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INTRODUCTION 
 
PIOC (Persons In Our Care) may be placed in the Restrictive Housing Unit for TLU (Temporary Lock Up), 
Observation, Administrative Confinement (AC), Controlled Separation, Protective Confinement (PC), and/or 
Disciplinary Separation (DS).  This handbook provides PIOC with a copy of the rules and procedures for PIOC 
in various statuses. 
 
In addition to the rules in this handbook, PIOC are required to follow all rules of the Department of Corrections 
(DOC), including Administrative Code, Division of Adult Institution (DAI) policies, Green Bay Correctional 
Institution (GBCI) specific procedures and other GBCI Handbooks that are available for review in the Library.  
Violation of the rules contained in this handbook may result in disciplinary action. 
 
Handbooks should be considered as general guidelines. Not all of the institution directives and policies can be 
covered in complete detail within any handbook.  Any changes that occur or are directed by the DOC, DAI, or 
GBCI after the print date of this handbook will take precedence. If PIOC are unsure about any of these rules 
and procedures, a staff member can be contacted.  Any damage to this handbook may result in a conduct 
report and restitution in the amount of $3.00. 
 
PREA 
 
Sexual Abuse/Assault Prevention and Intervention – DOC 303.13, 303.14, 303.15, 303.26 
The Prison Rape Elimination Act (PREA) of 2003 was enacted by Congress to address the problem of sexual 
abuse by persons in the custody of U.S. correctional agencies. PREA addresses all types of sexual assault in 
prisons, but its main focus is to eliminate sexual assaults. All correctional agencies in the nation, including 
Wisconsin, must follow the provisions of PREA. 
 
The Wisconsin Department of Corrections does not tolerate any type of sexual misconduct involving PIOC or 
staff. Wisconsin Administrative Code DOC 303 prohibits sexual intercourse, contact or conduct between PIOC. 
Violations will result in disciplinary sanctions as outlined in DOC 303. PIOC-on-PIOC assault will also be 
prosecuted according to applicable provisions of Wisconsin Statutes. Sexual assault between staff and PIOC 
violates DOC policy as well as Wisconsin Statutes. Violators are subject to Departmental discipline as well as 
prosecution punishable by prison sentence and fines.  It is important to report an incident of sexual misconduct 
in a timely manner. PIOC should inform a staff member if they have been sexually assaulted, threatened or are 
being solicited for sexual activity, or they may file a PIOC complaint. Additionally, a PREA hotline has been set 
up for PIOC for reporting instances of sexual assault. PIOC can access the hotline by dialing #777 to speak 
with WI DOC staff.  PIOC can also dial #888 to report outside of the WI DOC.  PIOC callers will be required to 
self-identify (using their six digit W-DOC number) and will be prompted to provide specific information in the 
voice mail message. DOC staff members are instructed to keep the reported information confidential and only 
discuss it with the appropriate officials. All allegations of sexual assault will be treated seriously. Any statement 
by a PIOC, staff member or others alleging sexual contact/assault shall be reported to the Warden. An internal 
investigation of the assault will proceed whether or not a law enforcement investigation takes place. Violations 
of Administrative Code may result in disciplinary action.  
 
All PIOC have been issued a booklet entitled “Sexual Abuse/Assault – Prevention and Intervention.”  All PIOC 
are required to retain this booklet. 
 
Limited English Proficiency Policy Notice  
 
The Wisconsin Department of Corrections (DOC) shall within available resource constraints take reasonable 
steps to continue providing Limited English Proficiency (LEP) offenders in its custody, or under its supervision, 
meaningful access to vital documents, important information and health services and to ensure they are not 
precluded from accessing or participating in important programs or proceedings, including those which may 
affect the duration and condition of their confinement or favorable classification.  This shall be done at no cost 
to the PIOC.  The DOC shall not retaliate against any LEP offender for requesting such access.  The DOC 
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does not prohibit communication in languages other than English, either by policy or practice, except where 
security practices require. 
 
Americans with Disabilities Act 
 
PIOC that cannot participate in a program because of a disability can send form DOC 2530 
Reasonable Modification/Accommodation Request to the ADA Coordinator.  Provide specific 
information as to why and what type of help is needed.  
 

SECTION I. 
 

RESTRICTIVE HOUSING PROTOCOLS 
 
Admission 
 
Upon being admitted to Restrictive Housing, each PIOC will be issued the following items: one tube of 
toothpaste, one toothbrush, two bars of soap, three rolls of toilet paper, a pencil, one Health Service Request 
form, one Psychological Service Request form, one Dental Service Request form, two Interview/Information 
Request slips, one Certified Peer Specialist Participation Application, a book order form, a calendar with the 
radio station schedule and this handbook. PIOC will also be issued two sheets, one pillow case, two blankets, 
one towel and one washcloth 
 
Indigent PIOC may request a set of state issue earbuds by writing to the RH OOA. PIOC with less than 
$3.50 in their regular account are considered indigent.  The Restrictive Housing Property Officer will 
deliver personal property consistent with the PIOC status as soon as possible upon arrival to Restrictive 
Housing. The Property Officer will provide a copy of the property inventory completed at the time of the 
pack up. PIOC are encouraged to review the property inventory for accuracy.   
 
PIOC transferring from another institution to the GBCI Restrictive Housing Unit will receive an orientation to the 
unit from RH staff.    
 
Cells 
 
Cells are equipped with a sink, commode, light, bunk, mattress, and pillow. Each PIOC is responsible for the 
proper working condition and cleanliness of all cell equipment. An inspection will be conducted when a PIOC 
moves into a cell and when the PIOC leaves.  The results of the cell inspection shall be documented on a Cell 
Inspection Card.  PIOC shall sign the card when assigned to a cell. 
 
