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APPROVED FOR INMATE DISTRIBUTION 
 

The policy and procedures set forth herein are intended to establish directives for staff 

members and those entities that are contractually bound to adhere to them.  They are not 

intended to establish State created liberty or property interests for staff members or inmates, or 

an independent duty owed by the WDOC to staff members, inmates, or third parties.  This 

policy and procedure is not intended to establish or create new constitutional rights or to 

enlarge or expand upon existing constitutional rights or duties. 

REFERENCE 

 

1. ATTACHMENTS – None Noted 

 

2. IMPORTANT NOTE:  For detailed case management procedures refer to the Wyoming 

Department of Corrections Offender Case Management Manual, which provides 

further direction for staff regarding specific case management principles and 

practices. 
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I. PURPOSE 

 

A. Case Planning and Management.  The purpose of this policy is to establish a 

uniform set of guidelines and procedures to be used by the Wyoming 

Department of Corrections (WDOC) for direct case planning and case 

management for offenders under WDOC supervision. 

 

 

II. POLICY 

 

A. General Policy.  It is the policy of the WDOC to adhere to the core principles 

of case management and the National Institute of Corrections and the 

Criminal Justice Institute evidence-based principles of correctional 

intervention.  These principles are founded on evidenced-based results.  The 

core principles are:   

 

1. Assess Actuarial Risk/Needs.  Assessing offenders’ risk and needs 

(focusing on dynamic and static risk factors and criminogenic needs) at 

the individual and aggregate levels is essential for implementing the 

principles of best practice; 

 

2. Enhance Intrinsic Motivation.  Research strongly suggests  

“motivational interviewing” techniques, rather than persuasion tactics, 

effectively enhance motivation for initiating and maintaining behavior 

changes; 

 

3. Target Interventions 
 

i. Risk Principle – Prioritize supervision and treatment resources for 

higher risk offenders; 

 

ii. Need Principle – Target interventions to criminogenic needs; 

 

iii. Responsivity Principle – Be responsive to temperament, learning 

style, motivation, gender, and culture when assigning to programs; 

 

iv. Dosage – The amount of structured programming and intervention 

an inmate receives based on the individual risk needs assessment 

(For example, high risk offenders should spend three (3) to nine (9) 

months engaged in program services encompassing forty (40%) to 

seventy (70%) percent of their time.); 

 

v. Treatment Principle – Integrate treatment into full 

sentence/sanctions requirements;  
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4. Skill Train with Directed Practice.  Provide evidence-based 

programming that emphasizes cognitive-behavior strategies and is 

delivered by well-trained staff; 

 

5. Increase Positive Reinforcement.  Apply four positive reinforcements 

for every one negative reinforcement for optimal behavior change results;   

 

6. Engage Ongoing Support in Communities.  Realign and actively engage 

pro-social support for offenders in their communities for positive 

reinforcement of desired new behaviors;  

 

7. Measure Relevant Processes/Practices.  An accurate and detailed 

documentation of case information and staff performance, along with a 

formal and valid mechanism for measuring outcomes, is the foundation of 

evidence-based practice;  

 

8. Provide Measurement Feedback.  Providing feedback builds 

accountability and maintains integrity, ultimately improving outcomes; 

 

9. Manageable Caseloads.  The case worker/agent to inmate ratio allows 

them to take an active role in case plan development and initial 

implementation, in addition to direct delivery of services; and   

 

10. Maintain Continuity of Care. A seamless transition is provided when 

moving through the correctional system to ensure continuity of case 

management as the case plan follows the inmate. 

 

 

III. DEFINITIONS 

 

A. Acute 2007:  An assessment instrument which measures factors that can 

change over a period of weeks, days, even hours and may indicate the 

likelihood for sexual re-offending.  The Acute 2007 consists of seven (7) areas 

of acute risk that measure the dynamic factors.    

 

B. ASI/ASAM:  The Addiction Severity Index and American Society of 

Addiction Medicine placement criteria are two instruments used to determine 

the severity of treatment need and the recommended level of care for 

substance abuse. 

