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l. PURPOSE

A Development of Academic and Vocational/Technical Programs. The
purpose of this policy and procedure is to establish guidelines to provide
educational and vocational/technical programs to inmates of the Wyoming
Department of Corrections (WDOC).

. PoLicy
A. General Policy. It is the policy of the WDOC to provide all inmates the

opportunity to achieve their academic and vocational/technical potential in an
effort to reduce recidivism.

B. Inmate Needs. Written policy provides for academic and vocational
education programs appropriate to the needs of the inmates. (ACA 2-CO-5B-
01)

C. Educational Programs for Inmate Benefit. It is the policy of the WDOC to
provide academic and vocational/technical programs which offer competency
based coursework designed to improve inmate life skills in a structured
environment.

1. Instructional activities are based on assessment information for individual
students to maximize student progress.

2. Adult Basic Education (ABE) programs will address essential knowledge
and skills appropriate for the WDOC inmate population, and will align
with state and federal guidelines and requirements.

3. Vocational/technical training will focus on essential job skills identified in
the Wyoming marketplace.

1. DEFINITIONS

A. Academic Education:  An approved, formal, organized program of
instruction designed to provide basic skills and learning opportunities related
to obtaining and demonstrating knowledge from literacy through post-
secondary, excluding vocational/technical courses.

B. Adult Basic Education (ABE): A formal, organized program of instruction
for students whose educational achievement corresponds to and falls within
grade levels one (1) through eight (8).
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C. Adult Secondary Education (ASE): A formal, organized program of
instruction for students whose educational achievement corresponds to and
falls within grade levels eight (8) through twelve (12).

D. Certified Staff: Personnel licensed by the Wyoming Professional Teaching
Standards Board (PTSB) or other accrediting body and employed by WDOC
for the purpose of delivering academic education programs.

E. College Diploma: An official document issued by a post-secondary
institution holding certification from a state’s commission on higher education
or similar such agency.

F. Correctional Education Programs Manager: The certified individual who
is the program manager for WDOC education services. The person in this
position oversees the planning, execution, management and administration of
academic and vocational/technical programs for inmates in WDOC facilities.
This position is supervised by the Prison Division Deputy Administrator.

G. Curriculum: A course of study designed to meet the academic or
vocational/technical skill needs of students.

H. Educational Records: Any group of records (paper or digital) under the
control of WDOC or its contractors pertaining to inmate education from
which information may be retrieved. The maintenance, access and distribution
of such records shall be in compliance with departmental, state and federal
guidelines.

. Education Manager: A certified individual at each WDOC facility
responsible for academic and vocational/technical programs in their facility.

J. Evaluation: The process involved in the assessment of academic and
vocational/technical programs, personnel involved in such programs, and the
student placement and progress in those programs.

K. 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
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ii. General Educational Development (GED). A group for four
subject tests which when passed at Wyoming standards, gives on
the equivalency of a Wyoming High School Diploma.

L. High School Diploma: An official document issued by a State Board of
Education accredited school that is recognized as a high school diploma of
that state.

M. Post-Secondary Level: A formal, organized program of educational
instruction for students whose educational achievement exceeds grade twelve
(secondary level) as verified by a high school diploma or HSEC certificate.

N. Prison Division: (For this policy only.) The division within WDOC
responsible for, among other things, the development, delivery and
implementation of academic and vocational/technical education and
educational library services in the department.

O. Vocational/Technical Education: A WDOC approved, formal organized
program of instruction designed to provide practical, mechanical, and/or
vocational/technical skills and learning concepts.

P. Wyoming Criminal Information System (WCIS): The electronic database
used to track inmate records.

PROCEDURE

A. General Guidelines

1. Access to Policy. Facility education managers shall maintain a copy of
this policy and any accompanying operational procedures specific to their
facility. This information shall be readily accessible to staff and offenders
upon request.

2. Development of Operational Procedures. WDOC facilities shall
develop and maintain operational procedures related to education at their
facility. The operational procedures shall include, but not be limited to:

I Development of certified and non-certified job descriptions;

ii. Program development/implementation plan;

iii. Procedures for student management;
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iv. Procedures for daily program operations;
V. Division and facility organizational chart, with explanation; and

Vi. Brief summary of academic and vocational/technical classes
offered in the facility.