There is a light switch in each cell so the bright light can be turned on or off. A dim safety light will remain on at 
all times, uncovered/unobstructed in each cell so staff can ensure the safety of PIOC.  A light switch is outside 
of each cell for staff to use to turn on the bright light in the cell for various needs.  Cameras (if cell equipped) 
shall remain uncovered/unobstructed.     
 
Cell Cleaning 
 
PIOC are to maintain their cell in an orderly manner, including cleaning of the floor, walls, food ports and other 
objects in the cell. Cell cleaning and sanitizing will be done weekly (see attached unit schedule).  A hand 
broom, dustpan and toilet brush are available upon request during cell cleaning time. Cleaning supplies will be 
distributed through the lower port.  The officer will apply a disinfectant cleaner to a cleaning cloth during the 
designated cleaning day.  The lower port on the cell door will be closed until PIOC are finished cleaning and 
the officer is ready to pick up the cleaning supplies. 
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PIOC Communication Responsibilities 
 
1. Call buttons in cells are to be used for medical emergencies only.  

 

2. All other questions are to be directed to staff as they make rounds. 
 

3. Talking shall be done in a conversational tone only.  
 

4. Disruptive conduct (i.e., yelling, kicking, banging on door, singing, etc.) will not be allowed at any time. 
 
 
Conduct Regulations 
 
1. PIOC housed in Restrictive Housing will undergo a complete strip search when entering and prior to 

leaving the unit.  Additional searches may be directed by a supervisor. 
 

2. In accordance with DAI Policy, all cells will be searched a minimum of once per month.  
 

3. Personal searches will be performed whenever a PIOC leaves their cell.  
 

4. PIOC may not pass, or ask staff to pass, any items to another PIOC at any time.  Items found in the 
hallway/recreation area will be considered garbage and will be disposed of accordingly.   

 

5. GBCI staff will not pass PIOC personal property to other PIOC. 
 

6. PIOC may not put anything on or in the cell windows, door, walls, window sill, lights, vents, shower, or in-
cell camera.  

 

7. Writing on cell walls, ceiling, floor, desk, etc. is prohibited. 
 

8. PIOC are allowed to cover their eyes while sleeping.  A sleep mask may be purchased for this purpose. 
PIOC may also use an item such as a washcloth, however, it is each PIOC responsibility to ensure that 
some part of their skin is showing at all times. 

 
9. When interacting with staff all PIOC must have their cell light on and wear clothing that covers their intimate 

parts.  Circumstances may exist that require the PIOC to wear additional clothing when interacting with 
staff.  In these instances, the PIOC will be provided written notice and must be dressed within the 
guidelines of restriction. 

 

10. Removal from cells 
a. Staff shall inform PIOC why they are coming out of their cell. 
b. The cell light shall be turned on (inside or outside switch). 
c. PIOC will be instructed to place the palms of both hands on the cell window and keep them there until 

instructed to remove them. 
d. The food port will be opened and PIOC will be instructed to place their hands out of the port. 
e. Both hands will be removed from the cell window, PIOC will then turn around and place their hands out 

of the port so they can be restrained behind the back (unless directed otherwise). 
f. A tether will be applied to the door and the PIOC wrist.  Restraints will be applied to the wrists and 

double locked. 
g. The cell door will be opened. 
h. PIOC will step out of the cell and face the wall.  Staff will apply a waist belt when cuffed in front. 
i. If leg restraints are required staff will use proper escort procedures to assist a PIOC to their knees for 

the placement of restraints. 
j. While kneeling, staff will place leg restraints on the ankles and double lock them. 
k. Staff will assist PIOC to their feet, conduct a pat search, remove the tether and escort them to their 

destination. 
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11. PIOC who are placed on a “Back of Cell/Kneel” restriction will be required to do the following prior to the 
food port being opened. 
a. Go to the back of the cell. 
b. Enter the shower area and face the back wall. 
c. Kneel down so that both knees and both feet are on the ground. 
d. Place both hands on the back of the head and interlock the fingers. 
e. Cross the ankles so that one ankle is on top of the other ankle. 
f. Remain in this position until the food port has been re-secured. 

 

12. Other restrictions: (Items removed for restrictions will be inventoried and stored until the restriction is 
rescinded.) 

 a. Loss of Container – two shampoo packets will be allowed on shower day. State issued toothpaste will 
be provided during med pass into a disposable cup.  

 b. Loss of Paper - If on loss of paper for longer than seven days PIOC will be removed from cell once per 
week, on Saturdays, for a period of one hour to write requests, and personal correspondence. 

 c. Loss of Books - All publications will be removed. 
d. Bag Meal - PIOC who abuse their tray, are on a no container restriction, or any special circumstances 

decided by the Security Director/designee will be placed on a bag meal.   
e. Nutra loaf - Violating a Bag Meal restriction will result in being placed on a Nutra Loaf restriction.  
f. Loss of sharps – any items that can be misused and/or broken apart to make any materials sharp in 

nature. 
g. Loss of linen-– Any material that is made of cloth material (Blankets / Sheets / Pillowcases / clothing).  

PIOC on this restriction will receive security clothing (smock) and a security blanket. 
h.  Medical restrictions as determined necessary by HSU. 

 
Meals 
 
1. Meals will normally be served at approximately the following times (times will vary): 

Breakfast 7:20 a.m.  Lunch 10:40 a.m.  Dinner 3:30 p.m. 
 

2. The cell light must be turned on and PIOC shall show hands prior to the food port being opened when 
receiving a meal. 
 

3. The meals will be served in cell.  Two milks will be provided with breakfast; one milk with lunch and dinner.  
No storage of food items or utensils is allowed in cell.   

