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POLICY STATEMENT

Every contact with offenders should be viewed as an opportunity to set a positive example and to emphasize
positive behavior and individual accountability. All employees of the Kansas Department of Corrections shall
adhere to the Department’'s Code of Ethics, as well as all other applicable statutes, regulations, performance,
conduct, and/or physical and mental fitness expectations as established herein. (ACI 3-4067; 3-APPFS-3C-02)
The Department is committed to providing a productive and efficient work environment free of behaviors that are
violent, threatening, disruptive, harassing, dishonest, unethical, or that violate any of the provisions of this
document. (3-APPFS-3C-02) Violation of any statute, regulation, rule of conduct, or condition of employment may
subject the employee to criminal charges or disciplinary action, up to and including dismissal. (ACO 2-1C-04)

The Kansas Department of Corrections absolutely forbids acts of undue familiarity with offenders. The Department
shall fully investigate, and take all necessary corrective and disciplinary action, per provisions in IMPP 02-120D,
concerning any person who engages in undue familiarity.

DEFINITIONS

Appointing Authority: The person designated pursuant to IMPP 02-109D for each respective division or facility of
the department.

Contraband: Any item that has not been approved for introduction into a correctional facility by law, regulation,
policy, or otherwise specifically authorized by the warden, per K.A.R. 44-2-103 or the superintendent, per K.A.R.
123-2-111.

Employee: Any person employed full time, part time, or on a temporary appointment to the Kansas Department of
Corrections. For purposes of this IMPP, this definition shall include any person employed by a public or private
entity under contract to provide services to the Kansas Department of Corrections; including supervision services
for persons on parole, conditional release, and post-release supervision.

Facility: Includes KDOC adult and juvenile correctional facilities, parole offices, Central Office, and Correctional
Industries offices or work sites.

Gross Negligence: Conduct indicating a reckless disregard and complete indifference for the possible
consequences of the person’s action.

Horseplay: Any rough, boisterous, or rowdy play; or light hearted recreational activity pursued for the purpose of
diversion or amusement.
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Offender: For the purposes of this IMPP, this term refers to any individual in the custody of the Secretary of
Corrections, whether incarcerated or on post-incarceration supervision; any individual who during the prior two (2)
years has been in the custody of the Secretary of Corrections, whether incarcerated or on post-incarceration
supervision; or any offender from another jurisdiction who is subject to a sanction for violation of criminal law,
including those on supervised or non-supervised release status, whom the employee knows or should reasonably
know to be in that status.

Restricted Access Areas: In a correctional facility, this would include areas that require passage through a security
check point, within the secure perimeter and are in locked areas requiring a key, keycard, passcodes, or similar
device to allow entry.

Smoking Paraphernalia: Items that would facilitate in the use of tobacco products to include, but not limited to
lighters, matches, altered batteries, cigarette papers, rolling machine, and electronic cigarette related devices.

Tobacco Products: Includes cigarettes; pipes; pipe tobacco; loose-leaf tobacco; tobacco substitutes; chewing
tobacco; smokeless tobacco; cigars; matches; cigarette lighters; smoking paraphernalia; electronic cigarettes (also
known as e-cigarettes, personal vaporizers or PVs); and all items developed or processed for the primary purpose
of facilitating the use or possession of tobacco or tobacco-based products. Tobacco products do not include
pharmacological aids for smoking cessation approved by the Food and Drug Administration (FDA).

Tobacco Substitutes: Any substance ingested by smoking or herbal/leaf-based substitutes for chewing tobacco.

Undue Familiarity: Conversation, contact, personal or business dealing between an employee and offender or
offender’s family which is unnecessary, not a part of the employee’s duties, and related to a personal relationship
or purpose rather than a legitimate correctional purpose. Undue familiarity includes horseplay, betting, trading,
dealing, socializing, family contact unrelated to the employee’s duties, sharing or giving food, delivering or
intending to deliver contraband, personal conversation, exchanging correspondence, including social networking
via the intranet/internet or in any other manner developing a relationship with an offender which is anything other
than an employee/offender relationship.

Valid Driver’s License: A license to operate a motor vehicle, issued by the employee’s state of residence, which is
free of currently active revocations, suspensions, and/or restrictions that would prohibit the employee from
operating a motor vehicle in a manner required of his or her position.

Volunteer: Any person, including interns, who provides, through his/her own volition, a service to a facility or field
services office, and has completed an orientation and basic volunteer program.

Work Area: Any KDOC facility or satellite unit, parole office, Central Office division, or any location where offender
work crews are assigned.

PROCEDURES

l. Responsibility of Appointing Authority

A. Each appointing authority shall make accessible to employees:
1. Kansas Statutes Annotated (K.S.A.).
2. Kansas Administrative Regulations (K.A.R.).
3. Internal Management Policies and Procedures (IMPP).
B. In addition to those items listed in Section .A., each warden, superintendent, and regional parole

director shall make field, general and post orders accessible to employees.

C. Each appointing authority shall be responsible for providing training to employees on the
documents identified in Sections I.A. and B. and the time spent in this pursuit shall be documented
in the employee’s training file.
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Employee Responsibility

A.

It is the responsibility of all employees to familiarize themselves with and to comply with
requirements and conditions stated in the documents identified in Sections I. A. and B.

1. Each employee shall be given time on duty or in training to familiarize themselves with the
documents.
2. During orientation, all new employees will be provided an overview of and shall sign a

statement acknowledging access to and awareness of personnel policies and regulations.

3. All new employees, contract personnel, volunteers, and all promoted and/or transferred
employees shall be required to acknowledge the Department’'s Code of Ethics in writing
on Attachment A, Employee Acknowledgements in writing on Attachment B, and State of
Kansas Social Media Understanding & Acceptance of Policy in writing on Attachment C.
(ACI 3-3067; 3-APPFS-3C-02)

Violation of any rule of conduct may be grounds for disciplinary action up to and including
dismissal. (ACO 2-1C-04)

Employees and volunteers are required to report known or suspected violations of this policy to a
supervisor or manager in a timely manner.

Use of Deadly Force by an Employee

A.

The ability and willingness to utilize deadly force in situations where the application of this degree
of force is authorized and appropriate is a condition of employment for all corrections officers and
corrections specialists.

