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INTRODUCTION

You have been assigned to the Arizona State Prison Complex — Perryville.

The Perryville Prison Complex houses all custody levels of female offenders and is comprised of seven units. While the
orincipal goal of Arizona Department of Corrections (A.D.C.) is ta maintain the safe and secure confinement of Arizona’s
inmates, the ernphasis at the Perryville Complex is to provide a setting which supports and encourages your successful
reintegration into society by:

Encouraging educational development
Providing positive and productive work programs
Offering & variety of programming opportunities
Addressing lssues that may have led to your incarcaration

Complex Security - Complex Watch Area

San Carlos Unit - Minimurn custody

Santa Rosa Unit - | Minimum custody

Piestewa Unit - Minimum custody (2™ Chance Center)

San Pedro Unit - Minirnum custody (including WiR)

Santa Maria Unit - Medium custody (including WTU, Detention, Reception Center)
Sania Cruz Unit - Medium and Close custedy

Brent Lumley Unit

|

Close and medium custody (inciuding, MHW overfiow, WBHU, and {PC)
You are expeciad to cooperate fully with staff at all times. Specifically, you are expectad io:

« Follow and obey all rules, laws, orders and procedures.
+  Obey orders as given by staff.
»  Respect staff.

»  Respect other inmatas and their property.
= Maintain cleanliness of housing area, yard and personai hygiene
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Th zre aie several cther sources of mformation. In acdition 1o the Depariment Order Manual and this Inmaie Handizocok.
~h=se include inmate bullstin boards, localed In each of the Housing Units; an electronic bulleiin beard hroadoast
~piinuously on CCTV: anncuncemenis made over fhe public address system, and Correctional Oificers,

By heiping you understand what to expect. and what is expected of you. we hope your transition o Perryville will be as
s cath and trouble-free as possible.  To this end. we offer this handbook as a guide and as a guide only. o t

YARD HOURS/MOVEMENT CONTROL

D, 701 Inmale Accouniability Sysiem

Bz ity Scheduts

The following table lists general evenis that occur every day and affect everyone. information about other activities.
inciuding days and times, is provided in separate sections of this handbook. All times are approximate and are subject fo
change.

Weekday & Weekends

400 Formai Count
1100 Formal Count
1600 Formal Count
2030 Formal Count
2300 Formal Count
2400-0300 -1nf0rmai Counis

Yard closure for the evening is 2000 hours

Passes

Or some units, passes are issued to notify inmates of scheduled appeintments or destination, such as classification or
medical, or to authorize an inmate to be in an area that is otherwise restricted. A pass is issued to inmates that are on a
“m aster pass” or “‘furnout sheet’ for some specific group, class, or work crew that “turns out” at a specific day and time. A
pass is issued when you have something to atiend to outside of your daily routine. A pass is considered a direct order.
Inrnates who fail to comply are subject to disciplinary action. Passes are obtained from Programs. A “pass” may be needed

for admittance in such arsas as Operations, Programs, Administration, Medical and Mail / Property.

Héstricted Areas are sometimes designated by Red Lines.

Count Procedures

At regular intervals every day, and at any other time deemed necessary, every inmate must be accounied for. Unless you
are on an "out count®, such as for work or program activities, you must be in your assigned housing area with your 1D card
clearly displayed. During count periods, your ID card must be placed in your cell window for face to ID varification.
Movement is not allowed while count is in prograss,

Special Counis
In addition to scheduled counts, special counts may be called for at any time. in such cases, you will be informed and told
what to do, usually, to return to vour housing area and stand by for count.

Fire Evacualion Procedures ‘
Evacuation procedures are posted on the walis in each building.  Follow the ingiructions on the diagrams, or other
instructions given by staff.

Resiricted Areas
Except when specifically authorized by staff, inmates are forbidden to be in any of the following areas:
o Control rooms :
« Porter or chase closets
=  All offices and administration buitdings
+  Within 15 feet of any interior perimeter fence
» Any area designated by a red line




0O %15, Sfatlinmaie Commuricalons

“Iminate Leiler” forms {816-1) may be obianed irom your assigned CO il or Housing Unit Officer Inmates musi use this
form: when writing to staff.  No other forms of written correspondence will be acceptad. :

Each inmate letter may describe only one issue and this one issue must be described within the space provided. No
coniinuations or attachments are allowed. Any additional documentation you may have in suppori of a claim may be

listed, bui should not De included or attached. it the receiving staft member wants or needs {o see your paperwork, thay
will infarm you of such and iell you how to provide it.

You can send an inmale letier to anyone.  "No siafi member will intercept, siop, destroy, delay or otherwise altempt to
nterfere with stali/inmale correspondence ” (D.0. 916, section 916.03, paragraph 1.5). However, you must follow the chain

of command and try 1o rescive your problems at the lowest level possibie. Do not send inmaie letters on the same issue
to multiple staff — they will be returned. Please do not send an inmate letier (o the complex Warden aboul & problem
unless you have already tried to resolve the problem at the unitlevel. You must follow the unit chain of command 10 resolve

your issues. When writing an inmate letter to the Complex Warden, you must include documentation (inmate letters and
responses) that indicate you made every effort to resolve your issue ai the unit level.

The receiving staff member shall review the inmate letter and shall respond to the inmate using the inmate letter response

within 20 working cays from receipt of the inmate ielter. If staff determines that the issue addressed in the inmate letter is
an emergancy, the response shali be made within 24 hours from receipt of the inmaie iatier.

CORRECTIONAL OFFICER 1II'S (COLII'S)

You will be assigned to the case load of a CO It located on your housing unit. They are available to assist you on a wids

range of guestions or issues. If ihe CO Ul's can'{ resolve the issue themsaives, thay will direct you to the appropriate staff
member or department.

CO i's case load assignmenis are based on housing unit assignment or by ADC number. DO NOT seek assistance from
COllI's you are not assigned to.

To see your COll, refer 1o the office hours posted on each CO 1IP's window or bufietin board. Office hours may vary.

INMATE DISCIPLINE SYSTEM

2.0. 803 inmate Discigline System

inmailes are expectad o comply with all rules and orders of the Arizona Department of Corrections and its staff. inmaies

who break these rules are subject to formal and informa! disciplinary action. It is your responsibility to know the rules and
follow them.

Inmates are encouraged {o review D.Q. 808, Inmate Discipline System, thoroughly which is availabie in the unit Resource
Center.

0.0, 803, Inmate Discipline Sysiem, is located In the system of written instruction. Attachment A of this D.O. is the “Inmate

Disciplinary Penaliies and Violations” chart. It lists all of the specific charges for which you can be written up and the
potential penaliies for each class of offense.

A good rule of thumb o go by s, if you're not sure whether you can do something, don't, until you ask a staff member,  Ask
a staff member, especially if you're new to the system.

if you do receive a write-up, there are four (4) steps in the process, depending on the class of the offense and the

disposition. The third and foeurth steps may not apply in all cases. But generally, the four steps of the disciplinary pracess
are: :

Notification. Within 24 hours of the time that a staff member has reason to suspect you have violated a rule, youwili be
informed verbaily that you are "on report” This may or may notbe done by the staff membar whe is actually writing you up.

Defivery of Charge. Ofien thought of as a kind of "preliminary charge hearing,” the Disciplinary Coordinator will call
you in and formally deliver the write-up to you. The Coordinator will make sure that you understand the charge against

)



A1 .nis poini, ihe coordinglor may cdeterimine:

« Thnaiihe charge should be dismissea;
¢ Thatit sheuld be reseived informally;
(=]

That it should be handled as a misdemeancr violation, in which case penalties wil he determined and imposea;
o That it should be referred to the Disciplinary Hearing Officer (BHO) as a felony violaticon.