 

C. Assessment: (For this policy only.) A formal process, more comprehensive 

than a screening, using department approved assessment instruments, which 

indicate the level of service needed by an offender in a given area.  In addition 

to the use of instruments, assessment usually includes a review of relevant 

case information, and collateral contacts when necessary. 
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D. Case Management:  The process of intake, assessment, criminogenic 

risk/need identification, case plan development, case plan implementation and 

monitoring, that moves an offender through the rehabilitative process during 

his/her sentence in an organized manner and focuses on addressing the 

offender’s criminogenic risks and needs.   Effective case management ensures 

the offender’s correctional case plan is developed, regularly reviewed, and 

revised; the offender receives adequate services; and his/her progress is being 

measured and recorded in the case record. 

 

E. Case Management Manual: (For this policy only.) The manual used to 

provide additional guidance for Wyoming Department of Corrections staff in 

the process of case management.  The manual is to be used in conjunction 

with this policy.   

 

F. Case Management Interview:   A semi-structured interview with the 

offender which is used to gather, clarify, and confirm criminal and offender 

history information needed for assessment and correctional case plan 

formulation.   

 

G. COMPAS:  The Correctional Offender Management Profiling for Alternative 

Sanctions (COMPAS) is an advanced risk and needs assessment software 

package.  The COMPAS system is a computerized data base and analysis 

system for criminal justice practitioners who must make decisions regarding 

the placement, supervision, and case management of offenders.  The 

COMPAS instrument incorporates the latest research, criminological factors, 

and advanced statistical methods. 

 

H. Core Programming: (For this policy only.) Programming designated for 

completion during or immediately following intake/orientation. Core 

programming includes, but is not limited to cognitive interventions, anger 

management, substance abuse education, suicide prevention, issues related to 

the Prison Rape Elimination Act (PREA), institutional adjustment, assault 

avoidance, hygiene and health issues, life skills, and relevant Wyoming 

Department of Corrections policies and procedures. 

 

I. Correctional Case Plan:  The document, also known as the individualized 

case plan, created by Wyoming Department of Corrections staff that clearly 

and specifically identifies an offender’s criminogenic risks and needs, 

accompanied by risk reduction strategies and plans of action, with timelines.  

Correctional case plans are maintained in COMPAS. 

 

J. Criminogenic Needs:   Criminogenic needs are risk factors that are dynamic 

and can change through intervention, change of circumstances, etc.  

Criminogenic needs increase the likelihood of criminal behavior; however, 
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changes (both positive and negative) in criminogenic needs can impact the 

likelihood of criminal behavior (e.g., criminal attitude/thinking or 

employment problems).  

 

K. Criminogenic Risks:  Criminogenic risk factors are characteristics of the 

offender or his or her situation that predict future criminal behavior.  These 

characteristics are static and do not change (e.g., history of criminal activity, 

family criminality, age at first conviction, etc.). 

 

L. Enhanced Case Management Services for Reentry:  Enhanced Case 

Management (ECM) services are based on the inmate’s risk for violence and 

recidivism and/or special needs, and/or high risk sex offender status.  ECM 

services shall follow the practices outlined in the Case Management Manual.   

 

M. External Audit: (For this policy only.) An empirical review of the case 

management process by a WDOC team of evaluators, external from the 

location under review utilizing a standardized audit instrument.   

 

N. External Classification:  A classification instrument which establishes an 

inmate’s recommended custody rating, to assist with decisions relating to the 

inmate’s housing assignment, program needs, and supervision requirements. 

 

O. Field Agent: (For this policy only.) Provides assistance in rehabilitation of 

adult probationers and parolees to facilitate their reintegration into society.  

 

P. GAMA I.Q.:  The General Ability Measure for Adults (GAMA) test is a 

brief, self-administered, nonverbal measure of intelligence.  The GAMA IQ 

score provides an estimate of an individual’s general intellectual ability, and 

the four (4) subtest scores provide additional information about an 

individual’s performance.  The test is used in any situation requiring an 

assessment of general ability using nonverbal means.  The test is also 

designed to be accessible to a wide variety of people with diverse cultural, 

language, and educational backgrounds. 

 

Q. Individualized Programming: (For this policy only.) Planned and 

coordinated actions, actives, or processes which an offender is directed toward 

and which provide the offender with rehabilitative opportunities and/or 

resources.  Individualized programming can be distinguished from core 

programming as the individual programming targets an offender’s specific 

criminogenic risks and needs. 

