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REFERENCES:

DOC 100.100 is hereby incorporated into this policy; RCW 9.94A; RCW 9A.44.160; RCW
9A.52; RCW 10.99.020; RCW 69.50; RCW 71.05.445; DOC 320.400 Risk and Needs

Assessment Process; DOC 320.420 Offender Supervision Plans; DOC 380.605 Interstate
Compact; DOC 390.600 Imposed Conditions; DOC 550.100 Offender Grievance Program

POLICY:

l. Offenders placed on supervision will have an intake process completed to facilitate
appropriate classification, assess the offender’s needs, and develop a working
relationship between the Department and the offender.

DIRECTIVE:
l. General Requirements

A. A Community Corrections Officer (CCO) in the offender’s county of residence will
be assigned to complete the intake process.

B. An offender releasing from jail or another agency’s custody will have intake
completed within 30 days of sentencing.

1. Intake may be reassigned to a CCO in the county of incarceration if the
offender is housed outside the county of residence.

C. An offender releasing from Department custody will have intake completed within
30 days of release to the community.

D. An offender who has been approved for transfer from another state per DOC
380.605 Interstate Compact will have intake completed within 30 days of the gain
date for the Interstate case.

Il Intake Process

A. When an offender is sentenced to Department supervision for a new cause, a
designated employee within the sentencing county will forward information to the
appropriate location for intake, including but not be limited to:

Judgment and Sentence,

Offender’s reported address, and current location if incarcerated,
Pre-sentence Investigation, if any,

Police reports,

Affidavit of Probable Cause,

agrwnE



http://apps.leg.wa.gov/RCW/default.aspx?cite=9.94A
http://apps.leg.wa.gov/RCW/default.aspx?cite=9A.44.160
http://apps.leg.wa.gov/RCW/default.aspx?cite=9A.52
http://apps.leg.wa.gov/RCW/default.aspx?cite=9A.52
http://apps.leg.wa.gov/RCW/default.aspx?cite=10.99.020
http://apps.leg.wa.gov/RCW/default.aspx?cite=69.50
http://apps.leg.wa.gov/RCW/default.aspx?cite=71.05.445
http://insidedoc/policies/Doc/Word/320400.pdf
http://insidedoc/policies/Doc/Word/320400.pdf
http://insidedoc/policies/Doc/Word/320420.pdf
http://insidedoc/policies/Doc/Word/380605.pdf
http://insidedoc/policies/Doc/Word/380605.pdf
http://insidedoc/policies/Doc/Word/390600.pdf
http://insidedoc/policies/DOC/word/550100.pdf
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6. Criminal History Information, and

7. Victim/Witness Information.

B. The CCO assigned to complete intake will:

1. Use the Supervision Eligibility Screening Tool for Felony or Misdemeanor
as applicable to determine if the offender is eligible for supervision.

a. Offenders not eligible for supervision will sign DOC 02-243 Notice
to Offender. The CCO will submit DOC 09-265 Court - Special
Supervision Closure to the sentencing court.

1) For cases being closed for offenders serving the Original Jail
Time, the CCO/designee will enter the appropriate closure
code in the offender’s electronic file and close the intake
check date.

2. Review the Judgment and Sentence or Order of Conditional Release (i.e.,
Insanity Acquittal) and conditions imposed by the court.

a. When the sentence is unclear, the CCO will consult with the
Correctional Records Supervisor for appropriate action.

b. If recommended by the Correctional Records Supervisor, the CCO
will submit DOC 09-124 Court - Special or appropriate notice of
violation requesting modification of conditions and requirements
that appear unenforceable.

3. For Insanity Acquittal offenders, request copies of mental health
evaluations prepared by the Department of Social and Health Services
and mental health practitioners.

4, Review the following with the offender, as applicable, for all cases
receiving supervision:

a. Judgment and Sentence,

b. Order of Conditional Release (i.e., Insanity Acquittal), and/or

C. Order of Parole and Conditions.

5. Review with and have the offender sign:

a. DOC 20-155 Intake/Pre-sentence Report Personal Information
Sheet.



http://idoc/offenders/management/docs/ccd/eligibility-screening-tool-felony.pdf
http://idoc/offenders/management/docs/ccd/eligibility-screening-tool-misd.pdf
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b. DOC 07-024 Conditions, Requirements, and Instructions for each
cause.

1) If the offender refuses to sign, the CCO will note the refusal
on the form and enter the information in the offender’s
electronic file.

