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Introduction and Summary:

The Georgia Department of Corrections (GDC) shall operate based on Standard
Operating Procedures (SOPs) that are maintained in a central Policy Management
System/Library. This Policy governs the development and dissemination of GDC
Policies and provides a systematic and uniform process. Employees who develop and
maintain Policies must follow the requirements outlined in this document for drafting,
approving, revising, and withdrawing Policies. All Policies are available to all
employees. Level | and Level Il Policies are made available to the public.

Authority:
A. O.C.G.A. 8842-2-4 and 50-18-70, et Seq.

B. Ga. Admin. R. & Regs. 125-1-2-.01.

C. American Correctional Association (ADA) Standards: CO-1A-16, 2-CO- 1A-17.
2-CO-1A-18, 1-CTA-1A-12, 5-ACI-1A-05, 5-ACI-1A-06, 5-ACI-1A-12, 5-ACI-
1A-13, 5-ACI-1A-14, 5-ACI-3A-01, 4-ACRS-7B-07, 4-ACRS-7B-08, 4-ACRS-
7B-09, 4-ACRS-7E-07, 4-ACRS-7F-04, 4-ACRS-7F-05, and 4-ALDF-7D-08; and

D. Georgia Law Enforcement Certification Program (GLECP) Standard: 3.1.

Definitions:
As used in this SOP, these terms are defined as follows.

A. Division - Area that performs a specific role or function within the GDC. Divisions
are responsible for developing and maintaining SOPs related to their functional
area.

B. Divisional Management - Each Division has a management team that is
responsible for reviewing and approving the Division’s Policies. The Divisional
Management team may consist of the Assistant Commissioner, Division Director,
Deputy Division Director(s), and managers.
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. Policy - A course of action or a principle that guides and determines present and
future decision-making. Policy reflects the philosophy upon which the agency
operates as steered by the Rules of the Board of Corrections.

. Policy Information Bulletins (PIBs) - Disseminates information of interest to
GDC employees and obtains the latest information in a brief report for immediate
publication or broadcast. PIBs may call attention to existing Policies or procedures,
changes to Policy and procedure or transmit material such as publications and
announcements.

. Policy Management System/Library - Policy management software and system
that enables users to review, revise, and publish Policies. This system allows users
to view all effective Policies.

Policy Manager(s) - Designated employees within each Division responsible for
managing Policies, which includes review and revision. Policy Managers may
assign other Divisional staff members the responsibility of creating or revising
Policies, as appropriate.

. Process Action Team (PAT) - A group of subject matter experts, including staff
at all levels, who confer in the development of a new Policy or Policy revisions.

. Standard Operating Procedures (SOPs) - Established procedure(s) to be
followed in carrying out given operations or in given situations. A set of fixed
instructions or steps for carrying out routine operations.

Statewide Policy Administrator - The GDC employee designated by the
Commissioner to oversee the Policy Management System currently approved for use
by the Department and to ensure the annual review of Policies is conducted. This
annual review is conducted to ensure that Policies are consistent with current
statutory and case law and GDC practices in concurrence with the Office of Legal
Services.
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V. Statement of Policy and Applicable Procedures:

A. The Office of Professional Standards (OPS) is responsible for SOP organization
and numbering based on input from Divisions.

B. Organization of Standard Operating Procedures (SOP's):

1. Executive Division

100 - Legal Services,

102 - Office of Communications,

103, 208 - Office of Professional Standards (including Audits, PREA, and
Canine),

104 - Data Management and Research,

105 - Office of Information Technology,

409 - Georgia Corrections Industries, and Food & Farm

410 - Engineering and Construction,

506, 401 - Office of Professional Development (including Care &
Custody)

2. Inmate Services Division

106, 107, 109, 502, 503 - Office of Reentry Services,
108, 501 - Academic Education, and Career, Technical, & Higher
Education

3. Facilities Division

200 - Prisons/Centers,
505 - Communications Center, and
511 - Fire Services

4. Administration and Finance Division

104 - Human Resources
402, 405, 406, 407 - Budget/Finance, and
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504 - Fleet

5. Health Services Division

507 - Physical and Dental Services, and
508 - Mental Health Services

C. SOP Levels of Access:

1. Level I: All Access (anyone can view or possess and may be placed in the

Offender Reference Library);

Level Il: Required Offender Access (must be available in the Offender
Reference Library);

Level Ill: Contraband for Offender to Possess (offenders cannot view or
possess); and

Level 1V: Contraband for Offender to Possess and Not Required to Release
under the GA Open Records Act, O.C.G.A. § 50-18-72 (25)(A) (not to be
released to anyone outside GDC without permission from the Office of Legal
Services).

Note: The level of access for each Policy is in the header of the SOP and on
the SOP Access Level Listing.

D. SOP Guidelines:

1. Each Division is responsible for the content of its SOPs and must assign a

Policy Manager to manage its Policies.

Each Division (department and major administrative unit) in a facility will
establish procedures and/or a contact person to provide access to
Standard Operating Procedures, via computer or print, to assist employees in
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successfully carrying out their assignments and help ensure overall
conformance to institutional Policy and procedure. All procedures will be
reviewed at least annually and updated as needed.