 

R. Inmate:  Any person under the supervision of the Wyoming Department of 

Corrections who is not on parole or probation status.  An inmate is a person 

who is incarcerated in any Wyoming Department of Corrections’ correctional 

facility, county jail, municipal jail or in-state/out-of-state contract facilities, to 
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include adult community corrections centers, who is committed to the custody 

and supervision of the Wyoming Department of Corrections. 

 

S. Intake: (For this policy only.) The process by which an offender, newly 

received to the Wyoming Department of Corrections, is tested, assessed, 

interviewed, and oriented, so a correctional case plan, classification, and 

programming assignments or requirements can be developed in a timely 

manner. 

 

T. Intellectual or Developmental Disabilities: (For this policy only.) 

Limitations inherent to those individuals whose I.Q. is below the 70-75 range 

and who lack proper adaptive social behavior. 

 

U. Internal Audit: (For this policy only.) An empirical review of the case 

management process by staff situated within the audit location, utilizing a 

standardized audit instrument.   

 

V. Internal Classification:  The housing assignment instrument used to 

determine the appropriate housing assignment for an inmate in a Wyoming 

Department of Corrections’ multi-custody correctional facility.  The purpose 

of this instrument is to differentiate among inmates with respect to their 

potential for aggressive and/or assaultive behavior. 

 

W. Institutional Case Worker:  Institutional Case Workers provide necessary 

case management services to facilitate appropriate classification, assignment, 

and institutional adjustment of offenders committed to a correctional 

institution including casework pertaining to the reentry of offenders into the 

community.    

 

X. Learning Styles Inventory: (For this policy only.) An assessment 

administered to an inmate to provide information as to the method of learning 

most appropriate to that specific inmate.  This information is used in 

determining the most useful and appropriate correctional case plan strategies 

and action steps when possible. 

 

Y. Medical Screening and Assessment: (For this policy only.) Assessments and 

screens administered by qualified medical personnel with inmates to assist in 

a thorough understanding and response, when necessary, to any medical issues 

an inmate may have. 

 

Z. Mental Health Screening and Assessment: (For this policy only.) 

Assessments and screens administered by qualified mental health 

professionals with inmates to help ensure mental health issues are being 

appropriately addressed.   
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AA. Motivational Interviewing: Motivational Interviewing is a collaborative, 

goal-oriented style of communication with particular attention to the language 

of change.  It is designed to strengthen personal motivation for and 

commitment to a specific goal by eliciting and exploring the person’s own 

reasons for change within an atmosphere of acceptance and compassion. 

(Motivational Interviewing: Helping People Change. William R. Miller, PhD. 

Guilford Press, September 2012.) 

 

BB. Offender:  A person who has entered a plea of guilty or has been convicted of 

a misdemeanor or a felony and is committed to the custody or supervision of 

Wyoming Department of Corrections. 

 

CC. Offender History Data: (For this policy only.)  Detailed information 

gathered on a specific offender, usually collected during the intake and 

assessment process, which identifies the social background of the offender.  A 

pre-sentence investigation report may provide a sufficient social history for 

the offender history data requirement.  The social history shall include 

information regarding circumstances and events which have impacted the 

offender’s major life areas and will be useful in the development of the 

correctional case plan.  The offender history data is crucial to intervention and 

treatment efforts. 

 

DD. Presentence Investigation (PSI) Report: (For this policy only.) A report 

ordered by a court with jurisdiction which is a thorough detailing of an 

offender’s current legal status, as well as past criminal, social, educational, 

employment, health, substance abuse, and current financial situation.  The 

report is compiled by the Division of Field Services or its equivalent in 

another jurisdiction.  The primary purpose of the report is to provide the 

sentencing court with timely, relevant, and accurate data to identify the most 

appropriate sentencing alternative and correctional disposition.  The 

secondary purpose of the report is to serve the needs of any correctional 

facility or field division which may receive the offender, including 

development of the correctional case plan. 

 

EE. Reentry:  Reentry is a best practice service targeted at promoting the effective 

reintegration of offenders into communities upon release from prison.  An 

effective reentry process utilizes a comprehensive and integrated case 

management approach to assist offenders in acquiring the life skills needed to 

succeed in the community and become law-abiding citizens 

 

FF. Reentry Case Worker:  In addition to the institutional case management 

duties, the reentry case worker manages specific reentry duties to include, but 

not limited to low, medium, and high-risk cases, Joint Reentry Team 

meetings, social security administration point of contact,  and a member of the 

reentry team of the WDOC. 
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GG. Special Needs Offenders:  Offenders whose mental and/or physical condition 

may require special accommodation by staff.  Special needs offenders may 

include, but not be limited to offenders who are emotionally disturbed, 

mentally ill, physically handicapped, chronically ill, learning disabled, 

drug/alcohol addicts, or who have intellectual or developmental disabilities. 

