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Date 

APPROVED FOR INMATE DISTRIBUTION 

Nothing in this policy creates a right to employment or programming.  The following procedures are 

governed by available cash flow, legislative budget appropriations, and parity among the various 

programs.  Nothing in this policy guarantees the availability of specific work or programming 

opportunities listed within this policy.  Neither does this policy create a right to a work or programming 

assignment on the behalf of any individual inmate or group of inmates, nor does it provide a right to 

obtain or retain a particular assignment or pay level under this policy.  All programming and work 

assignments and associated pay levels are privileges and are not guaranteed to any individual.  

Individual programs, assignments, categories of assignments, or pay levels listed in this policy may or 

may not be available at any given time. 

 

REFERENCE 

1. ATTACHMENTS   

A. WDOC Form #527,  Inmate Pay Scales Institutional Programming Assignments 

B. WDOC Form #528, Inmate Pay Scales Institutional Work Assignments 

 

2. OTHER – None Noted 
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I. PURPOSE 

 

A. Compensation for Work and Programming.  The purpose of this policy and 

procedure is to provide the Wyoming Department of Corrections (WDOC) 

policy, procedure and guidelines regarding compensation of inmates for work 

and/or programming assignments pursuant to W.S. § 7-16-202, W.S. § 7-16-

203, W.S. § 25-1-104(g) and W.S. § 25-13-107.  

 

II. POLICY 

 

A. General Policy.  Monetary compensation is intended to help the inmate to 

meet outstanding financial obligations, make purchases from canteen and 

accumulate funds to assist them upon their release from incarceration.  It is the 

policy of the WDOC that inmates are compensated for work performed. 

Incentives such as monetary compensation, special housing, extra privileges, 

and good time credits should be distributed according to written guidelines. 

(ACA 4-4461) 

 

B. Work Skill Development and Enhancement.  It is the policy of the WDOC 

to provide meaningful and productive work skill development and 

enhancement opportunities for inmates and to compensate inmates for gainful 

activities, commensurate with their level of classification, effort, and 

responsibility while with WDOC. 

 

C. Payroll Processing.  It is the policy of the WDOC that inmate payroll will be 

processed on a monthly basis. 

 

D. Restitution.  It is the policy of WDOC that consistent with the laws and legal 

practices within the jurisdiction, restitution is collected and ultimately made 

available to the victims of crime and/or their survivors.  Where supported by 

statute, and feasible, victim awareness classes may be offered to help 

offenders understand the impact of their crimes on the victims, their 

communities, and their own families. (ACA 4-4461-1)  

 

E. Court Orders.  It is the policy of the WDOC to take all steps necessary for 

enforcement of court orders which require inmates to pay fines, victim 

restitution or compensation, victim surcharge, and/or child support, against 

inmate compensation earned during incarceration. 

 

F. Recovery of Costs for Indigence Status.  It is the policy of the WDOC to 

recover the costs of supplies, postage and copying previously provided to that 

inmate while he/she qualified for indigence status in accordance with WDOC 

Policy #5.401, Inmate Mail, and WDOC Policy #3.401, Inmate Access to 

Courts. 
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G. Mandatory Savings.  It is the policy of the WDOC that 10% of all (net after 

taxes) compensation received by inmates for participation in gainful activities 

be placed into a mandatory savings account in the inmate’s name for 

distribution to the inmate upon parole or discharge, as required by W.S. § 7-

16-205. 

 

H. Pay Scales.  It is the policy of the WDOC that compensation rates for all 

assignment categories will be determined in accordance with the pay scales 

attached to this policy, or in accordance with the appropriate enabling statute 

or contract. 

 

I. Time Records and Compensation.  It is the policy of the WDOC to maintain 

time-records for each inmate and assignment. Compensation will be paid only 

for the actual time spent actively involved in gainful activities, as assigned.  

Inmates will not be compensated for time spent in other activities nor for 

missed hours, including time spent in Temporary Restriction Order (TRO) or 

other segregated status and on medical or other hold-in/lay-in.  

 

 

III. DEFINITIONS 

 

A. Authorized Activity: (For this policy only.) Work and/or programs assigned 

to an inmate including but not limited to institutional jobs, academic 

education, vocational training, industry assignments, community work crews, 

and case plan required programming. 