 

4. PIOC receive approximately 10 minutes to eat once the last PIOC on the wing has received their tray. 
 

5. All items not consumed must be returned when staff pick up trays (tray, utensils, milk carton, etc.). 
 

6. Special/ Religious Diets will be honored in Restrictive Housing. 
 

7. Garbage may be handed out to staff during meal tray pick up. 
 

Medication Delivery 
 
1. Medication will be delivered at the times prescribed by HSU. 

 

2. The cell light must be turned on when medication is delivered.  
 

3. PIOC shall verbalize acceptance or refusal of medications.   
 

4. Prior to trap opening PIOC on loss of container shall place water in their mouth and return to cell front. In 
the case of PIOC in a status that allows possession of a cup in cell the PIOC shall have the cup of water 
present while at the door. 

 
5. PIOC ingest prescribed medication.   
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6. After taking the medication staff will inspect the inside of the mouth and cup for PIOC in Step 3/AC/PC 
status to ensure that the medication has been swallowed. 

 
7. PIOC shall not leave cell front during this process.  Staff must be able to see mouth during ingestion all the 

way through verification before PIOC may leave cell front.  
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SECTION II. 

 

STEP AND A.C. PROGRAMS 
 
Step Program 
 
Each PIOC will be assigned a step, and privileges will be as follows: 
 
TLU / Step 1 
 
1. Recreation ................................................................. 2 (2 hour periods) per week 
2. Visits – video visits ...................................................... as scheduled based on availability 
3. Canteen ..................................................................... Consistent with allowed limits 
4. Books ........................................................................ 2 per week upon request from the unit library  
5. Program Participation ................................................ Subject to availability and screening 
6. Phone Calls……………………………………………….1 per month 
7. Property ...................................................................... Consistent with DAI Policy #303.00.02 
 
Step 2 
 
1. Recreation .................................................................. 2 (2 hour periods) per week 
2. Visits – video visits ...................................................... as scheduled based on availability 
3. Canteen ...................................................................... Consistent with allowed limits 
4. Books ......................................................................... 3 per week upon request from the unit library 
5.   Phone Calls……………………………………………….2 per month 
6. Program Participation ................................................. Subject to availability and screening 
7. Property……………………………………………………Consistent with DAI Policy #303.00.02 
 
Step 3  
 
1. Recreation .................................................................. 2 (2 hour periods) per week            
2. Visits – video visits ...................................................... as scheduled based on availability  
3. Canteen ...................................................................... Consistent with allowed limits 
4. Books……………………………………………………... 4 per week upon request from the unit library 
8. Program Participation ................................................. Subject to availability & screening 
9. Phone Calls ................................................................ 3 per month  
10. Property ...................................................................... Consistent with DAI Policy #303.00.02 
 
 
PIOC who are in Protective Confinement (PC), or Administrative Confinement (AC) status may be moved to 
the 500 wing.  PIOC on PC or AC that reside on the 500 wing are afforded additional privileges.  This is 
designed to provide an incentive for PIOC to maintain appropriate behavior in Restrictive Housing and assist in 
transitioning back to general population.  The additional privileges on the 500 wing may include: 
 

 Participation in programming. 
 Additional phone calls based on step/status. 
 Additional recreation based on step/status. 

 
PIOC who achieve a Step 3 in Disciplinary Status may be afforded additional privileges which may include: 

 Participation in groups such as Current Events and Book Club 
 An additional recreation period 
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PIOC may be released from Restrictive Housing prior to their recommended release date; however, it is not 
automatic that release from Restrictive Housing will occur after serving only half of their disposition.  In other 
words, “half-time” is not automatic.  Factors considered when determining if early release from Restrictive 
Housing will be granted are: 
 

 Seriousness of rule violation  
 Conduct report history 
 Overall attitude 
 Behavior while in Restrictive Housing 
 Participation in groups/programing  

 
PIOC are encouraged to exhibit good behavior in Restrictive Housing in order to increase the possibility for 
Step promotion, and/or early release from Restrictive Housing. 
 
Administrative Confinement Status 
 
Administrative Confinement status may be imposed by the Administrative Confinement Review Committee 
(ACRC) when there is a serious threat to life, property, self, staff, other PIOC, or the security of the institution.  
AC PIOC will be reviewed by the ACRC regularly per Wisconsin Administrative Code DOC 308. 
 
The ACRC will make recommendations regarding possible release from AC.  Some considerations for removal 
from AC include but are not limited to: 
 

 Positive behavior, including a lack of major conduct reports 
 Participation in Programing  
 Participation, if appropriate, in individual and group therapy as identified by Psychological Services 
 Taking advantage of other opportunities for positive change, such as participation in group activities 

 
PIOC in AC status will not participate in the Step Program.  AC levels are outlined in GBCI Procedure 
308.00.01. 
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SECTION III. 
 

SERVICES FOR PIOC 
 

Haircuts and Beard Shaving 
 
1. Only PIOC in Disciplinary Separation, Protective Confinement, Administrative Confinement and TLU will be 

allowed to sign up for haircuts/ beard shaving.  PIOC on the list for a haircut who have been placed in 
Observation, Controlled Separation, or have been moved to another wing will not receive a haircut and must 
wait until the following month to resubmit a request for this service. 
 

2. Only one haircut/beard shave per month is permitted. 
 

3. PIOC will be placed in full restraints in a chair and remain restrained to the cell door front of the cell during the 
haircut. 

 

4. There are three types of haircuts allowed in restrictive housing: 
 

a. Short haircut:       Clipper head #0000  
b. Medium haircut:  Clipper head #1  
c. Long haircut:       Clipper head #3 ½  

 

5. PIOC may only use one clipper head for each haircut (no combinations in the same haircut).  They may, 
however, choose one clipper head for the haircut and another clipperhead for the beard shave. 

