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GRANT APPLICATION SUMMARY SHEET

Grant Name: Community Correction Services FY26-28 RFPG# 32952-13007

STATE TRIAL COURTSDepartment:

TENNESSEE DEPARTMENT OF CORRECTIONS

A Grant to the Davidson County Community Corrections Program to provide community-

based supervision and treatment services as an alternative felony supervision program to 

divert felony offenders from the Tennessee prison system.

Grantor:

Pass-Through Grantor 

(If applicable):

Program Description:

Total Applied For

Metro Cash Match: $0.00

Department Contact: Kati Guenther

880-3664

Plan for continuation of services upon grant expiration:

We would seek other grants and funding to maintain the program.

Status: CONTINUATION

$8,923,000.00

____________________________________

 Director of Finance                        Date

____________________________________

Metropolitan Attorney                    Date

APPROVED AS TO AVAILABILITY 

OF FUNDS:

APPROVED AS TO FORM AND 

LEGALITY:

APPROVED AS TO RISK AND 

INSURANCE:

____________________________________

Director of Risk Management        Date      

Services

6023

____________________________________
Metropolitan Mayor                               Date
(This application is contingent upon approval of the
application by the Metropolitan Council.)

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049

4/14/2025 | 11:27 AM CDT

4/14/2025 | 1:05 PM PDT

4/14/2025 | 4:05 PM CDT

4/14/2025 | 2:42 PM PDT
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 Pre-Application Application Award Acceptance Contract Amendment
Dept. No. Phone Fax

028 880-3664

Other:
07/01/25
06/30/28 04/14/25

N/A

$0.00  Other:

 Fund  Business Unit

0.00
$2,043,367.00

*Indirect Costs allowed? % Allow. $300,000.00 in budget

Budget 
Year

Metro 
Fiscal 
Year

Federal 
Grantor State Grantor Local Match 

Cash
Local Match 

In-Kind
Total Grant 
Each Year

Ind. Cost 
Neg. from 
Grantor

Yr 1 FY26 $2,790,400.00 $2,790,400.00 $100,000.00
Yr 2 FY27 $3,025,000.00 $3,025,000.00 $100,000.00
Yr 3 FY 28 $3,107,600.00 $3,107,600.00 $100,000.00
Yr 4 FY__
Yr 5 FY__

$0.00 $8,923,000.00 $0.00 $0.00 $8,923,000.00 $300,000.00

Contract#:

Contact: juanita.paulsen@nashville.gov
vaughn.wilson@nashville.gov

Rev. 5/13/13
6023

$0.00

$8,923,000.00
Total $0.00

(or) Date Denied:
Date Awarded:

$2,043,367.00

$8,923,000.00 Total Award:
Pass-Thru:

 Proposed Source of Match:

 Grant Period To:
If yes, list below. Funding Type:  Multi-Department Grant

(applications only) Application Deadline:

Community Correction Services FY26-28 RFPG# 32952-13007
664

 Grantor:

Department

Part One

Contact
Kati Guenther

Reason:
Tot. Awarded:

Grants Tracking Form

 Grant Period From:

 Grant Name:

(applications only) Anticipated Application Date:

 Award Type:

 Project Description: Applic. Submitted Electronically?
A Grant to the Davidson County Community Corrections Program to provide community-based supervision and treatment services as an alternative felony 
supervision program to divert felony offenders from the Tennessee prison system.

 Is Council approval required? CFDA #

Outside Consultant Project:

 Metro In-Kind Match:
$0.00

$692,725.00

(Indicate Match Amount & Source for Remaining Grant Years in Budget Below)

 Metro Cash Match:

Reason:(or) Date Withdrawn:

or

 Plan for continuation of service after expiration of grant/Budgetary Impact:

 For this Metro FY, how much of the required local Metro cash match:
 Is already in department budget?

 How is Match Determined?

 Metro Category:
 Status:

$0.00

 Other:
 Actual number of positions added:

3.36%

 Departmental Indirect Cost Rate

Other Grantor Match Source 
(Fund, BU)

 Draw down allowable?
 Metro or Community-based Partners:

Grant Budget

*(If "No", please attach documentation from the  grantor that indirect costs are not allowable.  See Instructions)
Ind. Cost Requested from Grantor:

Indirect Cost 
to Metro

 Number of FTEs the grant will fund:
22.90%

22.00

Indirect Cost of Grant to Metro:

$711,640.40

Part Two

$639,001.60

We would seek other grants and funding to maintain the program.

 Is not budgeted?

 Explanation for "Other" means of determining match:
 Fixed Amount of $ % of Grant

Yes No

GCP Received 4/11/25

GCP Approved 4/11/25
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RESOLUTION NO. ______________ 
 

A resolution approving an application for a Community Correction Services 
grant from the Tennessee Department of Corrections to the Metropolitan 
Government, acting by and through the State Trial Courts, to provide 
alternative supervision and treatment options to divert felony offenders from 
the Tennessee prison system.  

 
WHEREAS, the Tennessee Department of Corrections is accepting applications for a 
Community Correction Services grant, with an award of $8,923,000 with no cash match 
required; and,  
 
WHEREAS, the Metropolitan Government is eligible to participate in this grant program; and,  
 
WHEREAS, it is to the benefit of the citizens of The Metropolitan Government of Nashville and 
Davidson County that this grant application be approved and submitted. 
 
NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE METROPOLITAN 
GOVERNMENT OF NASHVILLE AND DAVIDSON COUNTY: 
 
Section 1. That the Metropolitan Government, acting by and through the State Trial Courts, 
application for a Community Correction Services grant, with an award of $8,923,000, a copy of 
which is attached hereto and incorporated herein, is hereby approved, and the State Trial 
Courts are authorized to submit said application to the Tennessee Department of Corrections. 
 
Section 2. That this resolution shall take effect from and after its adoption, the welfare of 
The Metropolitan Government of Nashville and Davidson County requiring it. 
 
APPROVED AS TO AVAILABILITY   INTRODUCED BY: 
OF FUNDS:    
 
 
_____________________________           _____________________________ 
Jenneen Reed, Director 
Department of Finance            _____________________________  
      
               _____________________________ 
APPROVED AS TO FORM AND   Member(s) of Council  
LEGALITY: 
 
 
_____________________________  
Assistant Metropolitan Attorney 
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Administrative Policies Policy #   100.00 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By:  
Page 1 of 124 

Subject:  Statement of Mission  

 
 
I.  APPLICABLE STANDARDS:   AP1.10; AP1.11; AP1.14; AP1.15; AP1.18; 

S4.01 
 

II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To define the DCCCP mission. 
 
IV.  POLICY: The Davidson County Community Corrections Program (DCCCP) 

mission is to divert felony offenders from the Tennessee prison system by 
providing intensive community-based supervision and treatment services 
necessary to reduce criminal  behavior and create a safer community. 

 
V.  DEFINITIONS:   None    
 
VI.  PROCEDURES:  
 

1)  The DCCCP will supervise offenders sentenced by the criminal courts in 
Davidson County, and will strive to successfully complete a minimum of sixty 
percent of these offenders.  

  
 2)  Case Officers will implement the order of the sentencing courts in a safe  
 and humane manner. 
 

3)  Case officers will adhere to any special conditions set forth in the court order. 
 

4)  DCCCP will use resources appropriate to the offender in the most efficient and 
effective way. 

 
5)  DCCCP will provide opportunities and incentives for criminal behavior- 
change in order to reduce recidivism. 

 
6)  DCCCP will employ professional staff who will be responsible for the 
operation of the agency and its provision of services. The Grantee board and the 
Program Manager or designee will assume the responsibility.  