 

B. Absence: (For this policy only.)  Any time away from the scheduled program 

or job.  Absences, whether excused or unexcused, will not be compensated. 

 

1. Excused absence:  An absence from previously scheduled work and/or 

programming, which is excused in writing by an authorized employee or 

contract employee and releases an inmate from scheduled work or 

programming for a specified period of time.  

 

2. Unexcused absence:  Any period of time for which an inmate is 

scheduled to participate in work and/or programming, which the inmate 

fails to attend in full or complete as assigned, when the absence is not 

excused in writing by an employee or contract employee authorized to 

excuse the absence as the result of lay-in, hold-in, or other written 

authorization process. 

 

C. Hold-ins / Lay-ins:  Written documentation initiated by an authorized 

employee or contract employee, which excuses an inmate from scheduled 

participation in work or programming and qualifies the inmate to receive 

leave without pay in accordance with this policy. 
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D. Hours of Work/Programming: (For this policy only.) Designated hours of 

labor and/or approved programming as defined by institutional operational 

procedures or assignment.  

 

E. Intake: (For this policy only.) The process by which inmates newly received 

to WDOC are tested, assessed, interviewed, oriented, and provided with 

opportunities to engage in victim awareness classes and other core 

programming requirements, so that an individualized incarceration case plan, 

classification, and initial work and programming assignments can be 

developed in a timely manner.  

 

IV. PROCEDURE 

 

A. Distribution of Pay.  Compensation paid to inmates for programming and 

work assignments as authorized by this policy will be distributed in 

accordance with W.S. § 7-16-205 and WDOC Policy and Procedure #1.103, 

Distribution of Inmate Wages. 

 

B. Intake and Core Programming   
 

1. Inmates who participate fully in the intake testing, assessment and 

interview process and complete all victim awareness classes and other 

core programming requirements during the intake and assessment process 

shall be compensated with a one-time bonus in accordance with WDOC 

Form #527, Inmate Pay Scales Institutional Programming Assignments.   

 

2. Inmates that refuse to participate fully in the intake testing, assessment and 

interview process, or refuse to complete all victim awareness classes and 

other core programming requirements during the intake and assessment 

process when scheduled, shall not be eligible for compensation.    

 

C. Programming Assignments   

 

1. Whenever circumstances and custody classification permit, inmates who 

are eligible to do so shall be encouraged to participate in the programming 

opportunities made available to them, and shall be appropriately 

compensated for satisfactorily doing so in accordance with WDOC Form 

#527, Inmate Pay Scales Institutional Programming Assignments.   

 

2. The following programming assignments are eligible for compensation 

under this policy in accordance with WDOC Form #527, Inmate Pay 

Scales Institutional Programming Assignments. 

 

i. Facility Orientation. 
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ii. Education.  Written policy, procedure, and practice provide 

incentives for educational and/or vocational participation and 

formal recognition of specific accomplishments.  (ACA 4-4480 

Revised) 

 

a. Adult Basic Education.  Compensation shall be given for 

participation in up to thirty (30) hours per week of formal 

classroom instruction and scheduled tutor-assisted learning 

sessions in mandatory adult basic education. 

 

(1) High School Equivalency Certificate- HSEC is a 

measure of high school equivalency in the areas of 

writing skills, social studies, science, reading skills, 

and mathematics, equivalent to completion of   high 

school diploma. WDOC offers two options, HiSET 

and GED.   

 

i. HiSET is provided by Educational Testing Service 

(ETS).  A group of five subject tests when passed at 

WY standards, gives the equivalency of a WY High 

School Diploma 

 

ii. General Educational Development (GED). A group 

for four subject tests, which when passed at 

Wyoming standards gives one the equivalency of a 

Wyoming High School Diploma. 

 

 

(2) Inmates assigned to in-cell or self-study basic 

education programs in lieu of classroom assignment 

as part of the basic education curricula and 

HiSET/GED testing shall be compensated upon 

successful completion of GED/HiSET testing only 

and will not be directly compensated for hours spent 

in the program. 

 

 

b. Academic Achievement Improvement Classes. 