All corrections officers, corrections specialists, and special agents who are trained and qualified in
the use of weapons and the application of deadly force pursuant to IMPP 03-106D and IMPP 12-
111 are subject to assignment to any post or duty where the application of deadly force may be
authorized or necessary.

1. Any employee who refuses such an assignment or refuses or fails to apply deadly force
under circumstances warranting the use of this degree of force shall be subject to
disciplinary action up to and including dismissal. (ACO 2-1C-04)

2. Any employee who applies deadly force under circumstances not warranting the use of
this degree of force shall be subject to disciplinary action up to and including dismissal.

Rules of Conduct (ACO 2-1C-04)

A.

B.

Following Orders

1. Employees shall promptly obey lawful orders given them by proper authority.

2. In the event of conflicting orders, the last order shall be obeyed.

Conduct and Demeanor

1. While on duty, employees and volunteers shall at all times maintain a courteous,
respectful and professional demeanor in their dealings with, and in the presence of,

offenders, employees, visitors, and the public.

2. Employees or volunteers shall not use indecent, abusive or profane language while on
duty, including racial or ethnic slurs or jokes, or sexually suggestive comments or jokes.
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Employees or volunteers shall neither encourage nor participate in any behaviors that
would create a hostile or fearful work environment, including but not limited to:

a. Violent confrontations;
b. Assaultive acts or threats of any kind,
C. Any battering behavior, including any shoving, pushing, or any other rude

application of force to the person of another;
d. Any telephone harassment or abuse of other modes of communication; or,
e. Any other behaviors that could create a hostile or fearful work environment.

Employees and volunteers shall, whether on duty or off duty, avoid conduct, which would
be likely to bring criticism upon themselves or the Department.

Undue Familiarity

1.

No employee or volunteer shall indulge in undue familiarity with any offender nor shall
they permit undue familiarity on the part of any offender toward themselves.

No employee or volunteer shall engage in inappropriate conversations or discuss his or
her personal affairs with any offender to include:

a. Discussion of personal matters about himself/herself, or any other employee,
volunteer or contract personnel, sexual matters, relationship issues, family
matters, or other similar issues, unless specifically required in the performance of
their duties.

No employee or volunteer shall engage in any unauthorized game, contest or sport with
any offender in the custody of the Secretary of Corrections.

a. No employee or volunteer shall engage in horseplay with any offender in the
custody of the Secretary of Corrections.

No employee or volunteer shall establish a personal relationship with an offender or an
offender’s family or friends, including a friendship, a romantic relationship, a nurturing
relationship, or a sexual relationship, unless the employee is related to the offender by
blood or marriage and has reported the relationship to his or her immediate supervisor or
appointing authority via “Notice of Offender Relationship”, Attachment D.

No employee shall contact or correspond with any offender, member of an offender’s
family, or correspondent or visitor of an offender unless assigned duties require it or
permission has been granted by the appointing authority.

a. Should an employee be contacted by any person listed in Section IV.C.5., while
off duty, he or she shall report this fact to the appointing authority as soon as
possible and no later than the beginning of the employee’s next scheduled shift.

No volunteer shall contact or correspond with any offender, member of an offender’s
family, or correspondent or visitor of an offender unless assigned duties require it.

a. Should a volunteer be contacted by any offender, member of an offender’s family,
or correspondent or visitor of an offender while off duty, he or she shall report this
fact to the appointing authority as soon as possible and no later than the
beginning of the volunteer’s next scheduled shift.
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No employee or volunteer shall, under any circumstances, engage in trading, trafficking,
or any business transaction with offenders or the families or visitors of offenders.

a. Employees or volunteers shall not, directly or indirectly, give to or accept from any
offender, or any offender's family member, anything in the nature of a gift or the
promise of a gift.

No employee or volunteer shall knowingly sell to, buy from, receive from, or deliver to any
offender an article or commodity of any description, except through duly authorized
channels.

a. No employee or volunteer shall, without proper authorization, introduce into or
upon the grounds of any Department of Corrections facility any item intended to
be received by offenders.

b. No employee shall, without proper authorization, take out of the facility any
correspondence or other written or taped material, personal property, or other
item(s) from an offender of a facility.

C. No volunteer shall take out of the facility any correspondence or other written or
taped material, personal property, or other item(s) from an offender of a facility.

d. Questions involving possible contraband items shall be answered through a
review of IMPP 12-121 or by the appointing authority.

e. Any employee or volunteer violating this rule shall be subject to disciplinary action
and criminal prosecution pursuant to K.S.A. 2014 Supp. 21-5914.

No employees or volunteers shall take or send either to or from any offender any
message (verbal or written) or any literature or reading matter except such as is
necessary in transacting the business of the facility or work area.

Each employee and volunteer within a correctional facility, in a field office within Parole
Services, or in Kansas Correctional Industries shall receive training regarding undue
familiarity during his or her initial basic training. Persons employed by DOC Central
Office shall receive such training during the initial one-week orientation period.

a. Refresher training relative to undue familiarity shall be provided during annual
training or more often if the appointing authority determines that a need for such
training exists.

Employees and volunteers may receive approval, on a case by case basis, for contacts
with offenders in other jurisdictions where there is a low probability of the offender being
either incarcerated within KDOC facilities or supervised by KDOC personnel subsequent
to release.

a. In such cases where an employee or volunteer is of the opinion that contact with
an offender in another jurisdiction should be approved, the employee shall, in
writing, notify his or her appointing authority of the offender's identity, location,
correctional status, and any other facts pertinent to the request.

b. The appointing authority, or designee, shall verify the particulars of the request,
and shall advise the employee/volunteer in writing as to whether or not the
request is approved.

C. The decisions of appointing authorities in these matters are final, and not
grievable under the provisions of IMPP 02-115D.
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In cases where the employee’s request is approved, the appointing authority shall
ensure the notification of appropriate Enforcement, Apprehensions, and
Investigations staff.

For purposes of advancing the principles of risk reduction, the Secretary of Corrections
may grant an employee or volunteer an exception to the prohibitions against contact with
certain offenders.

a.

Exceptions shall not be granted where the offender involved has been under post
release supervision at any time during the last year immediately preceding the
date of the staff member’s request.