 

6. Lines, designs, trims, or special hair cutting or shaving requests are not permitted. 
 

7. Haircuts will be done on Saturdays, time and staff permitting, as follows: 
 

200 Wing + Cell 608 – 1st Saturday of the month 
300 Wing + Cell 609 – 2nd Saturday of the month 
400 Wing + Cell 617 – 3rd Saturday of the month 
500 Wing + Cell 618 – 4th Saturday of the month 
There will be no haircuts if there is a 5th Saturday of the month 
 

8. There will be no special haircuts for court appearances or pending releases. 
 
9. PIOC who choose to braid their hair may have no sculpting designs, numbers, letters, symbols, initials, etc., 

braided into their hair.  If braided, the entire head must be braided.  Additionally, PIOC being transported into 
Restrictive Housing or out of the institution for any reason are required to remove any braids prior to 
departure. 

 

10. Razors are not permitted in Restrictive Housing.   
 
11. PIOC on spit mask restriction shall not receive a haircut. 
 
Health Services and Medications 
 

1. PIOC are required to fill out a DOC-3035 Health Service Request (blue slip) form for sick call. The request will 
be picked up with the daily mail after 9:00 p.m.  Be sure to include the cell number on the form. 

 

2. DOC-3035 forms are available on the supply cart and upon request. 
 

3. The Co-Pay Policy applies to PIOC in Restrictive Housing.    
 

4. Medication will be delivered at scheduled times.  It is the PIOC responsibility to take the medication as 
prescribed and at the prescribed time. 
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5. Controlled Medication / Non-Controlled Medication will be issued at the times prescribed by HSU per 

delivery of medication steps listed previously.  
 
 

6. AM medication will be passed before the breakfast meal.  Noon medication will be passed before the lunch 
meal.  PM medication will be passed before the dinner meal.  Crackers WILL NOT be issued with any of 
these medications.  HS medication will be passed at approximately 7:30 p.m.  Upon request, ONE package 
of crackers will be issued with the HS medications. 

 

7. Ointments, creams, etc. may be kept in the cell as determined by HSU and/or Security, providing the 
containers meets Restrictive Housing standards. 

 

8. Special needs (HSU Restrictions) will be verified before being implemented, i.e., Medical Ice, Extra Pillow, 
Extra Showers, etc. 

 
Psychological Services Requests 
 

1. A DOC-3035B Psychological Services Request (green slip) is required to be completed for requests to speak 
with a psychologist.  Be sure to include cell number on the form. 

 

2. DOC-3035B forms are available from the supply cart as well as upon request. 
 

3. PSU staff may screen PIOC at their cells. 
 

4. If an issue requires immediate attention, contact the wing officer.  The officer will ask some general questions 
and forward the issue to the appropriate personnel. 

 
Institution Complaint Examiner (ICE) Procedures 
 
PIOC Complaint forms and envelopes are available on the supply cart and PIOC may request four of each per 
week.  Forms and envelopes are to be used for complaint purposes only.   
 
Notary Services 
 

Notary services are provided in Restrictive Housing.  Submit an Interview Request to the general population 
Library staff.  Notary requests must be submitted seven business days in advance.  If an PIOC has a shorter 
deadline, proof of the deadline must be provided in written form with the request and the Notary Public will 
accommodate the request if possible. 
 
Chaplain Services 
 

Generally, the Chaplain makes rounds of the unit at least twice a month.  Please take advantage of that time to 
talk to them when they are available.   
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SECTION IV. 

 

PROGRAMS AND PRIVILEGES 
 
Books 
 
1. Soft-covered books and magazines are permitted (no staples). 
 

2. Up to eight personal soft cover books are permitted.  Religious texts and dictionaries count toward this total.   
 

3. In addition to personal books, PIOC may request books from the RH library as follows:   
   
 TLU:  1 Religious Text; 2 library style books, per week 
 Step 1:  1 Religious Text; 2 library style books, per week 
 Step 2:  1 Religious Text; 3 library style books, per week 
 Step 3:  1 Religious Text; 4 library style books, per week 
 A/C, P/C: 1 Religious Text; 4 library style books, per week 
  

PIOC that do not have a personal religious text may request one by adding this request to a book request 
slip and indicating the religious text of preference (Bible, Koran, Book of Mormons, etc.).  It will be 
delivered in a reasonable time on a first-come, first-serve basis.  PIOC will be allowed to keep this text for 
their time in Restrictive Housing.   

 

4. The process for obtaining books from the RH Library is as follows: 
1) Fill out a book request form. 
2) Place PIOC name, number, cell number, and current step on the form. 
3) Book requests must be received by 8:00 a.m. Monday morning to receive books for that week. 
4) Book requests will be filled and delivered on Wednesday.   
5) PIOC must return the book(s) they were issued the previous week to receive new books. If the PIOC 

has not finished reading a book they must still be returned but can request again for the next week.  
This will keep the supply of books available so that certain books cannot be monopolized and ensures 
there is an ample selection of books.  If books are not returned a conduct report will be issued and the 
PIOC may be placed on book restriction until the hearing has been completed.  Even if a new book 
request is not filled out books in cell must be returned.      

