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 I.       PURPOSE  



To ensure that changes in an offender’s status and housing location are recorded, the Offender 


Admission Discharge Reports (ADR) are filled out and distributed properly, the following 





procedures will be followed:

 II.      DEFINITIONS 

       
 None 
III.      PROCEDURES 
1.
Lieutenants will be fill out ADR’s  for the following:

a. Intakes 

b. Hospital Admissions/Discharges

c. Conditional Release

d. OLTC Offenders

e. Pre-Release

f. WATCH DUI Program

g. Transfer

h. Escape

i. Apprehension

j. Discharges

k. Major Disciplinary dispositions.

2.
The ADR is located on the computer-- I-Drive-Control—ADR—MWP Movement Report.
Open the ADR Template and enter the following:

Offender’s Name 

ID (AO#)

Date 

Time

In the “FROM UNIT AND JOB:” column check the appropriate block(s) and fill in information where needed.  


In the “TO UNIT AND JOB:” column check the appropriate block(s) and fill in information where needed.
















NOTE:  Both columns have drop down boxes for some of the 




























areas.

When entering the Cell number, leave off the Pod Designator (i.e. A, B, G, etc…); simply enter the room number (i.e. 203).  For the Bed number, enter the single character (i.e. 1, 2, 3, 4, etc…).


The following areas have “drop down boxes” with additional information:

MWP (both columns)
Pod (both columns)
Hospital (both columns)

Conditional Release (both columns)
OLTC (both columns)
The line below “Pre-Release” (both columns)
Parole Violator

Probation Violator


These reports will be “E-Mailed” to the following departments:

a. Classification  

b. Records  

c. IPPO 

d. Medical

e. Front Desk Officer
f. Shift Lieutenants

g. Case Managers

3.
On moves inside the facility, ADR’s do not have to be completed just ensure the bed changes 


have been made in OMIS. 

IV.       CLOSING


Questions concerning this procedure should be directed to the Shift Lieutenant or the Security 
Deputy Warden.

V.         ATTACHMENTS

            

 None