 
7)  DCCCP will provide accountability to the judicial system. 
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8) DCCCP will strive to successfully complete a minimum of 60% of Community 
Corrections offenders 

 
 

Effective Date:  October 1, 2016 Policy #   100.00  
Subject:   Statement of Mission  Page 2 of 124 

  
9)  DCCCP will carry out its mission by adhering to TCA 40-36-101, as 
stated: 
 
a)  Maintain safe and cost-efficient community correctional programs, 
which also involve close supervision of offenders; 

 
 

b)  Promote accountability of offenders to their local community by 
requiring direct financial restitution to victims of crimes and community 
service restitution to local governments and community agencies; 

 
c)  Fill gaps in the local correctional system through the development of a 
range of sanctions and services available for the judge at sentencing; 

 
d)  Reduce the number of non-violent felony offenders committed to 
correctional institutions and jails by punishing these offenders in non-
custodial options as provided in this chapter; 

 
e)  Provide opportunities for offenders demonstrating special needs to 
receive services which enhance their ability to provide for their families 
and become contributing members of their community; 

 
f)  Encourage the involvement of local officials and leading citizens in 
their local correctional system; and 

 
g)  Promote the development of community correction programs which are 
tailored to the specific needs of each participating county, and which are 
creative and innovative, within this state. 
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Administrative Policies Policy #   100.01 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 3 of 124 

Subject:  Chain of Command  

 
 
I.         APPLICABLE STANDARDS:  AP1.01 
 
II.        APPLICATION:     To all DCCCP staff. 
 
III.       PURPOSE:     To define the chain of command and organizational structure. 
 
IV.       POLICY:  The Program will have an organizational chart, which reflects the  

 structure of authority, responsibility and accountability within the  program. 
 
V.         DEFINITIONS:   None    
 
VI.        PROCEDURES:  
 
 1)  The Program Manager will develop the organizational chart. 
  
 2)  The chart will be reviewed annually and updated if needed. 
 

 3)  The chart contains all staff positions. 
 
 
VII. EXPIRATION DATE:  September 30, 2025 
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Administrative Policies Policy #  100.02 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 4 of 124 

Subject:  Employee Handbook  

 
I.  APPLICABLE STANDARD:  AP2.02 
 
II.  APPLICATION:     To all DCCCP staff.   
 
III.  PURPOSE:     To provide guidelines for DCCCP Employee Handbook. 
 
IV.  POLICY:  The agency has a manual consisting of policies and procedures which 

govern personnel issues in accordance with all applicable laws and DCCCP. 
 
V.  DEFINITIONS:    None 
 
VI.  PROCEDURES:  
 

1)  The DCCCP will abide by the Employee Handbook (including Rules of the 
Civil Service, Payroll/Personnel Modification and Policies for Non-Civil 
Service employees.) 

 
2)  All staff members will sign a form signifying that they have read the 

employee handbook and agree to abide by its conditions. 
 

3)  The employee handbook will be revised as needed. 
 
 
VII. EXPIRATION DATE:  September 30, 2025 
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Administrative Policies Policy #  100.03 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 5 of 124 

Subject:  Policies & Procedures Manual  

 
I.          APPLICABLE STANDARD:   AP1.04, AP1.05 & AP1.06; AP2.08 
 
II.         APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE: To establish a standardized system for the compilation, 

dissemination and maintenance of an operating manual for policies and 
procedures. 

 
IV.  POLICY:  The agency has approved a policy and procedure manual to govern 

program operations which will be made available to all staff, Advisory Board 
members, and volunteers. 

 
V.         DEFINITIONS:    None 
 
VI.        PROCEDURES:  
 

1) Program Manager and designated staff members will develop written policies 
that will govern the operations of DCCCP. 

 
2)   Program Manager and designated staff members will review policies annually  
       and make amendments when needed.  
 
3) All changes to the DCCCP Policy and Procedure Manual shall be submitted to 

TDOC for written approval prior to implementation. 
 
4) All policies will be presented to the Advisory Board for approval. 

 
5) Advisory Board will approve policies by majority vote. 

 
6) Chairperson will sign approved policies. 

 
7) All DCCCP staff, interns, and volunteers will be given a copy of the policy 

and procedure manual to read within the first week of employment. 
 

8) Program Manager or designee will meet with the employee/intern/volunteer to 
inquire if there are questions. 
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Effective Date: October 1, 2016 Policy # 100.03 Page 6 of 124 
Subject : Dissemination of Policies   

 
 

9) Employee/intern/volunteer will sign the policy form stating they have 
received and read all DCCCP policies. 
 

10) A copy of this form will be maintained in their personnel file. A current, 
complete, and confidential personnel record will be maintained for each 
employee.  

 
11)  All staff/interns/volunteers, and where appropriate, offenders will be 

informed of any policy amendments by receiving a copy of the approved 
amendment prior to implementation. 

 
12)  Staff/interns/volunteers will update policy form by signature that they have 

received changes.  
 
 
VII. EXPIRATION DATE:  September 30, 2025  
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Administrative Policies Policy #  100.04 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 7 of 124 

Subject:  Personnel Training  

 
I.  APPLICABLE STANDARDS:  AP4.01, AP4.02, AP4.03, AP4.04 
 
II.  APPLICATION:     To all DCCCP staff. 

 
III.  PURPOSE:  To describe the minimum requirements for training community 

corrections employees. 
 
IV.  POLICY:  The agency requires that all employees will receive adequate training 

to perform basic duties required for the position. Professional staff members who 
provide direct services are required to meet state certification and/or licensure 
conditions.  

 
a) All new full-time case officers will complete 40 hours of pre-service training.  

This training will be provided by the State within the 6 months of a new case 
officer’s employment. 

 
b) All full-time professional employees will receive a minimum of 40 hours in-

service training annually.  This includes ten hours of TDOC core training.  
 

c) All part-time and hourly employees will receive a minimum of 20 hours 
training annually. 

  
V.  DEFINITIONS:    Grievance: Occurs when an employee claims that he/she/they 

have been adversely affected by a violation, misinterpretation, misapplication, or 
non-application of a specific law, ordinance, resolution, executive order, written 
policy, or departmental rule.  

 
VI.  PROCEDURES: 
 

1)  All new employees will be required to read the DCCCP policies and 
procedure manual within the first week of employment. 

 
2)  All new employees will read the DCCCP Employee Handbook within the first 

week of employment. 
 

3)  All new employees will follow the Metro Human Resources Department 
requirements to be placed on payroll.  All employees consistently working 20 
hours a week will be eligible to enroll in benefits with Metro.  
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4)  All new staff, volunteers, and interns will be administered a criminal record 

check prior to appointment at DCCCP. 
 

Effective Date:  October 1, 2016 Policy #   100.04 Page 8 of 124  
Subject:  Personnel Training   

 
 

5)  All new employees will receive 40 hours of in-house orientation and training 
prior to job assignment, which will include an overview of Title VI, Code of 
Ethics, DNA collection procedures, Affirmative Action, Drug Free 
Workplace, Emergency Operation Plans, and an overview of the Prison Rape 
Elimination Act (PREA) requirements.  All new part-time employees working 
less than 35 hours per week will receive orientation training appropriate to 
their assignment.  All clerical and support staff will complete orientation and 
training appropriate to their assignment. (16 hours for full time; 8 hours for 
part time employees). After completion of orientation, the employee will sign 
and date a statement that orientation training has been received.   
 

6)  All new case officers will be required to attend the 40 hours of pre-service 
training by TDOC within their first six months of employment.  The Program 
Manager or designee will inform employee of dates and location.   

 
7)  All new employees will be excused from optional in-service training, beyond 

their orientation, during their first 12 months of employment. 
 

8)  All employees will be required to attend 40 hours of in-service training after 
their first year of employment.  The Program Manager will make available 
various training/conferences to attend. 

 
9)  Clinical staff will be required to document a minimum of 40 hours per year 

continuing education, which may be fulfilled by seminars, workshops, credit 
courses, etc. 

 
10)  Any training received will be job-related and given by training professionals.   
 
11) Training on the following will be approved by the Program Manager for staff 

directly responsible for offender supervision and/or programming/treatment: 
Validated Risk Needs Assessment (VRNA); O*NET Interest Profiler; Texas 
Christian University Drug Screen (TCUD); or other identified assessment 
tools.   

 
12) All orientation and offender assessment training will be completed prior to 

new staff being assigned to cases or allowed to work without direct 
supervision. This affects all full or part-time staff, and volunteers.  
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13)  The Program Manager, Training Coordinator, or designee will keep a record 
of all training in the employees’ personnel file. This file should contain 
documentation of forty hours of orientation and ongoing annual training hours  

Effective Date:  October 1, 2016 Policy #   100.04 Page 9 of 124  
Subject:  Personnel Training   

 for clerical and support staff, manager, officers and volunteers. The record 
 is updated annually.   
 
14) All staff will be trained on and adhere to TDOC procedures regarding access 

and use of the TOMIS/COMET/COMET offender management/tracking 
system.  Program employees shall be aware of and ensure the necessity of 
system security.  All agencies will utilize the TOMIS/COMET/COMET 
system as mandated by TDOC.  

