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155.01 Purpose
To establish rules and regulations for the maintenance
of inmate case records and, specifically, the inmate
six-part folder.
155.02 Authorization
103 CMR 155666 1is issued pursuant to M.G.L. c€.124, §
1 (£), (g), and (j). 103 CMR 155-668 1is not intended
to confer any procedural or substantive rights not
otherwise granted by state or federal law, nor any
private cause of action.
155.03 Cancellation
103 CMR 155-666 cancels all previous

Departmentaldepartmentat policies, and orders for the
maintenance of inmate case records, and, specifically,
the inmate six-part folder.
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155.04 Applicability

103 CMR 1556686 is applicable to the maintenance of
inmate <case records, and, specifically, the inmate
six-part folder, within the Department of Correction,
both at central office and at all institutions.

155.05 Access

103 CMR 155-0866 shall be maintained in the central
policy file of the Departmentdepartment and shall be
accessible to all Departmentdepartment employees. 103
CMR 155-6866 shall also Dbe maintained in each

Superintendent’ ssuperintendentls central policy file
and in each inmate library.

155.00 Definitions

County Federal Interstate Unit (CFI): A Unit within
the Classification Division responsible for issues
related to inmates who are housed in a county, federal
or other state Jjurisdiction, as well as county,
federal or other state Jjurisdiction inmates housed
within the Department.

Criminal Justice Information System (CJIS) : Database
which offers law enforcement and criminal Jjustice
agencies within the state and across the nation secure
access twenty-four (24) hours per day seven (7) days a
week to state and interstate criminal history record
information, protective orders, missing and wanted
person files, driver’s license and motor vehicle
information, firearms licensing and gun sales
transactions, and other critical criminal justice
information, wvia the National Crime Information Center
(NCIC) and the National Law Enforcement
Telecommunications System (NLETS) .
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Detainee Record: A manila folder created to maintain
records of detainees.

Index Divider: A spacer that 1is placed within the
positions of thefnmate Case Records—TFhe standard six-
part folder to distinguish between sections of
documents within each position.

Inmate: For the purposes of this regulation only, any
person serving a sentence under the law or otherwise
in the legal custody of the Department of Correction.

Inmate Sentence Listing: The form providing essential
inmate sentencing information including the date of
imposition of the sentence, any Jail credits,
effective date of sentence, offense, sentence,
sentencing court, and sentencing statute.

offHHediat—Versieon—6 A—statement—of +the facts—upon
whieh—the drwatel s—sSentenee—was—based--0fficial Version
- A statement of the facts upon which the inmate’s
sentence was based.

Position: One of the six sections which exist in every
inmate’s six-part folder.

Six-part folder: An inmate record divided into six
categories and the computerized inmate record used by
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The folder shall accompany the

detaineedinmate upon a transfer from one institution to

1

17 £ =
CWO—TrTap OOt

+ ]
cII

1
Tt

another within the Departmentdepartment of Correction.
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Upon release of the detainee, the detaineecorrection—Thecase
record shall be maintained at the Department of
Correction institution where the detainee was located.
Records of released detainees shall be maintained by
year of release and by alphabetical order and shall be
stored in accordance with the Massachusetts State-Wide
Record Retention Schedule
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155.09 Preparation and Maintenance
(1) Responsibility. Initial construction of the six-

part folder shall be performed by Recordseteriecat
staff at the state's committing institutions.
The folder shall Dbe transferred whenever the
inmate 1s transferred to another Massachusetts
Department of Correction facility or the House of
Correction.—= It is the responsibility of the
institution having custody of the inmate to
update the six-part folderease—fetders according
to the established format described in 103 CMR
155.07 and 155.08.

(2) Procedure. The c¢r ion of a six-part folder

eat
shall beginkbe——started—on aFeh—inmat aE—Ethe
1 3
-

commiItEing—Institutieons with +he—Fnse
tab on the folder. —The tab shall be typed and
shallwit}: contain the inmate's name (last, first,
middle initial,}—and his/her commitment number,
the number of folders the inmate has (e.g., 1 of
2, 2 of 2) and all prior incarcerations.-— All
index dividers shall be labeled 1n accordance
with 103 CMR 155.07 (3)wilt—be—marked and entered

+ 1~ £+ a
CITOUTT A\ -
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six-—part folder and mittimus shall be forwarded
toaeecempany the county institutioninmate.

When an inmate is admitted on a
but was previously incarcerated

Prior Offenders.
new commitment,

in a state correctional —institution, the Central
Records Unit wmew—imstitwtien—shall be responsible
for retrieving the prioreriginalt folder (s)+
sereening and forwarding itreergeanizing—Fthe—otd
matrara 1 NN NN S IR TN | +1 FAl A~ S~~~ A0 to
T T [ S Sy @ Ry Y T - (& T LA.L_,_LJ.J.\_j CTIT O 1T - (_A.k/\/\JJ_\A_LJ.J.\j
the committing institution. Facilitiesformat—and
EIECR SV S E D S RN 102 OMR 16568 N7 ES N Dot 2 158 no
T TTOo T T CTTOUTThO [ I"I1 T T e U T CITIT O T T T e U
Thes faeitities—with—+the—IMS shall utilize the

copy prior record” feature to copy information
from the last computerized inmate record to the
current inmate record.

