and shall be carefully chosen from to associate the inmat...
	IV. Hearing Officer Procedure
	A. One or more Departmental staff members shall act as a Hearing Officer.  The Hearing Officer may not be directly or indirectly involved with the incident. The hearing officer shall be designated by the Director.
	B. The Hearing Officer is responsible for:
	1. Conducting a fair and impartial hearing.
	2. Ensuring due process rights of inmates.
	3. Ensuring complete and accurate documentation of hearings conducted.
	4. Making a finding based upon the preponderance of the evidence and testimony.
	5. Proposing disciplinary sanctions that are proportionate and appropriate in a guilty finding.
	C. The standard of proof for inmate disciplinary hearings shall be a preponderance of the evidence.  The Hearing Officer shall render a finding of guilt for a rule violation charged if it is decided after considering the evidence presented, that more ...
	D. The accused inmate shall have a minimum of 24 hours to prepare for his/her hearing.  The inmate may waive the 24-hour requirement.  Absent exigent circumstances, the Hearing Officer shall conduct a hearing within 96 hours (excluding weekends and ho...
	E. The Hearing Officer shall ensure that an accused inmate, who does not wish to be present at his/her hearing, sign the waiver section of the Record of Adjustment Hearing, HCDC Form H-713b, attached as Appendix 2.  The Hearing Officer may determine t...
	F. The Hearing Officer may grant a postponement, only for good cause.  The unavailability of witnesses, documentation, physical evidence, the inmate, or any other reason that impedes the ability to hold a hearing is good cause for postponement.
	G. The Hearing Officer shall explain to the accused inmate his/her due process rights.
	H. The Hearing Officer may reduce any disciplinary report to an Incident Report, without a formal hearing and with no sanctions imposed, in any case where it is determined that justice would be reasonably served, and it is deemed to be in the Departme...
	I. The Hearing Officer shall hear testimony and review evidence from the accused inmate (or his/her representative), the reporting officer, and others familiar with the incident.  Witnesses whose testimony would be repetitious or irrelevant need not b...
	J. The Hearing Officer shall provide the accused inmate with a copy of their finding and the disciplinary action to be taken, if any, using the Adjustment Hearing Result, HCDC Form H-713c, attached as Appendix 3.
	K. If a decision of guilty is rendered, the Hearing Officer shall propose the sanction to be executed.  Imposed sanctions shall be in accordance with section V. of this policy and procedure.
	1. A specific period is noted in the Notice of Infraction and Action Report upon which a suspended penalty may be invoked.
	2. Specific conditions governing the suspension (i.e., reimbursement, further violations, etc.) are outlined to simplify the resumption and/or assignment of any suspended penalty.
	M. The Hearing Officer shall inform the inmate of his/her right to appeal the decision to the Director, in writing, within five (5) working days of the hearing.
	N. The Hearing Officer shall provide the Director a copies of the Notice of Infraction and Action and the Record of Adjustment Hearing, for final approval. These documents shall include:
	1. All information received from the reporting officer concerning the alleged violation.
	2. A record of the disciplinary hearing.
	3. The decision reached by the Hearing Officer.
	4. Disciplinary sanctions taken, if any.
	O. The Director has the absolute discretion to modify, suspend or terminate the inmate disciplinary process for any reason.  This shall include increasing, decreasing or modifying any recommended sanctions imposed by the Hearing Officer.  The Director...
	P. Should the Hearing Officer receive and use information provided by a confidential informant, the informant shall not be identified to the inmate.  The defendant inmate shall instead be advised that the name is confidential.  When confidential infor...
	V. Disciplinary Sanctions
	A. There is a Disciplinary Sanction Matrix for Category 100 and 200 rule violations.
	Adjustment History
	Category
	Poor
	Fair
	Good
	Category 100
	10-60
	5-30
	0-20
	Good Conduct Time
	10-60
	5-30
	0-20
	Disciplinary Segregation
	Category 200
	10-30
	5-15
	0-5
	Good Conduct Time
	10-30
	5-15
	0-5
	Disciplinary Segregation
	Matrix Guidelines
	Good = Good adjustment history:  The inmate has been infraction free for 60 days or more, or throughout incarceration to the date of the current infraction.
	Fair = Fair adjustment history:  The inmate has been infraction free for at least 30 days, but less than 60 days.
	Poor = Poor adjustment history:  The inmate has been infraction free for less than 30 days.
	B. The Disciplinary Sanction Matrix is designed as a guide to the assignment of sanctions resulting from a finding of guilt at inmate disciplinary hearings.  It is not an absolute.  The Hearing Officer may go outside the established Category 100 and 2...
	C. Conviction on multiple infractions may result in consecutive sentencing on segregation to exceed 60 days.
	VII. Disciplinary Hearing Records and Disposition
	A. The Hearing Officer shall ensure that a copy of the completed Adjustment Hearings Results is e-mailed to Global Corrections Staff at the conclusion of the day’s hearings.
	B. The Hearing Officer shall ensure that the hearing results are documented in the SallyPort JMS.
	C. The Hearing Officer shall document the hearing results in the Adjustment Spreadsheet located on the Data (T:) drive Shared folder, under Adjustments.
	D. In cases where Restitution or suspension of commissary privileges is warranted, a copy of the Notice of Infraction and Action Form shall be forwarded to the Money Officer for processing.
	E. All formal and informal disciplinary hearing records to include Incident Reports, Guilty, Not Guilty and Dismissals, shall remain in the inmate’s basefile and are subject to review and evaluation by staff, an authorized person, or agency.
	VIII. Director’s Prerogative
	ATTACHMENTS: Appendix 1, Notice of Infraction and Action (HCDC Form H-713a)
	Appendix 2, Record of Adjustment Hearing (HCDC Form H-713b)
	Appendix 3, Adjustment Hearing Result (HCDC Form H-713c)
	Appendix 4, List of Approved Costs for Reimbursement (HCDC Form H-713d)
	RESCISSIONS: HCDC Policy H-713 Inmate Disciplinary Procedures effective December 5, 2021.