Feionies must be delivered no iater than 48 hours before the date of a scheduled disciptinary heating (step 3, below), and

ine disciplinary hearing must be held ne later than 7 workdays from the time the disciplinary report is initially filed, uniess
a postponement is granted.

Disciplinary Hearing. Al felony violations must be referred to the Disciplinary Hearing Officer (DHO), and
considered at a disciplinary hearing. You will be given an opportunity to tell your side of the story, to plead guilty or not
guilty, to call witnesses (although you are not ailowed to guastion them directly. Instead, you will write down the

questions you want to have asked, and if the DHO determines that they are appropriate and relevant. the DHO will
actually present the questions).

i the coordinator determines that the disciplinary ticket shouid be handled as a “falony,” an investigation process will be
nitiated. The coordinator will ask for your side of the stary and give you an opporfunity to call witnesses io support your

claims. The coordinator may interview the staff member wha wrote the report, and any other person that may be able to
provide pertinent information.

The DHO may:
= Dismiss the chargs;
o Find you not guilty;
» Find you guilty and impose penaliies.

1. Appeals. Specific procedures for appeals depend on whether you were found guilty of a "misdemeanor ar a
“faiony.” if the Disciplinary Coordinator finds you guilty of a misdemeancr, you may appeal io the DHO. whose

decision is final.  If the DHO found you guilty of a “ielony,” you may appeal to the untt Deputy Warden, and if
necessary, to the Director, whose decision is final. ;

You wili be provided with specific informaticn regarding appeals by the coordinaior or DHO,

For complete information, see D.O. 803, inmate Discipling System.

Again, if you get a write-up and are unable to understand the inmate discipling system, or feel that you need help, siaff
assistance is available. inmate legal represeniatives are not authorized.

SEXUAL ABUSE AND SEXUAL HARASSMENT REPORTING AND PRISON RAPE
ELIMINATION ACT ftor Complete Information, see D.O. 125

PURPOSE

The Departrment has zero tolerance for sexual contact of arry kind with inmates and offenders including sexusl
narassment, conduct, assault andior contact, by inmates, staff, contractors, valunteers and others. This
Departrment Order establishes the standards and accountahifity measures to prevent such conduct, regardiess of
focation and to respond appropriately should a sexual condust occur. This process includes meeting the medical
and psychological needs of the victims. Allsgations of sexual conduct shall be investigated and as warranted,
result in disciplinary action and/or criminal prosecution. This Departmant Order comphies with the Prison Rape
Efimination Act (PREA) of 2003, 42 U.S.C.A. 15601 through 18609, For other information relating to inmate
and sta¥f sexual conduct see Department Order #6071, Adminisirative tnvestigations and Empioyee Discipline,
and Arizona Revised Statute {A.R.S,) § 13-1401 et al.

References to health care professional (i.e., Health Services, Mental Health Services, and Dental Services) are
referring 1o the Health Services Contractor or their sub-contractors unless otherwise stated.



Lok ual conaci tetween ahn inmails and siair,
Unnacessary physical contact hetween inmate and staar inciu dlno nugs of Kisses,

Statf's viewing of an inmale, withcut 2 legiimaie security interest, while the inmate is using the icllet, showering or
ar LSSIDU

Language of a sexual nafure, off-color fokes, gestures,
% Inappropriate comments about perscenal appearance, and

Unprofessional conduct, including over-familiarity, favoritism, gift exchanges, writing personal letiers between siaff
and inmats. improper comments, discussion of personal matters. and ali other acts pronibited by ADC policy.

HOVY CAN YOU AVCID INAPPROFRIATE STAFFAMMATE OR INATERMMATE RELATIONSHIPS?

Mazintain Frofessional Disiance
%= Carry yoursell in an appropriate manner a

ai all times. Focus yeur behavior on your duties and assignments. Do not
hecome overly familiar with any oarticular staff member.

Refer to staff as Officer, Mr. or Ms. or appropriate professional title.

Do not call stafi by their first names. Staft
shouid refer to you as “inmate, and inmaie’s lasi name.”

Policy prohibits a male staff membear to be alone with a female inmate in a seciuded area unless authorized {ie

medical, counseling visits) or absclutely necessary. The male staff member must repert the cne-on-one situation to
his supervisor for monitoring.

Faliow the Rules

s

<

Do not solict or accept gifts or favers from other inmates or staff. This is prohibited by the rules of discipline.

< Do not accept an offer from another inmate to provide you protection.

< Only dress in designated areas. Use clothing and towels to maintain your privacy. Be aware of the time and place
for dressing, showering and using the toilet. This information varies among housing units and can be found in the
Unit Handbook. Male officers will announce their presence only when entering an area that you are allowed to be
in a state of undress. if a security cancem exists, officers wiil NOT announce their presence. Remember, privacy is

youlr respensibility too!
Do not intentiorally expose yourself to staff (“flashing”).
% The disciplinary rule regarding indecent exposure will be enforced if you intentionally expose yourself.

WHAT HAPPENS IF..7

*

Ffepon‘mg

Report inappropriate staffinmate or inmate/inmate behavior immediately. Al efforts will be made tc insure
confidentiality and no retaliation against the reporting inmate or any other inmates or staff,

inmates may report staff sexual misconduct and/or siaff sexual harassment and inmate on inmate sexual assaulis
as follows:

Intmate Letter, Form $16-1. {Attachment A),

Official correspondence through the United States (US) mail. (Per DO 125 Attachment A)
PREA Hotline (DO125 Attachment B) — When an inmate leaves a message on the PREA Hotline (contracted

inmate phone systerm), designated siaff members in the Inspector General Bureall will receive an email alerting
them a message was left,

“  Third Party Reporting through Constituent Sarvices

< It you have been involved in an inappropriaie sexual relationship, you may seek counseling and/or advice
from a mental health specialist. Tell the person whom you are reporting to that you would like to speak fo
a mental health professional or complete a Health Needs Request. You may also request the assrstance of
an ADC employee who has received specialized {raining for sexual abuse victim crisis advocacy.

+,
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Investigative Procedure

“  When an incident is reported, you will most likely speak with the Deputy Warden, or investigative staif.
% The incident may be classified as an administrative or criminal investigation. Criminal investigations are initiated

when Arizona Siate Law may have been vioiated. Sexual Misconduct is a viclation of Arizona Revised Statule
(AR.8.)13-1418,

It some cases, an investigative placement may be necessary for involved or reporting inmates.

It is not punitive; rather, it is a necessary step to protect you or others and to conduct a thorough investigation. Al
effort will be made ic make the placement as brief as possible.

The Arizona Depariment of Correclions does not toleraie inmates or staff presenting false or misleading
information or lying during investigations.

WHAT I5 THE LAW?




~imer inmaies is a violation of AGC policy, Thees s n sucht iRing ag oosnsen gl s W rieon,

PEREYYILLE

Departmeni Order #125, Sexual Offense Reporting 1s available in the Inmate Resource Center for review. This DO
ad dresses the following:
- Definition of inappropriate stafi/inmate relationships, staff on inmate sexual abuse and harassment, inmate on
infmate sexual abuse and sexual harassment.
¢ Reporting inappropriate stafffinmate reiationships and inmate on inmaie sexual abuse and sexual harassment.
¢ How the interview/investigations/case reviews are conducted.

We have impiemented the “knock and announce” for male officers entering inmate housing units (cell) and the shower area
and the visitation area during strip searches. Absent exigent circumstances and reascnable suspicion of unauthorized
activity/rule violations, male staff members. as a courlesy, will verbally announce their presence in the above menticned
areas. The male staff will momentarily pause after announcing their presence and then proceed with their duties.