6) Library staff will inspect all books that have been returned. A conduct report will be issued if the books 
have been damaged, altered, or if there is writing in the book(s).   Restitution and loss of books or other 
privileges could result for lost or damaged books 

 

5. Prior to leaving the Restrictive Housing Unit all property, including books, will be searched/inspected. 
 

 
Radio and Books on Tape 
 
Regular cells are equipped with outlets for access to AM/FM radio stations.  PIOC may possess their own 
personal earbuds while housed in the RH to use with the radio system. Indigent PIOC less than $3 for earbuds 
that do not own personal earbuds will be issued a pair by writing to the RH OOA. There may be deviations to the 
schedule to allow for things such as March Madness, Football/Basketball/Baseball play-off games, the 
Superbowl, etc.   Channels are reviewed periodically by IUS/RH Supervisors for appropriateness of content.  A 
copy of the radio schedule is included with the RH calendar issued upon admission to the unit and attached to 
end of this handbook.  
 
Books on tape are available to listen to in regular cells.  Current play times are Noon and 8:00 p.m.  
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Canteen 
 
PIOC account statements will be distributed every other week on Friday or Saturday.  PIOC canteen order forms 
must be completed and turned in by 9:30 p.m. Sundays. Items will be delivered in accordance with the unit 
schedule at the end of this handbook.  PIOC may only order and receive canteen items consistent with their 
status. Administrative Confinement and Protective Confinement PIOC are allowed to order Step 3 items. PIOC in 
TLU status are allowed to order canteen consistent with Step 1.  Items ordered out of status may result in the 
issuance of a CR and the hearing officer will determine the disposition of the canteen. For this reason, it is 
important to only order what is allowed according to the PIOC current step status.    
 
Canteen may not be ordered or received while in Observation, Controlled Separation or Loss of Canteen status.  
EXCEPTION:  If an PIOC receives a Loss of Canteen disposition of 15 days or more, he may order basic 
hygiene supplies and basic writing supplies.  To get more information, write to the Unit Supervisor and reference 
GBCI Procedure 303.00.04. 
 
PIOC on Observation status will have their canteen secured in the Restrictive Housing property room and issued 
upon release from Observation status.  All other canteen will be returned back to the store.  
 
 
Clocks 
 
Clocks are located on the walls outside of the cells.  If a clock is not working, notify staff.  
 
Phone Calls 
 
1. All PIOC are required to submit an interview request to the RH OOA to be placed on the phone call list. 
 
 

2. PIOC will provide the phone number to the officer conducting phone calls and the officer will dial the number.  
The phone will then be handed to the PIOC. PIOC are not permitted to dial the phones.  

 

3. Staff will note on the phone call list is if the phone call was completed.  The list will be routed back to the RH-
OOA after calls are completed for the week.  

 

4. PIOC are allowed to place only ONE accepted phone call for up to 15 minutes when given the phone.  If a 
call ends prior to the 15 minutes, the phone call is considered complete and another call will not be issued.  
PIOC that make multiple accepted calls are subject to a Conduct Report.   

 

5. 3-way phone calls are not permitted. 
 

6. All phone calls are recorded and may be monitored. 
 

7. If there is no answer, the PIOC will be permitted only one more attempt during the week, time permitting.   
 

8. Attorney/legal phone calls must be initiated by an attorney or the courts and must be scheduled two working 
days in advance.  Legal material may be brought to the legal call.  

 
 
Postage and Mail 
 
1. All PIOC to PIOC mail must remain unsealed. 
 

2. Indigent PIOC will be provided one envelope and two sheets of paper in the Restrictive Housing Unit. PM 
shift will distribute the supplies to those PIOC that qualify as indigent on the 1st and 15th of each month. The 
materials may be used to correspond to members of the public or another PIOC for any purpose, legal or 
otherwise. In order to qualify for indigent envelope status there must be a balance of $1.00 or less in the 
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PIOC bank account.  Staff will check PIOC account balances to verify indigent status.   The balance listed in 
the account on the 1st and 15th of each month will be the one used to verify indigent status.   

 

3. If a legal loan is being used the PIOC must complete a Disbursement Request clearly marked legal mail and 
attach it to the outgoing mail.  Staff will verify the PIOC identity and initial the DOC-184. 

 

4. PIOC must use an embossed envelope.  PIOC may submit a Disbursement Request for additional postage 
and for postage on oversized envelopes.  Prior to 8:30 pm, PIOC must notify staff of the oversize envelope 
and arrange to transfer the envelope through the food port. 

 

5. All mail will be picked up after 9:00 p.m. daily. The mail should be wedged in the doorframe for staff to see, 
not on the floor.  

 
6. Incoming correspondence via US Mail should be addressed as follows or it may be returned to sender: 

 
PIOC Complete Name and DOC Number (initials are not acceptable) 
Green Bay Correctional Institution 
TextBehind 
PO Box 189 
Phoenix, MD 21131 

 
 Law Library 
 
1. The GBCI Restrictive Housing Unit has an electronic law library. 
 

2. PIOC interested in using the law library are to notify the Restrictive Housing Office Operations Assistant 
(OOA) via an Interview/Information Request.  A weekly list will be generated based on the interview requests 
received. PIOC requesting legal deadline/additional time and use of the law library must include 
supporting documentation with their request.  Once verified, the documentation will be returned to the 
PIOC.  Requests should be received by the OOA by Friday, in order to be placed on the list the following 
Monday.   

 

3. PIOC may use the law library between 6a-920pm, time/staff/unit activities permitting.   
 

 

4. Instructions for using the electronic law library are available upon request.  Please ask the officer at the 
beginning of a law library session for these instructions. 

 
5. Law library sessions are one hour in length with the exception of PIOC with deadlines.  PIOC with deadlines 

will be permitted two hours. 
 

6. PIOC are not permitted to work jointly with another PIOC in the law library. 
 

7. PIOC who wish to assist one another with legal matters may do so using the United States Postal System. 
 

8. PIOC in Controlled Separation or Observation status may not use the law library.  Exceptions will only be 
made for extreme circumstances and must be approved by a supervisor.  Additionally, there are certain 
individualized restrictions and/or security precautions that may require Unit Supervisor approval to access the 
law library. 

