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POLICY  

 
All offenders meeting the criteria of the Kansas Offenders Registration Act KSA 22-4901 et seq. who are released 
or admitted, transferred, discharged from a correctional facility shall be informed by the staff of the facility of their 
responsibility to register. 
 
DEFINITIONS 
 
DOR:  Abbreviation for Drug Offender Registration 
 
Facility Transfers:  For purposes of this policy, this shall refer to an offender moving to a new facility (not new unit 
or cell house within the same facility). 
 
JCF:  Juvenile Correctional Facility 
 
JCFS:  Juvenile Correctional Facility Information System 
 
Juvenile Corrections Admissions Administrator:  KDOC staff member responsible for facilitating admissions to a 
JCF. 
 
Kansas Offender Registration Form:  Refers to the official form required by the Kansas Bureau of Investigation 
(KBI) under the Kansas Offender Registration Act (Periodically revised). 
 
KORA:  Abbreviation for Kansas Offender Registration Act. 
 
Ksort:  Abbreviation for Kansas Offender Registration Tool. 
 
NSOR:  Abbreviation for National Sex Offender Registration. 
 
Out to Court: Term used to identify when a resident is released from a KDOC facility for a court appearance. 
 
PRB:  Abbreviation for Prisoner Review Board. 
 
R.O.:  Abbreviation for any person who is required to register under any Kansas or out of state law, or is otherwise 
required to register. 
 
Sex Offender Required to Register:  As defined in K.S.A. 22-4902, any person: 
 

A. convicted of any sexually violent crime;  
B. adjudicated as a juvenile offender for an act which, if committed by an adult, would constitute the 
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commission of a sexually violent crime; 
C. who has been determined to be a sexually violent predator;   
D. who is convicted of any of the following crimes when one of the parties involved is less than 18 years 

of age:  Adultery, criminal sodomy, promoting prostitution, patronizing a prostitute, lewd and lascivious 
behavior, sexual battery.   

E. who is convicted of an attempt, conspiracy or criminal solicitation, of an offense defined in this 
subsection; or 

F. who has been convicted of an offense that is comparable to any crime defined in K.S.A. 22-4902, or 
any out of state conviction for an offense that, under the laws of this state, would be an offense 
defined in K.S.A.22-4902. 

 
SOR:  Abbreviation for Sex Offender Registration. 
 
Superintendents Designee:  The individual at a juvenile facility responsible for registration of Sex Offender’s at a 
juvenile correctional facility. 
 
V.O.R.:  Abbreviation for Violent Offender Registration. 
 
Work release program:  Private non-prison based employment programs which operate within a community setting 
utilizing offenders with not more than a minimum security classification.” 
 
PROCEDURES 
 
I. Admissions 
 

A. All residents entering Reception & Diagnostic Units (RDU) who meet the criteria for the Kansas 
Offender Registration Act shall be notified by facility staff of their responsibility to register, and 
processed by facility staff per Offender Registration & NSOR Entries Flow Chart (Attachment A), 
including completing the Kansas Offender Registration Act (KORA) Form (Attachment C) and the 
Acknowledgement of the Offender, (Attachment D). 

 
B. Residents meeting the criteria of the Kansas Offender Registration Act, K.S.A 22-4901 et seq. as 

a Sex Offender shall be informed by the staff of the facility of their responsibility to register, 
including the additional registration requirement for the entry of an NSOR Record into NCIC.  

 
1. Residents who meet this criteria shall be processed by facility staff per Offender 

Registration & NSOR Entries Flow Chart (Attachment A) and Kansas Highway Patrol – 
NSOR/NCIC Protocol (Attachment B). 
 

2. Staff shall complete the Kansas Offender Registration Act (KORA) Form and National Sex 
Offender Registration (NSOR) in the National Crime Information Center (NCIC) data 
system.  

 
a. This includes direct admissions to facilities other than the designated RDU, (e.g. 

Violator admissions). 
 
II. Facility Transfers 
 

A. All residents meeting the criteria of the Kansas Offenders Registration Act, K.S.A. 22-4901 et seq. 
shall have their KORA Form modified by facility staff each facility move, to reflect their current 
location.   
 
1. Transferred residents shall be processed per Offender Registration & NSOR Entries Flow 

Chart (Attachment A). 
 