15) The following are courses required for all employees per state law and Metro 
ordinances. Employees are required to complete retraining every four years on 
the following:  Sexual Harassment Prevention; Drug-Free Workplace Policy; 
Diversity and Inclusion; Domestic Violence in the Workplace Policy, and 
Defensive Driving (this includes mandatory re-training every three years).  

 
Employee Grievance Procedure: 
 Employees and management should recognize that grievances can be helpful to an 
organization to call matters to the attention of officials when action is needed.  If a 
grievance procedure is used properly, it can assist in establishing a harmonious and 
cooperative working relationship between employees of DCCCP and Metropolitan 
Government. The grievance procedure is used to give every employee who has a 
grievance the opportunity to express themselves and to allow officials to take prompt 
action where needed.  
 
1. Non-Grievable Matters  

While the grievance procedure can be beneficial to an organization, there are 
boundaries that must be set concerning issues that are not grievable. The list below 
outlines subject areas which are considered non-grievable. Complaints concerning 
these areas must not be filed as grievances by employees nor may they be accepted 
as grievances by supervisors.  If accepted, it can be ruled as non-grievable later, by 
the Appointing Authority. Management should attempt to resolve these types of 
complaints through routine procedures.  
  

a) Job requirements that were established prior to appointment. This includes 
Court requirements, Department Policy and Procedures, Grantor expectations, 
grant budget requirements and limitations.  

b) Changes or request for changes in the approved pay plan or approved benefits. 
c) The merits of any uniformly applied personnel practice, policy or procedure 

established by laws, ordinance, or departmental rule. 
d) Reductions in the work force. 
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e) Management rights to schedule and organize work, to make work 
assignments, and to prescribe methods and procedures by which work is 
performed, monitored, and evaluated unless otherwise provided in these rules.   

f) Complaints alleging discrimination or other violations of applicable EEO laws 
must be filed as discrimination complaints and will be processed in 
accordance with the EEO Complaint Procedure. This Procedure can be found 
in the Metropolitan Government of Nashville Employee Handbook.  
 

In the event of a disagreement as to whether a complaint is grievable within the 
scope of this procedure, the employee may, by simple request, ask the appointing 
authority to make the determination.  
 

2. Grievance Procedure 
 Stage I:  The first stage of any grievance consists of the employee’s written 
presentation of his complaint to their immediate supervisor. The supervisor will 
document the grievance and have the employee sign a simple statement that they are 
submitting a grievance.  The employee may take their complaint at Stage 1 to the 
next supervisor in the chain of command when the complaint concerns some action 
of the supervisor which the employee feels they are not able to discuss with the 
supervisor. The supervisor will take the appropriate action to resolve the grievance 
or to deny the grievance.   If the complaint is grievable and cannot be resolved with 
the supervisor, the employee may proceed to Stage II. 
 
In the event of a disagreement as to whether a complaint is grievable within the 
scope of this procedure, the employee may, by simple request, ask the appointing 
authority to make the determination.  
 

  Stage II:  The employee must write a letter to the Appointing Authority stating 
their complaint and requesting they proceed to Stage II.  The letter must be received by 
the Appointing Authority within ten (10) calendar days of receiving the supervisor’s 
decision.  The Appointing Authority will attempt to resolve the grievance and will send a 
letter to the employee within 45 days.  
 
3. Final Decision and Orders: 

A grievance may be settled at any time during the grievance procedure.  A final 
decision or order in a grievance review shall be in writing and stated in the record.  
Parties shall be notified in writing either personally or by mail of any decision or 
order.  The Appointing Authority will make the final decision on the resolution of 
the grievance.  
 

4.  Termination: 
An employee who has been terminated from employment which is grant funded will 
be given whatever vacation pay specified by the terms of the grant.  All other 
employees will be given whatever vacation pay the have accumulated at the time of 
termination. However, if the reason for termination is especially egregious, the 
terminated employee may not be given any additional pay after the date of the 
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termination. The adjustment in compensation at termination will be at the discretion 
of the appointing authority. The appointing authority will make this determination.  
Terminated employees should conduct themselves in a manner as to not cause 
disruption of work and incidents of unrest amongst staff.  Terminated employees 
should turn in all keys, identification, and any equipment or items assigned to them.  
Failure to do so could result in a payroll deduction or prosecution.  
 
 

Conference and Training Request Procedures: 
 

1) All conference and training requests must be submitted to your supervisor 
within a timely manner. 

 
2) Travel arrangements are to be made by the Administrative Services Officer in 

order to ensure best prices for billing purposes. Any variance to this procedure 
needs to be approved and communicated to the Administrative Services 
Officer and Program Manager. 

 
3) An employee required to travel for DCCCP will be reimbursed for approved 

expenses incurred such as mileage, hotel, parking, meals, etc. after travel has 
been completed.  Employees can receive a travel advance, if necessary, with 
the approval of a program manager and the proper documentation. The 
appropriate Travel Expense Report form (with valid, signed receipts attached) 
should be approved by the employee’s immediate supervisor and forwarded to 
the Administrative Services Officer by noon the Monday following the week 
in which the expense occurred.  

 
4) Travel expenses incurred as part of the job shall be reimbursed at a specified 

rate per mile for automobile travel and the full amount if public transportation 
is used. Local Mileage Reimbursement forms should be submitted no less than 
once per month. 

 
Off-Site Travel Request Procedures: 

 
Hourly/Part-Time Employees: 

 
1) Part-time or hourly employees are not eligible for training reimbursement 

unless approved by a program manager. 
Effective Date:  October 1, 2016 Policy #   100.04 Page 10 of 124  
Subject:  Personnel Training   

 
2) An hourly employee approved to attend work-related conferences, 

workshops, etc., requiring an overnight stay will be compensated for 
working eight (8) hours for each day of the conference.  
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3) If attendance at a conference including travel time is more than six (6) 
hours, an hourly employee will be compensated for a full day of eight (8) 
hours. If attendance and travel time is six (6) hours or less, the employee 
will be compensated for actual time and is expected to return to work in 
order to receive eight (8) hours of compensation.  

 
4) Attendance at conferences, etc., should not promote comp-time. An hourly 

employee’s schedule should be adjusted to accommodate a forty (40) hour 
work week, if at all possible. 

 
5) If the training event requires weekend hours, the hourly employee’s 

schedule should be adjusted to accommodate a forty (40) hour work week, if 
at all possible 

 
6) An employee must forward a copy of a course/seminar certificate to the 

Administrative Services Officer so his/her training hours can be recorded. 
The employee should make sure his/her name, the date of the training, and 
the number of training hours is recorded on the certificate. If a certificate is 
not issued, the employee should forward the conference agenda/outline 
noting the same information. 

 
Salaried/Full-Time Employees 

 
1) A full-time salaried employee approved to attend conferences, workshops, 

etc., requiring an overnight stay will be compensated for working eight (8) 
hours for each full day of the conference.  

 
2) If attendance at a conference including travel time is more than six (6) 

hours, a salaried employee will be compensated for a full day of eight (8) 
hours. If attendance and travel time is six (6) hours or less, the employee 
will be compensated for actual time and is expected to return to work in 
order to receive eight (8) hours of compensation. 

 
3) If travel requires weekend hours, a salaried employee is still required to 

work their regularly scheduled days. The employee can either earn comp 
time for weekend hours accrued or use “flex hours” to zero out the weekend 
hours. Either choice must have prior approval of their supervisor. 

 
Effective Date:  October 1, 2016 Policy #   100.04 Page 11 of 124  
Subject:  Personnel Training   

4) If travel requires holiday hours, a salaried employee may bank the holiday 
as comp-time to use at a later date with supervisor’s approval. 

5) An employee should forward a copy of a course/seminar certificate to the 
Administrative Services Officer so his/her training hours can be recorded. 
The employee should make sure his/her name, the date of the training, and 
the number of training hours is recorded on the certificate. If a certificate is 
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not issued, the employee should forward the conference agenda/outline 
noting the same information. 

Out-of-State Travel Procedures: 
1) Out of state workshops, conferences, and training that are directly work-

related are permissible, based on the availability of funds and the approval of 
the Program Manager. 

Conference and Training Guidelines 
• Use the program issued car when available.  If a program issued car is not 

available, carpool with other staff when possible.   
• Drive carefully, responsibly, and follow all applicable laws.   
• Turn in your mileage form to your supervisor for approval when you return. 
• Please attend all conference sanctioned events.   
• Please be fiscally responsible.   
• Room charges: If you order movies, you are responsible to pay for them.  Please 

make sure the front desk notes this on your itemized bill. You are also responsible 
for personal phone call charges. 