 

9. To request photocopies of legal materials, PIOC must complete a DOC-761 Interview/Information request 
with a detailed description of what they want copied, the number of copies requested, and a signed DOC-
184, Disbursement Request to pay for the copies being requested.  The DOC-761 and DOC-184 must be 
addressed to the library who will then review and respond to the request. 
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Recreation  
 
PIOC are encouraged to take part in exercise periods outside their cell when offered. It is also important for 
PIOC health to periodically walk around while in their cell and/or to participate in other exercise activities. 
Extended periods of inactivity may cause health problems. 
 
PIOC are permitted to exercise in their cells. Out of cell recreation will also be offered (weather permitting*). 
PIOC on Loss of Recreation Privileges, Control, and/or Observation are not permitted out of cell for exercise. 
PIOC on security precautions will participate in exercise in cell for safety and security, i.e. Spit masks, loss of 
linen (when temps are below 50 degrees.  
 
Recreation is offered on per unit schedule (weather/unit activity permitting).  
 
1. Recreation periods are two hours in length.  PIOC may request to return to their cell at halftime 

time/staff/unit activity permitting. If accommodated, it will count towards the full recreation time. 
 

2. Fingernails will be inspected prior to receiving outside recreation privileges.  Excessive fingernail lengths 
may result in a conduct report and loss of current recreation opportunity. 

 

3. All PIOC will be pat searched and/or strip searched and restrained prior to going to and returning from 
recreation. 

 

4. PIOC may not take any property items to recreation.  Any PIOC in possession of property or observed 
giving or receiving property prior to, during or after a recreation period will receive a conduct report.  The 
recreation period will be terminated immediately. 

 

5. Recreation items approved by IUS/RH Supervisors are available for PIOC use during recreation.  
Availability of items is not guaranteed.   

 

6. PIOC may not urinate or defecate in the recreation pens. 
 

*Weather Permitting is defined as no excessive heat, excessive cold or precipitation as defined in DAI 
Policy 300.00.03 and GBCI Institution Facility Procedure.  

 
In-Cell Fitness Program 
 
The following program is designed for exercise in cell: 
 
1. The first step in any fitness program is to establish goals.  Set obtainable goals and strive to meet them. 
 

2. Next, heart rate should be determined based on fitness level.  Do not try to work harder than your body will 
let you.  No one but you know what your level is and no one but you will suffer if you exceed your 
capabilities.  The chart below shows the MHR (maximum heart rate) recommendation for three different 
fitness levels. 

 
  Beginner  Intermediate  Advanced 
 60%-70% of MHR 70%-80%of MHR 80%-85%of MHR 

Age 10 sec. One Minute 10 sec. One Minute 10 sec. One Minute 
19/under 20-24 121-141 24-27 141-161 27-29 161-171 

20-24 20-23 118-140 23-27 137-160 26-28 157-170 
25-29 19-23 115-137 22-26 134-156 26-28 153-166 
30-34 20-22 112-133 22-25 130-152 25-27 149-162 
35-39 18-22 109-130 21-25 127-148 24-26 145-157 
40-44 18-21 106-126 21-24 123-144 24-26 141-153 
45-49 17-21 103-123 20-23 120-140 23-25 137-149 
50-54 17-20 100-119 19-23 116-136 22-24 133-145 
55-60 16-19 97-116 19-22 113-132 22-23 129-140 
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60/over 16-19 96-112 19-21 112-128 21-23 128-136 

 
 
 
 
 
 

 
 

a. SITUPS:  Lie on your back with your knees bent and your head and 
your feet flat on the floor.  Put your hands behind your head.  Slowly 
raise yourself into a sitting position, hold for a count of one, and lower 
yourself back to the floor.  Fifteen is a good starting goal.  This 
exercise is primarily for abdominal muscles. 

 
b. PUSHUPS:  Get into a prone position.  Place your hands on the floor, 

shoulder width apart.  Start with your arms extended and your elbows 
locked.  Support your weight on the tips of your toes.   Lower your 
body by bending your arms until your chest nearly touches the floor.  
Raise yourself back up to the locked – elbow position again.  Fifteen 
repetitions is also a good starting point for this exercise.  This exercise 
is mainly for the arms. 

 
NOTE:  Pushups can be made easier by placing your hands on the bed 
or your knees on the floor.  They can be made more difficult by placing 
your feet on the bed. 
 
c. JUMPING JACKS: Begin with your hands at your sides, back straight, 

head up.  Then swing your arms out from your sides in an arc and 
touch your hands over your head.  At the same time move your feet 
apart and to the side in a jumping motion.  Then move your arms and 
feet back to the starting position.  Twenty repetitions are a good place 
to start.  This exercise works the legs and is good a cardiovascular 
workout. 

 
d. SQUAT THRUST: Start this exercise in a standing position, with 

hands by your side.  On the count of one, bend at the knees and 
place your hands flat on the floor.  At the count of two thrust your feet 
out behind you, into a push up position.  At the count of three, bring 
your legs back to the one count position.  On the count of four, stand 
up again with your hands by your side.  Repeat at least twenty times.  
This exercise is a good cardiovascular workout. 

 
e. JOGGING IN PLACE: You should jog in place for at least five 

minutes.  This accomplishes two goals: It allows you to cool down 
slightly after your work out, and it ensures that your workout lasts for 
at least twenty minutes. 
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REMEMBER:  If you feel pain at any time, stop exercising.  Green Bay 
Correctional Institution is not responsible for injuries. 