2. Residents meeting the criteria of the Kansas Offender Registration Act, K.S.A 22-4901 et 
seq. as a Sex Offender shall have their National Sex Offender Registration (NSOR) 
modified in the National Crime Information Center (NCIC) data system.  
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B. Adult residents being transferred to KDOC Work Release, who are required to register under the 
Kansas Offender Registration Act shall be processed per Offender Registration & NSOR Entries 
Flow Chart (Attachment A). 

 
III. Releases 
 

A. All releasing residents shall be processed per Offender Registration & NSOR Entries Flow Chart 
(Attachment A). 

 
B. Within seven (7) business days prior to the release of residents, the Chief Records Administrator 

or designee/Superintendent’s designee shall: 
 

1. Notify all residents determined to be subject to the Kansas Offender Registration Act; 
 

2. Inform the resident of the procedure for registration and of the resident’s registration 
requirements as provided in K.S.A. 22-4905;   

 
3. Require the resident to read and sign the completed Kansas Offender Registration Act 

(KORA) form (Attachment C), and read, initial and sign the Acknowledgement of the 
Offender (Attachment D); which shall include a statement that the registration 
requirements have been explained to the resident.    
 
a.  The KDOC staff member reviewing the KORA form and the Acknowledgement of 

the Offender Form with the resident shall sign the form directly below the  
resident’s signature space on both forms. 

 
C. Residents released from a KDOC facility for a court appearance: shall be processed per Offender 

Registration & NSOR Entries Flow Chart (Attachment A) within (3) days of transfer. 
 
IV. Distribution of Registration Documents 
 

A. The resident shall be provided with a copy of the completed, signed KORA Form, (Attachment C), 
and one copy of the signed Acknowledgement of the Offender Form (Attachment D). 

 
B. Designated KDOC staff member shall ensure that within 3 calendar days of admission or release, 

the following documents shall be updated in the electronic registration database: 
 

1.  One (1) copy of completed registration form with the resident’s signature; 
 
2.  One (1) copy of the signed Acknowledgement of Offender (Attachment D); 
 
3.  One (1) copy of the resident’s photograph; and, 
 
4. One (1) copy of the resident’s Fingerprint and Palm Print Card. 
 
5. A copy of the signed KORA Form shall be imaged into an adult resident’s electronic file 

under tab L-6 to be retained indefinitely, and for a juvenile resident, the form shall be 
placed into the juvenile’s central file. 

 
C. All original signed KORA Forms are to be retained in the resident’s central file until three (3) years 

past the sentence expiration date. 
 
V.   Post Release Responsibilities - Adult 
 

A. Verification of Offender Registration shall be done in accordance with IMPP 14-117A. 
 
B. The Parole Officer shall verify the offender’s address by means cited in IMPP 14-117A. 
 
C. When an offender violates post release and is returned to a KDOC facility, staff shall follow 
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admission procedures (Attachment A). 
 

D. Offenders accepted for supervision under the Interstate Compact for the Supervision of Parolees 
and Probationers shall be notified by the supervising parole officer of their responsibility to register 
if the criterion is applicable. 

 
VI. Refusals to Register 
 

A. Any resident or offender who refuses to provide all the applicable information requested on the 
KORA Form, or who refuses to sign the form, is in violation of KORA, and on a first offense has 
committed a Severity Level 6 non-person felony.  
 

B. Residents who refuse to sign the registration form at the time of release from a facility may be 
detained as a violation of Standard Supervision Condition that requires all laws to be obeyed. 
 

C. If a resident refuses to sign the registration form, the facility Institution Parole Officer (IPO)/ 
Superintendents designee shall initiate the following actions, as appropriate to the type of release: 

 
1. Parole Releases - Adult 
 

a. Withhold the Release Certificate issued by the Prisoner Review Board (PRB). 
 
b. Notify the PRB of the resident’s refusal to sign the registration form. 
 

2. Conditional Release (CR) – Juvenile 
 

a. Notify local law enforcement agencies that a resident is being released who has 
refused to sign the registration form. 

 
b. Submit the “unsigned” KORA to the KBI Registration Unit and clearly indicate 

“Refused to Sign” in the signature field). 
 