3. Review of Operational Procedures. The operational procedures shall be
reviewed on an annual basis by the education manager, supervisor, and
Warden and shall be shared with the Correctional Education Programs
Manager.

4. Review of Policy. The Correctional Education Programs Manager and
facility education managers shall annually review this policy and submit
any modification to the Policy Manager.

5. Annual Goals and Objective Review. Each education manager shall
facilitate the review and update of their facility’s education program goals
and objectives on an annual basis.

i Each education manager shall document the outcomes of this
review in a written plan which outlines the prior year’s goals and
objectives and revising them for the upcoming calendar year.

ii. A goals and objectives update shall be submitted for review,
revision and approval by the Warden and shared with the
Correctional Education Programs Manager on or before February
15" of each year.

iii. The review and update process shall include at a minimum:

a. The effectiveness of the program in terms of process and
program goals and objectives; and

b. The establishment of goals for the upcoming year.
B. Management of Education Program
1. Role of Correctional Education Programs Manager

I The Correctional Education Programs Manager shall serve as the
supervisor for the WDOC’s education programs.
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Vi.

The Correctional Education Programs Manager shall hold a valid
teaching and Superintendent or Principal license.

The Correctional Education Programs Manager shall assess and
coordinate educational needs and opportunities as well as library
services for offenders in all WDOC facilities.

The Correctional Education Programs Manager shall ensure that all
program components and procedures meet American Correctional
Association (ACA) requirements and best practice standards.

a. Proper implementation is the responsibility of the facility
education staff.

The Correctional Education Programs Manager shall sign
applications and any other forms where signature of a school
official is indicated related to certification. The Correctional
Education Programs Manager shall forward any application and
accompanying documentation to the Wyoming Professional
Teaching Standards Board (PTSB) for processing.

The Correctional Education Programs Manager shall complete and
submit reports associated with securing and maintaining funds as
required.

2. Program Budget

The Correctional Education Programs Manager shall be
responsible for the education program grant expenditures for the
system-wide facility education programs.

Each facility education manager shall provide an educational
program budget delineating personnel, equipment, materials,
supplies and physical plant needs for their facility on an annual
basis. The budget shall be submitted to the Warden with copy to
the Correctional Education Programs Manager.

Education managers shall be responsible for expenditure of the
facility budget for education supplies and equipment.

3. Staff Meetings

Education manager meetings shall be facilitated as needed by the
Correctional Education Programs Manager. Education manager
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meetings shall be attended by all facility education managers.
Minutes of the meetings shall be maintained by the Correctional
Education Programs Manager.

ii. At a minimum, education managers shall facilitate monthly
meetings for facility education staff and guests if applicable.

a. Minutes of the facility education staff meetings shall be
maintained at the facility and shall be available for review.

b. A copy of the minutes and agenda shall be forwarded to the
Correctional Education Programs Manager and facility
administrative staff as part of the weekly report.

4. Education Personnel

i Facility staff shall ensure the Correctional Education Programs
Manager is informed of changes that have an impact on the
delivery of education services, including but not limited to, new-
hires, staff suspensions, terminations, transfers, resignations or
extended leave.

ii. Hiring of Personnel

a. Job Content Questionnaires (JCQs) shall reflect the
requirements and job duties appropriately.

b. Academic and vocational/technical personnel (i.e., certified
instructors) policies and practices shall be comparable to
those required by the local school districts and the PTSB.
(ACA 4-4473)  Certified instructors who are State
employees shall be subject to the State of Wyoming
Personnel Rules.

C. The Correctional Education Programs Manager may assist
facility education managers or personnel in the recruitment
of qualified academic and vocational/technical personnel
when needed.

d. Upon scheduling interviews for an education manager, the
Correctional Education Programs Manager should be
notified and may participate in the interview and selection
process.
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iii. License and Certification. All academic education personnel shall
be licensed by the Wyoming Department of Education or other
comparable authority. (ACA 4-4472).

a. Prior to the offer of employment, the facility shall obtain
documentation/credentials ensuring the candidate has:

1) A valid professional teaching license from the
Wyoming PTSB; or the ability to secure certificate
within six (6) months from date of employment; and

2 Verification of the highest post-secondary degree
earned (if any) germane to the anticipated duties.

b. The Correctional Education Programs Manager or facility
education manager shall review all documentation and
certifications annually to ensure compliance.