“Note: Male staff will announce their presence when entering housing units 24 hours per day.

For clarification, the following guidelines are listed for inmates to dress/undress:
s Inmates may not dress/undress during inmate counts.

o - Inmates authorized to dress in their cells should always face the wall in the back of the living area in order to
minimize the potential for being seen in a state of undress. :

Inmates who choose to apply lotion to their body may do so, using modesty, i.e., apply the lotion whilein the shower
stall or if in the living area, with rabe, undergarments or other covering on.

Inmates are reguired to wear pajamas, robe or other outer garmentis when in the living area. When going to the
shower or coming out of the shower inmates must wear shorts, sweat pants or pants and shirt.

Privacy curtains have been installed in the shower areas. These curtains provide additional area for inmates to
dress/undress or practice other personal hygiene. The curtains remain open when not in use.

L]

AR inmate who is sexually assauled shall immediately notify stafi that a sexual assauit has occurred. Inmaies who

observe, are involved in, or have knowledge of a sexual assault, shalt immediately notify staff. Any sexual contact between
inmates is strictly prohibited. There is no consensual sex between inmates.

Inmates have the right to not be retaliated against by staff or inmales for reporting sexual abuse or sexual harassment and
tor cooperating in an investigation of sexual abuse or sexual harassment. Selected staff will follow up and monitor victims
of sexual abuse and sexual harassment, inmates wha reported sexual abuse and sexual harassment, and inmates who

cooperated in an investigation of sexual abuse and sexual harassment. These staff will implement corrective action if
retaliation occurs to prevent it from centinuing.

INMATE GRIEVANCE SYSTEM

D.C. 802, Inmate Grievance System

PURPOSE

The Department provides inmates with access to an Inmate Grievance Procedurs to provide oppertunity for
infoimal resclution and a formal review of an issue impacting conditions of confinement or institutional fife
which personally affect the inmate grievant. This Department Order provides timely, administrative remedies 1o
inmate complaints that might otherwise unnecessarily burden the courts.

Sexual Offence Grievances
Refer to 0.0. 802 for specific pracedures of filing a grievance under the DOJ PREA Standards.

To fully understand your rights and abligations under the Inmate Grievance System, you should thoroughly review D.O. 802,
Inmate Grievance System.

INMATE CLASSIFICATION

0.0, 801, inmate Classification and the Classification Operating Manual

Recaption

55’:‘!-‘ o)
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juveéinile inmaies iried and conviciad in adull couit, which
nawve not reached 18 years of age. are admiited &t the Arizona State Prison Complex-Feiry
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inmates wi Ii be mmall; \,Iassmuu al the intake and reception assessmant ceniers of ihe Arlzona Depariment of Corrections.
They
e ¥

will be reciassified when there is a significant change in the inmaie's status, such as sentence reduction by the
couit, additional sentences. change in release eligibility or any other event driven criteria.

The initial and reciassifications will determing cusiody level. At each initial and reclassification review the inmate will be
classified on the iniernai risk custody,

dsoagssmernt

inmate is assigned a classification officer {COI) to oversee the inmates’ initial adjusiment to the departmant. This is
to |'\I’O\flde the inmate with access to available services, and to perform the inilial assessment for the initial custody
slacement. internal risk and instiiuiional assessment. This assessment consists of an in-depth interview with the inmate.
and a detailed evaluation of court documents and information acquired from other agencies concerning the inmates’

background and criminal history. This information allows the COIll to make a sound correctional decision as to what the
inmates’ custody leval should ba.

Custody Levels Descriptions

Minimurn: Custody is low risk to the pubiic of escapes or committing violence while outside the prison perimeter,
including community work crews. Minimum custody inmates must be within five (5) years of their earliest
release date, does not have a current sex offense listed in the classification manual and does not have a

- felany detainer,

Medium: Custody is moderate risk to the public of escapes. These inmates may work outside the unit if inside the
secured complex perimeater.

Close: Custody is inmates who are a high risk to the public of escapes or committing violence and requires
housing in a secure sefiing. These inmates may not work in an outside assignment and require controlled
mavement within the faciiity.

WORK ASSIGNMENTS

D.C. 803, lomate Work Activities

PURPQOSE

This Department Order establishes criteria and procedures that ensure the lawful, safe and secure operation of
Dapartment and inmate waork programs, in accordance with sound correctional practice. This Departmeant Crder
further establishes consistent administration of the Work Incentive Pay Plan [WIPP). Additionally, it assists
immates to prepare for re-entty by acquiring skills including literacy, employability and sobriety. Work
opportunities are provided in settings as much like the real world as possible to provide inmates with every
opportunity to practically apply newly acquired skifls throughout their incarceration.

EDUCATION

D.(3. 910 Educaticn
PURPOSE

This Department Order establishes programs which offer eligible inmates access to resources for educational
advancement emphasizing academic outcomes and nrogram completion. To this end, the Department provides
appropriate programs, accomimodations, and services to eligible inmates. Information on Inmate Special
Eclucation can be found in Department Order #920, Inmate Special Education Services.

INMATE HEALTH SERVICES

0.0, 1101, Inmate Access to Health Care, DO 1102, Cemmunicable Disease and Infestion Contrgl. DO 1103, Inmate Mental Health Gare, Treaiment and
Programs arnd DO 1104, Inmate Health Record




Ti-ig Depariment Order raquees inmaies 10 he provided opporiani
access w0 medical, meantal heslth, and dental heallth care at g, Th nartment Order also
e quices approprisie and uninterrupted health care be providad to inmates with chionic haalth conditions.
Security, program, fransgporiation and Health Bervices staff cooperate and coordinate ihsir activities io
araovide schaduled and emergancy heaith care.

aple and appropTials

Befersnces to health care professionals (e, Hesalth Services {medicall, Mental Health Services, and
Dental Services) are referring 10 the RHealth Services Contractors and their sub-contracioars unlass
atherwise stated.

RESPONSIBILITY

Tlhe Assistam Director for the Arzona Depariment of Corractions tADCH Heahth Services Contract
pMonitering Bureaw shall hold the Contracter providing Health Services accountable 1o ensure all inmates
ars pravidad access to scheduled and emergancy (as needed) health care, and are not refused health
care treaiment due to financial reasons,

Health care shall be delivered ihrough a joint effort of Health Services and Cffender Operations staff.
Health Services staff are subject to the same security regulations as other Department employees.
Clinjcal decisions sand actions regarding health care services provided te inmates are the sole
respansibility of gualified health care professionals.

W ardens, Deputy Wardens and Administrators are responsibie for ensuring that security:transportation
sTaff ransports inmates for scheduled and emergency health care, and for ensuring that an appropriate
segurity escort is provided when inmates are transported by ambulance.