Filing. Any appropriate documentspapers
regarding the inmate that need to be filed shall
be entered in the appropriate position of the
six-—part folder. Filing shall Dbe completed
promptly and in the appropriate index with the
newestaew material on top.being—placed—in
front—of——ecach—positien= In the event that there
sufficient room in a position, a second

+ 1
cIr

o a
T O L CTTIT

oY
fhe—six-part folder shall be created and
labeled in accordance with 103 CMR 155.009(

Any forms/letters that are created must be

155.10

reviewedpesitions—FY¥ and approved by the Central
Records Manager/designee prior to being filed in

the six-part folder. Y—may—Pb gEilized—For
~ A+ 2 nal oo+ 2 n T T Aocrimant o
[ A\ 5\ U S Sy WPl S N i Y @5 R tJUO_L CIOUTT J S \CAwAwp e TTCTO o
Confidentiality and Accessibility
(1) Responsibility. Each institution shall be
responsible for the maintenance of the six-part
foldersease—reecexrds for its population. The six-

| April, 201610/22/04

part folders shall be kept in a central location,
in alphabetical orderleecked—file—eabinets, with
adequate room for their storage and with-—Staff

at the ability to designated—site—shall—Dbe
responsible fer maintaining six part folders—and

155-10
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e 11 4 | L tred : £1
housed—3in—an—out—of ——state—or —federal
urisdietion. 1 . £ fold ) L eei

shall —be kept—together—and —secured during non-
business hours. in—a—leockedfile—eabinet—separate

For inmates outside the jurisdiction of
Massachusetts, the CFI Unit shall provide
material, (e.g., disciplinary reports,

classification reports, and progress reports) to
the Central Date Computation Unit for filing in
the inmate's six-part folder. Upon an inmate's
return to the jurisdiction of Massachusetts, the
designated site shall be notified by the Central

Date Computation Uniteesney/rinterstate and
Ffodaaral Al ocas £4 s A £ o o S e S L

- A8 [ Sy @ Ry =y C LT oo T L T CTOCIUlT |\ S S  w) [ S - L& S\ up T ITOUTT A\ -
the six-—part folder and mittimus shall be

returned to the institution 1in which the inmate
is housed.

Removal from Institutional Records
Department .Fite—Room- The six-partease—reecord
folder should not be taken from the records
department unless thea sign-out  logstip—o*
rotebeok has been filled—completedewt, indicating
where and with whom the case record can be found.
The folder must be returned to the record room at
the end of the work day on which it was
signedekeeked out.

(a) Institution Staff. Institution staff,
authorized by the Superintendent, and other
Departmentdepartment staff authorized by the
Commissioner, in accordance with 103 DOC
153-=68 and 103 CMR 15768, are the only
people who may have access to the six-part
folder.ease—records- Access to the six-part
folderease—reecerds 1s only for purposes
related to the fulfillment of job functions.
Discretion should be used in discussing the
content of the six-part folderease—recerds

155-11
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155.13

155.14
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because of the confidential nature of the
material contained therein.

(b) Inmates. In accordance with 103 DOC 153-648,
inmates may review information about
themselves, except as limited by 103 CMR
157,+ Access to and Dissemination  of
Evaluative Information.

Auditing of Records

The Records Staff at superirtencent of each
correetionat—institution shall audit the six-par
folderdevelop—procedures—feor periodiec auditing of—ecase
records—=E rsuyre—EhRoes records—are—eurrent and

mittimus upon intake of the aeeurate- Preocedures
1/\"\11 I A 1 eored £ hot+th nare o~ A AomrmititE g oA
O LIITTr LAy A8 _Lur/ A8 i S LA Uy i § tJ(thJCJ_ [E e waw § \_/ullltJLAL.CJ_LLJC\A

HMSyinmate intorecerds—Procedures shal—desigrates

(1) atraff rrnarm A aal Ffor A A~ N~y roxzra T e

\ L/ [ Y @ i S - QtJULlQ_LAJ_L [ S \/ULL\J.LA\/L__LLL\j CTIT - \AlNZ

(D) + 1 Ffraria A~y £ A~z T e

\ 7 CTIT i S - \i\_/l Ll\/_y oL = \AlNZ

433> the facility and in accordance withmetheod—Ffeor
decumentation—oef the Deduction From Sentence Schedule.

Safeqguards Against Loss/Destruction

mamiha
TITCTINo T

shallstaff
destgrated—by—+the——su £o be responsible for
the six-partease—recerd folders and shall ensure their
maintenance 1in a secured areatecked—Fites that isare
safe from unauthorized use, theft, and loss or damage
by fire, smoke, and water.

o
S .

The Records Manager/designee

T [=aes
o

Outdated Inmate Records

Refer to 103 DOC
Records.

156,66+ Destruction of Inmate

Responsible Staff

The Superintendentsuperintendent or designee shall be
responsible for implementing 103 CMR 155-68 at each
correctional institution. The Commissioner shall be
responsible for supervising the overall implementation
of 103 CMR 155.66—
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155.15 Annual Review

103 CMR 15500 shall be reviewed at least annually by
the Commissioner andlor a designee. The party or
parties conducting the review shall developsubmit a
memorandum to the Commissioner with a copy to the
Central Policy File indicating thatthereview-hasbeencompleted:
Recommendationsforrevisions, additions oryand deletions which
shall be included for the Commissioner’s written
approval and shall become effective pursuant to
applicable law.

155.16 Severability

If any article, section, subsection, sentence, clause
or phrase of 103 CMR 155-66 1is, for any reason, held
to be unconstitutional, contrary to statute, in excess
of the authority of the Commissioner, or otherwise
inoperative, such decision shall not affect the
validity of any other article, section, subsection,
sentence, clause or phrase of 103 CMR 155.660—

REGULATORY AUTHORITY

103 CMR 155-66: M.G.L. c. 124, § 1(f), (g), and (3).
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