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GOVERNMENT OF TIIE DISTRICT OF COLUMBIA

ADMINISTRATIVE ISSUANCE SYSTEM

SUBJECT: Disclosure of Status of Individuals:
Agencies

ORIGINATING AGENCY: Office of the Mayor

Mayor's Order 201l-xx
October 19,20ll

Policies and Procedures of District of Columbia

By virtue of the authority vested in me as Mayor of the District of Columbia by section 422(ll) of
the District of Columbia Home Rule Act, approved December 24, 1973,87 Stat. 790, Pub. L. 93-
198, D.C. Official Code $ I-204.22(ll) (2011 Supp.), it is hereby ORDERED that:

I. PURPOSE

The dual purpose of this Order is to establish District-wide policy and procedures concerning the
disclosure of immigration status, and to ensure that District resources are not used for federal
immigration enforcement activities. This Order supplements Mayor's Memorandum 84-41, dated
August 2, 1984, and Mayor's Order 92-49, dated April29, 1992, by delineating the responsibilities
of local agencies, and preserving the limited resources of Public Safety agencies.

II. DISCLOSURE OF IMMIGRATION STATUS

A. Backsround

I . The District of Columbia is home to a diverse population. Many of its residents have
immigrated here and some are not citizens of the United States. The District of
Columbia is committed to promoting the safety and rights of all who live here.

2. The District of Columbia should preserve the tradition of ensuring that immigrants
and noncitizens are treated equitably at any stage where they seek services from the
District of Columbia, provide services to the District of Columbia, or have contact
with the criminal justice system. The Metropolitan Police Department and other
agencies of the District of Columbia rely upon the cooperation of all persons--
documented citizens, lawfiil residents, and those without documentation status--to
achieve our goals'of protecting life and property, preventing crime and resolving
problems. In addition to promoting important community policing goals, assistance
from immigrant populations is especially important when an immigrant, whether
documented or not, is the victim of or witness to a crime. These persons must feel
comfortable in coming forward with information and in filing reports. Their
cooperation is needed to prevent and solve crimes and maintain public order, safety,
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and security in the entire community. one of our most important goals is to enhanceour relationship with immigrant communities as well as to establish new andongoing partnerships consistent with our community policing philosophy.
3' Moreover, the District of columbia should enl*9 that the rights of immigrants orsuspected immigrant detainees in District of columbia acinties and facilitieselsewhere to which District of columbia detainees are transferred are observed andthat.federal immigration officials do not ubur" their privilegr or access to Dishictfacilities.

4' The limited resources of the District, the complexity of immigration laws, limitationson authorities, the risk of civil liability for immigratio" *j."r"rcement activities,and the clear need to foster trust and cooperation do- trr" puuic, including membersof immigrant communities, are the principal factors thui *rr" taken into accountwhen formulating the policy under this Order.
B. Policy and Procedures

1' This order shall apply to the Department of Corrections, the Department of Fire andEmergency Medical Services, tlr,e Metropolitan Police Department, the office of theAttorney General, the office__of f.eturning citizen arairr, trre office of victimServices, the Department of Youth Rehabi"litation Services,'*o utt other agenciesunder the direction of the Mayor that employ law .nro.."-.nt officers (publicSafety Agencies).

2' Public Safety Agencies and their officials and employees shall not inquire about aperson's immigration status or contact United siate" ir"-ig*i"n and customsEnforcement (cE) for the pu{pose of initiating civil enforc!"-"rrt of immigrationproceedings that have no nexus to a criminal iniestigation.li rit"il be the policy ofPublic Safety Agencies not to inquire about the immilratioo riuto, of crime victims,witnesses, or others who call or aiproach the porice ,"-.kirrg ur.irtunr".
3' Public Safety Agencies shall establish a policy to ensure that District of Columbia-incarcerated youth and adults are not made available for immigration interviewsrelated to immigration status without a criminal-l?*u_r, in p..ror,, over the phone, orby video without a court or.der The policy shall includ. u Jir"rorure to the inmatethat all information provided to federal agents, including ICE agents, ffi&y be used ina criminal, immigration' deportation, or o-ther collat..ul-rur.s ?tl pori"y shall be inwriting, shall be signed by ihe inmate, and shall comply *ith 

"ppl.able standards ofthe Language Access Act of 2004 (D.c. official'c"a" S 
-iligzt 

et seq. e007Repl.).