The ADC Financial Services Bureau Administrator is responsible for providing a guarterly repart relating

to health care fees sssessed to inmeates to the Director and the ADT Assistant Director for Health
Services Contract Monitoring Bureau,

APPLICABILITY

This Department Order applies 1o medical, mental health and dental health care services provided for
inmates. For additional informatien concerning inmate health care functions, programs and controls, refer
te the following Department Crders and NCCHC Standards:

- #108, Americans wilh Disabilities Act (ADA) Compliance

s #810, Management of LGBTI Inmates

= #1102, Communicabie Disease and infection Cantrot

- #1103, inmate Mental Health Care, Treatment and Pregrams

- #1104, Inmate Medical Records

- #1105, lnmate Mortatity Beview

= National Commission on Correctional Heatth Care {NCCHC) Standards for Health

Sarvices in Prisons

1101.61 GUIDELNES L e RO RSP
1101.03 APPOINTMENTS .ot iiinime i s en s
1101.04 OUTSIDE SPECIALTY CARE CLINICAL APPOINTMENTS
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1101.07 CHRONIC {LENESSES
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1101.11 REFUSAL OF TREATMENT
110112 RATE HUNEER STRIKES . uitncntraieeimtsinriiimres et e siar i ia s e asnre e e sas e s bnabes 2as e
1198113 PRESCRIPTIONS o..onne. R T BT P PP P SO S PR




Inmaie Programs

A number of programs are avaiiable to heip you address substance abuse problems ang other social and amotional

needs. Programs are offered in both group and seli-study formats. Periodic, shori term programs are also offered from
time {o time.

Programs available ai Perryville include:

Mandgicry Group Frograims

Re-Entry Program
Cagnitive Restructuring

ieg

o inmate programs faciitated by CO i's,
=

o

Yolunicer Suppoit Groups / Religious Groups

Varicus shortterm programs are offered througih Mantal Health Services, and are changed on a regular basis.

For the most current information en the programs available and how to get started in them, see the unit bullstin boards or
see your CO HL

SMOKING AND TOBACCO REGULATIONS

DG 109, Smoking and Tebaceo Regulations

Smoking is not allowed inside any buiiding, including inmate housing areas. Smoking is also prohibited near entrances to
buildings. You must be 20 feet away from any entrance and smake only in authorized areas. There will be no warnings.

HOUSING REGULATIONS

D.O. 704 [nmate Requlations

General Housing Rules
Permission shall not be given to allow an inmate from one housing unit to visit an inmate on another housing unit. This

will be rigidly enforced and disciplinary action wili be taken if you are found to be in an unauthorized area. No visiting in

another inmale’s cell. You may visit inmates from your housing area in the outside recreation area, only. Please refer to
your unit's specific guidelings for further details.

Movement Reqguests
Voluntary changes of units are not allowed at Perryville

INMATE REGULATIONS

D.Q. 704, Inmate Requlations
PURPOSE

This Department Order provides consistent and uniform directions in reference to inmate regulations within
the nstitution.

Al times athletic shorts, sweal pants, and other approved recreational tems may be worn, Shirts must be tucked in

unless actively participating in & sport activity; i.e., sofiball, volleyball, or PAR Course. However, you must still have your
D card on you; your hair must be in compliance. Thermal clothing must not be visible.

Grooming

You must be in full compliance when entering the dining hall, medical, programs building or administration areauriless
a medical waiver applies. Hair may not cover the syes or sars. [ it is long enough 1o touch your shoulders, it must be
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ve u must Se in full cempliance when reporing for all jobs o inciude housing Uit poiter.

identification (L) Cards

Yo u must have your 1D card with you at all times when you are outside of your housing area. When full compliance or
staie-issue dress is required, your ID card must be visibie ai all times.

VISITATION

D.O. 891 inmate Visiiation
PURPOSE

This Departrment Crder establishes procedures authorizing family members and others to visit inmates for
the purpose of maintaining family and community {ies.

Please refert to Depariment Order 911 for Visitation Application Process, Visitation Process, Searches, Non-Contact Visit,
special Circumstance Visitation, Suspension of Visitation, Security Requirements, Visitatation Privlieges.

INMATE PHONE CALLS

D.C. 915, Inmaie Phone Calls

315.03 SPECIAL CIRCUMSTANCE CALLS
11 Emergency Calls
1.1 The Department shail not pay, reimburse or be respensible for the placement of
inmate emergency calls, unless otherwise approved by the Deputy Warden or
designes.
1.1.2 Institution staff shail follow the Pest Orderis) for scheduling and placing approved

gmergency calls.

1.2 Legal Calls - Inmates shall request legal calls in accordance with Department Order #902, Inmate
Legal Access to the Courts.

INMATE MAIL

D.O. 908, Inmate Mail/Property

Outgoing Mail :

All outgoing mail MUST have your return address on it, in the required format. This required format must include the
words “Arizona State Prison,” which must be written out in full (no abbreviations). Your return address is:

Inmate Name , # 999889
Arizona State Prison Complex — Perryville
(Again, spell it out. No abbreviations)
Your Unit and Housing Location

P.QO. Box XXXX

Goodyear AZ, 85338

Note: the XXX in the PO Box depends on the unit you are assigned.

Complex & CDU 3000
San Pedro 3100
Santa Cruz 3200

Lumley 3300
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Plasicwar 3500
San Carlos 3700
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Indigeni mail supplies are ordered from Inmate Siore.

Legal mal s sent oul by the unit Mail Gffice. Contact your COI for the procedures al your unil.

For information on applying for indigent stalus, see “Indigeni Supphes - Health & Welfare.
Location of Mail Box and Collection Times

Pul outgeing mail in Ihe mail box, which is located on your yard. Mail 1s collected from this box daily, Menday through
Friday.

Publications. such as magazines and newspapers, are allowed. However, they must be sent directly from the publisher
or commercial relater. Also, publications will not be allowed if they contain material deemed to be a ihreat to security

(such as instructions for making homemade weapons, explosives or drugs), or material which is cbscene, as defined by
ALR.S. 13-3501.

Iriter-relation Mail
You may correspond with immediate family members who are incarcerated, provided that prior approval Is granied by
both institutions. To apply, see your CO 1.

Subject fo Search
All outgeing maill is subject to search

INMATE PROPERTY

D.0. 508, Inmate Mall/Proper‘cy
PURPOSE

Tihis Departmeant Orter establishes the contrels for roperty helonging to inmates. Irnates are authorized to have
in thelr possession property items that do oot threaten institutionat ordes, safety, of security.

INDIGENT SUPPLIES - HEALTH & WELFARE

£.G. 905, lnmate Banking System

inmates whose spendable account balance, including deposits made during the previous 30 days, does not exceed
$12.00, are eligibie for health and welfare indigent status. To apply for indigent status, see your CO 11l

INMATE STORE

D Q. 914, Inmate Stores

You may go to the store once each week. Your store day depends on your housing lacation:
fce

To buy ice, you first order ice tickets on your store day. “ice call” times shall be designated by the unit. When “ice call” is

anncunced, go to the ice machines to redeem your ice ticket for a bag of ice. Do not trade or barter with your ice
tickets. Pick up your own ice.

Accourniable Property

ltems such as sweat shirts, headphones or a T.V. are considered “accountable property.” You may not possess these

items in excess of what is authorized by DO 908. Furthermore, when purchased from the inmate store, they must be
processed through Inmate Mai! & Properiy.



INMATE ACCOUNTS

D . 905, Inmaie Banking/Money System

PURPGSE

This Department Order establishes procadures for the Arizona Department of Corrections iDepartrment) 1o
act as a fiduciary for all inmate monstary transactions. These inclutde procedures for Inmate Funds.
Discharge Furds, Health and Welfare Indigent allowances, and deduciions from inmate wages and mail
maonsy.

INMATE RESOURCE CENTER

D.0O. 810, Inmate Resource Center Sgrvices

PURPOSE

This Departmant Order establishes programs which offer eligible inmates access to resources for educational
advancerent emphasizing academic ouicomes and program completion. To this end, the Department provides
appropriate programs, accommodations, and services to eligible inmates. Information on Inmate Special
Fducation can be found in Department Order 4920, Inmate Special Education Services.