The Secretary shall only consider granting such an exception upon the receipt of
a favorable recommendation from the requesting staff member's appointing
authority.

In determining whether or not to recommend that a staff member’s request for an
exception be favorably acted upon by the Secretary, the Appointing Authority shall
take into consideration, but shall not be restricted to, the following points:

() Objective indications of law abiding behavior on the part of the offender;

(2) The existence of a plan to ensure that the offender neither supervises the
staff member, nor is supervised by the staff member;

3) The existence of objective information showing good pro-social behavior
and skill-fit in employment; and,

(4) The absence of any negative information regarding the suitability of the
exception as may be gained via an investigation process.

Upon receiving a recommendation from the staff member’'s Appointing Authority,
the Secretary of Corrections shall consider all factors involved, and shall make a
decision to approve or disapprove the exception request.

() The decision of the Secretary shall be communicated to the staff member
through the submitting Appointing Authority, and such decision shall be
final, and not subject to grievance or appeal.

(2) Any exception request approved by the Secretary shall be subject to
rescission at any time based upon any additional information of which the
Secretary may become aware.

3) Any employee/volunteer granted an exception under the above provisions
shall have primary responsibility with regard to advising the Secretary,
through the staff member's Appointing Authority, of any new
circumstances or changes in the offender’s status that would affect the
suitability or propriety of the relationship established under the aegis of
the exception.

D. Appearance and Attire of Non-Security Staff

1.

All appearance and attire standards and expectations shall be explained at the time of
hiring. This shall apply to instances of promotion as well as new hires.

Supervisory staff shall be responsible for enforcement of established standards and
expectations on a consistent basis.
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Non-security staff who are issued uniforms shall be responsible for the care and
maintenance of issued items, including making a request for replacement items when
necessary due to normal wear and tear.

a. Supervisory staff shall be responsive to requests for normal wear and tear
replacement. Requests for uniform replacement shall not be unreasonably
denied.

All employees, while on duty or otherwise representing the Department in an official
capacity, shall dress in neat, clean and conservative attire, free of holes, tears and stains,
and appropriate to the assignment.

Standards for the appearance and attire of security staff within the facilities are specified
in IMPP 12-123.

All employees shall observe good habits of grooming and personal hygiene and be free of
odors generally offensive or unpleasant to others.

Punctuality and Time Reporting

1.

Employees shall be at their assigned work/duty station at their scheduled time. A pattern
of failure to report at the scheduled time may be grounds for disciplinary action.

Unless exempted by the appointing authority, an employee who will be late for or absent
from work due to an emergency or to the illness of the employee or of a member of the
employee’s family, shall notify the immediate supervisor at least one (1) hour before the
beginning of the employee’s scheduled work day. Persons employed in parole offices,
Central Office, KCI, or any other location where a one (1)-hour reporting requirement may
not be possible shall notify the immediate supervisor as soon as possible prior to the
beginning of the scheduled workday.

An employee whose position is non-exempt from overtime standards under the provisions
of the FLSA shall submit time and leave documents that accurately report his or her work
and leave hours each pay period.

Every employee shall accurately report all of his or her use of leave time in the manner
described in IMPP 02-114D. Falsifying or deliberately reporting an inaccurate accounting
of leave usages or balances may subject the employee to formal disciplinary action.

Reading or Other Diversions

1.

While on duty, uniformed employees shall not read personal material, use personal
radios, televisions, tape/CD/DVD players, or other electronic equipment, or engage in
distracting amusements or activities except to read such rules as described in Sections
I.LA. and B. or other work-related material unless otherwise approved in advance by the
appointing authority.

While on duty, non-uniformed employees shall not read for personal entertainment or
engage in other distracting amusements or activities, except while on an authorized break
or lunch hour. If approved by the supervisor/manager, non-uniformed employees may
use personal radios, tape/CD players and other electronic equipment as long as it does
not distract the employees or others from their assigned duties.

Sleeping or Being Inattentive While on Duty

1.

2.

Employees shall be alert and in full possession of their faculties while on duty.

Sleeping while on duty is prohibited.
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Leaving Post

1. Employees shall not leave their assigned security post or duty station for any reason,
unless properly relieved or otherwise granted the permission of competent authority.

Information Reporting

1. Each employee, unless otherwise approved by the appointing authority, shall be required
to have a personal telephone or to provide to the appointing authority or designee a
telephone number, which would allow telephone contact with the employee on a 24 hour a
day basis.

a. Employees shall ensure that they have a working answering machine or functional
voicemail box in order to receive work-related messages.

2. Each employee shall report any change in his or her address and/or telephone number to
the facility/office human resources office, in writing, the first day of business after the
change is effective.

3. Appointing authorities shall maintain a current list of all employees assigned to their facility
or office with their addresses and telephone numbers.

Employee’s Duty in Emergency Situations

1. In the event of an emergency, or when ordered, each employee of a facility or work area,
regardless of the class of service routinely assigned, shall perform any service of which
the qualified employee may be deemed capable and trained, including security related
duties.

2. All staff, unless otherwise authorized by the warden or superintendent, shall respond to a
call during times of emergency within one (1) hour.

a. ADULT: Those persons employed by the Department of Corrections prior to 11-
21-91, shall be exempt from this provision.

Visiting of Employees

1. When off duty, employees shall not visit a Kansas correctional facility/office, or the
grounds of a Kansas correctional facility without the authorization of the appointing
authority of that facility/office.

2. When on duty, employees shall not visit any area of a facility, work area, or section to
which they are not assigned except as necessary in the performance of their duties.

3. While on duty, employees shall not receive unofficial visits without permission of the
appointing authority.

Use and Maintenance of Official Records and Files

1. An employee who is responsible for entering or contributing information to be entered into
any official record shall make every effort to ensure that such information is accurate and
true. Falsifying or deliberately entering inaccurate information into any official record may
subject an employee to formal disciplinary action.

2. Access to offender records and files shall be subject to proper authorization and
supervision.
3. Information in official files shall be treated as confidential and shall not be disclosed to any

person not specifically authorized to receive it without prior written approval by the
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appointing authority and/or as permitted by IMPPs 02-101, 02-119D, 02-124, 05-101
and/or 05-107.

M. Department Grounds, Buildings, and Bulletin Boards

1.