4' No person shall be detained solely on the belief that he or she is not present legally inthe united States or that he or she has committed a.iuil ir;i;;on violation. TheDepartment of corrections shall not send lists of f"*tg;:;;; inmates to theDepartment of Homeland Securitv. 18



5.

6.

Law enforcement officers shall not make arrests solely based on administrative
warrants for arest or removal entered by ICE into the lriational Crime Information
Center database of the Federal Bureau of Investigation, including administrative
immigration warrants for persons with outstanding removal, leportation, orexclusion orders. Enforcement of the civil provisions of United dtut.r immigration
law is the responsibility of federal immigration officials.

Public Safety Agencies shall conduct all necessary training and education to ensurethat law enforcement officers are knowledgeable about al-l provisions contained inthis Order. Referrals to medical or social service agencies shall be made forundocumented immigrants in the same manner they are made for all othercommunity members.

III. CONSTRUCTION OF' ORDER:

This Order:

1. Shall not be construed to prohibit an officer or employee of a public Safety Agencyfrom cooperating with federal immigration authorities when required by l#; and

Is not intended to create or imply a private cause of action for a violation of itsprovisions.

IV. EFFEcrrvE DATE: This order shall become effective immediatelv.

VINCENT C. GRAY
MAYOR

ATTEST:
CYNTHIA BROCK.SMITII

SECRETARY OF THE DISTRICT OF COLUMBIA

2.
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IN THE COUNCIL OF THE DISTRICT OF COLUMBIA 34 
 35 

__________                               36 
 37 
 38 
Councilmember Phil Mendelson introduced the following bill which was referred to the 39 

Committee on ___________________. 40 
 41 

To amend An Act To create a Department of Corrections in the District of Columbia to limit the 42 
circumstances under which the District will comply with an immigration detainer request 43 
from United States Immigration and Customs Enforcement.   44 

 45 
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 2 

 BE IT ENACTED BY THE COUNCIL OF THE DISTRICT OF COLUMBIA, That this 1 

act may be cited as the “Immigration Detainer Compliance Amendment Act of 2011”.  2 

 Sec. 2.  Section 6 of An Act To create a Department of Corrections in the District of 3 

Columbia, approved June 27, 1946 (60 Stat. 320; D.C. Official Code § 24-211.01 et seq.), is 4 

amended by adding a new Section 7 to read as follows: 5 

 “Sec. 7.  District compliance with federal immigration detainers.  6 

“(a)  The District of Columbia is authorized to comply with civil detainer requests from 7 

United States Immigration and Customs Enforcement (ICE) by holding inmates for an additional 8 

24-hour period after they would otherwise be released, but only in compliance with the 9 

requirements of subsection (b) of this section.  10 

“(b)  Upon written request by an ICE agent to detain a District of Columbia inmate for 11 

suspected violations of federal civil immigration law, the District shall exercise discretion 12 

regarding whether to comply with the request and may comply only if:  13 

“(1)  There exists a prior written agreement with the federal government by which 14 

all costs incurred by the District in complying with the ICE detainer shall be reimbursed; and  15 

“(2)  The individual sought to be detained: 16 

“(A)  Is an adult, as defined in D.C. Official Code § 16-2301(5); and   17 

“(B)  Has been convicted of: 18 

“(i)  A dangerous crime as defined in D.C. Official Code § 23-19 

1331(3) or crime of violence as defined in D.C. Official Code § 23-1331(4), for which he or she 20 

is currently in custody; 21 

“(ii)   A dangerous crime as defined in D.C. Official Code § 23-22 

1331(3) or crime of violence as defined in D.C. Official Code § 23-1331(4) within 10 years of 23 
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the detainer request, or was released after having served a sentence for such dangerous crime or 1 

crime of violence within 5 years of the request, whichever is later; or  2 

“(iii)  A crime in another jurisdiction which if committed in the 3 

District of Columbia would qualify as an offense listed in D.C. Official Code § 23-1331(3) or 4 

(4).        5 

“(c)  Notwithstanding subsection (b)(2)(B)(ii) of this section, a detainer request for an 6 

individual who has been convicted of a homicide crime shall be honored regardless of when the 7 

conviction occurred.   8 

“(d)  Except as otherwise required by this law or unless ICE agents have a criminal 9 

warrant, District personnel shall not expend District resources responding to ICE inquiries or 10 

communicating with ICE regarding individuals’ incarceration status or release dates.”.      11 

  Sec. 3.  Fiscal impact statement. 12 

The Council adopts the fiscal impact statement in the committee report as the fiscal 13 

impact statement required by section 602(c)(3) of the District of Columbia Home Rule Act, 14 

approved December 24, 1973 (87 Stat. 813; D.C. Official Code § 1-206.02(c)(3)).15 