• Please turn in all signed and valid receipts to your supervisor or the 
Administrative Services Officer.  Unauthorized expenses deemed to be excessive 
will not be reimbursed. 

• If you use a government issued credit card, please turn all receipts in to the 
Administrative Services Officer in a timely manner. 

• Social expenses are your responsibility.  
• Bring conference literature, handouts, etc. back to work. Provide copies to your 

supervisor.  
• Turn in any certificates/proof of session attendance to the Administrative Services 

Officer so you get proper credit for training hours. 
• Represent the Agency in a positive and professional light. 
• Try to make new contacts. You may meet someone you can call later if you have 

a question or need some outside input.  Take a supply of business cards with you. 
• Share relevant information from the conference with other staff members.  

Conduct a mini-training session when appropriate. You may be asked to provide a 
written summary of the conferences. 

 
 
VII. EXPIRATION DATE:   September 30, 2025 
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Administrative Policies Policy #   100.05 

and Procedures Effective Date:   October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 12 of 124 

Subject:   Education, Professional Experience, and Job Function Requirements 

 
I.  APPLICABLE STANDARD:   AP2.03, AP2.04 & AP 2.06 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:  To define required educational degrees and professional experience 

for the staff of DCCCP. To describe job functions and corresponding minimal 
requirements. 

 
IV.  POLICY:   All employees of DCCCP will have the minimum education and/or 

experience as outlined for each position.  The DCCCP will also have applicable 
job descriptions for each position that includes job responsibilities. 

  
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 

 
1. Program Manager – Description of Duties 

 
• Oversees a program or serves as an assistant in a major program.  
• May design a program to address the needs of individuals and/or groups.  
• Determines methods of operation and/or resources needed for the program.  
• Monitors and makes adjustments to the program as needed.  
• Establishes, implements, and modifies policies and procedures within established 

guidelines.  
• May prepare and administer the budget for the program.  
• May administer any grant monies received.  
• Plans, implements, and evaluates services provided in the program.  
• May write or assist with writing grant proposals.  
• May assist with or participate in budget planning. 
• Keeps accurate records.  
• Writes letters and/or statistical/analytical reports.  
• Attends and/or chairs meetings and workshops as needed.  
• May supervise employees.  
• Assigns and reviews work.  
• Evaluates and reviews employee performance.  
• Interprets rules, policies and procedures for staff members.  
• Approves leave requests.  
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Effective Date:  October 1, 2016 Policy #   100.05 Page 13 of 124  
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• Counsels with and corrects employees as needed.  
• Trains employees as needed. 

   
 Minimum educational qualifications: 
 

Master's Degree from an accredited college or university and two (2) years of 
supervisory and/or administrative experience.  
OR 
Bachelor's Degree from an accredited college or university and four (4) years of 
supervisory and/or administrative experience.  

 
2. Asst. Program Manager; Asst. Program Coordinator – Description of Duties 

 
• Promotional candidates must be a Case Officer II or higher and must possess 

a minimum of 5 years’ experience in community corrections.   
• Assists the Program Manager with overseeing a program. 
• Explains goals, objectives and methods of operation to employees. 
• Monitors employees' progress toward meeting goals. 
• May be training for a higher level of program supervision. 
• Supervises the employees working directly with clients. 
• Assigns and reviews work.  
• Evaluates performance of the employees directly under his/her supervision. 
• Interprets rules, policies and procedures for staff members. 
• Approves leave requests. 
• Counsels and corrects employees as needed.  
• Trains employees as needed. 
• Participates in providing program services to clients.  
• Performs the more complex duties involved in providing services. 
• Assists staff with difficult cases or problems. 
• Serves as backup for staff members. 
• Conducts interviews and/or conferences with clients and/or their families as 

needed. 
• Explains rules, policies and procedures to clients, their families, and the public as 

needed.  
• Performs related administrative duties. 
• Keeps accurate records.  
• Writes narrative and statistical reports.  
• Attends meetings and workshops as needed. 
• May assist with writing grant proposals.  
• Provides information used in the budget process. 
• Conducts file inspections. 
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Effective Date:  October 1, 2016 Policy #   100.05 Page 14 of 124  
Subject:  Education, Professional Experience, and Job Function Requirements   

 
• Final approval on warrants and all other court documents. 
• Remain on call after work hours for problems that arise. 
• Take calls from staff calling in late or absent and delegate their job duties 

accordingly. 
• Keep up with staff’s time and attendance. 
• Check and sign off on staff’s monthly time sheets. 
• Check and sign off on all paperwork that leaves the office. 
• Complete any task the Program Manager assigns. 

 
 Minimum educational qualifications: 
 

Bachelor's Degree in Criminal Justice or behavioral science field from an 
accredited college or university and at least one year of criminal justice, law 
enforcement, or counseling case management experience preferred. 

 
3. Case Officer I – Description of Duties 

 
• Cover assigned courts as needed. 
• Maintain case files and records for assigned offenders. 
• Report all violations of court ordered requirements in a timely and consistent 

manner to the Judicial System. 
• Assign community service restitution placement and develop victim restitution 

payments. 
• Evaluate offenders’ progress and identify problems. 
• Other assigned duty as directed. 

 
Minimum educational qualifications: 

 
Bachelor's Degree in Criminal Justice or behavioral science field from an 
accredited college or university and at least one year of criminal justice, law 
enforcement, or counseling case management experience preferred. 

 
4. Surveillance Officer – Description of Duties 

 
• Execute Court Ordered directives as requested. 
• Transport Offenders 
• Maintain correct addresses and phone numbers of all offenders. 
• Conduct home visits, curfew calls, and job checks on offenders. 
• Monitor and ensure compliance of offender’s curfew as required. 
• Complete various daily reports. 
• Report all violations of court ordered requirements in a timely manner. 
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Effective Date:  October 1, 2016 Policy #   100.05 Page 15 of 124  
Subject:  Education, Professional Experience, and Job Function Requirements   

 
• Perform drug screens in the office and in the field. 
• Testify in Court. 
• Monitor community service participants as needed. 
• Cross Training in other areas. 
• Other assigned duty as directed. 

 
Minimum educational qualifications: 

 
High School Diploma or Bachelor's Degree in Criminal Justice or behavioral 
science field from an accredited college or university and at least one year of 
criminal justice, law enforcement, or counseling case management experience 
preferred. 
 

5. Case Officer II – Description of Duties 
 

• This is a promotional position from Case Officer I. 
• Cover assigned courts as needed. 
• Provide support in training of new employees. 
• Maintain case files and records for assigned offenders. 
• Report all violations of court ordered requirements in a timely and consistent  

manner to the Judicial System. 
• Assign community service restitution placement and develop victim restitution 

payments. 
• Evaluate offenders’ progress and identify problems. 
• Other assigned duty as directed. 

 
Minimum educational qualifications: 

 
Bachelor's Degree in Criminal Justice or behavioral science field from an 
accredited college or university and at least one year of criminal justice, law 
enforcement, or counseling case management experience preferred. 

 
6. Case Officer III – Description of Duties 

 
• This is a promotional position from Case Officer I or II. 
• Cover assigned courts as needed. 
• May include Intake/TOMIS/COMET duties. 
• Provide support in training of new employees. 
• Provide support to Case officers and other staff members. 
• Act as training coordinator for new employees. 
• Run arrest checks for case officers 
• Maintaining case files and records for assigned offenders. 
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• Reporting all violations of court order requirements in a timely and consistent  
Effective Date:  October 1, 2016 Policy #   100.05 Page 16 of 124 
Subject:  Education, Professional Experience, and Job Function Requirements   

 
• Assign community service restitution placement and develop victim restitution 

payments. 
• Evaluating offender progress and identifying problems. 
• Other assigned duty as directed. 

 
Minimum educational qualifications: 

 
Bachelor's Degree in Criminal Justice or behavioral science field from an 
accredited college or university and at least one year of criminal justice, law 
enforcement, or counseling case management experience preferred. 

 
7. Office Assistant – Description of Duties 

 
• Greet all visitors to the department. 
• Enter OCA numbers into database. 
• Compile monthly stats. 
• Coordinate offenders’ community service work within the office. 
• Maintain supply room. 
• Answer phone and direct office traffic. 
•    Maintain front office area and lobby. 
•    Answer inquiries from the public both in person and over the telephone. 
•    Sorting, filing, typing, and data entry. 
•    Calculation of fees. 
•    Preparation of Statistical Reports.  
•    Other assigned duty as directed. 

