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POLICY: 
 
Interventions are utilized to accommodate case planning needs to provide appropriately 
targeted services for offenders to ensure a consistent and uniform process is followed.   
 
PROCEDURE: 
 
1. The List of Designated Coordinators for Internal Groups (156G) contains the names of 

staff and the internal group(s) they oversee. 
 
2. Referrals to internal groups are made by entering the appropriate Intervention 

information into ICON based on the offender’s need.  If a new intervention needs to be 
added in ICON, please complete and submit the Request for Additional ICON Offender 
Intervention form (156H). 

 
A. To place an offender in a specific up-coming group, enter appropriate Start Date 

and select the Class.  Otherwise, leave the Start Date blank and select the 
waiting list Class which best suits the offender’s schedule (i.e. Morning 7am-
11:30am; Afternoon Noon-4:30pm; Evening 5pm-8pm). 

 
B. Eligible Date is the date the offender is available to start.  This defaults to the 

current date, but may be changed to a future date if placing offender on waiting 
list. 

 
3. The Coordinator arranges for new group to begin based on the waiting list generated 

from ICON.  When it is determined a new group will start, the Coordinator contacts 
appropriately trained staff’s supervisor for approval of staff time to facilitate group. 
Facilitators are informed of the secretary assigned to provide support to their group. 

 
4. Just before notifying all staff that a group will begin, the Coordinator’s secretary sets up 

the class in ICON maintenance (i.e. 2/24/09 Tue 10:00am-Noon).  The Coordinator’s 
notification to staff includes the following: 

 
A. Date group will begin, scheduled time and location; 

 
B. Facilitators names; 

 
C. Deadline for referrals; 
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PROCEDURE:  (continued) 
 

D. If a pre-group interview is involved and timeframe in which those are conducted; 
 

E. Criteria offender must meet to be accepted into group; 
 
F. List of current offenders on the waiting list; 

 
G. How to refer an offender to this specific group (see Procedure # 1). 

 
5. All facilitator correspondence to offenders is merged from ICON by the secretary 

assigned to support the group. 
 
6. When a pre-group interview is required, offenders are contacted by designated staff to 

set up date, time and location. In the event an offender cannot be reached by 
telephone, a letter is mailed to the offender (156A).   

 
7. When appropriate the group secretary mails confirmation/reminder letters (156B/156D) 

to each offender and forward a copy to their supervising staff.  
 
8. During the time between the deadline and the day the group begins, if the supervising 

staff chooses to place an offender back on the waiting list or terminate the referral, they 
do so by contacting the designated facilitator. 

 
9. One (1) day prior to the first scheduled group the secretary prepares the roster (156F) 

and forwards to the facilitator.  Rosters will be destroyed three (3) months after 
completion of data entry. 

 
10. Any referrals after the deadline are to be made by directly contacting the Coordinator 

who approves/rejects the referral.  The Coordinator notifies the group secretary of any 
approvals and secretary completes ICON data entry.  

 
11. After each group, the facilitator returns the roster to the group secretary for data entry 

of attendance and group notes.  If any offenders have terminated/completed group, the 
facilitator indicates the closure reason on the roster.  If closure reason is unknown to 
the facilitator, the group secretary follows up with the supervising staff to obtain this 
information.  

 
12. The group secretary completes ICON data entry including notice of absences, and 

generate new roster within next working day of receipt of roster. 
 
13. Supervising staff are notified of an offender’s absence. Absences are entered in 

accordance with group guidelines. If an offender absconds, is revoked or otherwise 
terminates from supervision, the supervising staff shall immediately notify the facilitator. 

 
14. The facilitator notifies the group secretary one week prior to the last class so that 

certificates of completion (156E) may be printed and forwarded along with the last 
roster. 
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PROCEDURE:  (continued) 
 
 
15. When all data entry for the final group is completed, the group secretary inactivates this 

specific Class in ICON. 
 
 
 
 
 
       BY ORDER OF: 
 
 
 
             
       Gerald R. Hinzman, Director 
 