Sec. 4.  Effective date. 16 

This act shall take effect following approval by the Mayor (or in the event of veto by the 17 

Mayor, action by the Council to override the veto), a 60-day period of Congressional review as 18 

provided in section 602(c)(2) of the District of Columbia Home Rule Act, approved December 19 

24, 1973 (87 Stat. 813; D.C. Official Code ' 1-206.02(c)(2)), and publication in the District of 20 

Columbia Register. 21 
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Proposed(Policy(Re:(Civil(Immigration(Hold(Requests(in(King(County(
DRAFT(–(Amended(11A18A11(

(
Section(I.((It(is(the(policy(of(King(County((County)(to(honor(civil(immigration(hold(requests(from(
United(States(Immigration(and(Customs(Enforcement((ICE)(by(holding(adult(inmates(for(an(
additional(24Bhour(period(after(they(would(otherwise(be(released(in(accordance(with(the(
following(policy:(

A. Upon(receipt(of(a(written(immigration(hold(request(by(an(ICE(agent(to(detain(a(County(
inmate(for(suspected(violations(of(federal(civil(immigration(law,(the(County(will(exercise(
its(discretion(to(honor(the(request(only(where(one(or(more(of(the(following(apply:(
(

1. The(individual(has(been(convicted(of(a(most(serious(offense(or(a(sex(offense(for(
which(he(or(she(is(currently(in(custody.(

i. For(purposes(of(this(policy(a(most(serious(offense(is(any(felony(listed(in(
RCW(9.94A.030(32)(and(a(sex(offense(is(any(felony(listed(in(RCW(
9.94A.030(46).(
(

2. ICE(provides(written(certification(and(case(identifying(information(that(the(
individual(has(been(convicted(of(a(most(serious(offense(or(a(felony(sex(offense(
(as(defined(in(A(1)(i)(above),(within(10(years(of(the(request,(or(was(released(after(
having(served(a(sentence(for(a(for(a(most(serious(offense(or(a(sex(offense((as(
defined(in(A(1)(i)(above)(within(five(years(of(the(request.(
(

i. If(ICE(provides(written(certification(and(case(identifying(information(that(
the(individual(has(been(convicted(of(a(homicide(crime,(an(immigration(
detainer(request(will(be(honored(regardless(of(when(the(conviction(
occurred.(
(

ii. This(subsection(also(applies(if(ICE(provides(written(certification(and(case(
identifying(information(that(the(individual(has(been(convicted(of(a(
serious(or(violent(offense((as(defined(in(A(1)(i)(above),(in(any(jurisdiction(
which,(if(committed(in(the(State(of(Washington,(would(have(been(
punishable(as(a(most(serious(offense(or(a(sex(offense((as(defined(in(
A(1)(i)(above).(

(
(

B. The(County(shall(not(honor(detainers(for(individuals(younger(than(18(years(of(age.((((
(

Section(II:((Unless(ICE(agents(have(a(criminal(warrant,(ICE(agents(shall(only(be(permitted(access(
to(inmates(in(County(custody(upon(signed,(written(consent(of(the(inmate.((Access(includes(in(
person,(telephonic(or(video(conference(communication(with(inmates.((Where(an(inmate(
provides(consent,(ICE(shall(conduct(any(interviews(or(communications(with(the(inmate(at(no(
expense(to(the(County.(((
 27
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State of Connecticut 
Department of Correction 

 
ADMINISTRATIVE 

DIRECTIVE 

Directive Number 
9.3 

Effective Date 
4/16/2012 

Page 1 of 11 
 

Supersedes                           
Inmate Admissions, Transfers and Discharges, 

Supersedes 11/15/2010 
Approved By: Title  

 Inmate Admissions, Transfers and Discharges 

Commissioner Leo C. Arnone,   
 
1. Policy. The Department of Correction shall admit, transfer and discharge 

inmates in a manner consistent with accountability, safety and security. 
The Department shall endeavor to release inmates to suitable housing 
whenever possible. Further, the provisions of this directive concerning 
compliance with immigration detainers are intended to ensure sound use 
and preservation of correctional resources.  Nothing in this directive 
reflects a conclusion or doubt with respect to the legality or propriety 
of any past instance of compliance with an immigration detainer. This 
policy with respect to immigration detainers has been promulgated solely 
for the purpose of internal Department of Correction guidance. It is not 
intended to, does not, and may not be relied upon to create any rights, 
substantive or procedural, that are enforceable by law by any matter, 
civil or criminal, nor does it place any limitations on otherwise lawful 
administrative prerogatives of the Department of Correction. 