C. A copy of licenses or certificates shall be maintained in the
staff member’s personnel file.

d. The individual staff member shall be responsible for
ensuring all required licenses or certificates are maintained
and current.

ii. Training of Personnel

a. Education staff shall participate in all WDOC mandated
training.

b. Upon approval of the education manager and the Warden,
staff may be allowed to attend training that supports the
facility educational programs.

C. Professional development opportunities for education staff
shall be developed, endorsed and promoted.

(1) Each education manager shall annually facilitate the
development of a personal professional
development plan for certified and non-certified
education staff members.

2 Each facility shall allow certified educational staff
to participate in development and organization
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©)

(4)

()

(6)

(")

activities identified in the facility professional
development plan in order to maintain their teacher
certification.

Each education manager shall work with the
Correctional Education Programs Manager to
identify ~ professional ~ development  options
appropriate to maintain certification.

Each education manager shall recommend training
based upon identified professional development
needs and/or other facility-specific factors.

Development utilizing distance learning programs
shall be encouraged.

The Correctional Educational Programs Manager
must approve the use of grant funds for professional
development purposes.

All conference attendance requests shall be
submitted in accordance with WDOC’s fiscal
procedures.

Evaluation of Personnel

a. The Correctional Education Programs Manager shall
provide ongoing input into the performance of the facility
education program and staff.

b. All education staff shall be evaluated in accordance with
the guidelines of the State of Wyoming Personnel Rules.

C. Evaluation of personnel shall include direct observation of
staff in the performance of instructional delivery and/or
other assignments.

5. Student/Teacher Ratio

The education manager, facility safety staff, security manager and
Correctional Education Programs Manager shall determine the
number of students who can actively and safely participate in a
vocational/technical program.
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ii. In order to facilitate academic instruction and provide a safe,
secure learning environment, the academic class size average shall
be reviewed by the Security Manager/Education Manager to
determine maximum number of student per class.

6. Education Reports

I Education Managers shall review and approve the weekly report
for submittal. The report shall be distributed to the Correctional
Education Programs Manager and those approved by the facility
administration. Education reports shall include:

a. Issues such as budget, activities and staffing;

b. HSEC attainment and Career Readiness Certificate (CRC)
attainment;

C. Facility priorities and significant events; and

d. Instructor reports which include the number of hours of
direct instruction and explanations if the thirty (30) hours
were not met and any other relevant information or
concerns.

7. Maintenance of Student Records. WDOC will govern the maintenance

and handling of educational /vocational records and assure the students’
rights to privacy and confidentiality are kept in accordance with state and
federal law. (ACA 4-4479)

I Education files shall be standardized and maintained by the
facility.

ii. Student records shall include, at a minimum, the following:

a.

b.

Social and demographic data;

Program participation;

Performance (process and outcome) measures;
Testing and placement data;

Progress data;
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f. Offender academic gains, achievement and assessment
data; and
g. Verification of program completion.

iii. Offender education records shall be maintained in compliance with
standard records procedures. Such procedures will consider access,
storage, confidentiality, and (where applicable) promulgated rules
of external agencies required for compliance.

iv. Inmate education files will be archived in accordance with
retention schedules.

V. Facility education staff will forward copies of school transcripts,
diplomas, certificates, licenses or other WDOC earned credentials
to educational institutions and potential employers upon written
request and in accordance with WDOC Policy and Procedure
#1.009, Release of Information.

