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I.
PURPOSE  


The Montana Women’s Prison (MWP) Operational Procedure establishes guidelines to ensure the following steps are taken when an inmate is released from MWP.

II.
DEFINITIONS  
         Offender/Inmate - Any individual (juvenile or adult) in the custody or under the supervision of the Department of Corrections or its contracted service providers.

III. PROCEDURES  

A.  Staff Responsibilities
The attached “Offender Departure Checklist” will be started and attached to a 12” x 15” envelope by the person initiating the departure action.  Once the below listed persons complete their individual task, they will forward the envelope, contents and the attached checklist on to the next person.  Once completed the envelope with the attached checklist will be placed in the Shift Lieutenant’s Office.

B.  Assigned Duties

A. IPPO 
Prepare inmate travel orders.
Issue Check for a bus ticket (if needed).

B. Records 
Gather inmate’s personal documents (Social Security Card, Driver’s License, etc.) in an envelope and place in Shift Supervisor’s Office.
C. Inmate Account technician
a. Issue a check for gate pay.
b. Close offenders’ resident account.

c. Close offenders’ savings account.


D. Nurse 
Gather inmate’s medication and place in Lieutenant’s Office.

E. Property Officer
The night before the inmate is scheduled to depart, take the inmate’s Property File to the Lieutenant’s Office. 

F. Night Shift Officer
a.    Have the inmate bring all of her property to a pre-designated area to be packed up.  This is to be done after 2230.  Inform the inmate that she cannot make any phone calls from this point on.  

b. Have the inmate fill out change of address card

c.    If the inmate will be traveling by bus, inform her that the bus company only allows two (2) boxes and one carry on.  Inmates in possession of the 7 inch flat screen TVs may ship the TV within the two box maximum.  Inmates must understand the facility carries no liability for the loss, theft or breakage of TV’s that are shipped by mail or bus.   

d. Have the inmate turn in all state property that she will not use during the night. The inmate may keep any state issued underwear and bras.  Check the items off the Departure Checklist.  
e.    Using the Property file, conduct an inventory of the inmate’s electrical or electronic items and jewelry.  Have her pack all of her property in the boxes provided except for the items that she will need the next morning. 

                           Leave one box unsealed for property to be used the next morning, medications, and personal documents.
G. Escorting Officer

a.    When all items on the Departure Checklist have been completed, turn the form and the inmate’s Property File over to the Lieutenant. Prior to departure, a picture will be taken of the inmate with the digital camera.

b. If an inmate has not had clothing sent in, the facility will issue clothing to the inmate to leave in.  Inmates will leave through the intake pedestrian gate. (Not the Staff Entrance)
c.    Inmates housed in the SHU that are being picked-up by Law Enforcement personnel or another facility will leave through the intake Sally Port.  This is to enable the Transporting Officers to secure their weapons in the Lock Boxes located in the Intake Sally Port.

H.  Kitchen Supervisor
Inmate who are departing by bus or being transported by MWP will be provided a sack lunch. 
I.  Shift Lieutenant
a.    Return the Departure Checklist to the Records Department. 

b. Return the Property File to the Property Office.

c.    Log count change in Shift Report.

d. Note count change on Count Board.

e.    Complete an offender Movement Sheet.

f.    Note changes on bed sheets. (Night Shift will make new ones).

IV.
CLOSING


Questions concerning this policy shall be directed to the Shift Lieutenant, Inmate Services Lieutenant or the Deputy Warden of Security.
V.
ATTACHMENTS

          OFFENDER DEPARTURE CHECKLIST                         (ATTACHMENT A)
	                              MONTANA WOMEN'S PRISON

             OFFENDER DEPARTURE CHECKLIST
	
	

	
	
	

	
	
	
	
	
	
	
	
	
	

	OFFENDER NAME:
	
	
	
	
	AO#:
	
	
	

	
	
	
	
	
	
	
	
	
	

	  DATE OF DEPARTURE: _________________________
	Reason for Departure: 

 (Pre-Release, WATCh 

Program, Discharge, etc…) __________________

	
	
	
	
	
	
	
	
	
	

	Office Responsible
	
	Task
	Initials
	
	Date

	
	
	
	
	
	
	
	
	
	

	  IPPO
	
	
	Travel Orders
	
	
	

	
	
	
	
	
	
	
	
	
	

	  IPPO / ADMIN ASST
	Bus Ticket/Voucher
	
	
	

	
	
	
	
	
	
	
	
	
	

	INMATE ACCOUNT TECHNICIAN
	Gate Pay
	
	
	

	
	Resident Account Closed
	
	
	

	
	Savings Account Closed
	
	
	

	
	Check(s) Mailed Out
	
	
	

	
	
	
	
	
	
	
	
	
	

	  RECORDS
	Offender's Personal ID's 

(SSN card, Driver’s License etc…)
	
	
	

	
	
	
	Victim Notification
	
	
	

	
	
	
	
	
	
	
	
	
	

	  PROPERTY / NIGHT SHIFT
	Collect State Property
	
	
	

	
	
	
	1.  Property Box(es)
	 
	
	

	
	
	
	2.  Hygiene Box
	
	
	

	
	
	
	3.  Hobby Box
	
	
	

	
	
	
	4.  Uniforms
	
	
	

	
	
	
	5.  Sweat Shirts (if state issued) 
	
	
	

	
	
	
	6.  Sweat Pants (if state issued)
	
	
	

	
	
	
	     Account for Personal Property
	
	
	
	

	
	
	
	Personal Property Packed
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	  NIGHT SHIFT
	
	Change of Address Card Completed
	
	
	

	  FORWARDING ADDRESS
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	  PROPERTY
	
	Jewelry
	
	
	

	
	
	
	Mail
	
	
	

	
	
	
	Contraband being Held
	
	
	

	
	
	
	Hobby Items
	
	
	

	
	
	
	Property Waiting to go out through Visiting
	
	
	

	
	
	
	Personal Property Mailed
	
	
	

	
	
	
	
	
	
	
	
	
	

	  MEDICAL
	Offender's Medication(s)
	
	
	

	
	
	
	
	
	
	
	
	
	

	  ESCORTING CO
	
	Inmate Identification Card Returned
	
	
	

	
	
	
	Departure Photo with Digital Camera
	
	
	

	
	
	
	Sack Lunch (as needed)
	
	
	

	
	
	
	
	
	
	
	
	
	

	Date Out:
	
	
	
	
	
	Time Out:
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Escorting CO:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


This form will be forwarded to MWP Offender Records upon completion.
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