2. 
Authority and Reference.  

 
A. Public Law 108-79, Prison Rape Elimination Act of 2003.  
B. Connecticut General Statutes, Sections 7-135, 9-46a, 18-81, 18-93, 

53-21, 53a-13, 53a-70, 53a-70a, 53a-70b, 53a-71, 53a-72a, 53a-72b, 
54-97, 54-102g, 54-102h and 54-102r. 

C. Administrative Directives 3.11, Gate Money; 4.2, Sentence 
Computation and Time Keeping; 4.2A, Risk Reduction earned 
Credit;6.4, Transportation and Community Supervision of Inmates; 
6.6, Reporting of Incidents; 6.7, Searches Conducted in Correctional 
Facilities; 6.10, Inmate Property; 8.1, Scope of Health Services 
Care; 8.5, Mental Health Services; 8.14, Suicide Prevention and 
Intervention; 9.1, Population Management; 9.2, Offender 
Classification; 9.10, Inmate Identification and Movement; 10.7, 
Inmate Communications; and 10.15, Inmate Personal Identification 
Procurement and Storage; 

D. American Correctional Association, Standards for the Administration 
of Correctional Agencies, Second Edition, April 1993, Standards 2-
CO-1E-02, 2-CO-4A-01 and 2-CO-4E-01. 

E. American Correctional Association, Standards for Adult Correctional 
Facilities, Fourth Edition, January 2003, Standards 4-4096, 4-4103, 
4-4189, 4-4285, 4-4292, 4-4335, 4-4446. 

F. American Correctional Association, Performance-Based Standards for 
Adult and Local Detention Facilities, Fourth Edition, June 2004, 
Standards 4-ALDF-1B-06, 4-ALDF-2A-16, 4-ALDF-4C-22, 4-ALDF-5B-18, 4-
ALDF-7D-19 and 4-ALDF-7D-20. 

G. 8 Code of Federal Regulations §287.7(d) 
 
3. Definitions and Acronyms. For the purposes stated herein, the following 

definitions and acronyms apply: 
 
A. Admission. The intake processing of an inmate into the legal custody 

of the Commissioner of Correction. 
B. A/P. Admission and Processing. 
C. CAIT. Computer-Assisted Inmate Transfer. 
D. CAPI. Computer-Assisted Positive Identification. 37
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E. CHNS. Correctional Hospital Nursing Supervisor. 
F. Closed Account. A discharged  inmate’s  account  with  no  balance. 
G. Commitment. The court order remanding an inmate to the legal custody 

of the Commissioner of Correction. 
H. Detainer. Immigration Detainer-Notice of Action DHS Form 1-247 

attachment G. 
I. DHS. Department of Homeland Security. 
J. Direct Admission Facility. A correctional facility designated to 

receive inmates committed by the courts. The following facilities 
are designated as direct admission facilities: Bridgeport 
Correctional Center; Corrigan-Radgowski Correctional Center; 
Hartford Correctional Center; Manson Youth Institution; New Haven 
Correctional Center; and, York Correctional Institution. 

K. Discharge. The release of an inmate from the legal custody of the 
Department of Correction. 

L. DNA. Deoxyribonucleic Acid. 
M. DOC. Department of Correction. 
N. Facility. An institution of the Connecticut Department of 

Correction, including all correctional institutions, correctional 
centers and residential community service programs. 

O. Gate Money. A predetermined amount of money given to an eligible 
inmate upon discharge. 

P. HIV. Human Immunodeficiency Virus. 
Q. ICE. U.S. Immigration and Customs Enforcement. 
R. Inmate. Any person, male or female, adult or minor, residing in a 

Connecticut Department of Correction facility or contracted 
community residential facility. This term shall include any person 
serving a state or federal sentence, any person admitted to await 
trial in any jurisdiction, and any person admitted pursuant to any 
other provision of law. 

S. New Admission. The initial intake of an inmate, committed by the 
courts, to the Department of Correction. 

T. Personal Identification. Forms of personal identification shall 
include, but are not limited to: a birth certificate; social 
security  card;;  driver’s  license;;  non-driver identification card; 
state identification card; social services identification card; 
military identification card; passport; and Form I-551, Permanent 
Resident  Card  (i.e.,  green  card).  When  approved  by  the  Department’s  
Security Division, CN 101503, Certified Secondary Identification 
Document shall also be considered a form of personal identification. 
Credit cards and non-official identification papers shall not be 
considered valid forms of identification. 