  
Minimum educational qualification: 
 
High School Diploma is required. Clerical experience preferred, including 
knowledge of Microsoft Suite. 

   
8. Court Services Center Program Coordinator – Description of Duties 

 
 The Court Services Center Program Coordinator will devote 100% effort to the 
 day-to-day operations of the Court Services Center (CSC) of the Davidson 
 County Community Corrections Program (DCCCP). CSC Program Coordinator 
 will be under the direct supervision of the Program Manager of DCCCP. 
 

• Supervise and evaluate the CSC treatment staff. 
• Assign and monitor the work of the CSC treatment staff. 
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  Effective Date:  October 1, 2016 Policy #   100.05 Page 17 of 124 
Subject:  Education, Professional Experience, and Job Function Requirements   

 
• Develop, monitor and evaluate the counseling programs of the CSC. 
• Develop and submit reports on the progress and effectiveness of the CSC. 
• Prepare and maintain the needed standard forms and reports for the monthly 

function of the CSC. 
• Serve as a liaison between DCCCP and treatment community. 
• Perform other related duties as required. 
• Actively attend staff meetings, in-service training, conferences, and community 

functions as designated and/or required. 
 

 Minimum educational qualifications: 
 

• Graduate of an accredited college or university with a Master’s degree in 
Criminal Justice, Social/Behavioral Science or counseling.   

• Two years in administration or supervision.  
• Knowledge of administration, personnel, supervision and evaluation of 

effective program functions.   
• Knowledge of chemical addiction and treatment.   
• Knowledge of treatment resources and experience with treatment 

community.  
• Licensed Alcohol and Drug Abuse Counselors (LADAC) or National 

Alcohol and Drug Certified Counselors (NADC) preferred.  
 

9. Program Specialist – Description of Duties 
 

• Perform assessment utilizing but not limited to addiction severity index (ASI) LS, 
and CMI upon certification. 

• May attend/testify/cover courts. 
• Participating in the development and promotion of the program.  
• Assist in the development and design of program objectives and content. 
• Research and recommends alternative methods of program management to 

identify possible alternative approaches or evaluate current techniques.  
• May review instructional materials, methods, and media for possible use in 

programs. 
• May participate in the dissemination of program information through designing 

pamphlets, attending conferences, seminars, meetings, etc., in order to promote, 
publicize and gain support for the program(s). 

• Participates in the delivery, evaluation and analysis of programs and services. 
• Performs analysis of data to identify aspects of successful program operations. 
• May prepare analytical and interpretative reports for management. 
• May consult with field experts to ascertain program related information.  
• Keeps abreast of current developments and trends.  
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• Performs specialized services. 
• May coordinate community resources. 
• May recommend placement of clients in specialized programs as needed. 
• Performs general administrative duties. 
• Keeps accurate records. 
• Writes narrative and statistical reports and letters. 
• Other assigned duty as directed. 

 
Minimum educational qualifications: 
 
Bachelor's Degree in Criminal Justice or behavioral science field from an 
accredited college or university and at least one year of criminal justice, law 
enforcement, or counseling case management experience preferred. 
 

10. Program Specialist/CSC Clinical Counselor – Description of Duties 
 
 This employee will be under the direct supervision of the Court Services Center 
 Program Coordinator.  He/she will devote 100 % effort to the implementation of 
 offender assessment, counseling, and program development. 

 
• Participates in the development and promotion of the program.  
• Assist in the development and design of program objectives and content. 
• Research and recommends alternative methods of program management to 

identify possible alternative approaches or evaluate current techniques.  
• May review instructional materials, methods, and media for possible use in 

programs. 
• May participate in the dissemination of program information through designing 

pamphlets, attending conferences, seminars, meetings, etc., in order to promote, 
publicize and gain support for the program(s). 

• Participates in the delivery, evaluation and analysis of programs and services. 
• Performs analysis of data to identify aspects of successful program operations. 
• May prepare analytical and interpretative reports for management. 
• May consult with field experts to ascertain program related information.  
• Keeps abreast of current developments and trends.  
• Performs specialized services. 
• May coordinate community resources. 
• May recommend placement of clients in specialized programs as needed. 
• Performs general administrative duties. 
• Keeps accurate records. 
• Writes narrative and statistical reports and letters. 
• Performs other assigned duties as directed. 
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 Minimum educational qualifications: 

 
• Bachelor’s Degree or any combination of education and experience in 

program management or development that would prepare the incumbent to 
perform the duties of the position at the appropriate level.  

• Employee must be a licensed Alcohol and Drug Abuse Counselor 
(LADAC) with five years of counseling experience.  

• Employee should demonstrate an ability to communicate effectively both 
orally and in writing.  

• Experience with Twelve Step treatment modality would be beneficial.  
• No evidence of substance abuse for a minimum of two (2) years preferred. 
• Employee must exhibit personal integrity, maturity, judgment, and 

emotional stability suitable to the job.   
 

11. Program Specialist/Co-Occurring Disorder Counselor – Description of 
Duties 

 
• Perform assessment utilizing but not limited to addiction severity index (ASI) 

VRNA upon certification. 
• May attend/testify/cover courts. 
• Participating in the development and promotion of the program.  
• Assist in the development and design of program objectives and content. 
• Research and recommends alternative methods of program management to 

identify possible alternative approaches or evaluate current techniques.  
• May review instructional materials, methods, and media for possible use in 

programs. 
• May participate in the dissemination of program information through designing 

pamphlets, attending conferences, seminars, meetings, etc., in order to promote, 
publicize and gain support for the program(s). 

• Participates in the delivery, evaluation and analysis of programs and services. 
• Performs analysis of data to identify aspects of successful program operations. 
• May prepare analytical and interpretative reports for management. 
• May consult with field experts to ascertain program related information.  
• Keeps abreast of current developments and trends.  
• Performs specialized services. 
• May coordinate community resources. 
• May recommend placement of clients in specialized programs as needed. 
• Performs general administrative duties. 
• Keeps accurate records. 
• Writes narrative and statistical reports and letters. 
• Other assigned duty as directed. 
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Minimum educational qualifications: 
Applicant must have a Bachelor Degree in counseling (masters preferred) with two 
years’ experience in mental health counseling. 

 
12.  Assistant Program Manager/ Assistant Supervision Coordinator – 

Description of Duties 
  

• Monitors and recommends adjustments to the Program Manager as needed. 
• Recommends methods of operation and/or resources needed for the program to 

Program Manager. 
• Enforces, implements, and requests modification to policies and procedures 

within established guidelines. 
• Develops and maintains communication/coordination with the Tennessee 

Department of Correction in relation to all program functions. 
• Serves as liaison with courts, District Attorney, Defense Attorneys, and other 

alternative sentencing programs (probation, pretrial sentence). 
• Develops and submits reports on the progress and effectiveness of the program to 

Program Manager. 
• Negotiates contracts for services needed in providing appropriate treatment of 

offenders. 
• Oversees and attends all Community Corrections Advisory Board (CCAB) 

meetings to provide and update information on the program. 
• Request supply orders. 
• Assist in writing and submitting the grant proposal for annual funding to the 

TDOC and CCAB. 
• Keeps accurate records. 
• Attends and/or chairs meetings and workshops as needed. 
• Supervises employees. 
• Assigns and reviews work. 
• Evaluates and reviews employee performance. 
• Interprets rules, policies and procedures for staff members. 
• Approves leave requests. 
• Counsels and corrects employees as needed. 
• Trains employees as needed. 
• Reviews and compiles monthly stats. 
• Conducts file inspections. 
• Reviews warrants and all other court documents as needed. 
• Run arrest checks for case officers as needed. 
• Run arrest records on new intakes. 
• Complete intake packet. 

APPENDIX

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049Docusign Envelope ID: B29F3C88-969E-4F97-825E-EAD2CF946D5E



• Assign new intakes to case officers. 
Effective Date:  October 1, 2016 Policy #   100.05 Page 21 of 124 
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• Maintain intake log. 
• Remain on call after work hours for problems that arise. 
• Take calls from staff calling in late or absent and delegate their job duties 

accordingly. 
• Keep up with staff’s time and attendance. 
• Check and sign off on staff’s monthly time sheets. 
• Monitor Drug Court staff as needed. 
• Check and sign off on all paperwork that leaves the office. 
• Maintain relationships with all other Community Corrections agencies. 
• Complete paperwork on out of county transfers in and out of the program. 
• Complete any task the Program Manager assigns. 
• Serve as substitute for the DCCCP Program Manager if designated. 

