State of Alabama
Department of Corrections

Alabama Criminal Justice Center
301 South Ripley Street
P. O. Box 301501
BOB RILEY Montgomery, AL 36130-1501 RICHARD F. ALLEN
GOVERNOR (334) 353-3883 COMMISSIONER

October 1, 2009

TO: WARDENS CHANGE #1
DIVISION DIRECTORS ADMINISTRATIVE REGULATION 208
ADMINISTRATIVE REGULATION MONITORS

EMPLOYEE STANDARDS OF CONDUCT AND DISCIPLINE

PURPOSE: To address issues that have arisen over enforcing suspensions for twelve
hour shift employees and disparity in the penalties by eight hour and twelve
hour shift employees; add computer systems and Labor Management System
infractions and penalties; add a communication device infraction and
penalty; add a DUI/DWI infraction and penalty; and, add a promoting prison
contraband infraction and penalty.

CHANGES TO BE MADE:

Reference: Action Required:

AR 208, Employee
Standards of Conduct and
Discipline, dated August

17, 2005.

Annex H, Table of Delete Annex H, dated June 14, 2005 and replace with Annex H,
Infractions/Level of Table of Infractions and Level of Discipline, dated October 1,
Discipline. 2009.

File this numbered change at the back of the regulation after annotating both the index and the
regulation to indicate changes have been completed. Advise all personnel in your organization

of the change to this regulation.

Richard F. Allen, Commissioner
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Alabama Department of Corrections
TABLE OF INFRACTIONS and LEVEL OF DISCIPLINE

Nbr. | Infraction First Offense Second Offense Third Offense Fourth Offense
1. Minor violations of Departmental or Institutional Warning Written Reprimand | 3 days suspension Dismissal
rules, policies, or procedures that do not result in
serious consequences.
2. Non-compliance with policies, procedures and Warning Written Reprimand | 3 days suspension Dismissal
regulations.
3. Abuse or misuse of equipment, not causing Warning Written Reprimand | 3 days suspension Dismissal
damages.
4. Conviction of a minor traffic offense while driving Warning Written Reprimand | 3 days suspension Dismissal
a state or public use vehicle.
5. Unauthorized use of telephone, bulleting boards, Warning Written Reprimand | 3 days suspension Dismissal
or other state property.
6. Participation in unauthorized activity of a minor Warning Written Reprimand | 3 days suspension Dismissal
nature at the work place.
7. Late for work (tardiness)/failure to follow proper Warning Written Reprimand | 3 days suspension 3 days suspension
call-in procedures. 5" _ 3 days
6" — 3 days
7" - Dismissal
8. Failure to follow Labor Management System Warning Written Reprimand | 3 days suspension 3 days suspension
procedures to include, but not limited to, clocking- 5" _ 3 days
infout and or timecard approval. 6" — 3 days
7" - Dismissal
9. Refusal to sign performance appraisal or other Written Reprimand | 2 days suspension 3 days suspension Dismissal
ADOC official document.
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Nbr.

Alabama Department of Corrections
TABLE OF INFRACTIONS and LEVEL OF DISCIPLINE

Infraction

First Offense

Second Offense

Third Offense

Fourth Offense

10.

Failure to perform job properly, not resulting in
actual consequences.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

11.

Failure to follow supervisor’s instructions; non-
compliance with policies and procedures.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

12.

Leaving assigned post and/or work station before
the end of the shift/work day without permission
from proper authority or proper relief and no
serious consequences occur.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

13.

Disagreeable behavior, including lack of
cooperation and insubordination.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

14.

Failure to immediately report to proper authority
(supervisor) the violation of any rule, practice, or
policy that results in minor consequences.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

15.

Violation of safety/security regulations/procedures
when the consequences are serious, but
consequences do not occur.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

16.

Inattention to the job.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

17.

Taking into any ADOC facility any article, item,
or property which is not authorized by regulation,
or without the approval of the Warden/Division
Director.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

18.

Serious violations of rules, policies, procedures,
regulations, laws, or reasonable conduct
expectations.

Written Reprimand

2 days suspension

3 days suspension

Dismissal

19.

Misuse of state equipment or supplies resulting in
loss or damage.