U. Transfer. Movement of an inmate from one correctional unit to 
another.  

V. TSC. U.S. DHS, Terrorist Screening Center. 
W. TSDB. U.S. DHS, Terrorist Screening Database 

4. Admission Area. Each correctional facility shall have an area specifically 
designated for admitting, receipt processing and discharging inmates. 

 
 Each direct admission facility shall provide for the following 

accommodations: bathing and toilet areas; potable water; secure 
maintenance of inmate property; access to monitored and privileged 
telephone services; private screening and intake areas; and on-line 
booking computer terminals.  

 
5. Admissions. Each unit shall ensure the following: 

 
38
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A. Authorized Commitment. One (1) or more of the following legal 
commitments or official documents shall be required prior to the new 
admission of an inmate to a Department facility: 

  
 1. Continuance Mittimus; 

2. Judgment Mittimus; 
3. Remand to Custody; 
4. Bench Warrant; 
5. Family Matters Mittimus; 
6. Capias; 
7. Governor's Warrant; 
8. Interstate Agreement on Detainers;  
9. Temporary Surrender; 
10. Immigration Detainer-Notice of Action DHS Form I-247; and, 
11. Immigration Detainer Detention/ Release Form CN 9308. 
 

B. Authorized Transfer. A copy of CN 9307, Inmate Overview Sheet shall 
be presented to the receiving facility prior to an inmate being 
admitted to the facility on a transfer. If CN 9307, Inmate Overview 
Sheet is not available, a copy of the RT-15 transfer form, RT-50 
printout and a CAPI photo of the inmate shall be presented to the 
receiving facility prior to an inmate being admitted to the facility 
on a transfer. 

C. Identification. Identification of the committing agent or 
transporting staff member shall be established prior to admittance 
to the secured admitting area. Identification of each inmate shall 
be established prior to the admission of the inmate to the custody 
of the receiving correctional facility.  

 
1. The identification of a new admission inmate shall be verified 

as the inmate stated on the commitment papers. 
2. The identification of a transferred inmate shall be 

established as that of the inmate on the transfer form in 
accordance with Administrative Directive 9.10, Inmate 
Identification and Movement. 
 

D. Arresting/Transporting Officer Documentation. The 
arresting/transporting officer(s) shall complete Attachment A, 
Detainee Behavior Questionnaire (Form JD-MS-5) to document the 
inmate’s  behavior, physical condition and verbal statements while in 
the custody of the arresting/transporting officer(s). 

E. Search and Shower. Upon admission to a correctional facility each 
newly admitted or transferred inmate shall be searched in accordance 
with Administrative Directive 6.7, Searches Conducted in 
Correctional Facilities, and at a minimum, each new admission 
inmate, shall shower with the appropriate pediculosis control 
shampoo with the exception of pregnant inmates who shall be provided 
an alternative process of quelling by a Physician or Physician 
Extender. 

F. Property Inventory. Upon admission to a facility an inmate's 
property shall be inventoried and processed in accordance with 
Administrative Directive 6.10, Inmate Property. 

G. Inmate Data. Each Unit Administrator shall ensure that the CN 9301, 
Inmate Admission Form or RT-05A/RT-05R and CN 9306, Inmate Intake 
Form, are completed and/or updated within three (3) business days 
for each inmate admitted to the facility. The completed form and/or 
a hard copy of the RT-50 computer screen shall be placed in the 39
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inmate's master file. A trained staff member shall verify and update 
relevant computer information for each admitted inmate in accordance 
with Administrative Directive 4.2, Sentence Computation and Time 
Keeping. 

H. Health Evaluation. Prior to admission, each inmate shall be visually 
screened and interviewed by admitting staff to check the inmate for 
any obvious health problems in accordance with Administrative 
Directives 8.1, Scope of Health Services Care and 8.5, Mental Health 
Services. Custody  staff  shall  review  a  newly  admitted  inmate’s  RT-74 
information for any previous medical, mental health or suicide risk 
information and shall document such information in  the  “Custody  
Information”  section  of  Attachment B, Intake Health Screening (HR-
001). A copy of the RT-74 information shall be forwarded along with 
Attachment B, Intake Health Screening (HR-001). Health services 
staff and/or the Shift Commander shall be contacted upon discovery 
of any health-related problems to determine if an inmate may be 
refused admittance to the facility due to the problem. No new 
admission inmate shall be admitted if a serious health problem 
exists. It shall be the responsibility of the committing agent to 
provide treatment prior to admission. 