 
 
 
Showers 
 
1. Showers will be offered in accordance with the unit schedule at the end of this handbook. 

 

2.  PIOC in Controlled Separation/Observation that shower will be given five paper towels, one bar of soap and 
offered a clean smock/kilt and blanket (if approved by PSU and Security as allowable property). 

 

3. All PIOC will be required to shower at least once per week for health reasons.   
 

4. Soap and shampoo are provided at shower times. 
 

5. The showers are electronically controlled (5 min). 
 

6. PIOC will be notified when their shower will be turned on (normally, when staff reaches the end of each 
side of that wing).  It is the PIOC’s responsibility to be ready for showering. 

 

7. All clothing items with the exception of pants and linens will be exchanged during shower time.  Pants and 
linens will be exchanged once/week. 

 
Clothing and Linen Exchange 
 
1. On Clothing/Linen exchange days all clothing and bedding will be exchanged on a one for one basis.  The 

Unit Officer makes all final determinations regarding the issuance of clothing, sizes, and bedding. 
 

2. Blanket exchange will be done on a quarterly basis, time/supply permitting. 
 

3. All items are inspected prior to issuance.  Damage or alteration of clothing or bedding may result in a 
conduct report which could result in restitution and loss of privileges.   
 

4. Upon receipt of these items it is an PIOC’s responsibility to double-check them to ensure there is no 
damage.  Notify the wing officer immediately of any damage. 

 
Nail Clippers 
 
1. Fingernail clippers will be issued once per week. Fingernails are to be trimmed not to exceed the tips of the 

fingers.  
 

2. Nail clippers will be collected and sanitized after each use. 
 
Supplies 
 
1. Supplies will be distributed in accordance with the unit schedule at the end of this handbook. 
 

2. The supply cart has state issued hygiene supplies, puzzles and forms.   
 

3. Toilet paper will be issued during the distribution of supplies.   
 

4. Toothbrushes and toothpaste will be exchanged on a one-for-one basis every other week.  Only one 
toothbrush is allowed (personal or state).   

 

5. PIOC may not hoard forms or supplies. No more than four of any one form may be possessed without 
permission from the Restrictive Housing Sergeant. 
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Visits 
 
All visits in the Restrictive Status Housing Unit are no contact, typically via video.  
 
PIOC in Controlled Separation or Observation may not receive visits except from their attorney, unless prior 
approval is granted by the Warden. 
 
Visits via the video visit system are limited to two persons per visit, including minors.     
 
Only those scheduled to attend the visit are permitted to be seen and heard on the video screen during video 
visits. 
 
Additional visitation rules apply per 309.06.01 
 
Release from Restrictive Housing 
 
1. PIOC returning to general population shall be handcuffed, taken to a holding cell and strip searched before 

being escorted to general population. 
 

3. PIOC will be escorted to the first available cell opening in general population as time permits. 
 

4. PIOC leaving the Restrictive Housing Unit must return any Restrictive Housing issued items prior to leaving 
the unit, i.e. shoes, handbook, book list, books, face towels, socks, etc. 

 

Programs and Groups 
While in RH, Self-help and programs are available. Programming may involve in-cell homework, group 
participation, and/or individual sessions with a social worker/facilitator.  If you are interested in programming 
opportunities, please send an interview request to the unit social worker to discuss.  Please keep in mind 
program participation is at the sole discretion of facilitators and staff.  If you are placed on certain statuses, 
restrictions, or security precautions, engage in misconduct during participation; or present a risk as determined 
by staff; facilitators or staff may not allow you to participate in a specific session or may remove you from the 
programming.        
 
For a list of current programs being offered please contact the unit social worker.   
 
 
Educational Services 
 
1. Title 1 reading, writing and mathematics, regular and supplemental instruction for eligible RH PIOC who 

have not yet attained age 21. 
 

2. ABE (Adult Basic Education) instruction for eligible RH PIOC age 21 and older. 
 

3. GED/HSED preparation for all ages of eligible RH PIOC. 
 
RH does not offer vocational classes.  Self-correspondent study course via mail are not permitted. 
 
PIOC are added to the RH class roster as space becomes available. If interested in participating in educational 
services, please submit a written request to the RH teacher via DOC-761 (Interview/Information request)                                                                       
.   
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SECTION V. 

 

RH PROPERTY 
 
RH Property Limits 
 
The RH property limits outlined in DAI Policy 303.00.02 represent the standard minimum allowed property for 
Step 1, including Disciplinary Separation, TLU, Protective Confinement, and Administrative Separation. Based 
on the PIOC behavior, further limitations may be imposed by the Security Director/designee.  
 
  
Property Policies and Procedures 
 
1. The Restrictive Housing Unit Property Officer will issue allowable property items consistent with DAI Policy 

303.00.02, from a PIOC personal property as soon as possible. Toothbrushes and combs may not exceed 
6 inches in length.  Items that are packaged in cardboard will be removed from the cardboard prior to being 
issued. 

 
2. The Restrictive Housing Unit Property Officer will not go back into a PIOC’s property to retrieve additional 

items, with the exception of exchanging personal books or when an PIOC earns Step 3, AC 1, AC 2, or AC 
3 status. All other items must be purchased from the commissary. 

 
3. Per 303.00.02, PIOC shall be permitted to exchange personal books from their stored personal property a 

minimum of every 30 days.  
 
4. PIOC that are assigned to the Step Unit or the 500 wing and are on AC status will be issued approved 

personal electronics, one personal bowl and a cup. 
 
5. PIOC are permitted to possess their personal earbuds while assigned to the Restrictive Housing Unit. 

Indigent PIOC that have received state issued earbuds may exchange their earbuds a minimum of every 
90 days by submitting a DOC-761 interview request to the RH OOA. 