ACCESS TO THE COURTS

0.0, 902, Inmate Legal Access to the Courts

PURPOSE

The Department of Corrections ensures all inmates have direct access o the courts in all legal claims
involving direct appeals from the conviction for which they are incarcerated, habeas petitions, civil rights
actions, or conditions of confinement. The Department facilitates this access by making forms and specific
legal assistance available 1o the inmate population. The system is designed to maximize inmates’ coportunity
to present legal claims pertaining to the aforementioned legal claims to the State or Federal court, in a quick,
eFficient manner, with no barrers. This Department Order establishes the process to be used by inmates tor
gaining access to the courts and also describes the role of all parties involved. This Department Order sets
forth all affirmative steps the Depariment shalf take (o assist inmates in obtaining access 10 the courts. This
process does not affect the inmates’ ahiiity to independently pursue actions on their own oF 10 obtain
outside counsel to represent them. .

RELIGIOUS ACTIVITIES/OBSERVANCES

D. Q. 904, \Inmate Religious Activilies

PURPOSE

The purpose of this Department Order is to ansure inmates are aliowed to participate in religious activities, have
accass 1o religious materials, refigious diets and other legitimate aspects of their faith and, if approved, may
miarry in accordance with stats law.
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DO 108, Americans with Disabiliies Act {ADA) Compliance

The Arizona Department of Corrections does not discriminaie on the basis of disability in admission i0. access to, or
operations of its programs, services or processes. For complete details on ADC's ADA compliance, see the handout,

oA

Americans with Disabiliies Act (ADA) Notice "

Persons with a disability may request reascenable accommodaton. such as a sign language interpreter, by contacting the
department. Reguests should be made as early as possible to allow time to afrahge the accommodation.

PROTECTIVE SEGREGATION
PURPOSE

This Department Order establishes procedures for identifying and safeguarding inmates with legitimate
protection needs. While careful classification, appropriate security measures. and preliminary screening for
alternate management strategies can serve to reduce the number of such cases, some inmates still require
segregation from the general prison population. The methods for accomplishing  this goal are

comprenensive, professionaily executed and legally sound. Public and institutional safety concemns are
atways the governing elements for staff as they manage these cases.

References to health care professional (i.e., Health Services, Mental Health Services, and Dental Services)
are referring to the Health Services Contractor or their sub-contractors unless otherwise stated.

EARNED INCENTIVE PROGRAM

D.O. 809 Earned Incentive Program

PURPGSE

This Department Order establishes a three-phase system of graduated earned incentives and sanctions to assist
inrmates in learning and sustaining a responsible, pro-social lifestyle and incorporate ethics and values into their
everyday lives. This systeim communicates the Department's inmate behavioral managament philosophy and its
intent and expectations to employees, inmates and the public.

The Arizona Departiment of Corrections strives to reduce relapse, revocation and recidivism by holding inmates
responsible and accountable throughout their incarceration. To this end, it offers specific programming to
address inmates’ risks and needs as well as rewarding positive behavior,

D1 345 INTERGRATED HOUSING PROCESS AND PROCEDURES
PURPOSE

This Director's Instruction provides the process for the integration of housing assignments to include
cetls and dorms. Inmate housing assignments shall be determined in a manaer that will ensure that the
safety and security of the inmates are considered. as well as the safety and security of the public. staff
ancl mstitutions. Housing assignments shail be in accordance with the principles and criteria outlined in
Department Order 704, Inmate Regulations. section 704.08. Inmate Housing Assignments.



Vo R culrent o prior
Sex Cfiense
Arson
S
Death, physical injury or use deady weapons.
Domesiic Violence per 13-38
Mo felony detainers.
Must meet or be exempted from literacy.
Low Community Risk level.
Have no Refusals or Removals for poor behavior from major or self-improvement programs within 18 months ot
their CSBDTR.
No unsatisfactory work / program evaluations within 3 Moning,
No major violation within 6 months of CSBD.
Previous release under this program. A period of no fewer than 24 months must elapse since the inmate’s last
Community Supervision End date and releasing again under the Transition Program
Have placement within the siate of Arizong appraved prigr to release.
Must be a U.S. Citizen or a tegal resident
10 Be housed at Medium Cusiody level unit or below.

POMN =

~Noo

©m

i vou need more information about the Transition Program Release, review D4, 218

SENATE BILL 1053

Allows the Director of the Department of Corrections to grant an inmate temporary release to probation if the community
supervision itime was waived pursuant 1o AR.S. 12-803. This legislation only affects inmates whose community
supervision time (under the ADC) was waived by the court at the time of sentencing.

TRANSITION PROGRAM

Transition Program Release — Inmates shall be reviewed for eligibitity pursuani to A.R.S. 8
31-281 and Department Qrder #1002, Inmate Aelrase Eliginility System.
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i Earmed Release Credit Date Drug

Senate Bill 1310 - Eamned Release Credit il October 17, 2019 i Offenses Release

¢ Drug Offenses

This information is to be given to all inmates upon arrival to the Departmsnt.
NOTICE

Senate Bill 1310 allows inmates who meet certain criteria to earn refease credits at three days for every seven days
served. The Eamned Release Credit date is 70 percent of sentence imposed. This bill is retroactive and only applies
to inmates sentenced on or after January 1, 1994. The release credits noted are only apolicable {o the four specific

statutes mentioned; all other offenses wil earn refease credits, if applicable, at the rate provided for those specific
statutes.

fnmates shall meet the following criteria for eligibility:

- Have been convicted of the foliowing:

o  Possession or use of marijuana, as defined in A.R.S. §13-3405, subsection A, naragraph 1.

o  Possession or use of a dangerous drug, as defined in AR.S. §13-3407, subsection A, paragraph 1.
o Possession or use of a narcotic drug as defined in A.R.S. §13-3408, subsection A, paragraph 1.

o  Possession or use of drug paraphernalia, as defined in AR.S. §13-3415, subsection A.

Have no current or prior convictions for a viclent or aggravated felony as defined by A.R.S. §13-7086.

Shall have completed one of the major programs listed below during the current commitment;

DUI Tregtment

tModerate Treatmeant

Substance Abuse Treatment

Intensive Treaiment

Functional Literacy

Education GED

High School

Any Correctional Technical Education (CTE) programs
Sex Offender Treatment

Sex Offender Treatment Year |1

OO0 000 GC OO D0

Inmates are not required to meet funciional literacy in order to be eligibie for this release.

Inmates who do not sign and agrae to abide by conditions of release shalt not be released in accordance
with A.R.S §41-1604.07, paragraph F.
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] Counseling

Sqriaf Accouriabitity Guidanee & Education

Arizona Revised Statute 31-284 establishes a pre-release and transition program. This FREE go-day Transition
Program is a coliaboration between parole and SAGE working together to proimote your {ong-term success.

1 you qualify for the early release while in ADC, upon your release your parole officer submits a referral to SAGE. When
SAGE receives the referral, we immediately assign you to a case manager.

Your case manager is responsible for the
following:

=]

o]

the Phoenix Metro area
ons outside Maricopa County |

Contact within 24 hours of referral
Schedule you for an Orientation where you
will learn more about the program
Complete an assessment within7 days
Assign you to counseling groups designed to
support you (minimum, 2 graups per week)
Begin weekly, 1-hour face-to-face case
management appointments o ensure ycu
have the resources and support you need o
reach your goals

7 Your
Success

Act as your point of contact during this
transiticn time

in order to be eligible for the Program, the individual:
= Must not have been convicted of any sexual offense

o Must be classified by the departmentas low violent
risk to the community

Respurces

o Must be classified by the department as minimum or
medium custody

s Mustnot have been convicted of a viclent crime,
including domestic violence

e Mustnot have any felony detainers

o Must have made satisfactory progress by complying

with all programming on the individualized corrections
plan

Traatment

s tabili e .
e e  Must not have been found in violation of any major

violent rule during incarceration OR any major rule
within six months

We look forward to working with you!