 

HH. Stable 2007:  An assessment tool utilizing stable but changeable factors  

found to correlate with sexual recidivism.  

 

II. STATIC 99R:  An actuarial risk screen which denotes the probability of 

sexual and violent recidivism. 

 

JJ. Test of Adult Basic Education (TABE):  A widely used test for adult basic 

education which provides the most reliable measurement of reading, 

mathematics, and language skills for adults.  All items on the test have been 

validated on adults and can be used to place learners in the appropriate lessons 

for their particular skill deficiencies.  Further, the test provides accurate pre- 

and post-testing and can be used to screen in employment situations and to 

measure post-learning gains.  

 

KK. Texas Christian University Drug Screen II (TCUDS II): Is a 154-item 

substance abuse screening tool based on the National Institute of Mental 

Health Diagnostic Interview Schedule and DSM-IV-TR criteria for substance 

abuse and dependence. The TCUDSII is widely used in criminal justice 

settings to quickly identify offenders with a history of heavy substance use or 

dependence who may be in need of treatment. 

 

LL. Transition: (For this policy only.) The specific planning for the offender’s 

release from the institution.  This is an integral part of the reentry process.  

Transition planning includes individualized details about the offender’s 

release plan and shall be included in the Community Reentry Checklist 

(CRC).  

 

MM. Treatment Case Plan:  The document created by medical, mental health sex 

offender, and substance abuse providers to identify, guide, and measure the 

recommended treatment procedure or therapy to be performed.  This shall be 

coordinated with the correctional case plan. 

 

 

IV. PROCEDURE 

  

A. Case Management of Offenders/Inmates.  Effective case management 

addresses the assessed need of the offender/inmate.   

 



WYOMING 

DEPARTMENT OF 

CORRECTIONS 

Policy and Procedure 

#4.102 

Page 9 of 20 

Case Management 

 

1. Every offender/inmate shall be assigned an agent/case worker to ensure 

proper adherence to case management protocols. Case management 

services shall be provided consistent with the Case Management Manual. 

 

2. Discrimination on the basis of disability in the provision of services, 

programs, and activities administered for program beneficiaries and 

participants is prohibited. (ACA 4-4429)  Appropriate services shall be 

provided to inmates with intellectual or developmental disabilities.  

 

3. The WDOC provides an opportunity for guidance and resources to 

establish and maintain special services and programs for persons with 

specific types of problems. (ACA 2-CO-4B-04)    

 

i. Various programs will be offered including but not limited to 

substance abuse, cognitive intervention, mental health, and 

education as a resource to the inmate population. 

 

ii. Each inmate case plan shall outline the recommended programs.  

 

4. Field Services staff, upon initial contact may be asked to complete a series 

of presentence investigation (PSI) requirements which may include the 

PSI report, Offender History Report, COMPAS, ASI/ASAM.  

 

5. Correctional facility staff, in conjunction with the Prison Division, must 

identify at least yearly, the needs of the inmate population to ensure the 

necessary programs and services are available, including programs and 

services to meet the needs of inmates with specific types of problems.  

(ACA 4-4430) 

 

6. Community social service resources/referrals shall be used to augment 

those provided in WDOC correctional facilities. (ACA 4-4431) 

 

B. Case Management Manual 

 

1. Case workers/agents shall utilize the Case Management Manual.  This 

manual provides specific detail about the many aspects of case 

management operation within the WDOC. 

 

i. The Case Management Manual is a useful reference source to aid 

the case worker/agent in identifying protocols, evidence-based 

correctional intervention strategies, and aspects of specific 

elements of the case management process. 

 

2. The manual shall be updated in accordance with WDOC Policy and 

Procedure #4.103, Case Management Manual.   
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C. Intake and Assessment.  Effective case management begins at an offender’s 

entry to the WDOC.  Offenders newly received to the WDOC shall be 

expected to fully participate in the intake and assessment process.  The intake 

process is one of the most critical aspects of entry into the corrections system 

and this process requires enough time to accomplish all of the tasks 

enumerated in this policy. 