Compensation shall be given for participation in up to ten 

(10) hours per week of classroom instruction or tutorial 

sessions.  

 

c. Advanced Education. Inmate participation in college level 

classes or other advanced education opportunities, 
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including, but not limited, to approved correspondence 

classes or self-paced studies, shall be considered voluntary 

and shall not be compensated. 

 

iii. Vocational Education/ Workforce Preparation.  Compensation 

rates for inmates assigned to case plan approved vocational 

education/ workforce preparation programs shall be as established 

in WDOC Form #527, Inmate Pay Scales Institutional 

Programming Assignments using the following identifiers.  The 

costs of any accompanying college level credit shall be the 

responsibility of the inmate, unless contractually exempt. 

 

a. Trainee I – Students at this level are just entering a 

vocational education/workforce preparation training course 

and are participating in beginning or introductory 

coursework, such as National Center for Construction 

Education and Research (N.C.C.E.R.) core curriculum. 

 

b. Trainee II – Students at this level have successfully 

completed basic coursework requirements at the 

introductory or beginning level and have demonstrated core 

safety competencies.  Students at this level are involved in 

intermediate level class work and are beginning the 

experiential training. 

 

c. Trainee III - Students at this level are involved in advanced 

level class work and experiential training and are nearing 

completion of the program.  Upon completion of the group 

training program they may be advanced to a job ready 

assignment. 

 

d. Job Ready Assignment– Students in certified work ready 

assignments work in a work assignment directly related to 

their completed WDOC provided group vocational training 

program.  

 

(1) Assignment to job ready positions shall normally be 

to a Level III semi-skilled inmate work assignment. 

 

(2) Job Ready Step I assignments require participation 

in a structured, hands-on, on-the-job training 

program accompanied by continued classroom 

instruction, where the effort of training contributes 

to work production and builds upon their vocational 

training experience.   
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(3) Upon completion of Step I classroom requirements 

and successful evaluation, the inmate may be fully 

engaged in the work assignment without additional 

classroom instruction requirements at the Job Ready 

Step II level of compensation, or higher if indicated 

by actual work assignment.   

 

iv. Individualized Incarceration Case Plan Required 

Programming.   
 

a. Inmates assigned to case plan required programs, other than 

adult basic education and intensive residential programs, 

shall be compensated for each full hour of scheduled 

formal attendance and actual participation in case plan 

required programs, up to twenty (20) hours per week.  

 

b. Participation in programming activities not required by the 

inmate’s individualized incarceration case plan, while 

encouraged, shall be considered voluntary and shall not be 

compensated.   

 

v. Short-Term Residential Treatment Programs.   
 

a. Participants in short-term intensive residential treatment 

programs shall be compensated for each hour of active 

participation up to a maximum of four (4) hours per day or 

twenty (20) hours per week.   

 

b. Inmates shall not be eligible for compensation beyond a 

total of twelve (12) consecutive weeks for participation in 

short-term intensive residential treatment. 

 

c. Inmates may be placed in short-term residential treatment 

programs more than one time in any twelve (12) month 

period based upon immediate need, but they shall not be 

eligible for compensation for more than a total of twenty-

four (24) weeks within any twelve (12) month period for 

participation in short-term residential treatment 

programming.  

 

vi. Long-Term Residential Treatment Programs.  Participants in 

long-term intensive residential programs shall be compensated at 

the rates established in WDOC Form #527, Inmate Pay Scales 

Institutional Programming Assignments, for a total of up to forty 
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(40) hours per week, commensurate with the inmate’s assigned 

program level. 

 

a. Compensation for long-term residential treatment programs 

that incorporate an off-unit work component in addition to 

regularly scheduled programming shall be limited to no 

more than sixty (60) hours per week. 

 

b. Inmates who successfully complete and graduate from a 

long-term intensive residential treatment program, and are 

subsequently selected for assignment as a member of the 

inmate cadre for residential or out-patient substance abuse 

treatment programs, shall be paid at Level IV Cadre level 

for each hour spent in active assignment to cadre duties, up 

to forty (40) hours per week.   