C. Programs

1. Coordination between Programs. Vocational training programs shall be
integrated with academic programs and shall be relevant to the vocational
needs of inmates and to employment opportunities in the community. For
reception and diagnostic centers, the standard only applies as follows:
(ACA 4-4467)

I To reception and diagnostic centers with an average offender
length of stay ninety (90) days or longer; and

ii. To reception and diagnostic centers with a cadre of offenders who
are expected to serve more than ninety (90) days of confinement
within the facility or for those sentenced offenders awaiting
transfer to another facility whose stay exceeds ninety (90) days.

iii. The following shall be done to ensure that the academic programs
are relevant to vocational needs of inmates and to employment
opportunities:

a. Facility education programs shall coordinate with
correctional industries and shall assist in identifying
appropriate apprenticeship or other certification programs
related to industries.
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b. Central Office program managers for education and
industries shall work together to identify potential
partnerships.

C. Local businesses, industries, and trade groups may be
consulted concerning employment programs and
opportunities. Business, industry, and community

resources shall be used in developing academic and/or
vocational education programs for selected inmates. (ACA
4-4469)

2. Comprehensive Education Program
I WDOC shall provide for a comprehensive education program,

available to all inmates who are eligible, that includes the
following: (ACA-4-4464-R)

a. educational philosophy and goals;
b. communication skills;

C. general education;

d. basic academic skills;

e. HSEC preparation;

f. special education;
g. vocational education;
h. postsecondary education; and

I other education programs as dictated by the needs of the
institutional population.

il. Education services include but are not limited to:
a. adult basic education;
b. adult secondary education (including HSEC testing);

C. technical/vocational education;
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d. prerelease programming;

e. specialized programs (e.g., special education and Title 1
Neglected and Delinquent); and

f. post-secondary education.

iii. Each education manager, in conjunction with the Correctional
Education Programs Manager, shall conduct an annual facility
educational needs assessment of inmates at his/her facility to
determine whether appropriate classes are being provided.

a. Education and vocational programs shall generally be
available to all inmates based on the time frames identified
in the Education Operations Manual.

iv. The facility orientation shall inform inmates of available academic
and/or vocational education programs and enrollment criteria.

a. An interpreter will be available to inmates who cannot
communicate in English or who are legally blind or deaf.

V. Education programs shall allow for flexible scheduling that permits
inmates to enter at any time and to proceed at their own learning
pace. (ACA 4-4476)

a. To the extent possible, education programs available for
eligible offenders shall be considered for open enrollment
and will be competency based.

b. All alternative schedules for staff providing academic
and/or vocational education programming shall be
approved in accordance with State of Wyoming Personnel
Rules.

Vi. Though WDOC does not offer high school diplomas, it does offer
an ABE Program which allows inmates to test for a HSEC
certificate. The ABE Program complies with standards recognized
by the Wyoming Community College Commission. (ACA 4-4470
Revised)

a. The ABE Program is available to inmates at no cost.
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Vii.

viil.

xi.

Limited English Proficiency classes shall be taught in the English
language.

Instructional strategies shall be determined by certified
institutional teacher based on the approval of the education
manager and the assessed learning style of the student.

The education program shall coordinate with other institutional
services to provide instruction in functional social skills. (ACA 4-
4478) Courses may be coordinated with leisure time activities,
religious programs, as well as a comprehensive social skills
development program.

Facility program participation shall be available to all eligible
students at a time when a majority of students can take advantage
of the programs. (ACA 4-4477)

Should more students indicate an interest in a particular program
than resources allow, a waiting list shall be maintained on WCIS.

a. Criteria for placement on the waiting list shall be
determined by the inmate’s earliest possible release date
based on the course requirements.

3. Education Equity and Opportunity

Program participation shall be available to eligible inmates based
on the following criteria and in compliance with Federal
regulations:

a. Availability of a particular education program and/or
corresponding requirements;

b. Compulsory ABE attendance for all inmates with no
verified HSEC or high school diploma unless exempted by
a multi-disciplinary team;

C. Assessed ability and needs of the inmate;
d. Inmate’s interest and prior educational experiences;
e. Level of confinement;

f. Case plan; and
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g. Release date.

All qualified inmates shall have equal access to education
programs regardless of race, disability, sex, age, color, national
origin or ancestry, creed, religion, marital or paternal status,
disabled veteran status or any legally protected class.