SAGE Transition Program
{602} 761-4512 or (602) 761-4913



IMPORTAMT HNFORMATION ABOUT HEALTH CARE FEES

Heaith Care Fee —a charge not to excead $5.00, which is deducted from the account of an inmate,
parcle violator or other return-to-custody inmate, for each health care appointment and emergency
treatment intiated or required by a Health Needs Request {including, but not limited to, treatment of
injuries incurred due to the inmate’s misconduct and injuries sustained during the inmate’s

raecreational/leisure activity). No one shall waive the payment of health care fees, except in the following
situations:

Co-payment for healthcare services will be waived in the foilowing cases:

@

Inmates who are being seen chranic conditions including but nat limited to:
1. Asthma

Diahetes

HIV
Hyperlipidemia
Hypertension
Mood Disorders

7. Psychotic Discrders

oWk W

Inmates who have been injurad while performing job duties
Inmates whose health visits are requested by medical, dental or mental health staff

inmates who visit to a health care provider is due to a referral from another provider
Inmates assigned to reception canters
Minor inmates

Pregnant inmates (for pregnancy retated issues)

Developmentally disabled inmates (Mental retardation, cerebral palsy, epilepsy, or autism
resulting in substantial functional limitations in the areas of self-care, ability to communicate, or
mobility, making necessary the ongoing provision of special health services)

inmates who assigned to {PCs.

Inmates who request additional hiygiene products due to medical issues,

Inmates undergoing administrative examinations which are required by Department order, such

as: ’ '
L]

Physical examinations for assignment to fire-fighting crew and the kitchen
e Physical examinations of inmates who are returned to custody

Response to suicide prevention/watch or progressive/maximum behavior control
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Inmate Communication Methods

Inmate letters

o]

o]

aQ

]
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Obtained through Unit Grievance Coordinator and sent through inner mail to medical
tised for: _
o Communicating Concerns with Medical, Mental Health, or Dental
o Disputing charges
Not used for:
o Emergencies
o Scheduling Medical, Mental Health, or Dentai appointments
o Meadication refifls
Follow instructions
o Limit to one page and one complaint/issue per letter
o No attachments {other than banking print cuts)
Responses will be sent within 20 business days from the date received by medical

inmate Informal Grievance

]

@

@

®

Obtained through Unit Grievance Coordinator and sent through email to medical
Used for:
o Communicating concerns with Medical, Mental Heaith, or Dental
Not used for:
o Emergencies
o Scheduling Medical, Mental Health, or Dental appointments
o Medication refills
Follow Instructions
o Limitte one page and one complaint/issue per informal
o Mo attachments

inmate Formal Grievance

2

=

L

Obtained through Unit Grievance Coordinator and sent through email to medical
Used for:
o Communicating concerns with Medical, Mental Health, or Dental
o Grieving responses from an Inmate Letter or Inmate Informal
Not used for:
o Emergencies
o Scheduling Medical, Mentat Health, or Dental appointments
o Medication refills
Foliow Instructions
o One complaint/issue per grievance
o Attachments are permitted
o Responses will be sent within 15 business days from the date received by medical



Access to Medical, Miental Health, and Dental Services

Emergencies and Injuries

0]

a

[}

If you have a medical emergency at any time tell an officer right away
If you are hurt or injured at any time tell an officer right away
if you feellike ‘hurting’ yourself, notify an officer right away

How to Request Health, Mental Health, or Dental Care
e Complete HNR (Health Needs Request)
o Follow the instructions

o Limitto one page and one complaint/issua per HNR
o No attachments

o Keep Golden copy (last page)

o Place HNR's in blue or white box on your unit

Deterntion and Max Units: Complete HNR and submit it to nursing to be scheduled for the nurse
line

- Health Care Fees

a8

There is a $4 copay for each HNR, which will be deducted at the time of the agpointment

= Exceptions:

MMedications

o Follow-up appointments initiated by Medica!, Mental Heatth, or Dental

o Seriously Mentally il inmates

o Chronic Care

o Physical examinations for assignment to statewide drive, fire-fighting crew, and the
kitchen

o Responses to suicide prevention/watch or prograssive/maximum behavier contral

o Indigent - No inmate wil! be refused care because they are unable to pay the co-pay

e KOP (Keep On Persan)

e

=]

L]
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Keep medications in the original blister packs

Do not alter biister packs in any way

Medications found in anything other than the original blister pack, or any blister pack that is
altered inany way will be confiscated and disciplinary action may be taken

Do not give medication prescribed to you to anyone else

If caught passing medication, both inmates invoived will be subject to disciplinary action

To request a refill, submit HNR when there are 7 days of medication remaining

& Nurse Administered

L3

Go to Nurse Med Line to regeive your medication

Staying Healthy in Prison

Current health materials are available in every health unit

You are responsible for your health care and making healthy decisions



Anxiety Concerns in Corrections During COVID-19

ttis very common and expected for people in correctional facilities to experience
anxiety problems, especially while in quarantine or lockdown settings. Below are
SCMe sYyMpIioms you may experience if you have anxiety.

©  Restlessness

»  Being easily fatigued

o Difficulty concentrating

= Muscle tension

s Difficuities with sleep

Fear of losing control

= Feeling unable to cope

Scared of rejection and/or abandonment
= Fear of death or disease

= Swealing

= Shortness of breath

= Trembling or shaking

= Numbness

= Hot flashes or chilis

= Fear of going crazy or out of control

= Dizziness, unsieadiness, or fainthess
= Chest pain discomfort

The following are recommendations to help in coping with anxiety:

= Exercise for 20 minutes three times a day

Eliminate caffeine, sugar, and nicotine from your dist

= Write your feelings down daily

Go o bed at the same time every night, do not cat nap, and try to get up
at the same time every day

= Do deep breathing and relaxation exercises

= Eat well-balanced meals

= Wrife letters or call family and friends

= Think positive instead of negative

= Read books

Pray, if yau find comfort in this

Make a plan for when you get out (job, living, mental health and drug and
alcohol treatment, mental heaith medication if necded)

= Participate in mental health groups
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COPING TOULS FOR WORRYING

Exercise. Do something fast-paced like running
Spend time with people that you feel calm around
Talk with someone you trust

Schedule “Worry Time.” Put aside 10 to 15 minutes every day. During that time,
write down or allow yourseif to warry. If you worry later in the day; tell yourself
that this is not the time to worry. You can worry during your “Warry Time” the
next day.

Take a deep breath and picture a traffic stop sign. Tell yourseif to “Stop!” Tell
parficipants they will probably need to try this several times.

Ask yourself, "ls worrying helping me’”
. ltis likely not heipful. Try to let your thoughts go and do something else

Are you worrying about the things you have to or want to do?
. Make a list. Cross things off as you do them and add {c the list as you
think of new things. ‘
. Once you write something down, it ffees up space in your head so you do
not need to keep reminding yourself

If you worry about something that may or may not happen in the future:
. Tell yourself: “I do not have a crystal bali. | cannot predict what will
happen.”
. Tell yourself: “Whatever happens may not be pleasant; but | can handle
it. | nave faced much harder things.”
. Recognize that you cannot control whataever it is you are worrying about.
. Focus on the present. Take one day at a time.

Practice relaxaticn skills
» Deep breathing
= Muscle relaxation
. Imagery/using your imagination
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“EASY TG USE” $TRESS-REDUCING TECHNIQUES

Deep Breathing:

‘nhale deeply. feeling your siomach expana. Hold your breath for a few seconds, then
slowly exhale, visualizing tension leaving your body.