 
Minimum educational qualifications: 
 

• Graduated from accredited college or university with a Bachelor’s Degree in 
Criminal Justice, Social or Behavioral Science.   

• Four years of experience in Criminal Justice or supervision.   
• Knowledge of Tennessee Criminal Justice system, personnel management, 

and ability to administer effective program functions. 
 

VIII. EXPIRATION DATE:   September 30, 2025     
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Subject:   New Employee Criminal Record Check Requirements  

 
I.  APPLICABLE STANDARD: AP2.09 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     Criminal record checks on new employees. 
 
IV.  POLICY:     All new employees will have a criminal records check through 

NCIC, state and local records. 
 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  Once an applicant for a full-time, part-time or volunteer position has been 
approved, a criminal records check will be conducted prior to employment or 
appointment. 

 
2)  The record check will be done through NCIC, state and local records and will 

be obtained by authorized staff of the Davidson County Community 
Corrections Program. 

 
3)  Results of the records check will be communicated to the DCCCP Program 

Manager in writing. 
 

4)  Results of the records check will be kept on file with the personnel records. 
 
 
VII. EXPIRATION DATE:  September 30, 2025 
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Subject:   Monitoring of Program Operations  

 
 
I.  APPLICABLE STANDARDS:   AP 1.07, AP 1.08 & AP 1.09, AP1.19, S5.05 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide a system for continuous review and monitoring of 

program operations. 
 
IV.  POLICY:   The agency will have a system to review and monitor program 

operations on a scheduled basis.  The following areas will be reviewed:  program 
policy and procedures, employee evaluations, program goals and objectives, 
annual reports and monthly program reports. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 
 

1)  Policy and Procedures - Program Manager will review the Policy and 
Procedure Manual annually.  All amendments will be presented to the 
Advisory Board for approval. 

 
2)  Employee Evaluations - Program Manager will use the Metropolitan 

Government evaluation form on all evaluations.  All new employees will be 
evaluated after their first six months of employment.  After the employee’s 
first year, another evaluation will be performed.  Employee will initial 
agreement and explain disagreements on the evaluation form.  Copies will be 
filed in the DCCCP personnel file and the employee will obtain a copy.  After 
the first year of employment, evaluations will be performed annually.   

 
3)  Program Goals and Objectives - Program goals and objectives will be 

reviewed by Program Manager yearly.  If changes are made, they will then be 
presented to the Advisory Board for approval.  After approval, they will be 
submitted to Tennessee Department of Corrections and become part of the 
contract between TDOC and DCCCP. 
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4)  Annual Report - Program Manager will develop and write an annual report on 

Program’s progress and compliance with the TDOC contract.  The report will 
be submitted to the Advisory Board, the Mayor of Davidson County, the State 
Director of Community Corrections and the Tennessee Department of 
Correction Central Office within sixty (60) calendar days after the end of the 
fiscal year or by August 31st of each fiscal year. This report will include 
statistical data, activities, and financial data.  

 
5)  Monthly program forms:  a) Intake Form, b) Termination Form, c) Program 

Form, d) Transfer Form, and e) Individual Monthly Offender Form.  The Case 
Officers will submit these forms on their caseloads by the 5th working day of 
each month to the Program Manager or designee.  The Program Manager will 
review all forms, compile all relevant information and submit it to the 
Tennessee Department of Correction Central Office by the 15th of each month.  
A copy will be obtained in the offender file.  The Program Manager will also 
maintain a copy on file with monthly statistics. 
 

6)  Staff Safety- the Program Manager or designee will ensure the facility meets 
all local fire and safety codes and maintains updated documentation of same.  
Any emergency/evacuation plans shall be posted and updated annually and 
known by all staff. The facility will have quarterly safety drills which shall be 
documented.   

 
7)  All incidents occurring within the agency concerning the safety and security 

of the facility, community, staff and/or offenders, or which may result in 
media attention shall be reported to the State Director of Community 
Corrections within 30 minutes of becoming aware of the occurrence.  The 
information shall also be forwarded to the Central Communication Center. 

 
VII. EXPIRATION DATE:   September 30, 2025 
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Subject:   Staff Meetings  

 
I.  APPLICABLE STANDARDS:   None 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE: To provide guidelines for effective in-house communication between 

staff. 
 
IV.  POLICY: To promote efficient operation, open channels of communication must 

exist between all persons within the agency.  There will be regular staff meetings 
to enhance the communication process. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  Staff meetings will be held monthly or at the request of the Program Manager. 
 

2)  Appropriate topics of discussion will be programmatic and administrative 
issues. 

 
3)  The Office Assistant will take minutes of all meetings and will distribute 

copies to all staff. 
 

4)  Staff will initial that they have read and are aware of announcements and 
topics discussed in the meeting. 

 
5)  Copies of all staff meeting minutes will be kept on file in the DCCCP office. 

 
6)  All staff is required to attend meetings unless excused by Program Manager or 

designee. 
 
 
VII. EXPIRATION DATE:  September 30, 2025 
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Subject:   Annual, Sick, and Compensatory Time  

 
I.  APPLICABLE STANDARDS:   AP2.05 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide guidelines in accruing and taking compensatory time. 
 
IV.  POLICY:     DCCCP employees may accrue compensatory time. 
 
V.  DEFINITIONS: 

 
 Compensatory Time - The amount of time an employee works over the required 
 40 hours per week. 
 
VI.  PROCEDURES: 
 

1)  After working the required amount of time for the employee’s work status, 
he/she may request comp-time. 

 
2)  Employee must work more than 45 minutes overtime to accrue comp time. 

 
3)  Employee must receive permission from the Program Manager, by use of the 

comp-time form, prior to accruing comp-time. 
 

4)  Employee will keep an individual comp-log that shows a continuous running 
balance of time accrued and taken. 

 
5)  This form must be turned in to Program Manager at the end of each month for 

signature. 
 

6)  Employees cannot accrue more than 35 hours comp-time at any given time. 
 

7)  In order to take comp time, employee must submit the comp-time Request 
form which will be approved or denied by Program Manager. 

 
8)  Employees with the status of non-exempt will receive time and a half, and 

administrative positions (exempt status) will receive regular time. 
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9)  Whenever employment is terminated, either by resignation or termination, all 
unused comp-time is lost.  

 
10) Employees of DCCCP will not be paid for overtime, employees may     

accumulate compensatory time for any overtime worked. 
 

11) All annual, sick, and compensatory leaved must be taken during the fiscal 
year that the leave was accrued.  TDOC will not be responsible for any 
carryover leave.   

 
12) TDOC agrees that vacation, sick, and compensatory time can be rolled over 

from one fiscal year to the next as long as there is enough money in the budget 
to cover the costs. Metropolitan Government of Nashville and Davidson 
County stipulates that any amount over 600 hours of vacation has to be taken 
or will be lost at the close of the fiscal year. Vacation time will be paid upon 
termination.  

 
13) Longevity can be paid to employees with five years or more of service with 

Davidson County Community Corrections as long as there is money in the 
grant budget to cover the costs.  
 

 
 
VII. EXPIRATION DATE:    September 30, 2025 
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Subject:  Bonus Policy  

 
I.   APPLICABLE STANDARDS: None 

   
II.  APPLICATION:     To all DCCCP staff. 
 
III. PURPOSE: To recognize and reward employees based on and within the 
 guidelines of Metro Human Resources, for exceptional contributions to this 
 Department.  
 
IV.     POLICY:  In accordance with the Metro Civil Service Policy, a monetary bonus  

may be paid in a lump sum.  A letter of explanation must be placed in each 
employee’s file that receives a bonus. The following are suggested criteria for 
monetary bonus nomination:  

 
1. The performance of the employee goes above and beyond required job 

responsibilities. 
 

2. The employee contributes an idea that significantly improves the 
productivity in the department. 

 
3. The employee contributes an idea that achieves measurable financial 

improvements in the department. 
 

4. The employee acquires additional job responsibilities due to the temporary 
absence of another employee for a lengthy period of time.    

 
IV. DEFINITIONS:  None 

 
V. PROCEDURES:  
 

1. The employee’s direct supervisor submits documentation to nominate an 
employee for a bonus. The Program Manager gives final approval or 
denial of the bonus request for the employee.  
 