3. Mandatory Releases. 
 
1. Have the resident sign the certificate of release to CR or post release supervision. 
 
2. Issue an Order to Arrest and Detain (IMPP 14-139A, Attachment A).  
 
3. Ensure that the alleged violation of the conditions of supervision in the Arrest and 

Detain Order reads: “Refused to sign the Offender Registration Form.” 
 
4. Detain the resident at the facility or in the local detention facility as a Temporary 

Holdover. 
 
5. Proceed with the Morrissey and revocation hearings. 

 
4. Discharges or Sentence Expirations. 
 

1. Notify local law enforcement agencies that a resident is being released who has 
refused to sign the registration form. 

 
2. Submit the “unsigned” KORA to the KBI Registration Unit and clearly indicate 

“Refused to Sign” in the signature field). 
 
VII. Designation of Registration Requirement in Athena – Adult Only 
 

A. Certain Kansas offenders are automatically determined by Athena as being required to register on 
the basis of their offense and the “Registration Required” field is populated in Athena. 
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B. For cases where the system has erroneously flagged the resident or offender to register, or has 
erroneously not flagged the resident or offender to register, the assigned UTM or Parole Officer is 
responsible for initiating the process to get a KDOC determination using the following process: 

 
1. Determination of the requirement for registration can be made by comparing the offender 

offense statute number and date of conviction with the Kansas Offender Registration 
Requirements.  A current reference list can be found at:  http://ekdoc.doc.ks.gov/re-
entry/kansas-offender-registration-act/Transitional%20Quick%20Reference.doc/view. 

 
2. Incoming Interstate Compact probation and parole cases are determined by the 

Registration Unit based on the available information, and are entered into Athena. 
 
3. Should the requirement to register be questionable, staff should contact the Adult 

Offender Registration Unit at registration@doc.ks.gov to request modification or review of 
the Registration flag. 

 
NOTE: The policy and procedures set forth herein are intended to establish directives and guidelines for staff and 
offenders and those entities that are contractually bound to adhere to them.  They are not intended to establish 
State created liberty interests for employees or offenders, or an independent duty owed by the Department of 
Corrections to employees, offenders, or third parties.  Similarly, those references to the standards of various 
accrediting entities as may be contained within this document are included solely to manifest the commonality of 
purpose and direction as shared by the content of the document and the content of the referenced standards.  Any 
such references within this document neither imply accredited status by a Departmental facility or organizational 
unit, nor indicate compliance with the standards so cited. The policy and procedures contained within this 
document are intended to be compliant with all applicable statutes and/or regulatory requirements of the Federal 
Government and the state of Kansas This policy and procedure is not intended to establish or create new 
constitutional rights or to enlarge or expand upon existing constitutional rights or duties. 
 
REPORTS REQUIRED 
 
None. 
 
REFERENCES 
 
KSA  22-4901 et seq. 
IMPP 14-117A, 14-139A 
 
HISTORY 
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Offender Registration & NSOR Entries Flow 

Chart 

Admission 

Within (3) business days of admission to a KDOC Facility: 

1.  Designated facility staff shall complete a KORA Form, or 
enter data into Ksort*. 

2.  Inform the offender of the procedure for registration, 
and of their duty to register. 

3.  Require the offender to read, and sign the KORA form. 

4.  Provide (1) copy of the signed KORA, and 
Acknowledgement forms to the offender. 

5.  Photograph the offender’s face, and any identifying 
marks. 

6.  Obtain fingerprint, and palm prints. 

7.  Retain the ORIGINAL KORA Form in the offender’s  
Central File. 

8.  Image a signed copy into L-6 of offender’s electronic 
file. 

9.  Send a copy of the signed KORA, Acknowledgement of 
Offender, prints, and photograph(s) to the KBI. 

*If information is being electronically submitted through 
Ksort, follow KBI protocol. 

 Sex Offender Registration requires the 
following additional steps: (within 3 business days) 

 1.  Enter a new NSOR Record into NCIC, in accordance 
with KHP standards. (Attachment B of IMPP 11-118D) 

 

 

 

 

 

 

 

 

 

 

 

Facility Transfers/Out to Court 

Within (3) business days of transfer: 

When an offender moves to a new facility (not new unit or 
cell house within the same facility) or county jail for court 
appearance: 

1.  Designated Registration staff shall complete a KORA 
Registration Update in Ksort per KBI protocol. 

2.  Sex Offender Registration requires a modification to 
NSOR within (3 business days) 

Designated Registration staff will follow KHP standards for 
modifying the NSOR Record following KHP protocol 
(Attachment B, of IMPP 11-118D).  

