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REFERENCES: 

DOC 100.100 is hereby incorporated into this policy; Records Retention Schedule 

POLICY: 

I. The Department will maintain family councils to advise, collaborate, problem solve, and 
partner with the Department and the community to: 

A. Improve communications with the Department, 
B. Create opportunities to strengthen family and community connections, 
C. Improve the quality of life for those incarcerated, 
D. Promote successful reentry, 
E. Provide family input on related policies and operational memorandums, and 
F. Address local and statewide issues/concerns that affect a broad range of those 

incarcerated and their families 

II. Department employees and council members will work together to bring awareness to 
the family councils and encourage participation. 

III. For the purposes of this policy, family is broadly defined to include immediate, 
extended, and elected family members, such as romantic partners, friends, neighbors, 
and clergy. 

DIRECTIVE: 

I. General Requirements 

A. Participation in the family councils is encouraged, though strictly voluntary. 

B. Council members and participants must be approved visitors in good standing at 
the facility where their incarcerated loved one is housed. 

1. Council members are approved through the application process and have 
voting privileges on the council.  Participants attend and give input at 
council meetings, but do not have voting privileges. 

C. Council members will work within Department rules, regulations, and policies. 

D. No council member or family participant of any council will represent that council, 
either in writing or verbally, without an approved motion from the majority of the 
council members. 

http://idoc/agency/operations/records.htm
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II. Local Family Councils (LFCs) 

A. Each facility will maintain an LFC.  LFC membership will be comprised of 
approved family members with an incarcerated loved one housed at the facility, 
along with the Superintendent and the appointed facility secretary. 

1. Family members who wish to join the LFC as council members will apply 
using DOC 03-512 Local Family Council Application, which LFCs will 
make available to interested approved visitors. 

2. Completed applications will be submitted to the LFC officers, who will 
review the applications with the Superintendent and Visit Sergeant.   

3. Members will be selected by a majority vote of the LFC members present 
at the election. 

4. The Superintendent may request the removal of any member for 
unprofessional or disruptive behavior which directly interferes with 
legitimate LFC business.  The Superintendent may also remove any 
member who is not an approved visitor in good standing. 

B. Each LFC will have 5 officer positions: 2 co-chairs, 2 council secretaries, and a 
Statewide Family Council (SFC) representative. 

1. The Superintendent/designee will be the facility co-chair. 

2. The facility co-chair will appoint a facility employee as the facility 
secretary. 

3. The family co-chair, family secretary, and SFC representative will be LFC 
members elected by majority vote of the LFC members present at the 
election. 

a. Members who are elected into these positions must have a 
demonstrated ability to work cooperatively and professionally with 
others. 

b. Elections for these positions will be held each year, and results will 
be certified by the facility co-chair. 

c. Each officer will serve for a term of one year, though officers may 
be reelected to serve up to 3 consecutive terms on the same LFC.  
If a term cannot be completed, an election will be held to fill the 
position for the unexpired term. 
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4. LFC officers will assist in recruitment efforts to increase participation on 

the council. 

C. The facility co-chair will ensure that LFC meetings are held at least 4 times a 
year, though will encourage meeting 6 times a year.  Meetings will provide 
members and participants an opportunity to learn about Department practices, 
increase communication, and improve the quality of life for their incarcerated 
loved ones. 

1. Meetings will be held on a weekend day to provide maximum opportunities 
for families to participate, preferably every other month. 

2. The facility co-chair will ensure that LFC meeting dates and times are 
posted in public access areas and on the local facility website and Family 
Event Calendar at least 30 days in advance. 

a. The facility co-chair will set up conference call capabilities so long 
distance LFC members can participate in meetings. 

3. Meeting Attendance 

a. Any approved visitor may attend the facility’s LFC meeting as a 
participant. 

b. Department participation in LFC meetings should include, at a 
minimum: 

1) Visit Sergeant 
2) Community Partnership Program Coordinator (CPPC) 
3) Family Services Specialist assigned to the facility 
4) Other Department employees, contract staff, or volunteers, 

to address a specific agenda item(s) 

c. The Superintendent will attend at least 2 meetings a year. 

d. The co-chairs should work to maintain a balance of family and 
Department participants. 

e. With Superintendent approval, an LFC may choose to include 
offender representatives as participants. 

4. Meetings will be facilitated by the co-chairs.  If the family co-chair is not 
available, the family secretary will serve as acting family co-chair and will 
appoint an acting family secretary for the meeting. 
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5. Only LFC officers and members will have voting privileges in meetings. 

6. Each meeting will follow an agenda developed and mutually agreed upon 
by the co-chairs. 

a. LFC officers will compile agenda items from families and submit 
them to the co-chairs to develop the agenda. 

b. The agenda will be limited to issues/concerns that impact a broad 
range of facility offenders and their families. 

c. The family secretary will track agenda items and action items using 
DOC 03-514 Family Council Action Items.  During the meeting, s/he 
will provide a review of the previous meeting’s minutes, and agenda 
and action items that have not been resolved. 

7. The facility and family secretaries will each take minutes during the 
meeting, then will work together to finalize a single draft of official minutes 
using DOC 03-513 Family Council Meeting Minutes. 

a. The secretaries will submit the draft to the co-chairs using DOC 03-
513 Family Council Meeting Minutes within 7 days after the 
meeting. 

b. The facility co-chair will ensure that the approved minutes are 
distributed to LFC officers and members and posted in public 
access areas and on the facility website. 

c. The facility will retain the approved minutes per the Records 
Retention Schedule. 