Meditation:

Close your eyes and and think about your breathing. As you exhale, mentally repeat a
simple or soothing word with each breath.

Visualization:

Close your eyes and put yourseif in a place very comforting to you. See, hear, smeli.
and feel the piace for up to 30 minutes.

Progressive Muscle Relaxation:
While sitting or lying in a relaxed position, tense the muscles of your feet as much as
you can; then relax them, and notice the difference in feeling. Tense and relax the

muscles in your legs, arms, stomach, back, neck and head, one region at a time. When
finished, remain in a state of complete retaxation for a few minuies.

Stretehing:

Sitin a chair with your upper body resting forward on your lap. Slowly rolt up, starting at
the base of your spine, untii your back is straight. Siretch neck muscies by tilting your

head to the right and slowty rolling your head down and to the left. Repeat a faw times
in both directions.

Challenging Your Seif-Talk:

Replace negative mental responses fo stress, such as "t can't cope,” with positive cnes,
such as "Everything is going to work out” or "l know | can do it."

Distraction:

If you get stuck on negative thoughts, inwardly (or, if possibie, vocally) shout "STOPI" to
yourself, or physicaily bang your fist on a pitlow or matiress while saying "STOPV
Replace the negative thoughis with positive or more productive ones.

Humor:

Just laugh out loud or do semething that will make you taugh, such as reading a joke
book or watching a comedy on TV.




RELAMATION THROUGH BREATHIRG

Lie on your back with your feet apart, your arms next to your body, your paims
turned stightly upward.

Be aware of your mattress supporting your body, rather than thinking of your
muscles holding you up.

Let your breathing become regular and rhythmic.

As you inhale, imagine that the air you are breathing is coming in through your
toes on one foot, and rising through the legs before it enters your chest.

As you breathe oul, imagine the reverse.
Repeat this exercise three times with each leg.

Imagine the air is coming into your body through the fingers on one hand, and
moving through the arms before entering your chest and head.

As you breathe out, imagine the reverse.

Réepeat this exercise three times with each arm.

Progressive Muscle Relaxation

Muscles can be taught to relax. Relaxed muscies help you handle stress.
As your brain learns how to manage sfrass betler, you decreass your risk of
anxiety, depression and irritability. Muscle relaxation is one of the
important ‘instructions’ the heips you re-wire your brain and this can give
you more control over runaway smotions.

Progressive Muscle Relaxation is a very poputar muscle relaxation
technique. This is a simple technigque that can be done by anyone at
almost any time. - Progressive refers 1o starting with muscles in the feet and
progressing up the bedy to the face. The purpose is to teach your brain
what nerve pathways are needad for deep relaxation. To do this, you focus
ail your aftention on the feeling of muscles as they relax. As you do this
over and over, your brain ‘learns’ how to reiax in almost any situation.
Relaxing your muscles helps you have a well-functioning brain.



Technigue

Progressive Muscle Relaxation
s Sit or lie down
< Close your eyes
= Focus your mind on your breathing for five “in and out” cycles
o Take a minute to focus on each muscle group starting with your feet
up to your face. Notice which muscles feel tense
o Take a deep breath and as you exhale, try to let your whole body
relax.
o With each Muscle Group:
= tighten the muscle group for about seven seconds
- lake a deep breath
« As you exhale, relax the entire muscle group
As you release the tension, become aware of how it feels for
those musctes fo relax
Enjoy that feeling for about ten seconds
. then, move on to the next muscle group

MUSCLE GROUPS

1. Festand lower leg 5. Hands and forearms

2. Thighs 8. Upperarms and shouiders
3. Abdomen & lower back 7. Neck

4. Chest and upper back 8. Face

The pay-off from Progressive Muscle Relaxation is that your brain focuses
over and over again on the relaxation. You are feaching your brain what i
takes {o relax. As you practice, your brain will get realty good af relaxing
under any circumstance. Remember, techniques like Progressive Muscle
Relaxation are the blueprints for re-wiring your brain. Although the
technique can work immediately, the realty good resuits come afler lots of
praciice. Relaxation works hand-in-hand with other sources of re-wiring
instructions for your brain like cognitive skills, mindfulness-meditation, and
therapy. Your brain wiill also need the “supplies” that come from good
nutrition, exercise and sometimes medicine 1o help you make positive
progress foward managing stress, depression and anxiety.



HANDOUT 54
SELF-TALK AND ANXIETY

Over the pastweek, you were.asked to use ytuun‘ Week}y Amcnety Lug 10 track what gvents
Dccurre :durmg the wesk thai Greated arugety, what you thought E\ﬁd fet and how you

43 >
can change 'you eV af anxnety

- But ﬁrst we ara: gmng to ﬁaak athow what we say, ‘to ourseives can chamge hc»w we feel

drivef says “Sorry,.

Chns thmks fo hlms_a‘"~
out? | can't just [save.

Oh. no, i: can’t be sfuck here. l can't take thls Wha’t lf l start fo traaK =
hen will this end?”

":Il, jooks like 'm going fo be here for a whlle | can take thts tlme
me deep breathing. Glad 'm not driving today.’

Jufie thinks to herself, /G|
far myseif to relax and 4

How-do you think Chris’ﬁ‘é?él iy

How do you think Julié Fesls?s

i betwe: n these two people. The situation is the exacty
What makes the fesiings d[ﬁereni‘?

do.

——diffieisselftalk.is.positive. JLfocuses on acceptance of what she can control and what she can

CiD_: o o D = e e

Confidential and Propristary



. N@gafzuv@ Self-Tallc P L

o ls automatic - yc»u .pmbabﬂy dcm’t even no‘toce it.

o Is .vrrafmnaf —it doesn ‘i: even make sense mos‘t of *the ﬁme but it ‘happans s@ qunzmy that y@u

beloeva ﬂt

o s avcwdani—- it usua iy convmces ycou i avoid doing things or gomg pkaces that mnght make -
Yol anxmus _ O oo

o Is, 2 :c—-makmg-— :t usual y makes you worry even rriore ‘aibidut youir andsty, making you. -
more anxaous and creatmg the perfect sfcuat;on for you to panlc‘

Confidenfial and Propristary. . .



 HANDOUT 6B
PUTTING 1M A NEW TAPE

in 2 new taps involves, disputing (challenging) the
senbedin the "Oppose” step ‘above, disputing involves

ng the Wofst!.f.é?nd other
D-,‘ - Ty

VWhat are the chances 5 that actua!lyhappenmg'? Has it everyhappen ok

What.‘-i_é"*réiéllyAth'e'"fWDT';'{ ihing that could happen? What's sq bad about that?

N

What would | do if the woerst thing happened?

Is there something I'm missing? X

N

“Am 1 b&ing Sbiectiva? Wolid:someone sise see this differertly?

STEP TWO. The second siep involves-using the answers from these guestions fo
replace your tape. This means that you will need to come up with positive seff-talk o ;.
reptace your negative selftalk. You will need to create these statéments and pracfice’
them, so you'll have them on hand when you start feeling anxious.

