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01.00.00. POLICY OF THE DEPARTMENT
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is the policy of the Board of Correction that the Department of Correction
at all training is consistent with this policy for all department employee
rsonnel and volunteers.
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.00.00. REFERENCES

aho Department of Correction Policy 118, Training for Department of 
mployees

.00.00. DEFINITIONS

dministrative/Clerical Work Category:  Administrative/clerical work category
 not have daily continuous contact with inmates.

nnual Training:  Employee training expected or required on an annual b
aho Department of Correction and Institutional Services Division for 
ember.  This will include training deemed appropriate by the Division Ad
e bureau chiefs and supervisors to maintain professional skills and de
nnual training also includes that training deemed appropriate by the ins

aintain safety and security.
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Continuous or Extensive Contact with Inmates:  An employee with continuous or
extensive contact with inmates is one whose duties require routine unsupervised
contact with inmates.

C der contract
w t not limited
to e they have
c ds assigned
to

P y the Idaho
D have daily,
c

P  a notebook
te t the Idaho
D  of Idaho.
P n.

S have daily,
c  to inmates
(s services are
u

T that reflects
p ed by each
c

0

0

0  will have
c st available
D pproved by
th nto the Pre-
S eau.  Credit
m

0
th
le

0

   C

     O

         P

Y

ontract Personnel:  Contract personnel are those staff who are working un
ith the Department and who provide various support services to include, bu
, medical services, substance abuse treatment, or commissary.  Becaus

ontinuous contact with inmates, they shall be required to adhere to standar
 Service Delivery Staff.

re-Service Basic:  An intensive multiple week training program provided b
epartment of Correction training staff for any employee who will 
ontinuous, or frequent contact with inmates.

re-Service Orientation:  A self-study program which includes video tapes,
xt, and a written test.  The purpose of the self-study is to explain wha
epartment of Correction is and the functions it provides to the State
ersonnel’s new employee orientation is a part of the Pre-Service Orientatio

ervice Delivery Staff:  Idaho Department of Correction employees who 
ontinuous, or frequent contact with inmates and who provide a service
ubstance abuse counselors, food service workers, teachers, etc.).  These 
sually provided at a Department prison, work center, or work camp.

raining Plan:  A completed Individual, Bureau, and Division Training Plan 
re-service training and annual in-service training requirements anticipat
ontingent in a budget fiscal year.

5.00.00. PROCEDURE

5.01.00. Training Requirements

5.01.01. Pre-Service Basic.  New employees or contractors who
ontinuous or extensive contact with inmates will be scheduled for the fir
epartment Pre-Service Basic training.  Exceptions to this directive will be a
e Administrator of Institutional Services Division or designee.  Enrollment i
ervice Basic Training will be made through the Department’s Training Bur
ay be given for prison experience.
5.01.02. Pre-Service Orientation.  All new employees or contractors not attending
e Department’s Pre-Service Basic Training will attend the first available Department-
vel personnel orientation. Credit may be given based on prior experience.

5.01.03. Part-Time Employees and Volunteers.  All part-time employees and
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volunteers, regardless of hours worked per week, will receive orientation and training
appropriate to their assignment.  Each bureau chief in cooperation with the
Department’s Training Bureau should determine what training/orientation is appropriate.
A brief memo will be sent to the division training representative describing the
training/orientation.

05.0 l doctors,
doc  12 hours
train s.

05.0

All ing to be
dete d training
req uirements
by B

Sup ates will
atte ddition to
train nd Work
Cat

05.0

Eac ompletion
of I ns into a
Bur inistrator
of Individual
Tra  Division
Tra orrection
Tra
   C

     O

         P

Y

1.04. Contract Professionals.  Contract professionals such as medica
tors of optometry, psychiatrists, and dentists will be required a minimum of
ing as identified by Institutional Services Division and the Division of Prison

2.00 Annual Training

employees will receive a minimum number of hours of formal annual train
rmined by their Division Administrator or bureau chief.  The specifie

uirement for each employee is outlined in section 05.04.00.Training Req
ureau and Work Category.

port personnel working in institutions who have continuous contact with inm
nd the training mandated by the institution.  This training will be in a
ing outlined in section 05.04.00.  Training Requirements by Bureau a

egory.

3.00. Training Plans

h Division staff member will complete an Individual Training Plan.  Upon c
ndividual Training Plans, the bureau chief will compile the individual pla
eau Training Plan and submit a completed Bureau Training Plan to the Adm
Institutional Services. Each Bureau Training Plan will have copies of 
ining Plans for each bureau staff member attached to it.  From this data a
ining Plan will be developed and submitted to the Idaho Department of C
ining Manager.
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05.04.00. Training Requirements by Bureau and Work Category
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Clerical X

     Contracts Admin X

Dietary Admin. X
Education Admin. X

Clerical X

    Service Delivery Staff X

* Medical Admin. X

Contractors 12 hours

ffender Programs Adm X

      Clerical X

    Service Delivery Staff X

 Medical Admin. – plus IDOC administration desired corrections profession
inimum 20 hours per year of corrections training.

5.05.00. Training Records

pon completion of training, each staff member will submit a Department of
raining Record with the requested documentation to his/her supervisor.  Th
upervisor will forward the Training Record to the bureau or Division design

nto the Training Administrative System (TAS).

__________________________________ ____________
dministrator, Institutional Services Division Date