No person shall post any notices, petitions, or other personal material upon department
grounds, buildings, or bulletin boards without the approval of the appointing authority.

a. Material to be posted on official bulletin boards will be limited to legally mandated
bulletins, posters, informational material, official facility announcements, office
communiqués, and items outlined by memoranda of agreement.

b. Bulletin boards in break rooms, mail rooms, offices, or other common areas that
are generally considered to be openly accessible to employees may include
postings of work-related information, position vacancy announcements, and
promotional opportunities. Personal, non-work-related solicitations shall be
allowed on agency bulletin boards only with the approval of the appointing

authority.
2. No person shall conduct any meeting, demonstration, or solicitation on any property
owned or occupied by the department without prior approval from the appointing authority.
a. Approval for the use of conference rooms, meeting rooms, parking lots, and
common areas shall be limited to individuals or groups conducting official state
business and activities sponsored by the facility or office. Use of such property for
other activities may be allowed with the approval of the appointing authority.
N. State Owned Property, Services, and/or Supplies
1. Use of State owned property and/or services for personal purposes are strictly prohibited,
except where a specific legal authorization exists. Such property and/or services include
but are not limited to:
a. Telephone long distance or toll services;
b. Department issued cellular phones and radios;
C. Tools and equipment;
d. Food or supplies purchased or produced for offender or facility/office use;
e. Chemicals of any kind;
f. Office supplies; and
g. Postage.
0. Possession of a Valid Driver's License
1. As a condition of employment, all Corrections Officers, Juvenile Corrections Officers, and

Parole Officers shall have a valid driver's license issued by their State of residence during
the period of their employment. When duties require the operation of a state owned,
leased or rented vehicle, individually designated positions in other classifications may
require possession of a valid driver's license when such a requirement has been approved
by the Director, KDOC Human Resource Division.
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a. Each person employed by the Department as a Corrections Officer, Juvenile
Corrections Officer or Parole Officer or in a designated position approved by the
Human Resources Director shall immediately report to his or her supervisor any
revocations, suspensions, or restrictions placed on his or her driver’s license.

b. The appointing authority may grant a grace period of up to 90 days to a
Corrections Officer, Juvenile Corrections Officer or Parole Officer or an employee
in a designated maintenance or trade position who loses or fails to maintain a
valid driver's license.

ADULT: The appointing authority may require individual employees to possess a
commercial driver's license in order to provide adequate coverage for all posts.

a. Designated security posts/positions, which require a commercial driver's license,
will be identified and only employees possessing such a license shall be assigned
to those specialized posts.

b. Staff hired after 01-01-91 who, according to their position description, are required
to possess a commercial driver's license shall be required to complete licensing
requirements within three (3) months of their employment date.

Q) Completion of such licensing requirements shall be necessary in order to
achieve permanent civil service status for the positions in which they are
employed.

(2) Under no circumstances shall an employee, while on duty with the

Department, operate a vehicle requiring a commercial driver’s license
until he or she has obtained such license.

Use of State Vehicles

1.

While operating a state vehicle or state authorized rental vehicle, drivers shall have in
their possession a valid operator's license bearing all necessary endorsements
appropriate to their respective duties.

State vehicles shall be used for official use and only those employees authorized by the
appointing authority shall drive state vehicles.

a. Authorized employees operating a state vehicle shall abide by all laws, rules, and
regulations governing their use.

(2) The driver and passengers shall at all times wear all safety belts while
driving or riding in a state vehicle.

All vehicles shall be locked and the keys removed when the vehicle is not in use.

Vehicles shall be parked in the location provided in accordance with the appointing
authority’s orders.

In the event of an accident involving damage to state owned or other vehicles, the
employee, unless prevented by injury, shall:

a. Not move the vehicle until an investigation has been completed by the proper law
enforcement agency.

b. Secure the name and address of the operator of the other vehicle(s) involved.

C. Obtain the make, model, and license humber of the other vehicle(s).
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d. Gather information concerning insurance of other driver(s).

e. Gather other available information including the name and address of any
witnesses, etc.

All accidents shall be reported to the individual's supervisor at the earliest practical
opportunity.

Employees shall make certain that vehicles assigned to or operated by them are in good
mechanical condition at all times.

Any defect in mechanical condition shall be reported to the appropriate authority so that
necessary repairs can be made.

No state owned vehicles shall be used in connection with any political activity.

No state owned vehicles shall be used for personal purposes.

Employees may be personally liable for any damages sustained by a state owned vehicle
assigned to or operated by an employee if the damages are the result of intentional or
grossly negligent acts of the employee or were sustained when the vehicle was being

driven on other than official state business.

No employee shall be held personally responsible for his/her non-intentional acts that lead
to the damage of the state owned vehicle.

No state vehicles shall be used to transport non-state employees unless approved in
advance by an appointing authority.

The use of tobacco products or tobacco substitutes by the driver and/or passengers in any
state owned or leased vehicle is prohibited.

No employees shall use state-issued or personal cellular phones while operating a state-
owned vehicle.

Introducing Intoxicants or Drugs on Department of Corrections’ Grounds

1.

The presence of any kind of alcoholic beverage or substance of any alcoholic content in
any Department of Corrections facility, unless specifically authorized by the appointing
authority in accordance with provisions of IMPPs 02-110D, 02-127, and 10-110 shall be
strictly prohibited. Such authorization shall be given for the manifested transporting of
official supplies or shipments, or for medical or religious sacramental purpose(s) only.

Any employee or volunteer determined to be procuring or delivering to any offender
(unless on order of the health authority) alcoholic preparations of any kind or a drug of any
type or to be in possession of such substances while on duty or at any time while on
Department premises without the approval of the appointing authority, shall be subject to
disciplinary action. The appointing authority shall refer the matter for the possible
prosecution of any such individual.

Employees reporting for duty under the effect of intoxicants or drugs is covered within the
policy and procedures of IMPP 02-110D.

Reporting Dereliction of Duty, all Arrests, and all Dispositions Surrounding such Arrests

1.

An employee shall report to his or her supervisor any instance of failure to follow statutes,
regulations, Internal Management Policies and Procedures (IMPPs), general orders,
and/or post orders whether that failure be on his or her own part or on the part of another
employee.
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a. If the supervisor is the subject of the failure, or the employee has a reasonable
belief that the supervisor is not being responsive to the reported failure, the
employee shall report the matter to the next level in the chain of command, and
shall continue to report it up the chain of command until a decision is made
regarding the matter.