 

c. Inmates who successfully complete and graduate from the 

program, but are not immediately paroled or otherwise 

released from incarceration, and are not selected to serve as 

cadre for the residential or and out-patient substance abuse 

treatment programs, shall be assigned to an available work 

position at a rate of pay equivalent to that held prior to 

assignment to the long-term intensive residential treatment 

program.  Continued participation in out-patient substance 

abuse programming shall also be encouraged. 

 

vii. Pre-Release and Reentry Programming.   
 

a. Inmates who are scheduled to participate in pre-release 

reentry programming will be released from their work 

assignment to do so. 

 

b. All inmates will be compensated for completion of each 

module at a rate of five dollars ($5.00) per module. 

 

viii. Program Completion Bonus.  Inmates who successfully complete 

any of the following programs shall be compensated in accordance 

with WDOC Form #527, Inmate Pay Scales Institutional 

Programming Assignments.  Completion bonuses shall be limited 

to one per inmate per type of program completed.  

 

a. Adult Basic Education.  Inmates who complete all basic 

education requirements, pass all GED/HiSET test sections, 

and receive their general equivalency diploma while 

incarcerated;   
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b. Long-Term Residential Treatment. Inmates who 

successfully complete all requirements for graduation from 

a WDOC long-term residential intensive treatment 

program;   

 

c. WDOC Provided Vocational Education/ Work Preparation. 

Inmates who successfully complete all requirements 

necessary to graduate from a WDOC provided vocational 

education/job preparation program and obtain the related 

college certificate or are subsequently assigned to work 

commensurate with that training while incarcerated for at 

least ninety (90) consecutive days following completion; 

and  

 

d. Pre-Release and Reentry. Inmates who successfully 

complete all requirements of the formal WDOC pre-release 

and reentry program prior to release from confinement and 

are issued a Completion Certificate by the WDOC Reentry 

Program Manager.  A completion bonus earned as the 

result of completing the pre-release and reentry program 

will only be delivered to the inmate upon release along with 

any mandatory savings amount incurred. 

 

e. Youthful Offender/Boot Camp Program.  Inmates who 

successfully complete all requirements for graduation from 

the WDOC Youthful offender/boot camp program shall be 

eligible for a program completion bonus.  A completion 

bonus earned as the result of completing the Youthful 

offender/boot camp program will only be delivered to the 

inmate upon initial release along with any mandatory 

savings amount incurred since incarceration.  

 

D. Institutional Work Assignments.  The following levels of institutional work 

assignments, approved in accordance with WDOC Policy and Procedure 

#5.003, Institutional Inmate Work and Programming, are eligible for 

compensation in accordance with WDOC Form #528, Inmate Pay Scales 

Institutional Work Assignments. 

 

1. Level I - Entry Level Work Assignment; 

 

2. Level II Work Assignment; 

 

3. Level III Semi-Skilled Work Assignment; 
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4. Level IV Skilled Work Assignment; and 

 

5. Level V Skilled Lead Worker/Trainer/Mentor.  

 

E. Inter-Agency Contract and Community Work Assignments.  . 

 

1. Compensation rates for inmates in inter-agency contract work assignments 

shall be as established by contract or in accordance with WDOC Form 

#528, Inmate Pay Scales Institutional Work Assignments.   

 

2. Compensation rates for inmates assigned to community service work 

assignments shall be in accordance with WDOC Form #528, Inmate Pay 

Scales Institutional Work Assignments. 

 

3. Inmates employed in the community by public or private organizations, 

other than WDOC or another state agency under inter-agency contract, in 

positions normally occupied by private citizens, shall be compensated at 

the prevailing wage rate of the position occupied.  Inmates receiving such 

compensation shall reimburse the jurisdiction for a reasonable share of its 

cost in maintaining them.  (ACA 4-4463) 

 

F. Correctional Industries. The controlling references for all inmate work 

assignments within WDOC correctional industries programs shall be WDOC 

Policy and Procedure #5.001, Correctional Industries Inmate Work and 

Compensation and WDOC Policy and Procedure #5.000, Prison Industries 

Enhancement Certification Program (PIECP).  Compensation for traditional 

prison industries will be in accordance with WDOC Form #512, Inmate Pay 

Scale WY Brand Industries.  Private industries on the institutional grounds 

employing inmates in positions normally filled by private citizens shall pay 

inmates the prevailing wage rate for the position occupied.  (ACA 4-4462) 