Written Reprimand

2 days suspension

3 days suspension

Dismissal
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Alabama Department of Corrections
TABLE OF INFRACTIONS and LEVEL OF DISCIPLINE

Nbr. | Infraction First Offense Second Offense Third Offense Fourth Offense
20. Use of abusive, profane, or threatening language Written Reprimand | 2 days suspension 3 days suspension Dismissal
to other employees, inmates, or the public.
21. Refusal of a supervisor’s instruction to remain on | Written Reprimand | 2 days suspension 3 days suspension Dismissal
duty during a shortage or personnel situation
and/or emergency situation.
22, Conviction of Driving Under the Influence Written Reprimand | 2 days suspension 3 days suspension Dismissal
(DUI)/Driving While Intoxicated (DWI).
23, Unauthorized use of computer systems. Written Reprimand | 2 days suspension 3 days suspension Dismissal
24, Failure to immediately inform and provide written | Written Reprimand | 3 days suspension Dismissal
report to the Warden/Division Director concerning
any incident of arrest, conviction, or when
required to appear as a defendant in any criminal
court, except minor traffic violations.
25. Abuse or misuse of authority, including but not Written Reprimand | 3 days suspension Dismissal
limited to departmental property and/or ADOC
identification cards/items.
26. Sleeping or giving the appearance of sleeping on 2 days suspension 3 days suspension 3 days suspension Dismissal
duty.
217, Failure to report to work (unexcused absence). 2 days suspension 3 days suspension 3 days suspension Dismissal
28. Leaving assigned posts and/or work station before | 3 days suspension 3 days suspension Dismissal
the end of the shift/work day without permission
from proper authority or proper relief resulting in
actual consequences.
29. Fighting, assault, physical violence or disruptive 3 days suspension Dismissal

behavior.
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Nbr.

Alabama Department of Corrections
TABLE OF INFRACTIONS and LEVEL OF DISCIPLINE

Infraction

First Offense

Second Offense

Third Offense Fourth Offense

30.

Abusive or excessive physical force in dealing
with inmates.

3 days suspension

Dismissal

31.

Harassment or discrimination as defined in
Administrative Regulation 206, Harassment and
Discrimination Policy.

3 days suspension

Dismissal

32.

Failure to report violation of safety/security rules
that result in injury to persons or significant
damage to property.

3 days suspension

Dismissal

33.

Conduct that is disgraceful, on or off the job that
does adversely affect an employee’s effectiveness
on the job.

3 days suspension

Dismissal

34.

Borrowing/receiving money, or other items from,
giving money/items to inmate(s) or inmate family
members, corresponds with an inmate, or an
inmate’s family, in any capacity that is not
officially required and in the line of duty.

3 days suspension

Dismissal

35.

Intentionally falsifying data associated with the
Labor Management System

3 days suspension

Dismissal

36.

The possession of any communication device, or
accessories, such as, but not limited to, cell
phones, cell phone chargers, SIM cards, MP3
players, land-line phones, link phones, batteries,
and walkie-talkies, that are not specifically
authorized by regulation or the Warden/Division
Director.

Dismissal

37.

Theft or unauthorized possession of ADOC or
another individual’s property.

Dismissal
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Alabama Department of Corrections
TABLE OF INFRACTIONS and LEVEL OF DISCIPLINE

Nbr. | Infraction First Offense Second Offense Third Offense Fourth Offense

38. Tampering with a drug screen sample or any Dismissal
similar action that may invalidate or falsify the
results.

39. Violations of Code of Alabama Title 13A-6-65 or Dismissal
Title 14-11-31 (Sexual Misconduct).

40. Refusal to submit to an alcohol/drug screening. Dismissal

41. Possession of illegal drugs or a positive drug Dismissal
screen.

42. Reporting to work under the influence of illegal Dismissal
substances and/or drugs.

43, Failure to meet Alabama Peace Officers Standards Dismissal
and Training Commission (APOSTC) certification
and minimum standards.

44. | Gross negligence that allows an inmate(s) to Dismissal
escape or riot.

45, Refusal to submit to a personal search, or search Dismissal
of personal property, or vehicle on institutional
property, when required by proper authority.

46. Giving false information or verbal/written Dismissal
statement in connection with employment, an
investigation, or injury.

47. | Conviction of a felony that disqualifies the Dismissal

employee in the job classification in which
employed.

Annex H to AR 208 — October 1, 2009

Previous edition is Obsolete

Page 5 of 6

AR 208 — Change 1 — October 1, 2009




Alabama Department of Corrections
TABLE OF INFRACTIONS and LEVEL OF DISCIPLINE

Nbr. | Infraction First Offense Second Offense Third Offense Fourth Offense
48. Tampering, hacking, or altering of computer Dismissal

systems and data.
49, Promoting prison contraband/possession of Dismissal

contraband items, to include but not limited to,
unauthorized drugs and paraphernalia, and
weapons, which are reasonably suspected of
being, intended for distribution, to an inmate.
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