An employee shall neither harass nor take any retaliatory action against an employee who
reports an instance of failure as set forth in Section IV.S.1.

An employee or volunteer shall promptly report the following to his or her supervisor,
appointing authority or, if neither is available, an Enforcement Apprehensions and
Investigations Officer:

a. Any felony or misdemeanor arrest;

b. Any arrest or citation for driving or boating under the influence;

C. Open container violation;

d. Driving with a suspended driver's license;

e. Any application for diversion, and/or

f. ﬁ\ny lapse, suspension or revocation of the employee's motor vehicle operator's
icense.

Employees and volunteers shall also advise the appropriate parties, as outlined above, of
all final dispositions of such cases, including convictions, acquittals, and or dismissal of
charges both with and without prejudice.

Employees or volunteers are not required to report routine traffic violations identified by
K.S.A. 8-1401, et seq. and K.S.A. 8-1501, et seq.

All employees of the Department have a responsibility to cooperate in internal investigations
concerning any aspect of Department operations.

1.

Failure to cooperate or otherwise obstructing the investigative process, including providing
false or misleading information, may result in disciplinary action up to and including
dismissal.

Political Activity (3-JTS-1A-29)

1.

Employees shall not use their authority or influence to cause employees in classified
service to join organizations or participate in political activity.

Any officer or employee in the state classified service shall resign from the service prior to
taking the oath of office for a state elective office. Elective office shall not mean or include
the office of precinct committeeman or precinct committeewoman.

Employees shall not use their state position, time at their state job, or state property or
facilities in connection with a political campaign.

Supervisors or members of their immediate family shall not solicit for political contributions
or participation in political activities from their employees under their supervision.

Employees shall not solicit for political contributions or political activities while on state
property or during regular hours of employment.
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To the extent solicitations for funds or activities are lawful or appropriate, employees shall
not make expressed or implied offers of special favors or threats of penalty.

Employees shall not bring upon state property or transport in or display on state vehicles
any campaign literature or other paraphernalia.

Governmental Standards and Conduct

1.

State employees are prohibited from accepting discounts and gifts provided to them by a
state agency (including their own) because of the employee's official position. Therefore,
state employees may not accept gifts, discounts or access to entertainment and sporting
events from anyone, including state agencies, unless one of the exceptions applies:

a. A gift having an aggregate value of less than $40 given at a ceremony or function;

b. Gifts from relatives or gifts from personal friends when it is obvious to the person
that the gift is not being given because of the person's official capacity;

C. Anything of value received by the person on behalf of the state that inures to the
benefit of the state;

d. Contributions solicited on behalf of a nonprofit organization which is exempt from
taxation;

e. Discounts available to employees under the STAR Discount Program; or

f. Prizes given in truly random drawings.

Possession of Firearms While on Duty

1.

Possession of unauthorized firearms, firearm magazines, and/or ammunition by KDOC
employees while on duty, including while in state vehicles, is strictly prohibited.

Department of Corrections employees may carry a concealed firearm while on duty
subject to the following:

a. Any possession of a concealed firearm is for personal safety and self-defense
purposes and is not based on the status as a KDOC employee.

(2) Any possession of a concealed firearm shall not be allowed within the
restricted access areas of any KDOC correctional facility.

b. For Parole Officers, the possession of a firearm is not related to the statutory
designation as a law enforcement officer and does not imply an authority to arrest
or detain offenders beyond what KDOC policy allows.

Security and Storage

a. Firearms shall remain secure and concealed at all times.

(1) Firearms shall be carried/worn and concealed by clothing or stored in a
closed pouch on a waist belt or fanny pack.

(2) If not secured on the carrier, the firearm shall be stored in a secure
personal vehicle or a gun safe.

€) No other type of firearm may be stored within personal vehicles.
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(b) A personal gun safe with a secure lock may be utilized to store a
weapon at the employee/licensee’s expense.

(c) Gun safes shall be kept in a secure location of the office and be
visible only to KDOC employees.

The improper handling or display of a firearm shall not be tolerated and
may result in disciplinary action.

Employees who have been authorized by the Secretary to possess firearms in the
execution of their duties shall be restricted to the possession of only state issued firearms,
firearm magazines, holsters, and/or ammunition while on duty, including while in state

vehicles.

a. No personal firearms, firearm magazines, holsters, and/or ammunition shall be
carried on duty, including while in state vehicles, at any time.

Notifications

a. Employees who will carry a concealed firearm while on duty shall advise the
appointing authority of their intent to do so.

(1)

)

To ensure that the employee is aware of the responsibilities and
limitations related to carrying a firearm in accordance with this policy, the
appointing authority shall provide each employee with the Concealed
Carry Information Acknowledgment form (Attachment E) to read and sign.

€) By signing the Concealed Carry Information Acknowledgment
form, the employee acknowledges that he/she has read and
understands KDOC's policy on this issue and has had the
opportunity to ask his/her appointing authority any questions.

The employee’s appointing authority shall maintain the original of the
Concealed Carry Information Acknowledgment form and a copy shall be
provided to the employee.

b. Employees who carry a firearm while on duty shall notify the appointing authority
of any change in status regarding the carrying of a firearm during work hours no
later than the next business day.

C. Any intentional display or use of a firearm during the course of work with the
Kansas Department of Corrections shall be reported to the appointing authority in
accordance with IMPP 01-113.

Documentation

a. The appointing authority or designee shall maintain a listing of employees who
have indicated that they plan to carry a firearm while working for KDOC.

1)

)

The identify of those employees who have notified their appointing
authority that they will be carrying a firearm during work hours is
considered confidential and access to that information shall be limited to
management and supervisory staff who have a legitimate need to know.

In emergency circumstances, additional disclosure may be made to law
enforcement personnel, first responders, or others who are involved in the
situation and would benefit from being aware of the presence of firearms.
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Violation of this section shall be the basis for disciplinary action up to and including
termination.

W. Possession of Personal Cell Phones

1.