 

1. Services and Programs.  Policy, procedure and practice provide for 

informing other components of the correctional system of the extent and 

availability of services and programs for the agency population, as needed.  

(ACA  2-CO-1A-14) 

 

i. To best assist the inmate population, it is essential that sentencing 

courts, intake units, releasing authorities, and other involved 

agencies have current, comprehensive knowledge of the programs 

and services offered by the agency. 

 

ii. Inmates will be informed of the services available to them at 

intake. 

 

2. Orientation.  There shall be a reception program for new offenders upon 

admission to the correctional system.  Except in unusual circumstances, 

initial reception and orientation of offenders shall be completed within 

thirty (30) calendar days after admission. (ACA 4-4287)  Offenders newly 

received into the WDOC shall be expected to fully participate in the intake 

and assessment process. 

 

i. Initial sign-up.  During the sign-up process for new offenders 

under the supervision of agents,  sign-up on supervision shall 

include but not be limited to the following:  

 

a. Initial Check in Sheet/Offender History Form; 

 

b. Review Conditions on Judgment and Sentence/Parole Grant 

including supervision term;  

 

c. Community Supervision Agreement; 

 

d. PRISM Sanction/Incentives Process; 

 

e. Photo; 

 

f. DNA; 
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g. Prison Rape Elimination Act safety information including 

orientation on how to use the emergency hotline; 

 

h. Restitution Payment Plan; 

 

i. Programming Referrals and Releases; and 

 

j. Supervision Expectations- office visits, home visits, 

UA/BA collections, Travel, Law Enforcement Contact, 

Programming, Community Service, Employment etc. 

 

ii. ACC Intake. Upon arrival to an Adult Community Corrections 

(ACC) program, WDOC offenders shall receive initial intake 

within five (5) working days of arrival to the facility. Intake shall 

include but not be limited to the following:  

 
a. Written program rules and regulations;  

 

b. Description of disciplinary sanctions for rule violations;  

 

c. Written description of grievance procedures; 

 

d. Information regarding the Prison Rape Elimination Act;  

 

e. Form acknowledging receipt of intake information signed by 

staff and resident indicating date and time;  

 

f. Signed statement by the participant indicating he/she 

understands that he/she is responsible for his/her own medical 

and dental expenses; and 

 

g. Signed statement by the participant indicating he/she 

understands that he/she can be charged with the crime of 

escape pursuant to W.S. § 7-18-112. 

 

iii. Facility Intake.  Upon arrival to a WDOC correctional facility 

inmates shall receive initial intake within thirty (30) calendar days 

of entry to the facility.  Intake shall include basic information 

including but not limited to the following:     

 

a. General facility orientation; 

 

b. COMPAS (Criminogenic risks/needs); 

 

c. Medical Screening and Assessment; 
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d. Mental Health Screening and Assessment; 

 

e. GAMA IQ  (Intellectual Screening); 

 

f. Test of Adult Basic Education  (TABE); 

 

g. Learning Styles Inventory; 

 

h. Prison Rape Elimination Act safety information including 

orientation on how to use the emergency hotline; 

 

i. Offender History Data; 

 

j. External Classification; 

 

k. Internal Classification; 

 

l. TCUDS II, ASI/ASAM - Substance abuse screening/ 

assessment; 

 

m. Case Management Interview;  

 

n. Static 99R, Stable & Acute;  

 

o. Orientation of Code of Inmate Discipline; and 

 

p. Reentry Orientation provided by reentry staff. 

 

3. Assessment.  Each inmate/offender shall undergo a series of assessments 

designed to identify inmate/offender specific needs.  

 

i. Field Services Assessments:   

 

a. Sex offender risk assessments (Static 99-R, Stable 2007, 

and Acute 2007). 

 

b. Agents shall review any prior assessments and determine 

any additional assessments needed. 

 

ii. Facility Assessments: 

 

a. Appropriate risk needs assessments shall be completed in 

an effort to maximize safety and effectiveness of the 

inmate’s individual case plan. 
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(1) Assessment by Qualified Individuals.  Medical, 

mental health, sex offender, substance abuse, and 

other addictive/compulsive behavior screenings and 

assessments shall be performed, when appropriate, 

by the appropriate qualified and licensed staff or 

service provider(s). 