Offenders through age twenty-one (21) who are eligible for special
education services as determined by the eligibility requirements set
forth in P.L. 105-17 (1997) and Wyoming state statutes and
subsequent rules shall receive educational and related services as
determined by the student’s Individual Education Plan (IEP).

a. Per federal regulations, inmates with identified special
education needs and/or disabilities, as indicated by an IEP,
shall have priority in all educational placements.

b. Inmates with other physical, mental, emotional or learning
disabilities shall be provided appropriate accommodations
in education programs for which they are enrolled. (ACA
4-4475)

4. Educational Programs for Segregated Offenders

Inmates in protective custody and administrative segregation who
qualify may be provided the opportunity to participate in modified
educational programming.

Educational services provided to inmates in protective custody or
administrative segregation shall be documented.

Inmates in a segregation unit may be allowed to enroll in approved
correspondence courses based upon the safety and security of the
facility. The facility is not responsible for payment of these
courses.

Offenders who have been restricted or suspended from an
educational program shall be allowed to re-enroll following
approval by the facility education manager.

a. Re-enrollment decisions shall be documented in the
education file.
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D.

5.

Post-Secondary Education Programs

Vi.

Vii.

WDOC may contract with Wyoming post-secondary providers for
the following:

a. Post-secondary vocational/technical services or certificate
programs; and

b. On-site  post-secondary Wyoming Associate and/or
Bachelor degree programs.

Inmates shall obtain prior written permission from the facility
education manager to participate in any correspondence academic
post-secondary Wyoming certification, Associate or Bachelor
degree program.

a. Inmates are responsible for all expenses related to obtaining
a Wyoming Associate or Bachelor degree obtained through
correspondence.

b. All incoming academic materials from the post-secondary

institution must be routed through the Education Office for
authorization as approved property.

Financial aid may be available for on-site post-secondary programs
through the Inmate Assist Funds or grant programs.

An inmate enrolled in on-site post-secondary degree programs
shall be responsible for meeting all admission criteria.

Inmates transferred to another facility while participating in an
approved post-secondary program may complete the semester by
correspondence or other method with provider approval.

The inmate will follow the post-secondary attendance requirements
of the course.

The post-secondary institution shall determine what credits transfer
from other educational programs and how credits apply to the
degree program.

Instruction
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1. Screening, Placement, Assessment, and Evaluation. WDOC will
provide for a system of academic and vocational counseling as well as

initial screening, assessment, and evaluation to determine each inmate’s
educational needs. (ACA 4-4474)

i Inmates shall receive educational advisement, screening,
placement and assessment to ensure appropriate level of placement
and instructional activities.

a. Certified staff will interpret the tests for screening and
assessment of inmates and develop the educational case
plan.

ii. Inmate assessment shall include standardized pre- and post-
achievement tests approved by the State of Wyoming.

a. The Test of Adult Basic Education (TABE) shall be the
primary instrument used for this purpose. TABE forms
approved by the Wyoming Community College
Commission’s (WCCC) ABE program will be used to
determine grade level, class placement and advancement in
grade level. Other assessment instruments may be utilized
to meet specialized needs.

b. Additional TABE testing may be required per the
Education Operations Manual.

iii. To qualify for the HSEC examination, an offender shall take an
official practice test (OPT).

a. Inmates must obtain a pre-determined score on the OPT
based on best practice standards set forth in the Education
Operations Manual.

b. Documentation of all OPTs and scores must be provided to
the HSEC examiner forty-eight (48) hours prior to
scheduled testing.

C. The HSEC examiner is responsible for documenting the
scores in the appropriate database provided by the WCCC’s
HSEC Office.

d. HSEC testing may be offered in multiple formats.



WYOMING

DEPARTMENT OF #5.100
CORRECTIONS

Policy and Procedure Page 18 of 21

Academic and Vocational
Technical Programs

Inmates must maintain or increase their TABE scores to participate
in the final HSEC test.

An |EP shall be developed according to the Special Education
Operations Manual and followed by all staff for special need
students.

a. The IEP shall comply with applicable state and federal laws
and regulations.