C. DOC 09-274 Offender Notification of Department Violation Process.

d. DOC 07-023 Registration Notification, if applicable.

e. DOC 14-035 Consent for Drug/Alcohol Testing - Field, if testing is
required.

f. DOC 14-029 Chemical Dependency/Mental Health/Criminal Justice
System Multi-party Authorization for Release of Information per
RCW 71.05.445 if the offender is sentenced to mental health and/or
substance abuse recovery treatment.

6. Review with and provide the offender with:

a. Offender Grievance Program Handout attached to DOC 550.100
Offender Grievance Program,

b. P262 Sexual Assault and Custodial Sexual Misconduct, and

C. DOC 09-252 Request to Appeal Imposed Condition.

7. Inform the offender of the following:

a. Reporting and supervision requirements (e.g., field contacts,
employment verification, urinalysis testing, polygraphs).

b. That acting as an informant to law enforcement may result in
disciplinary action for associated behaviors which violate conditions
of supervision.

C. That the Department may impose appropriate additional conditions
on eligible offenders per DOC 390.600 Imposed Conditions.

d. Available community resources, with referrals per local practice if

requested.

8. Request that the offender provide a copy of his/her Social Security card.



http://idoc/offenders/management/docs/prea/offenders-brochure-english.pdf
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a. If the offender cannot provide a copy of the card, the CCO/

designee will refer the offender to the Social Security
Administration.

b. If there are any questions regarding citizenship, the CCO/designee
will report the offender to the United States Department of
Homeland Security, Immigration and Customs Enforcement.

C. Upon release from custody to a new term of community supervision, a CCO will
be assigned to supervise the offender. The CCO will:

1.

Document the following in the offender’s electronic file:

Descriptions of offenses in the Criminal Conviction Record,
Offender Needs Assessment,

Offender address and personal characteristics, and
Completed forms and date of intake.

apop

Enroll the offender in CeField, including:
a. A full frontal digital photograph.

1) Offenders should be photographed without headgear or
sunglasses and in front of a neutral background when
possible.

2) If the offender has been previously enrolled in CeField, a
current photograph should be taken if there has been any
change in appearance.

b. Biometric enrollment that involves having the offender establish a
base pattern of 3 hand scans.

Review Washington Access to Criminal History (WATCH)/National Crime
Information Center (NCIC) and the offender’s electronic file to verify a
DNA sample is on file.

a. If not indicated, the CCO will collect and submit a DNA sample to
the Washington State Patrol.

Complete the Offender Supervision Plan per DOC 320.420 Offender
Supervision Plans within 30 days of the establishment of the offender’s
risk level classification and/or prior to file transfer.
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5. Ensure the offender is fingerprinted if the offender does not have a
Washington State Identification number.

D. Intake will not be completed if, during the intake process, an employee becomes
aware that the offender is incarcerated or residing in another state. The CCO wiill
process the case per DOC 380.605 Interstate Compact or contact the
Headquarters Interstate Compact Manager.

DEFINITIONS:

Words/terms appearing in this policy may be defined in the glossary section of the Policy
Manual.

ATTACHMENTS:
None
DOC FORMS:

DOC 02-243 Notice to Offender

DOC 07-023 Registration Notification

DOC 07-024 Conditions, Requirements, and Instructions

DOC 09-124 Court - Special

DOC 09-252 Reguest to Appeal Imposed Condition

DOC 09-265 Court - Special Supervision Closure

DOC 09-274 Offender Notification of Department Violation Process
DOC 14-029 Chemical Dependency/Mental Health/Criminal Justice System Multi-party
Authorization for Release of Information

DOC 14-035 Consent for Drug/Alcohol Testing - Field

DOC 20-155 Intake/Pre-sentence Report Personal Information Sheet



http://insidedoc/forms/standard/02-243.docx
http://insidedoc/forms/Standard/07-023.docx
http://insidedoc/forms/Standard/07-024.docx
http://insidedoc/forms/standard/09-124.docx
http://insidedoc/forms/standard/09-252.docx
http://insidedoc/forms/standard/09-265.docx
http://insidedoc/forms/standard/09-274.docx
http://insidedoc/forms/Standard/14-029.docx
http://insidedoc/forms/Standard/14-029.docx
http://insidedoc/forms/standard/14-035.docx
http://insidedoc/forms/Standard/20-155.pdf