8. All LFC members and meeting participants will demonstrate commitment, 
integrity, honesty, good judgment, and the ability to work with respect and 
courtesy. 

D. Each Superintendent will define and provide twice yearly facility tours for LFC 
members. 

E. With Superintendent approval, the Family Services Manager may issue family 
council recognition pins or another form of identification to council members for 
LFC recruitment or other local activities. 
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III. Statewide Family Council (SFC) 

A. The Department will maintain an SFC.  SFC membership will be comprised of 
one elected representative from each LFC, along with the Family Services 
Manager. 

B. The SFC has 2 officer positions: the family co-chair and the council secretary. 

1. The family co-chair and council secretary will be SFC members elected by 
majority vote of the SFC members present at the election.  Members may 
serve in more than one position, according to facility needs. 

a. Each officer will serve for a term of one year, though officers may 
be reelected to serve up to 3 consecutive terms.  If a term cannot 
be completed, an election will be held to fill the position for the 
unexpired term. 

C. The Family Services Manager will act as the Department co-chair and will ensure 
that SFC meetings are held at least 6 times a year. 

1. Meetings will be held on a weekend day to provide maximum opportunities 
for families to participate, preferably every other month. 

a. SFC members who miss a scheduled visit to attend a meeting will 
receive a make-up visit during a regular visit session. 

2. SFC meeting dates and times will be posted on the Family & Friends page 
of the Department’s website. 

a. Conference call capabilities will be set up for SFC members who 
cannot attend the meeting in person. 

3. Meeting Participants 

a. Any family member who is approved to visit someone housed in a 
Department facility may attend an SFC meeting as a participant. 

b. Department participation in SFC meetings should include, based on 
the agenda: 

1) A Prisons Division representative(s) 
2) A Community Corrections Division representative(s) 
3) A Family Services Specialist 
4) Other Department employees, contract staff, or volunteers 
5) Subject matter experts to address a specific agenda item(s) 
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4. Meetings will be facilitated by the co-chairs.  If the family co-chair is not 

available, the council secretary will serve as acting family co-chair and will 
appoint an acting council secretary for the meeting.  If the Department co-
chair is not available, another Family Services Unit member will co-chair 
for the meeting. 

5. Only SFC officers and members will have voting privileges in meetings. 

6. Each meeting will follow an agenda developed and mutually agreed upon 
by the co-chairs. 

a. SFC officers will work with SFC members to identify and submit 
statewide concerns/issues for the agenda. 

b. The agenda will focus on statewide systems change, collaboration, 
and education. 

c. The council secretary will track agenda items and action items on 
DOC 03-514 Family Council Action Items.  During the meeting, s/he 
will provide a review of the previous meeting’s minutes, and agenda 
and action items that have not been resolved. 

7. The council secretary will take minutes during the meeting. 

a. The council secretary will submit the draft minutes to the co-chairs 
using DOC 03-513 Family Council Meeting Minutes within 7 days 
after the meeting. 

b. Both co-chairs must approve the minutes before distribution. 

c. The Department co-chair will ensure that the approved minutes are: 

1) Posted on the Family & Friends page of the Department’s 
website. 

2) Retained per the Records Retention Schedule. 

8. All SFC members and meeting participants will demonstrate commitment, 
integrity, honesty, good judgment, and the ability to work with respect and 
courtesy. 

D. Subcommittees will be created through the SFC to provide in-depth study of a 
concern or issue. 
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1. Subcommittees will consist of one representative from each facility, 

elected by majority vote of LFC members present at the election.  LFC 
members may serve in more than one position, if necessary. 

a. If a subcommittee member is no longer available to serve, an 
election will be held to fill the position. 

2. Each subcommittee will have 2 co-facilitators and a note taker. 

a. The Department co-facilitator will be a subject matter expert on the 
subcommittee’s topic of concern. 

b. The facility co-facilitator and note taker will be elected by majority 
vote of the subcommittee members.  These positions will serve for 
a term of one year or until the subcommittee work is complete, 
whichever comes first. 

3. Members will represent their LFC on the subcommittee and report back to 
their LFC on subcommittee business. 

4. Subcommittee meetings will be held via conference call at least quarterly, 
as scheduled by the Department co-facilitator. 

a. Meetings will be facilitated by the 2 co-facilitators. 

b. Each meeting will follow an agenda developed and mutually agreed 
upon by the co-facilitators. 

1) The family co-facilitator and subcommittee members will 
work to gather input from their LFCs to help develop agenda 
items for subcommittee meetings. 

2) Agendas items will be limited to issues related to the 
subcommittee’s area of focus, as determined by the SFC 
members. 

c. The note taker will take minutes during the meeting. 

1) The note taker will submit the draft minutes to the co-
facilitators using DOC 03-513 Family Council Meeting 
Minutes within 7 days after the meeting. 

5. Subcommittees will report to the SFC on subcommittee business. 
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a. Both co-facilitators must approve the subcommittee reports before 

distribution. 

b. The family co-facilitator will submit approved reports to the SFC. 

DEFINITIONS: 

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

ATTACHMENTS: 

None 

DOC FORMS: 

DOC 03-512 Local Family Council Application 
DOC 03-513 Family Council Meeting Minutes 
DOC 03-514 Family Council Action Items 

http://insidedoc/forms/standard/03-512.docx
http://insidedoc/forms/standard/03-513.docx
http://insidedoc/forms/standard/03-514.docx