 

(2) All assessments shall be completed in accordance 

with the Case Management Manual. 

 

iii. Special Needs Inmates/Offenders.  Special needs inmates/ 

offenders shall be identified through the assessment process. (ACA 

4-4305) Special needs inmates/offenders include but are not 

limited to, those inmates/offenders who are drug and/or alcohol 

addicted, emotionally disturbed and mentally ill, or learning 

disabled. 

   

a. Offenders with special needs require different assessments, 

accommodations, and specialized planning. 

 

b. The correctional case worker/agent shall coordinate the 

correctional case plan to accommodate all necessary 

aspects of the treatment plan, which is normally created by 

licensed professionals when available. 

 

c. Special programs shall be made available to inmates who 

qualify as special needs.  Additional protective measure 

may be necessary along with special program involvement. 

 

iv. Classification.  At initial classification, each inmate shall be 

assigned to a staff member to ensure supervision and personal 

contact; a unit management team may perform this function. (ACA 

4-4299) 

 

a. Case workers assigned shall maintain routine contact with 

the offender during the intake and classification process. 

 

b. The classification and case management plan shall provide 

for maximum involvement of representatives of relevant 

institutional programs and the inmate concerned in 

classification and case planning reviews. (ACA 4-4297)  

 

c. Whenever possible, inmates shall participate in the 

classification and case planning processes.   
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v. Substance Abuse. Offenders with alcohol and drug abuse 

problems shall be identified as early as is practical through a 

standardized battery assessment.  This battery shall be documented 

and include, at a minimum, the following: (ACA 4-4363-1) 

 

a. Qualified screening and sorting; 

 

b. Clinical assessment and reassessment; 

 

c. Medical assessment or appropriate drug and alcohol 

program assignment to the needs of the individual inmates; 

and 

 

d. Referrals. 

 

D. Individualized Case Plans 

 

1. The initial individualized case plan should be developed as soon as 

feasible after the inmate moves from intake to housing but not longer than 

thirty (30) days or for field services not longer than sixty (60) days. 

Specific criminogenic risk/need factors and risk reduction strategies shall 

be considered in the case plan development.   

 

2. Individualized case plans shall identify: 

 

i. Prioritized goal(s); 

 

ii. Court/parole board mandates;  

 

iii. Action steps or tasks linking the offender to the appropriate 

service; 

 

iv. Designate responsible party for tasks;  

 

v. Prioritized completion date(s); and 

 

vi. Whenever possible, inmates/offenders shall participate in assessing 

their needs and selecting programs to meet those needs. 

 

3. Every inmate/offender shall be assigned an agent and/or case worker 

during their sentence within the WDOC.  Specific operational procedures 

shall identify the manner in which case workers/agents are assigned.  
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4. The individualized case plan shall be reviewed often but no less than is 

outlined in the Case Management Manual. 

 

5. The individualized case plan identifies the focus of the evidence-based 

correctional intervention(s) and supervision strategies.   

 

6. There are social service programs available to provide a range of resources 

appropriate to the needs of inmates, including individual and family 

counseling, family planning, parental education, and community services. 

(ACA 4-4428) 

 

7. For offenders with special needs, the individualized case plan shall be 

developed in consultation with the appropriate medical staff, mental health 

staff, licensed therapist(s), and/or education staff when available.   

 

8. Offenders often have multiple criminogenic risks/needs to address.  As a 

general rule it is advisable to limit the number of goals on an 

individualized case plan from three (3) to five (5) of the most important, 

recognizing the offender’s capacity to complete them.   

 

i. Individualized case plan goals shall be prioritized based on the 

offender’s risks/needs and the offender’s length of sentence.   

 

ii. Case plans shall specifically target anti-social values, criminal 

peers, low self-control, dysfunctional family ties, substance abuse, 

and criminal thinking along with particular areas of concern, such 

as sex offender issues or mental health problems.   

 

iii. Goals shall reflect the outcome desired, with task(s) or action steps 

indicating the steps needed to achieve the goal.   

 

iv. It is often necessary to break the action steps into smaller, time 

sensitive segments, which are measurable, achievable, and 

specific.  

 

v. When goals and action steps are completed, they shall be replaced 

by the next prioritized risks/needs areas identified.  