2. If the Program Manager has approved the request, the documentation is 
 given to the Department Human Resources Coordinator for processing.  A 
 copy will be sent to Central Human Resources and a copy will be placed 
 in the employee’s personnel file. 
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3. If the request is denied, the form will be accompanied by an explanation of 
 denial in that employee’s personnel file. 

 
 
VII.  EXPIRATION DATE:   September 30, 2025. 
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Subject:   Fiscal Responsibility  

 
 
I.  APPLICABLE STANDARDS: AP 1.09; AP5.00 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide guidelines in maintaining financial reports. 
 
IV.  POLICY:     The Program will operate under an annually written budget of 

anticipated revenues and expenditures to maintain the authorized budget in 
compliance with County and State requirements.  In order to accurately monitor 
the budget, monthly reconciliations by the use of State forms are performed. 

 
V.  DEFINITIONS: 

 
 State Expenditure Request Forms - Forms provided by Tennessee Department of 
 Corrections for reimbursement of grant expenditures. 
 
VI.  PROCEDURES: 
 

1)  The Administrative Services Officer will keep a monthly file on all invoices 
for program expenses. 

 
2)  By the 5th working day of each month, the invoices will be given to the 

Program Manager. 
 

3)  The Program Manager will fill out the State Expenditure Request forms 
requesting reimbursement for only what is on an invoice/DCS expenditure 
form has been received.   

 
4)  The Program Manager and the Administrator of the Trial Courts, or designee, 

will sign the State Expenditure Request Forms. 
 

5)  The original forms will be sent to TDOC, Community Services by the 15th of 
each month.  A copy will be kept in the DCCCP office. 
 

6)  The Program Manager will examine and be aware of the balance of the budget 
monthly.  A final grant disbursement reconciliation report shall be submitted  
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     within sixty days of the end of the grant contract.  If total disbursements should     
exceed the amounts permitted by the grant contract, the difference shall be 
refunded to the State.    No reimbursable expenditures and revenue collections are 
to be carried forward to the next fiscal year or grant cycle.   

 
 

7)  Any revisions of the budget will be approved as required by TDOC. 
 

8)  An annual independent fiscal audit will be conducted.  The audit’s results will 
be sent to the State no later than nine (9) months after the close of the fiscal 
year. 
 

9)   The Program Manager will prepare and distribute to its governing authority 
and all appropriate agencies the following: income and expenditure 
statements; funding source financial reports, and independent audit reports.  
 

 
10) The DCCCP adheres to the fiscal policies of both the TDOC and Metropolitan 

Government, which include, but are not limited to, the following: 
 

a) Insurance coverage – including property and general liability insurance. 
b) Internal controls, petty cash, bonding, signature controls on checks, 

offender funds, receipting, and employee expense reimbursements. 
c) Purchasing and requisitioning supplies and equipment for property 

inventory control. An Inventory Control Report (ICR) will be updated 
annually with a signed and complete copy provided to the State Director 
of Community Corrections. 

d) All funds will be audited independently following standard accounting 
procedures and that an annual financial status report is available as a 
public document.  

 
 
VII. EXPIRATION DATE:   September 30, 2025. 
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Subject:   Use of Force  

 
I.  APPLICABLE STANDARDS:  S5.04, S5.05, S5.06 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To set forth conditions governing the use of force by the DCCCP 

personnel. 
 
IV.  POLICY:   When justified, and only to the degree necessary, DCCCP staff may 

use physical force to defend him/herself or a third party or to prevent property 
damage in accordance with appropriate statutory authority. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  Only a minimum level of physical force will be used and only to the degree 
necessary. Staff will not attempt to physically detain or restrain offenders.  
Physical force will only be in instances of justifiable self-defense, protection 
of others, prevention of property damage, and in accordance with appropriate 
statutory authority with only the minimum force necessary being employed. 
All personnel are prohibited from carrying weapons during performance of 
duty. Any personnel proven to be in violation will be subject to disciplinary 
action up to and including termination.  

 
2)  Law enforcement will be called as soon as possible. 

 
3)  Any injuries will be reported to Program Manager promptly after the incident. 

 
4)  All incidents of Use of Force by DCCCP staff shall be recorded in an incident 

report as soon as is practical.  Said report shall be placed in the offender’s case 
file and reported to the Director of Community Corrections and to Tennessee 
Department of Correction Central Communications Center within 24 hours of 
occurring. 

 
VII. EXPIRATION DATE:   September 30, 2025. 
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Subject:   Citizens Complaints  

 
 
I.  APPLICABLE STANDARDS:  None 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide guidelines for citizen complaints. 
 
IV.  POLICY:     In order to maintain credibility with the public, the DCCCP will 

promptly investigate and respond to complaints registered by citizens of Davidson 
County regarding the program. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1) The Program Manager will be made aware of the complaint and offer a face-
to-face contact with individual registering the complaint within 5 working 
days. 

 
2) If the situation cannot be resolved, the individual will be asked to report 

his/her complaint in writing within 10 working days.  If placed in writing, a 
meeting will be scheduled with the individual and the Program Manager. 

 
3) If the complaint is not resolved, then the written complaint will be forwarded 

to the Chairperson of the Advisory Board within 5 working days. 
 

4) The Chairperson will respond either in writing or face-to-face within 30 
working days.  His/her decision concerning the complaint will be final. 

 
5) A copy of the complaint, the findings of the investigation and action taken 

will be placed on file by the Program Manager. 
 
 
VII. EXPIRATION DATE:   September 30, 2025. 
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Subject:   Incident Reporting  

 
 
I.  APPLICABLE STANDARDS:  AP 1.18 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To define the reporting process for unusual incidents. 
 
IV.  POLICY: All unusual incidents occurring within the jurisdiction of the Agency 

concerning the safety and security of staff, supervised offenders and/or the 
community, or which may result in media attention, will be reported to the 
Tennessee Department of Corrections. 

 
V.  DEFINITIONS:   Unusual Incidents:  For purposes of this policy, unusual 

incidents are defined as any incident outlined in the Tennessee Department of 
Correction Administrative Policies and Procedures, Index# 103.15, effective 
January 15, 2014, Sections H & I, which outline specific incidents that must be 
reported by Community Corrections to the TDOC Central Communications 
Center.  (See Attachment A).  

 
VI.  PROCEDURES: 
 

1)  The Program Manager will be notified verbally promptly at the time of the 
incident. 

 
2)  If Program Manager is not available, the incident will be reported to the most 

senior staff available. 
 

3)  The Tennessee Department of Corrections Central Communications Center 
will be notified within 30 minutes of the agency’s knowledge of the event 
occurring. 

 
4)  No DCCCP staff will be authorized to give a statement to the media without 

the permission of the Program Manager. 
 

5)  All questions from the media will be directed to the Program Manager. 
 
 
VII. EXPIRATION DATE:  September 30, 2025. 
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Subject:   TOMIS/COMET  

 
 
I.  APPLICABLE STANDARDS: None. 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE: To establish guidelines for training on the Tennessee Offender 

Management Information System (TOMIS/COMET). 
 
IV.  POLICY:  DCCCP will enter all required information on TOMIS/COMET for 

any offender involved in the program.  Staff will adhere to TDOC procedures 
regarding use of TOMIS/COMET. 

 
V.  DEFINITIONS: 

 
 TOMIS/COMET - A computer program designed to track all movements of 
offenders  while involved in the TDOC. 
 
VI.  PROCEDURES: 
 

1)  The Intake TOMIS/COMET Specialist will send the TOMIS/COMET User 
Agreement to TDOC within the first 2 weeks of employment to register the 
new employee. 

 
2)  Once all required ID for employee is received, the employee will have access 

to TOMIS/COMET. 
 

3)  All employees will follow TDOC requirements for learning how to use 
TOMIS/COMET. 

 
4)  DCCCP will be required to follow all instructions received by TDOC for 

implementing TOMIS/COMET. 
 
 
VII. EXPIRATION DATE:   September 30, 2025. 
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Subject:   Advisory Board  

 
 
I.  APPLICABLE STANDARDS:   AP 1.02,  AP 1.03,  AP 1.04 and AP 1.08; 

AP2.08 
 
II.  APPLICATION:   To all DCCCP staff. 
 
III.  PURPOSE:  To establish the representation and functions of the Advisory Board. 
 
IV.  POLICY:  The Community Corrections Program will maintain an active 

Advisory Board to monitor the Program operations. 
 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  The Advisory Board will be established by Metropolitan Government by 
passage of a resolution. 