" Rufles £or créafing a new tape:

: -:}@git@_.soﬁhething, be sure that it is somathing you truly believe. Ifyou don't -
believe it, it will not have the positive effect you desire. If you believe something,
"+ fttanhelp you get through the tough times. ’ i

- Y. Believe in yourself. Write down statermnents that you befieve and trust. When you

2). Stay pdlé‘itive. Use positive statementSwhensver possible, “| will...” or ‘| cari. iy
" Avbid using negatives, like | wil not...” or ¥ cannat....” Doing.something is
- gasiel 16 see than not doing something. : o

3) ; f'.:;persona!. Use “[" statements. Talk about yourself and focus on ycsurs?élf.
" Kesping it personal will help you feel stronger and more in tontrof. -

4) Stay in the present. Use language that talks about rigin.t}nb:\,«‘r.‘Try to avoid {E(Ing
about what you “will" do, instead focus on what you "can” do and what you arg
doing. '

5} Practice, practice, pracfice. Ongce you've created your new tape, play it for

yoursalf. Play it in your head when you feel just fine. See how it makes you feel.
If there are parts of it that don't feel just right, fix them; and then play it again.-

Confidential and Propriefary



Péﬁﬁcipant MName:. SRR #
Dats Compleied: - R

S oo Hal u‘m@ :
- . MODNITORING YOUR ANXEIEW L@@

cotlid foss ccantrol

- Dayt Day2” Day3__ Day4__ DayS- - pay6. - Day7_..

Anxiety Meter

10 10 = Loss of ontrol, feel fiké you're going Crazy, fee! like you,might pass
- .| out, like you cant _br_ee_:the or hawng a heart afttack _

.7 .0+ Remember,you
SRR -0 atways have @
|| choice!

L4567 Thoughts going o fast wonymg |
LB abou‘t rnany thmgs cantsnt stlll 13

4 — SR = :""‘Use a relaxation |
4 et e e s skl to avmd

ST e e

---m-;fQﬁ—@r%«-aedgyienseamtable llfﬂP _

e

{-0.= Cairh, in ¢orifrol, ho worries T ¢ ~ R

1 md Mdrmerabang



Participant Name:

#

k;,

complete the table be&@w Descr be (a) e
3t you thought and ‘feﬁt
mctudmg any thmgs N

A, ViRA Happe

T 6. Tapsis) PIaying | . Whaw@u Did

l Wha"'

Judgment'

Y

[] Fiawed
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- Module 5: Self-Talk

Objectives: E I R
- To praciice-a relaxation exercise as part of ongoing emphasis on taldng control of pne's

o Toreyigw ihat ) armied aboui amiety in Module 4 G
. s To have participants oy abbut how self-talk influsnces the experience of anxiety

_-Haﬁndouts: o _ : e e T
t 24 3}3} or 38: Deg{epBreg‘thiqg, Muscle Relaxation, or Safe Place Exercisss

E 8 Anxiety (in-group exercisg)
- ] _},f"-s,%i‘fr'.-ii_'.éikéif Are You? [Hemework) .

b

s (deep breathing, prcﬁgr\essi\;@ muscle te!axaﬁgo,n
ould be alternating which relaxation exercise gou

“or visuaiizafion

| Hiay “Class-experience-with-allthree. _
ving frouble with any one of the Telaxation exercises and
day:” . oo ooEhon ] e LA I
s of repeating the relaxation exercise:

routine for parficipants =~ " -

Rat they can retax and find rest inside their mind
participants bring into the room, so that participants carl
being taught, and o :
roises as a first step in

choose, s0

e Agkpartic hey.are
.- pick that' exeicige. 1o Work:
. . Remind participants of th
S . To make the exerch

taking responsibility for oneself :

ned abplitandety in Module 4 ' '
SpeCciit. AT as usually Jirected foward an external event or object,
y diferted int fnally as non-specific wWorry. ‘

. physically,. baha\(iqrql_iy, and mentally.
ithow anxisty is expressed across these domains.
ring Logs:: See-ifthey brougtit them with, _t_herh

icipants, fo discuss theif skperfences in”

pEtwesk
haStsnot fo bring their logs or who chose not to complete logs
dlring this group can only help them if they use it. Words ona
etizianly working at it will | B
tonng log will be handed out every waek and they shouid

ne. . .
- . oA

. Distribute Handout 5A° Self-Talk &nd Andety. , g
« Walk participants through reading the scenario and writing down the feelings of Chris
i o 3
o Itis importart that participants are able o seg thdt selftalk is the onty difference
. between Chris and Jufie and the feelings they experience. '
. Have participants read the 5 points under Self-talk.

- Ask participants to have their Weekly Anxiety Logs available.

 m e kiad e Demnmiatany



. Have participants go through their Logs and write down any self-talk they have on thsir
iogs. Tell them fo repeat the same thoughts I they show up more than once.  This will
help them fo sge, in a list, the things they say fo themselves and the repetitive nature of

those comments.

~Tallger Are You?
rticipants, They need to read fhrough the
descriptions to 1abel their own thoughts between

Questions and Answers: ,
- - Simmariz ajor points covered in today’s module.

End group séssion with askin the paricipants for any guesfions fhey might have apolt
- the confent. Ask what information discussed was moest usefud. '
. Distribufe the Weekly Anxiefy Monitoring Log for the next week. Review how the Weekly

Monitoring Log is to be used.
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Whaﬁ"@ In A Name

1
CHOMOMNYMAYFHNEAEMUEYZUETIF
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cwWaQszM! AYYAMDMQMZSE I I HLNK
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MOUNSEXFGJIJIJFINKARPLHCF W
YHORSIWNDPSYXBDFLLEKEPXT
MPREPUTEUHIMNFINUOICNKYAOU
EPONYMLEFEGOSS | PNSAMTCYDN
TTLYDPFPAOSASLEP YSGMWIL XMBQIE
CJIPKDS'DQPAZRKMTEVDWK_CPDV
MHEZCBEPXHUYRDGETACLYMVIE
BWR IELYTSTVPKLDCGEWENTNVIN
HMAITASBEADULHHKZFPRO I I AW
DBOIS5UBLFTCYSDNMEJIVMTDDW
UETNRTCVLNSVLLHYDUXENY.U_S
P NCNTNIQWCTHNUDCSNRNSNENM|B
EWALEACANYSEPITHETI ZDAHF
_IM'VMAJUWNJABUWR'.E.ZMDKI.‘i'FNB
E'WDMUF!'ME!LFEMISNDMER'IEBWW
FMNTEGZREBBUDJWLCWGHNGHRPIT

ALIAS DUBBED MASTHEAD . OMINOUS,
ALLONYH ENTITLE MISNOMER ONYM
CACONYM - EPITHET MONIKER PSEUDONYM
CATEGDORY EPONYM NEVEN REPUTE |
CHAISTIAN EPONYMY NICKNAME STYLE
CITE FAME NOM SURNAME
GLAIM FASCIA NOMB TITLE
CLEPE GOSSIP NOMEM
COUNT : HOMONYM NOMENCLATURE

IDENTITY NOUN

DECLARE

6. ANIMALS

60 EASY CROSSWORD PUZ2LES FOR ESL

ACRDSS
3 An adult rale cow (4)
5 Grlzzly, poier ar teddy? (4)
6 Small animal with tong sars and soft fur (6)
7 Peter and the ___ {ohildren's stary) {(4)
B Animal kept by Tarmers for its wool or maat
[63) . |

11 Salman or 6od, far exampla (4)

12 The intemet's most pupﬁlar animal (3)

13 It goes ‘quank' and fikes ponds (4)

15 An amphibian with long back fegs )

1§ The world's largest mammel (5)

1

Dowy

1 1t glves us honay (3) )
2 A large snimel with a very jang necle (7)
3 Animal covered in feathers, with two wings
for flying (4}
4 Tha plural of ‘mouse’ (4
8 A danger to swimmera and surfers (5)
9 America's nationsl symbol (53
18 A young dag (5}
11 A young cow (4)
14 Man'a best friend (3)
14 Animal kept by farmers for its millc or meat

@
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