 

9. Documentation is critical to the process of effective case management.  

Case workers/agents shall endeavor to keep appropriate documentation to 

facilitate the case management process. 

 

i. Both field agents and case workers may use a combination of 

systems for the documentation of case management contacts.  
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These may include the Wyoming Corrections Information System 

(WCIS) or Monitor programs including chronological notes. 

 

ii. Case workers/agents shall use case notes to document offender 

contacts, as well as information or contacts related to an offender. 

 

iii. The status of the case plan is an important element of the 

documentation.  Case workers/agents shall endeavor to keep case 

plans current. 

 

10. Effective Case Management. Effective case management includes a 

seamless transition process from probation/prison to community.  Agents 

and Case Workers shall strive to incorporate effective intervention efforts 

as outlined in the Case Management Manual in their daily activities.  

 

i. Case documentation shall occur at regular intervals, and unless 

otherwise specified, at least on a monthly basis.  

 

ii. Motivational Interviewing.  In order to engage the offender in the 

case planning process and to obtain the necessary information for 

effective classification and case plan development, as well as 

adequate adjustment to incarceration or community supervision, 

motivational interviewing and correctional intervention must be 

used by trained case workers and field agents. 

 

iii. Intake and reentry case workers in the institutions shall have case 

worker to inmate ratios which allow them to take an active role in 

case plan development and initial implementation, in addition to 

direct delivery of services.  

 

11. Case workers/agents shall follow proper protocols for necessary referrals 

for the inmate/offender as it relates to programing, education, substance 

abuse treatment, medical/mental health treatment, enhanced case 

management services, sex offender treatment, and all other necessary 

services.   

 

12. Reentry.  WDOC policy provides that inmates/residents are provided with 

a structured release program. (2-CO-4G-01) Reentry practices begin at 

intake and continue throughout the inmate’s release to community 

supervision and shall be followed as outlined in the Case Management 

Manual.   

 

i. All inmates shall have access to a program of pre-release 

preparation prior to their release to the community. (ACA 4-4442) 
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a. Each facility shall ensure an approved pre-release 

curriculum and program is made available. 

 

b. In addition, inmates preparing for transition to the 

community shall have access to the reentry resource center 

to research services.  Facilities shall ensure this resource is 

available to the inmate population. 

 

c. The community reentry checklist (CRC) shall also be used 

to assist with transition planning and shall be completed by 

staff and inmates. 

 

d. At a minimum, inmates shall be provided an opportunity to 

obtain a state I.D./driver’s license, birth certificate, and 

social security card prior to release as noted in the case 

management manual.  

 

(1) Inmates applying to an ACC are required to have 

the three (3) forms of identification at the facility 

prior to leaving for the ACC. 

 

(2) Inmates paroling are required to have the three (3) 

forms of identification prior to leaving the facility, 

however, release cannot be delayed for lack of 

identification.  In those cases where identification is 

not present, the Warden must sign a waiver, WDOC 

form #409 Offender Refusal of Identification Needs, 

prior to release. 

 

ii. Traditional Reentry.  Traditional or low risk Reentry cases are 

handled by traditional case workers at each institution.  All low 

risk Reentry inmates are eligible for the same transition planning 

services as medium and high risk, however, they are not eligible 

for enhanced case management services. Case workers/agents shall 

follow the practices outlined in the Case Management Manual. 

 

iii. Enhanced Case Management (ECM).  Intake case workers (from 

WMCI and WWC) shall review assessments and case information 

to determine if a case meets criteria for ECM services. 

 

 

a. If applicable, an e-mail must be forwarded to the 

Institutional Reentry Coordinator indicating inmate 

name/number and appropriate qualification criteria. 
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b. If a case does not meet listed ECM criteria but the case 

worker deems enhanced services are warranted, an e-mail 

referral can be sent to the Institutional Reentry Coordinator 

detailing specific reasons for override consideration. 

 

c. All institutional case workers shall continuously monitor 

cases for ECM eligibility criteria and refer as needed. 

 

iv. ECM services for high and medium risk inmates begin at six (6) 

months of possible parole grant and/or release. Services for high-

risk inmates, who release to community supervision, reentry 

services may extend sixty (60) days in the community.   

 

a. High Risk ECM inmates are provided additional services 

by the Field Services Reentry Coordinators (FSRC). 