 
 
     Inmates identified with statistically high risk factors for self-

harm shall be referred to the Mental Health Unit. Inmates determined 
to be detoxifying from drugs or alcohol, medically unstable or 
mentally ill shall be identified and referred to unit and treatment 
staff for appropriate follow-up, and shall be considered for 
specialized housing (i.e., inpatient hospitalization).  

 
 Admitting staff shall be aware of any suicide risk factors or 

behavior and shall report the observation of any suicide factors to 
the health services staff and/or the Shift Commander in accordance 
with Administrative Directive 8.14, Suicide Prevention and 
Intervention. Suicide factors shall include, but are not limited to, 
the following:  

 
1. First DOC incarceration; 
2. Recent loss (e.g., death, divorce, etc.); 
3. Auditory/visual hallucinations; 
4. Recent transfer or status change; 
5. Recent court disappointment; 
6. Changes in personal relationships; 
7. Detoxifying from drugs and/or alcohol; 
8. Changes in physical condition; 
9. Deteriorating health condition; 
10. Statements made by the inmate; 
11. Statements from family, friends or community providers; 
12. Threats or perceived threats from other inmates; and, 
13. Encouragement from other inmates to commit suicide.  

 
I. Refusal of Inmate. An inmate may be refused admission to a facility 

if the conditions of Section 5 of this Directive are not met. Such 
refusal shall be documented through the completion of CN 6601, 
Incident Report, with photographs, whenever possible, in accordance 
with Administrative Directive 6.6, Reporting of Incidents. If an 
inmate is being held solely on an ICE Detainer and upon completion 
of Immigration Detainer Detention / Release Form CN9308,  it was 40
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determined the offender is not an unacceptable risk to public safety 
based upon the data/info provided, the inmate shall be released. 

J.  Health Intake Screening. Attachment B, Intake Health Screening (HR-
001) shall be completed by a health services staff member and a 
custody staff member for each new admission to the Department. 

J. Mail and Phone Regulations. A new admission inmate shall be 
requested to sign CN 100701, Notification and Acknowledgment for 
Inmates in accordance with Administrative Directive 10.7, Inmate 
Communications, prior to making a phone call. 

K. Zero Tolerance Policy. Each inmate shall receive a copy of the 
Prison Rape Elimination Act Zero Tolerance Policy. 

  
6. Transfers. Each inmate shall be transferred in accordance with 

Administrative Directives 6.4, Transportation and Community Supervision of 
Inmates; 6.7, Searches Conducted in Correctional Facilities; 6.10, Inmate 
Property; 9.1, Population Management; 9.2, Offender Classification; and 
9.10, Inmate Identification and Movement.  

  
A. Facility Transfers.  

 
1. Transfer of Mental Health 4 or 5 Inmates. The Director of 

Health and Addiction Services, in collaboration with the 
Director of Psychiatric Services, shall develop and update, as 
needed, a protocol for transferring mental health 4 and 5 
inmates within the Department. At no time shall the score of a 
mental health 4 or 5 inmate be lowered prior to the 
notification of the Director of Psychiatric Services, in 
accordance with the protocol. 

2. Transfer of Inmates Other than Mental Health 4 or 5 Inmates. 
At a minimum, the following steps shall be followed prior to 
transferring an inmate, other than a mental health 4 or 5 
inmate, to another correctional facility: 

 
a. the inmate's identification shall be verified in 

accordance with Administrative Directive 9.10, Inmate 
Identification and Movement; 

b. the master file shall be reviewed to check for 
warrants, detainers, pending court cases, release date 
confirmation, classification ratings, and any other 
information that may affect the transfer; 

c. CN 9307, Inmate Overview Sheet shall be used to 
transfer an inmate (if CN 9307, Inmate Overview Sheet 
is not available, a copy of the RT-15 transfer form, 
RT-50 printout and a CAPI photo of the inmate shall be 
compared  for  accuracy  and  to  confirm  the  inmate’s  
identity prior to transfer); 

d. the transfer authorization shall be confirmed by a 
custody supervisor;  

e. the CN 9302, Transfer and Discharge Checklist shall be 
completed; and, 

f. all requirements of sexual offender registration are 
satisfied when transferring from a higher level 
facility to a Level 3 facility. 

 
B. Community Transfers. At a minimum, the following steps shall be 

completed prior to transferring an inmate to the community, to 
include furloughs: 41
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