Employees or volunteers shall not possess personal cell phones, cell phone chargers, cell
phone batteries, Subscriber Identity Module (SIM) cards, portable storage devices, and/or
any blue tooth devices within any area of a correctional facility.

An employee whose duty assignment places that employee in direct contact with an
offender while away from facility grounds, including during the supervision of work detalils,
while providing transportation, and during hospital supervision, shall not be in possession
of personal cell phones, cell phone chargers, cell phone batteries, and/or any blue tooth
devices.

Violation of this policy shall be subject to the following disciplinary actions except as
provided by the provisions in Section IV.W.5.

a. Any employee found to be in possession of personal cell phones, cell phone
chargers, cell phone batteries, and/or any blue tooth devices within any area of a
correctional facility outside the confines of the employee’s locked vehicle, while
attempting to enter a correctional facility, or while on duty and in direct contact
with an offender or offenders away from facility grounds as provided herein shall
be subject to disciplinary action as follows:

(1) One (1) day suspension without pay for the first offense;

(2 Three (3) day suspension without pay for the second offense,
3) Five (5) day suspension without pay for the third offense; and
(4) Termination for the fourth offense.

b. In the event that one (1) or more years have passed since the most recent
disciplinary action for possession of a cell phone, a next violation shall be
considered as the first violation.

The Warden or Superintendent shall establish a location outside of the secure perimeter
of the facility where employees may store their personal cell phones, cell phone chargers,
cell phone batteries, and/or any blue tooth devices during work hours. This storage area
shall be clearly marked and it shall be outside of the area where employees begin the
security check to enter the facility.

Employees may register personal cell phones, cell phone chargers, and/or any blue tooth
devices by presenting them for entry by description of the device, including its make,
model and serial numbers, into a log maintained by the Warden's or Superintendent’s
designee.

a. Central office employees may likewise so register such devices in a log
maintained by the Division of Human Resources. Thereafter, employees may
possess and carry a device duly registered for their possession including any
battery or batteries contained within a device, up to, but not past a point
designated as the security perimeter by the Warden or Superintendent, and,
whether on the employee’s own initiative or after being duly warned or challenged
by any employee assigned to the security perimeter entry point, shall be
permitted, subsequent to verification of the item’s valid registration, to return the
device to the confines of the employee’'s locked vehicle, or a storage area
established pursuant to Section IV.W.4., and shall not be subject to formal
disciplinary action.
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The intent of this provision is limited solely to relieving employees from imposition
of formal discipline in instances of inadvertent or forgetful possession of such duly
registered devices when they are either about to cross the security perimeter or
during the normal discharge of their duties exterior to the security perimeter.

In no way is this provision intended to alter the general rule forbidding possession
of such devices set forth in Section IV.W.1., above, or to in any fashion permit or
authorize possession of such devices in any area of a correctional facility, whether
within or without the security perimeter of the correctional facility.

Notwithstanding any provision in this policy, any person believed to be
intentionally attempting to introduce a cell phone, cell phone charger, cell phone
batteries, and/or any blue tooth device in violation of statutes or regulations
pertaining to the Introduction of contraband may be subject to dismissal and/or
prosecution.

Possession of tobacco products

1.

Employees violating the provisions of IMPP 09-107 with regard to the possession and/or
use of tobacco products shall be subject to the following disciplinary sanctions:

a.

b.

A Letter of Reprimand for the first offense;

A one (1) day suspension for the second offense;

A three (3) day suspension for the third offense;

A five (5) day suspension for the fourth offense; and,

Termination upon the fifth offense.

In the event that one (1) or more years have passed since the most recent

disciplinary action for possession and/or use of tobacco products, a next violation
shall be considered as the first violation.

Volunteers violating the provisions of IMPP 09-107 shall be suspended pursuant to
provisions included in IMPP 02-124.

Social Media Policy

1.

All employees, contract personnel, and volunteers shall comply with the provisions of the
State of Kansas Social Media Policy, as set forth in Attachment C.

Credits for Airline Ticket Purchases

1.

Any employee who receives “frequent flyer miles” for airline travel while on official duty
status which was purchased with state funds shall be required to promptly report receipt of
the credits to his/her respective facility business manager or central office Fiscal Services.

a.

Documentation of the credits received from the vendor shall be turned in to the
appropriate facility business manager or central office Fiscal Services.

The business manager or central office Fiscal Services or their respective
designee shall be responsible for tracking and applied only toward the purchase
of airline tickets for official travel.

Frequent flyer credits shall not, in any event, be used for any employee’s personal use.
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3. Any employee who fails to report “frequent flyer miles” received may be subject to
disciplinary actions.

NOTE: The policy and procedures set forth herein are intended to establish directives and guidelines for staff and
offenders and those entities that are contractually bound to adhere to them. They are not intended to establish
State created liberty interests for employees or offenders, or an independent duty owed by the Department of
Corrections to employees, offenders, or third parties. Similarly, those references to the standards of various
accrediting entities as may be contained within this document are included solely to manifest the commonality of
purpose and direction as shared by the content of the document and the content of the referenced standards. Any
such references within this document neither imply accredited status by a Departmental facility or organizational
unit, nor indicate compliance with the standards so cited. The policy and procedures contained within this
document are intended to be compliant with all applicable statutes and/or regulatory requirements of the Federal
Government and the state of Kansas. This policy and procedure is not intended to establish or create new
constitutional rights or to enlarge or expand upon existing constitutional rights or duties.
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KANSAS DEPARTMENT OF CORRECTIONS

CODE OF ETHICS

As an employee, contract personnel or volunteer of the Kansas Department of Corrections, | will value
and maintain the highest ideals of professionalism and public service in carrying out my duties and
responsibilities.

I will respect the dignity of individuals, the rights of all members of society and the potential for human
growth, development and behavioral change. | accept that it is my fundamental duty to serve the
public; to safeguard lives and property; and to maintain an environment free of deception, oppression
or intimidation, violence or disorder. | will exercise power and authority prudently and within the limits
of the law.

I will recognize the fact that | have power over the lives of offenders, and will not abuse that power in
any way, including by attempting to establish any form of personal relationship with an offender, or
take any other action toward or concerning an offender which advances a personal interest or cause of
my own.

I will not sexually abuse or engage in undue familiarity of an offender or an offender on post-
incarceration supervision.