 

b. Medium Risk ECM inmates are provided additional 

services by the Institutional Reentry Case Worker (RCW).   

 

E. Transfer of Offenders within WDOC.  Offenders often transfer from 

location to location while under the jurisdiction of the Wyoming Department 

of Corrections.  Agents and case workers must work in unison with others to 

ensure information is properly transferred when offenders/inmates move. 

 

1. Whenever possible, transferring an offender to another facility or field 

office ought to enhance the completion of the individualized case plan.  

The case plan is to follow the offender. 

 

2. Individual facilities, or specific communities, may provide better 

opportunities for an offender to successfully complete his/her case plan.  

These factors shall be considered when transferring an offender.  Ideally 

an offender progresses through the WDOC in a manner consistent with the 

completion of the case plan, as well as the nature of the offender’s 

sentence and court or parole board mandates. 

 

3. Upon arrival to a new facility or field office the new case worker/agent 

shall ensure the offender receives an orientation within the timelines 

established by local procedures. 

 

4. Updated case material, including the case plan, shall be transferred to the 

new location in order to ensure a continuity of case management. 

 

i. A brief transfer/case summary shall be documented within WCIS 

and Monitor. 
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F. Case Management Audits. Audits are a mechanism to review the 

accuracy and quality of case management.  Audits shall provide useful and 

timely feedback for case workers/agents to ensure adequate services are 

provided to offenders.   

 

1. The case management program shall be administered and supervised by 

the correctional program manager which is qualified, trained, and has 

minimum of a bachelor’s degree in the social or behavioral sciences or 

related field. (ACA 4-4432)   

 

2. The Field Services Administrator and Deputy Prison Division 

Administrator of Support Services shall be responsible for establishing the 

case management audit tool for their respective locations. 

 

i. Internal audits shall be conducted in accordance with field services 

operational standard procedures.   

 

ii. Regional deputy administrators and/or regional manager(s) shall 

conduct periodic reviews of the supervisory audit. 

 

3. Facility audit scheduling and team selection shall be coordinated through 

the Prison Division Audits and Accreditation Manager.  

 

4. Facility external audits shall involve at least ten percent (10%) of the 

inmates or forty (40) cases, whichever is more, randomly selected on an 

annual basis.   

 

i. The external case plan audit team shall document findings of audits 

conducted pursuant to this section.  The audit chair, or designee, 

shall submit a written report of the findings to the audited location. 

 

ii. Corrective action recommendations shall be included. 

 

iii. The facility warden shall ensure a corrective action plan is 

developed with associated timelines.  

 

5. Internal audits shall be completed at least quarterly on each case worker’s 

case load by the immediate supervisor.  This shall involve at least two (2) 

inmate files assigned to the case worker.  Internal audits shall be 

documented. 

 

i. New case workers as well as those requiring extra support and 

direction as determined by the supervisor, shall be audited more 

frequently in order to ensure useful and timely feedback.  

 



WYOMING 

DEPARTMENT OF 

CORRECTIONS 

Policy and Procedure 

#4.102 

Page 20 of 20 

Case Management 

 

ii. Corrective action recommendations from the supervisor shall be 

discussed with the case worker. 

 

iii. Supervisors shall ensure the same inmates are not reviewed in 

back-to-back quarterly audits. 

 

iv. Semiannually the unit manager shall review at least five (5) case 

files that have been internally audited by the supervisor.  

 

v. The internal audits shall be available to the external audit team for 

review upon request. 

 

G. Case Management Training 

 

1. Within six (6) months of employment in the WDOC, case workers/agents 

shall receive initial case management training.   

 

i. Training shall consist of effective case management principles at a 

minimum, individualized case plans, as well as specific case 

management and case planning expectations and requirements.   

 

 

V. TRAINING POINTS  

 

A. There are 10 core principals of case management.  Name five. 

 

B. During the sign-up process for new or transferring offenders under the 

supervision of agents, conditions of supervision shall be stated within how 

many days of the commencement of the probation/parole period? 

 

C. What should be identified in an offender’s individualized case plan? 

 

D. What are the five (5) dimensions of effective case management and 

supervision? 

 

E. How often should internal audits be completed on each case worker’s case 

load by the immediate supervisor?  How many inmate files assigned to the 

case worker should this involve?   

 

   