Facility Release 

Within (7) business days prior to offender’s release: 

1.  Designated facility staff shall complete a KORA Form, or 
enter data into Ksort*. 

2.  Inform the offender of the procedure for registration, 
and of their duty to register. 

3.  Require the offender to read, and sign the KORA form. 

4.  Provide (1) copy of the signed KORA, and 
Acknowledgement forms to the offender. 

5.  Photograph the offender’s face, and any identifying 
marks. 

6.  Obtain fingerprint, and palm prints. 

7.  Retain the ORIGINAL KORA Form in the offenders 
Central File. 

8.  Image a signed copy into L-6 of offender’s electronic 
file. 

9.  Send a copy of the KORA, Acknowledgement of 
Offender, prints, and photograph(s) to the KBI & law 
enforcement agency having initial jurisdiction. 

*If information is being electronically submitted through 
Ksort, follow KBI protocol. 

 Sex Offender Registration requires the 
following additional steps: 

 1.  Clear NCIC entry once the law enforcement agency 
having initial jurisdiction completes their NCIC entry 
following KHP protocol (Attachment B, IMPP 11-118D) 
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Work Release 

Within (3) business days of an offender’s placement in an 
initial work release job, or changes employment: 

1.  Designated Facility Staff shall complete a KORA Form – 
Registration Update or enter Employment Update in 
Ksort*. 

2.  Inform the offender of the procedure for registration, 
and of their duty to register. 

3.  Require the offender to read, and sign the KORA form. 

4.  Provide (1) copy of the signed KORA, and 
Acknowledgement forms to the offender. 

5.  Photograph the offender’s face, and any identifying 
marks. 

6.  Obtain fingerprint, and palm prints. 

7.  Retain the ORIGINAL KORA Form in the offender’s 
Central File. 

8.  Image a signed copy into L-6 of offender’s electronic 
file. 

9.  Send a copy of the signed, updated KORA, and 
Acknowledgement of Offender to the KBI, and the law 
enforcement agency having jurisdiction where the 
offender maintains employment. 

*If information is being electronically submitted through 
Ksort, follow KBI protocol. 

Sex Offender Registration requires the following 
additional steps: (within 3 business days) 

 1.  Enter a new NSOR Record into NCIC, in accordance 
with KHP standards. (Attachment B, of IMPP 11-118D) 
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Kansas Highway Patrol - NSOR/ NCIC Protocol 

 

ENTERING A NEW NSOR RECORD 

1. Run 50 state DMV check – print copies of all DL’s located (DQ-destination 21) 

2. Run III Record – print all demographic information (QH & QR) 

3. Run CCH records – print all demographic information (IQ) 

4. Run KS CCH through web portal – print all demographic info (KCJIS) 

5. Inquire subject through public offender registry – print info 

6. Fill out entry worksheet(s) including base and supplemental 

7. Flag proper ORI for entry 

8. Enter all available critical/identifying information 

9. Run subject by name/ DOB and print return for file* (QXS) 

 

VALIDATING RECORDS 

Follow steps 1-5 above, unless subject is incarcerated, and already entered correctly at the correct facility.  If that is 
the case, then just validate.  No validation worksheet is needed for incarcerated subjects. 

Complete Steps 8-9 and place all copies in file* 

 

MODIFYING A RECORD 

1. Once you have identified the information that needs to be modified you will need to open the modification 
screen and enter the ORI, the OCA, Offender number, and the NIC numbers to identify which record you are 
modifying.   

2. Then enter the information in the appropriate fields to be modified which includes an ORI field if that 
happens to be what needs to be modifies. 

3. Run the subject by name / DOB and print the return, also placing with the file*. (QXS) 

CLEARING AN ENTRY 

1. Open the clear form and enter the ORI, OCA, Offender number, and NIC numbers.   

2. Run the subject by NIC number to make sure the entry was successfully removed from NCIC. (QXS) 

3. Print a copy of the “No Record Found” response and place it in the file*. 

 

*File in Imaged Documents tab L-6; to be retained for future KHP Audits. 
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