. The Policy Manager shall annually review his or her Division’s Policies and
revise as appropriate. The Policy Management System/Library can be used to
automatically notify the Policy Manager electronically when SOPs are due for
annual review.

Policy Managers and Divisional Management should consider and review
other SOPs when drafting or revising a SOP to eliminate redundancy and
resolve contradictions and discrepancies. Policy Managers should seek input
from other Divisions impacted by a new or revised SOP, including forwarding
the draft Policy to other Divisions for review and approval using the Policy
Management System/Library.

. Questions about a Policy regarding relevant laws and Board of Corrections’
Rules and Regulations should be forwarded to the Office of Legal Services.
All other questions about a Policy or its relation to other departmental Policies
should be forwarded to the Statewide Policy Administrator.

E. SOP Creation and Revision Process:

1. SOPs shall be created, revised, approved, and published within the Policy

Management System/Library.

. The Policy Manager must involve participation of staff representing every
level and function in the agency so they can contribute to and participate in the
development of Policies and procedures. Related community agencies with
which an institution has contact with may also participate in Policy
development, coordinated planning, and interagency consultation. Employee
participation and the participation of community agencies can be achieved
through meetings, suggestion programs, councils, and similar formats.
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Participation in the formulation of Policies and procedures may also be
achieved through Process Action Teams (PATS).

Participation in PATSs, staff meetings, employee councils, etc. for the
development and review of organizational Policies shall be documented.

Policy Managers shall ensure that written Policy delineates channels of
communication for purposes of delegating authority, assigning responsibility,
and coordinating and supervising work. All communications should specify
that the delegation of authority be complete and consistent, timely and
accurate, and cover what personnel need to understand to be able to carry out
their duties. Provision is made for alternate channels of communication in
extraordinary situations.

. When there are immediate updates to Policy and requirements due to exigent
circumstances to provide information of significance to staff, a Policy
Information Bulletin (PIB) may be issued. These changes may include, but are
not limited to, advance notification of changes or implementation of revisions
to regulations and procedures.

Non-emergent operational changes should not be implemented through the PIB
process and should be communicated through a published SOP.

. When a Division needs to create a new SOP, the responsible Policy Manager
shall advise the Statewide Policy Administrator so a new SOP number can be
assigned.

F. SOP Approval Process:

1. Documents requiring review and approval shal
Divisional Management by the Policy Manager usi

| be sent directly to the
ng the system workflow.
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2. Upon approval by Divisional Management, the Policy Manager will send the

SOP and all attachments for review using the system workflow to the Statewide
Policy Administrator. If rejected by the Statewide Policy Administrator, the
SOP will be sent back to the Policy Manager for revision. If approved, the SOP
will be forwarded to the Office of Legal Services for review to ensure that the
SOP:

a. Has been properly researched and are consistent with current statutory and
case law, regulations, and GDC practices;

b. Ison the proper template with proper formatting; and
c. Does not conflict with existing Policy.

If discrepancies or conflicts exist, the Office of Legal Services will return the
Policy to the Policy Manager for resolution and note the reasons for its return.

G. SOP Publication Process:

1. After the Office of Legal Services completes its review and approves the

Policy, the Statewide Policy Administrator will be notified. The Statewide
Policy Administrator will publish the Policy to the Policy Management
System/Library. The effective date for SOPs is recorded on the Policy when
published to the Policy Management System/Library and it is, usually,
announced by the Policy Administrator. Only the Statewide Policy
Administrator has authority to publish an effective Policy to the Policy
Management System/Library and to make any other changes/modifications to
the system.

. Once the Policy is published within the Policy Management System/L.ibrary,
the Statewide Policy Administrator will notify all units of the GDC
electronically, including the responsible Policy Manager, accreditation
personnel, auditors, and compliance personnel when newly effective Policies
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are placed in the user library so accreditation and audit documents can be
updated, and adjustments can be made to business processes.

The Statewide Policy Administrator will then notify all users (staff)
electronically that a Policy has been published with a new effective date. The
Warden or Superintendent shall ensure that a complete listing of all new and
revised SOPs is posted on the Official Bulletin Board of the Facility for a
period of 30-days following the revision date so that each employee, volunteer,
and contractor may view them. Prior to implementation of a new or revised
Policy that concerns offenders, the Warden or Superintendent will ensure that
inmates are notified prior to implementation.

H. Signing a Document:

1.

When new Policies are published, electronic signature may be required by all
users. The electronic signature acknowledges review of the Policies through
the electronic Policy management system.

I. Archiving a Document:

1.

The Statewide Policy Administrator will be the only staff that has authorization
to archive a document. If a document has electronic signatures associated with
it, that may need to be referenced in the future, the document shall be archived.
Documents will not be deleted.

J.  Training for the SOP Process:

1.

Training on the SOP process shall be offered on an "as needed" basis as
determined by the Statewide Policy Administrator who will notify all
appropriate personnel of the times and dates of classes. Any questions
regarding the SOP process shall be directed to the Statewide Policy
Administrator.
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V. Attachments:

Attachment 1: SOP Format
Attachment 2: SOP Process Diagram

VI. Record Retention of Forms Relevant to this Policy:

Both attachments are for informational purposes only and shall be destroyed when
replaced or obsolete.