2. Student Program of Instruction

Programs shall be based upon statewide standards and supported
by appropriate materials, technology, classroom space, and staffing
patterns to meet the needs of the inmates and the mission of the
facility.

All WDOC education instructors are scheduled and expected to
provide thirty (30) hours per week of direct instruction to students.

a. If the hours are not met the facility education manager shall
document in the weekly report.

The facility education manager shall ensure all academic and
vocational/technical programs meet federal and state occupation,
health and safety standards.

a. The facility education manager shall ensure regular
inspections of facility academic and vocational/technical
facilities are conducted.

b. Any observed or reported health or safety concerns shall be
addressed through the facility.

3. Academic and Vocational/Technical Curricula

The facility education manager shall facilitate the development or
purchase of competency-based curriculum supported by
appropriate materials and classroom materials. (ACA 4-4466)

a. The curriculum should be in compliance with State of
Wyoming standards, laws and regulation and should be
approved by the Correctional Education Programs
Manager.
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b. To the degree possible, the curricula shall be consistent
throughout the education programs.

A facility education manager may propose addition, modification
or deletion of a vocational/technical program by coordinating and
discussing with the Correctional Education Programs Manager and
Warden.

Vocational/technical programs shall meet criteria for careers that
will provide a livable wage and employ offenders.

The Correctional Education Programs Manager shall coordinate
with the Correctional Industries Advisory Board (CIAB) for input
for WDOC technical/vocational programs.

WDOC vocational/technical curriculum guides shall be reviewed
and revised on a biennial basis. Collaboration with outside
agencies and other community educational institutions shall be
considered in the development and revision of curriculum guides.

4. Vocational/Technical Participation

The entry requirements for the vocational/technical student shall
include a standard high school diploma or HSEC certificate. The
facility education manager may waive the high school
diploma/HSEC certificate requirement for special cases.

Completion of vocational/technical competencies and exit
examinations may result in certification.

a. The specific college may have additional requirements that
must be met.
b. Courses requiring external licensing/certification may have

an hourly attendance requirement in addition to the
competencies and exit examination.

C. Inmates must comply with the requirements of any program
with external accreditation standards or regulations in
addition to Departmental requirements.
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iii. Students with the earliest possible release date may have priority in
assignments if there is a waiting list for vocational/technical
programs.

5. Technology, Facilities, Materials and Services

i Academic and vocational/technical classrooms shall provide a safe
environment conducive to learning.

ii. Adequate facilities, technology, materials and services shall be
provided to complement the education program and reflect current
education best practices.

iii. Space shall be available for facility education administrative
workspace and maintenance and storage of educational supplies
and records.

E. Educational Achievement Recognition. WDOC shall provide incentives for
educational and/or vocational participation and formal recognition of specific
accomplishments. (ACA 4-4480 Revised) Offenders who successfully
complete educational programs will be formally recognized and awarded a
certificate of completion.

1. Facilities shall determine the programs included in formal recognition and
ceremonies.
2. Facilities may authorize incentives for program completion.

F. Program Audits. The WDOC will provide a system whereby the academic
and vocational training programs are assessed against stated objectives by
qualified individuals, professional groups, and trade associations. This
assessment shall be completed at least every three (3) years. (ACA 4-4471)

1. All adult correctional education programs shall be audited at least annually
by the Correctional Education Programs Manager or designee. The audits
shall be based on best practice as established by state and federal
guidelines.

I The Correctional Education Programs Manager shall facilitate
these audits and shall review the results of any audits at least
annually or on an as needed basis.

ii. Facility education managers shall provide appropriate corrective
action statements.
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2. College programs provided at WDOC facilities shall meet all standards
established by the college. Colleges are required to establish professional
evaluations of their programs every three (3) years.

3. Wyoming Department of Education staff shall audit the Neglected and
Delinquent Programs offered in WDOC every three (3) years. Federal and
state standards shall be used.

4. Education program audits may be conducted to meet additional external
requirements.

V. TRAINING POINTS

A. Which education staff is required to be licensed by the Wyoming Professional
Teaching Standards Board?

B. What is the weekly hourly requirement for all education programs?

C. How often will the education managers provide reports to Central Office
staff?