I will be constantly mindful of the welfare of others. To the best of my ability, | will remain calm in the
face of danger and maintain self-restraint in the face of provocation.

| will treat all persons with respect and dignity, and will not mistreat any person based on that person's
race, ethnicity, gender, nationality or religious beliefs. | will not engage in any conduct that results in
hostility or offence on the basis of sex, nor in any way improperly introduce any sexual material or
activity into the workplace.

I will be honest and truthful. | will be exemplary in obeying the law and following the rules and
regulations of the Department. | will promote honesty and ethical behavior over loyalty to individuals. |
will immediately report dishonest or unethical conduct or any violation or apparent violation of the
Department's rules and regulations.

I will use public funds in a fiscally responsible manner. | acknowledge that | have been selected for a

position of public trust. | will constantly strive to be worthy of that trust and to be true to the mission
and values of the Department of Corrections.

Signature: Date:

Printed Name:

Witness:
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Employee:
KANSAS DEPARTMENT OF CORRECTIONS
Initial Acknowledgements
l. Rules of Conduct (Employees, Contract Personnel and Volunteer)
A. I acknowledge that | have read IMPP 02-118D, Employee Rules of Conduct and Undue Familiarity. |

understand that, with the exceptions noted in the following paragraphs, a violation of any rule of conduct

shall be grounds for disciplinary action, up to and including dismissal. | have had the opportunity to ask
qguestions regarding any portion of the IMPP.

B. | acknowledge that | have read and understand K.S.A. 2014 Supp. 21-5914 and K.A.R. 44-2-103,
Trafficking in Contraband. | understand that a violation of the Statute and/or Regulation shall be grounds

for discipline, up to and including dismissal and may also result in prosecution for a severity level 5 non-
person felony for state employees or a level 6 non-person felony for persons providing contracted services
to offenders under the supervision of the Secretary of Corrections.

C. | understand, as an employee of the Department of Corrections as defined in IMPP 02-118D, that
violation of the Statute shall be grounds for dismissal and may also result in prosecution for a felony

offense. | understand that violation of the Statute by an employee, contract employee, or volunteer of the
Department of Corrections is a severity level 5 felony offense, and violation of the Statute by an employee or
contract employee of a juvenile correctional facility is a severity level 4 felony offense.

D. | acknowledge that | have read and understand IMPP 10-103D, Coordinated Response to Sexual
Abuse and Harassment. | understand that a violation of IMPP 10-103D, including engaging in sexual abuse

or sexual harassment of an offender, shall be grounds for disciplinary action, up to and including dismissal.
| also understand that termination shall be the presumptive disciplinary sanction for employees who engage
in sexual abuse of an offender. | have had the opportunity to ask questions regarding any portion of the

IMPP.
Signature Date
Signature of Human Resources Witness Date

Il. Awarding of Compensatory Time (Employees ONLY)

| understand that, in accordance with IMPP 02-113D, the Kansas Department of Corrections, in lieu of
payment for overtime, reserves the right to compensate hourly employees by granting compensatory time
off at the rate of one and one half hours for each hour worked in excess of the length set for my position by
IMPP 02-113D. | have had the opportunity to discuss this with a Human Resources staff member.

Signature Date

Signature of Human Resources Witnhess Date

Il Rights and Responsibilities Under the Family Medical Leave Act (FMLA) (Employees ONLY)

I, undersigned hereby state that | have been notified of my rights and responsibilities as an employee of the
Kansas Department of Corrections under the Family and Medical Leave Act, by being provided with the
following items, which | have read, and by being provided with the opportunity to ask any questions | may
have regarding the FMLA.

1. KDOC Policy Regarding FMLA (IMPP 02-114D)
2. Employee Rights and Responsibilities Under FMLA (Attachment B of IMPP 02-114D)
Signature Date Position (Job Title)

Signature of Witness Date
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State of Kansas
Social Media Policy
February 18, 2013

1. Purpose

The purpose of this policy is to establish standards for the use of social media for agencies of the State of Kansas
and for employees of the Executive Branch of state government. The use of social media by State agencies and
their employees for business purposes can facilitate information sharing and serve outreach and communication
goals. Social networking can improve interactivity between State agencies and the public, and reach populations
that favor social media over traditional media.

2. Definition

Social media is defined as internet sites where individuals and organizations may share information and/or engage
in conversations with others in a public setting which include, but are not limited to, sites such as Facebook, Flickr,
Twitter, YouTube, blogs, podcasts and RSS.

3. Policy
Official State Use

State of Kansas agencies that choose to enhance their communications strategies by utilizing social media in
carrying out their functions/missions must do so in ways that maintain good order and discipline, network security,
comply with public records retention legal requirements and ensure consistency with State and agency media
standards. Agency public information officers and communications directors are charged with administering the
use of social media by the State agencies in which they are employed.

Material that is inappropriate for public release shall not be posted nor shall personal opinions or editorial
comment. Responses shall not be made to hate speech, non-sequiturs (i.e., sarcastic comments) or issues that do
not deal with agency missions. Information should not be released via social media unless it has been verified as
factual and been approved for release following agency protocol.

Information will be posted on each social media site regarding under what circumstances a post may be removed
from the site as follows:

(1) Comments not topically related to the site;

(2) Profane or inappropriate language;

3) Sexual content or links to sexual content;

4) Solicitations of commerce;

(5) Conduct or encouragement of illegal activity;

(6) Information that may compromise the safety or security of the public, public systems, the State of
Kansas, its agencies, officers, employees or public officials;

(7 Content that violates legal ownership interest of any party;

(8) Content that holds the State of Kansas, its agencies, officers, employees, or public officials in false
light; or

(9) Information that violates operational security or is protected by law.

The above list shall not be deemed to be all-inclusive and the State of Kansas reserves the right to add additional
criterion.

Updating or posting to State agency social media sites by employees as part of the employee’s official duties must
be done with the knowledge and approval of the employee’s supervisor and with adherence to agency policies,
codes of conduct, directives, rules, regulations and statutes.

Any social media account created for official use by the State of Kansas, its agencies, officers, employees, or
public officials shall be the property of the State of Kansas, and not the intellectual or personal property of the
officer, employee or public official who creates, administers or maintains said account. Any user identification and
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password information for social media accounts must be provided to the agency appointing authority upon the
creation and/or modification of said information and passwords used for social media accounts must comply with
State Information Technology Executive Council (ITEC) requirements to the extent they are enabled by the social
media company in question.