    

G. Inmate Payroll   
 

1. All WDOC inmate worker’s time will be recorded on the appropriate 

inmate pay form and will be verified by signature of the worker’s 

immediate supervisor and/or will be recorded directly into the WCIS 

tracking system.  Hours worked will be rounded upward to the nearest 

quarter (¼) hour increment. A record of hours worked will be documented 

and signed off on by the work supervisor, using an inmate time sheet, 

WCIS entry, or electronic time clock.  The inmate payroll form used for 

tracking time worked will be the same for all operations. Inappropriate 

adjusting or falsifying inmate payroll or time sheets shall be considered a 

disciplinary offense.  Time entry may be completed electronically into the 

designated information system.  Hours worked, job assignment, level and 

rate of pay will be entered into the WCIS system. 
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2. It is the supervisor’s responsibility to ensure that payroll information is 

correct, properly supported, signed/verified, and submitted in the proper 

time period. The appropriate supervisor must initial any changes to an 

inmate’s time sheet.  Failure to do so will result in payroll change not 

being processed. If an inmate leaves a position or is reassigned during a 

pay period, the supervisor shall complete the time sheet and submit it to 

the appropriate business office. 

 

3. The appropriate business office or accounting office will consolidate the 

various inmate payrolls on the established inmate payroll summary form 

by program and operation.  Information from the inmate payroll form will 

be the basis of all information for inmate payroll.  The supervisor should 

submit all pay increases, corrections, etc. with the payroll form at the time 

of payroll preparation.  Failure to submit the proper information will result 

in incorrect payroll processing 

 

4. The inmate pay period is a calendar month. Inmate payroll for all 

operations will be processed on a monthly basis.  Monthly inmate payroll 

will run from the first day of the month to the last day of the month.   

 

i. Payroll will be due at the accounting office by 12:00 p.m. on the 

second working day of the new month, unless otherwise specified 

in the facility standard operating procedure.  

 

ii. Receipt to the inmate account will be within ten (10) working days 

of the end of the pay period, with pay day normally occurring on 

the tenth (10
th

) day of the month following the end of the pay 

period. 

 

iii. The inmate shall receive a pay advice within five (5) business days 

following receipt to the inmate account. 

 

5. A copy of the inmate pay record will be given to the inmate and a copy 

will be maintained in the individual inmate pay file maintained in the 

business or accounting office master inmate pay/evaluation file. 

 

6. The warden shall designate a program manager to perform a review of 

inmate pay rates, time, etc. on a periodic basis to ensure compliance with 

inmate pay procedure, etc. 

 

7. General rules for inmate payroll: 
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i. Mistakes due to supervisor error or accounting office work will 

have a pay addendum submitted as soon as practical after the 

mistake is noted. 

 

ii. Corrections due to inmate error or lack of appropriate information 

will be processed on the next regular payroll. 

 

iii. Prepayment of inmate payroll will not be made. 

 

iv. The prison division administrator will have the final say on all 

inmate payroll issues other than those related to the modification of 

payroll rates listed under WDOC Form #527, Inmate Pay Scales 

Institutional Programming Assignments or WDOC Form #528, 

Inmate Pay Scales Institutional Work Assignments.  Payroll rates 

under WDOC Form #527, Inmate Pay Scales Institutional 

Programming Assignments or WDOC Form #528, Inmate Pay 

Scales Institutional Work Assignments will not be modified unless 

approved by the Director. 

 

8. Activities for which pay is authorized 

 

i. Productive work and programming.  Pay will be for hours worked 

and/or engaged in required programming and training.  The 

appropriate manager will determine daily work hours, etc. for pay 

purposes.  Pay will be for only hours actually worked and/or 

actually engaged in assigned programming and training.  

Participation in programming that is not a part of an inmate’s case 

plan, not designated as part of the core programming requirements, 

or not identified as approved for compensation under this policy 

will be considered voluntary and will not be compensated. 

 

ii. Additional hours worked.  Inmates may be required to work on a 

declared holiday, but will not be compensated for any amount 

above the regular pay rate.  Inmates may not earn overtime, 

compensatory time, holiday pay, time and a half pay, or other 

premium pay, including for extra hours worked.  