 
6. PIOC may only possess property that is approved for their current status. 
 
7. PIOC are not permitted to purchase or receive items from authorized vendors while in Restrictive Housing 

with the exception of items allowable per the PIOC status.  
 
8. It is strongly recommended that all property be placed on the bed if leaving OCO/OWO.  This could avoid 

water damage in the event the shower turns on with the rest of the wing during shower times. 
 
9. All requests on property matters must be in writing to the Restrictive Housing Property Officer. 

 
Religious Materials 
 
Religious items are allowed but are subject to restrictions in accordance with DAI Policy 309.61.02. 
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SECTION VI. 

 

CHAIN OF COMMAND INFORMATION 
 

For questions or concerns about any of the topics listed below, contact the first level for resolution.  If 
unsatisfied with the response, contact the second level for resolution.   

 
TOPIC 1ST LEVEL 2ND LEVEL 

Accounts – orders, disbursements, 
check preparation, incoming monies, 
savings 

PIOC Accounts/Business 
Office 

Corrections Management Services Director 

Barber Restrictive Housing OOA Institution Unit Supervisor 
Birth Certificates Social Worker Institution Unit Supervisor 
Canteen Canteen Staff PIOC Accounts/Business Office 
Classification (RC Issues) Social Worker Classification Specialist 
Clothing, State-issued Unit Sergeant Restrictive Housing Security Supervisor 
Dental (Related Issues – Co-pay) Dental Staff HSU Manager 
Diets – Medical Restrictive Housing Nurse HSU Manager 
Diets – Religious Chaplain  
Disability Accommodations or 
Concerns 

ADA Coordinator  

Disbursements to Family Members Social Worker  Institution Unit Supervisor 
Education  RH Teacher Education Director 
Emergency Contact Forms Social Worker    Institution Unit Supervisor 
Housing Assignment Unit Sergeant Restrictive Housing Security Supervisor 
Housing Unit Repairs Unit Sergeant Restrictive Housing Security Supervisor 
Housing Unit Issues Unit Sergeant RH Security Supervisor or Institution Unit 

Supervisor 
Law Library Restrictive Housing OOA Institution Unit Supervisor 
Legal Loans Management Services 

Director/Business Office 
 

Meals Unit Sergeant Restrictive Housing Security Supervisor 
Mail Unit Sergeant Restrictive Housing Security Supervisor 
Medical Co-pay Fees HSU Manager  
Medical Concerns Restrictive Housing Nurse HSU Manager 
Notary Service Library Staff Education Director 
Optical HSU Manager  
Parole Hearings Social Worker  
Programs Social Worker  Institution Unit Supervisor 
Psychological Services Assigned PSU Clinician PSU Supervisor 
Public Record Requests ICE Office Warden’s Office 
Records Review/Clinical Services OOA – PSU  
Records Review/ HSU MPA – HSU  
Records Review/Legal File Records Office Records Office Supervisor 
Records Review/Social Service File Records Office Records Office Supervisor 
Recreation Unit Sergeant Restrictive Housing Security Supervisor 
Religious Issues Chaplain  
Security Staff RH Security Supervisor  
Restrictive Housing Step Program RH Supervisor   
Sentencing Information Records Office Supervisor  
Shoes, State-issued Unit Sergeant Restrictive Housing Security Supervisor 
Special Placement Needs Social Worker Security Director 
Staff Representative Hearing Officer Restrictive Housing Security Supervisor 
Visiting Issues/Related Problems Unit Sergeant Restrictive Housing Security Supervisor 
Voluntary Confinement  Security Director  
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Please note there may be 
deviations to the schedule 
to allow for things such as 
March Madness, Football 
play-off games, the 
Superbowl etc.   

   
Date Radio Station 1 Radio Station 2  

Jan 5-11 94.7 107.5 

Jan12-18 104.3 89.3 

Jan 19-25 95.9 107.5 

Jan 26-Feb 1 100.3 89.3 

Feb 2-8 98.5 107.5 

Feb 9-15 105.7 89.3 

Feb 16-22 94.3 107.5 

Feb 23-March 1 106.7 89.3 

March 2-8 93.5 107.5 

March 9-15 101.1 89.3 

March 16-22 94.7 107.5 

March 23-29 104.3 89.3 

March 30-April 5 95.9 107.5 

April 6-12 100.3 89.3 

April 13-19 98.5 107.5 

April 20-26 105.7 89.3 

April 27-May 3 94.3 107.5 

May 4-10 106.7 89.3 

May 11-17 93.5 107.5 

May 18-24 101.1 89.3 

May 25-31 94.7 107.5 

June 1-7 104.3 89.3 

June 8-14 95.9 107.5 

June 15-21 100.3 89.3 

June 22-28 98.5 107.5 

June 29-July 5 105.7 89.3 

July 6-12 94.3 107.5 

July 13-19 106.7 89.3 

July 20-26 93.5 107.5 

July 27-August 2 101.1 89.3 

August 3-9 94.7 107.5 

August 10-16 104.3 89.3 

August 17-23 95.9 107.5 

August 24-30 100.3 89.3 

August 31-September 6 98.5 107.5 

September 7-13 105.7 89.3 

September 14-20 94.3 107.5 

September 21-27 106.7 89.3 
September 28-October 
4 93.5 107.5 
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October 5-11 101.1 89.3 

October 12-18 94.7 107.5 

October 19-25 104.3 89.3 

October 26-November 1 95.9 107.5 

November 2-8 100.3 89.3 

November 9-15 98.5 107.5 

November 16-22 105.7 89.3 

November 23-29 94.3 107.5 
November 30-
December 6 106.7 89.3 

December 7-13 93.5 107.5 

December 14-20 101.1 89.3 

December 21-27 94.7 107.5 

December 28-January 3  104.3 89.3 
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