Use by Employees

Employees may have personal social media sites, but these may not be represented as official State agency sites,
and may not be used during work hours unless approved by the employee’s supervisor and agency appointing
authority. In all cases, employee use of social media during work hours shall not interfere with work duties.

All employees are personally responsible for the information they communicate online. Employees should ensure
that their social media activities do not interfere or conflict with their job or commitments to the State of Kansas, the
agency in which they are employed, or the customers of the agency. To the extent permissible by law, employees
waive their right of privacy for any information stored or transmitted on State-owned or -leased equipment.

When an employee’s non-work related social media activities include any information related to their employment
with the State of Kansas or the specific agency in which the employee works, the employee must make it clear that
the views expressed are the employee’s alone and do not reflect the views of the State of Kansas or the agency in
which the employee is employed, by stating, for example, “The views expressed in this post are my own. They
have not been reviewed or approved by (insert agency) or the State of Kansas.”

The application of this rule should not be construed to infringe on any person’s rights of expression which are
guaranteed by law, each case will be given careful review prior to having any personnel actions taken.

4. Agency-Specific Policies

Any State agency may enact an agency-specific social media policy with provisions more stringent than this
statewide policy for law enforcement staff or because of specific public safety or security reasons. Any such
agency-specific social media policy must be reviewed and approved by the Department of Administration and the
Office of Information Technology Services prior to implementation.

Agencies wishing to implement such agency-specific policies should submit a draft of the policy to Kraig Knowlton,
Director of the Office of Human Resources, Department of Administration, by email at Kraig.Knowlton@da.ks.gov.

5. Contact

For information or guidance regarding this policy please contact Anthony Schlinsog, Chief Information Technology
Officer, Office of Information Technology Services, by email at Anthony.Schlinsog@ks.gov or by phone at 785-
296-3463.
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STATE OF KANSAS

Social Media Policy
UNDERSTANDING & ACCEPTANCE OF POLICY

| have received/or had an opportunity to review a copy of the State of Kansas Social
Media Policy.

| have read the policy in its entirety and have been provided with the opportunity to ask
guestions about it.

| fully understand this policy and my responsibility to seek clarification from my
supervisor or HR staff if at any time | am unclear about the policy’s requirements.

| fully understand that failure to comply with this policy could result in disciplinary action,
up to and including dismissal.

Printed Name Signature Date

Supervisor’'s Printed Name Supervisor’s Signature Date
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NOTICE OF OFFENDER RELATIONSHIP

Date:

Employee/Volunteer Name:

Title: Work Station:

In accordance with the provisions of IMPP 02-118D, | hereby provide notice to my appointing authority of the
following “Offender” relationship:

Offender Name: Relationship:

Current Location of Offender:

Correctional Status: If incarcerated, where:

If under community supervision: Supervising Division (NPR or SPR):

Supervising Officer:

Supervising Officer:

Nature of conviction(s):

| hereby request contact with the above listed “Offender” for the following reason(s):

Approximate time when the person will no longer meet the definition of “Offender” as established in IMPP 02-
118D:

NOTE: “Offender” is defined as any individual in the custody of the Secretary of Corrections, whether incarcerated or on
post-incarceration supervision; any individual who during the prior two (2) years has been in the custody of the Secretary of
Corrections, whether incarcerated or on post-incarceration supervision; or any offender from another jurisdiction who is subject
to a sanction for violation of criminal law, including those on supervised or non-supervised release status, whom the employee
knows or should reasonably know to be in that status.

Appointing Authority/Designee Response: Approved Denied

Comments:

Appointing Authority/Designee Date
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Kansas Department of Corrections

CONCEALED CARRY INFORMATION ACKNOWLEDGMENT

Licensure

Department of Corrections staff, contract employees and volunteers employed or volunteering on the
premises of an adult or juvenile correctional facility may carry firearms and/or ammunition while in a
parking lot in a vehicle or while securing same in a vehicle, but firearms and/or ammunition must be stored
out of plain view in any unoccupied vehicle, which must be locked. Licensure under the Kansas Family
and Personal Protection Act (concealed carry law) is not necessary to so carry and store such items.

Department of Corrections staff, contract employees, and volunteers employed or volunteering on
premises of a KDOC parole office may carry and conceal and store firearms and/or ammunition on the
premises, whether or not licensed under the Kansas Family and Personal Protection Act at K.S.A. 75-
7c01, et seq. (concealed carry law), subject to the restrictions and conditions of IMPP 14-149A, and any
applicable restrictions imposed by a private property owner leasing the office space to KDOC.

Purpose

Any possession of a concealed firearm is not based on the status as a KDOC employee.

A concealed firearm is for personal safety and self-defense purposes. They are not part of the duties as a
Department of Corrections employee.

For Parole Officers, the possession of a firearm is not related to the statutory designation as a law enforcement
officer and does not imply an authority to arrest or detain offenders beyond what KDOC policy allows.

Weapon Security and Storage

Firearms being carried/ worn must be concealed by clothing or stored in a closed pouch on a waist belt or fanny
pack.

Firearms must remain secure and concealed at all times. [If not secured on the carrier, the firearm shall be stored
in a secure vehicle or a gun safe.

Any intentional display or use of a firearm, during the course of work with the Kansas Department of
Corrections, shall be reported to the appointing authority via the procedures in IMPP 01-113.

The improper handling or display of a firearm will not be tolerated and may result in disciplinary action.

Limitations and Notifications

Weapons may be banned at private property or designated businesses and community agencies. Office space
that is leased by the Department of Corrections may be subject to restrictions made by the property owner. It is
the responsibility of the licensee to comply with any restrictions regarding the possession of a conceal carry
firearm.

Employees and volunteers shall notify the appointing authority of their intent to carry a concealed weapon on
duty.

Employees and volunteers shall notify the appointing authority of any change in the status of their intent to carry
a concealed weapon, no later than the next business day.

Violation of these rules may result in disciplinary action up to and including termination of employment.

Signature: Date:

Printed Name:

Witness:

Original: Employee’s Appointing Authority

Copy:

Employee