 

a. Inmates requested to work additional hours after the regular 

work day has ended or requested to work on days off in 

addition to their regular work week will be compensated at 

a rate equal to their regular rate of pay only.   

 

b. Payment in excess of the straight rate of pay will not be 

authorized, nor will extra time off in exchange for 

additional hours worked be authorized.  
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c. It is expected supervisors will request inmates to work 

extra hours only if additional inmate workers are not 

available, or work backlog/delivery time frame so requires 

product completion.   

 

d. If extra hours exceed twenty percent (20%) for more than 

two (2) pay periods, consideration must be given to 

creating an additional inmate position.  

 

e. Inmates will not normally be assigned to more than one full 

or part-time work assignment on a recurring basis, unless 

all other eligible inmates have been assigned to at least a 

four (4) hour work day. 

 

iii. Training.  Specified related trade or job training activities, which 

have the prior approval of the appropriate manager, may be 

credited as time worked. 

 

iv. Lay-Ins.  Whenever possible, non-required activities should be 

scheduled around the inmate’s work and programming schedule.  

Lay-ins or hold-ins, other than those required for participation in 

mandated programming, shall not be authorized for pay.   

 

v. Special performance bonus.  Regular and timely attendance and 

satisfactory participation in all scheduled work and programming 

is encouraged, along with involvement in activities benefitting the 

larger community. As an additional incentive, when budgets 

permit, inmates who participate in special meritorious projects 

designated by the warden, such as filling or placing sandbags to 

prevent flooding or providing community cleanup following a 

natural disaster, may be eligible for a special performance bonus in 

an amount not to exceed $10 per inmate upon completion of the 

project, with the amount to be determined by the warden based on 

budget and the nature and duration of the project. 

 

vi. Special meritorious award.  The C.E.O., upon approval of the 

Director, has the discretion to provide a monetary award not to 

exceed fifty dollars ($50) to an inmate for exceptional acts or 

behaviors that contribute significantly to the safe and orderly 

operation of the facility, that save the life of another person, or that 

result in a significant reduction in the cost of government.  

 

9. Pay increases/changes 
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i. Raises in pay steps at grade Level III or above will normally 

require at least 180 days of longevity in the previous pay step. 

 

ii. Pay promotions are not automatic.  Pay promotions must be earned 

through job performance evaluations, inmate job position duties, 

longevity in program, work output, and overall skill level.  Vacant 

positions at the higher skill level being promoted to must be 

available. 

 

iii. Pay promotions will occur only one (1) step or one (1) grade level 

at a time, based on documented reason(s) for change and upon the 

written approval by the appropriate C.E.O. or designee. 

 

iv. Promotions from one grade level to another will not result in the 

inmate receiving a pay demotion.  Inmates, when moving from one 

grade level to another, will move to the step level which is at least 

comparable to their previous pay level. 

 

v. Pay promotions will be suggested by the appropriate supervisor 

and will be in writing on the pay increase form for the appropriate 

C.E.O. or designee to approve. All pay increases and promotions 

should be completed in a timely manner. Retroactive pay will not 

normally be available for untimely submission of pay increase 

forms. 

 

vi. In order for a pay promotion to occur the supervisor and/or other 

reviewing authority will take into consideration the following: 

 

a. Inmate’s attendance; 

 

b. Inmate’s attitude; 

 

c. Inmate’s duties and previous skill level; 

 

d. Inmate’s work habits and performance ratings; 

 

e. Inmate’s longevity in program; 

 

f. Inmate’s improvement in assigned work area; 

 

g. Inmate’s movement to higher skill level; 

 

h. Program’s legislative operating budget for inmate payroll; 

 

i. Job opening at a higher skill level; 
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j. Length of time/employment since last pay promotion; and 

 

k. Education/training/programming credits off the job. 

 

 

V. TRAINING POINTS 

 

A. What is the purpose for inmate incentive pay? 

 

B. What programming assignments are eligible for compensation? 

 

C. What work assignments are eligible for compensation? 

 

D. Who is responsible for ensuring that inmate payroll information is correct, 

properly supported, signed/verified and submitted in the proper time period? 

 

E. How does pay promotion occur? 

 