 
2)  The nominations will follow the requirements of TCA 40-36-201, as follows: 

 
a)  To qualify for funding under this chapter, a local community 

corrections Advisory Board shall be established by the county 
legislative body.  The Board shall represent a cross-section of the local 
population, shall ensure minority and female representation, and shall 
consist, at a minimum of the following representatives or their 
designees: 

 
1)  A representative of county government nominated by the 

county executive and confirmed by the county legislative body; 
 

2)  The Metropolitan Davidson County Public Defender; 
 

3)  The Sheriff of the County; 
 

4)  The District Attorney General of the judicial district in which 
the county is located; 
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5)  A criminal defense attorney residing in the county, nominated 
by the presiding judge of the judicial district in which the 
county is located and  confirmed by the county legislative 
body; 

 
6)  A representative of a nonprofit human service agency, 

nominated by the county executive and other board members 
who serve by virtue of their elected office and confirmed by 
the county legislative body; 

 
6)  A State Probation Officer assigned to work in the county, 

nominated by the Commissioner and confirmed by the county 
legislative body; 

 
7)  A State Parole Officer assigned to work in county, nominated 

by the Executive Director of the Board of Parole and confirmed 
by the county legislative body; and 

 
8)  At a minimum, three (3) private citizens residing in the county, 

nominated by the county executive and other board members 
who serve by virtue of their elected office and confirmed by 
the Confirmations by the county legislative body of the 
appropriate representatives shall be by majority vote.  The size 
of the local community corrections advisory board shall be 
determined locally but must meet the minimum number and 
type of representatives. 

 
b)  The Sheriff and District Attorney General shall serve on the Board 

during their terms of office.  In order to provide staggered terms on the 
board, the positions on the Board identified the county government 
representative, the criminal defense attorney, the probation officer, and 
one (1) private citizen representative shall be initially appointed to a 
term of three (3) years, and thereafter to terms of two (2) years.  The 
remaining members of the Board shall be appointed for a term of two 
(2) years.  Vacancies shall be filled in the same manner as original 
appointments for any unexpired term.  Members of the Board may be 
reappointed to the Board in accordance with the procedures set forth in 
subsection (a). 

 
3)  All nominations will be presented to the Rules and Confirmation Committee 

of Metropolitan Council.  After approval, they will be presented to full council 
and approved by majority vote. 
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4)  Length of term will be determined by TCA. 

 
5)  The Board will meet four (4) times per year; a minimum of once a month for 

the first three months when first established, then  on a quarterly basis 
thereafter.  

 
6)  The Board will develop and approve by-laws.  By-laws will be reviewed 

annually. 
 

7)  The Board will elect a Chairperson, Vice-Chairperson and Secretary annually. 
 

8)  The Board will form the following committees:  Personnel, Program, 
Executive, Education and Financial. 

 
9)  The Board will perform the following functions: 

 
a)  Assess community-wide needs and advise the county legislative body 

regarding specific program options; 
 

b)  Participate in the establishment of local eligibility standards for local 
community corrections programs which meet the local needs of the 
community; 

 
c)  Adopt the local community corrections plan for submission to the 

county legislative body; 
 

d)  Adopt program policies; 
 

e)  Recommend to the county legislative body the awarding of 
subcontracts to proprietary, nonprofit or governmental entities to 
provide community corrections service, at their discretion; 

 
f)  Monitor the effectiveness of local community correctional services and 

advise the county legislative body regarding needed modifications; 
 

g)  Inform and educate the general public regarding the need for diversion 
of selected nonviolent offenders from confinement in correctional 
institutions in order to gain greater public support for corrections;  

 
h)  Make an annual report to the county legislative body of the progress of 

the programs; 
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i)  Receive authorization from the county legislative body to employ, 
supervise and/or terminate the Board’s staff, who shall be deemed 
county employees; 

 
j)  Ensure the employees hired by the county to administer this chapter in 

the community shall meet minimum qualifications as set forth by the 
Department of Correction in statewide administrative regulations.  The 
Community Corrections Advisory Board shall review and confirm all 
potential candidates for employment; 

 
k)  Receive an orientation developed and conducted by the local 

government with the assistance of the department within thirty (30) 
days after the last initial appointment to the board is made; 

 
l)  Meet on a regular basis to transact business and elect its own 

Chairman, Vice-Chairman, Secretary and necessary committees; 
 

m)  Review program goals and objectives annually; 
 

n)  Approve policies, including the agency’s grievance procedures;  
 

o)  Review quarterly statistics provided by the Program Manager which 
will include but are not limited to: 

 
   -Intakes and Terminations 
   -Case load census 
   -Eligibility of offenders (OPI) 
   -Internal evaluation 
   -Major incidents 
   -Staff changes 
 

10) An annual report of program statistics will be submitted to the Mayor of 
Davidson County, the State Director of Community Corrections, the 
Tennessee Department of Corrections, and the Advisory Board by August 31st 
of each year or within sixty calendar days following the end of the fiscal year. 

 
VII. EXPIRATION DATE:   September 30, 2025. 
 
  
  

APPENDIX

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049Docusign Envelope ID: B29F3C88-969E-4F97-825E-EAD2CF946D5E



Administrative Policies Policy #  200.00 

and Procedures Effective Date:   October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 40 of 124 

Subject:  Eligibility to DCCCP  

 
I.   APPLICABLE STANDARD:   None. 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish standards for eligibility for placement of offenders in 

Community Corrections. 
 
IV.  POLICY:     DCCCP will follow the eligibility standards in TCA 40-36-106. 
 
V.  DEFINITIONS:   
 
 Eligible - Fit and proper to be chosen - capable of being chosen. 
 
VI.  PROCEDURES: 
 

1)  An offender who meets all of the following minimum criteria shall be 
considered eligible for punishment in the community under the provisions of 
this chapter: 

 
a)  Persons who, without this option, would be incarcerated in a 

correctional institution; 
 

b)  Persons who are convicted of property-related or drug/alcohol-related 
felony offenses or any other felony offenses not involving crimes 
against the person as provided in Title 39, Chapter 2, parts 1-7; 

 
c)  Persons who are convicted on non-violent felony offenses; 

 
d)  Persons who are convicted of felony offenses in which the use or 

possession of a weapon was not involved; 
 

e)  Persons who do not demonstrate a present or past pattern of behavior 
indicating violence; and 

 
f)  Persons who do not demonstrate a pattern of committing violent 

offenses. 
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2)  Offenders shall not be excluded from the program on the basis of prior 

convictions for non-violent felony offenses, but may, at the discretion of the 
court and local Community Corrections Advisory Board, be excluded on the 
basis of prior convictions for felony offenses which would not meet the 
eligibility criteria provided in subsection (1) of this section. 

 
3)  Felony offenders not otherwise eligible under subsection (1) and who would 

be usually considered unfit for probation due to histories of chronic alcohol, 
drug abuse, or mental health problems, but whose special needs are treatable 
and could be served best in the community rather than in a correctional 
institution, may be considered eligible for punishment in the community under 
the provisions of this chapter. 

 
4)  The eligibility criteria established in this section shall be interpreted as 

minimum state standards, guiding the determination of eligibility of offenders 
under this chapter. 

 
a)  Notwithstanding any other provisions of the law to the contrary, the 

court is authorized to sentence an eligible defendant as defined in this 
section to any appropriate community-based alternative to 
incarceration provided in accordance with the terms of this chapter, 
and under such additional terms and conditions as the court may 
prescribe, in lieu of incarceration in a state penal institution or local 
workhouse or jail. 

 
b)  In sentencing an eligible defendant to any community-based 

alternative to incarceration, the court shall possess the power to set the 
duration of the sentence for the offense committed at any period of 
time up to the maximum sentence within the appropriate sentence 
range, and shall retain the authority to alter or amend at any time the 
length, terms or conditions of the sentence imposed. 

 
c)  The court shall also possess the power to revoke the sentence imposed 

at any time due to the conduct of the defendant or the termination or 
modification of the program to which the defendant has been 
sentenced alternative, including incarceration for any period of time up 
to the maximum sentence provided for the offense committed, less any 
time actually served in the community-based alternative to 
incarceration. 

 
d)  The District Attorney, victim, defense attorney, and probation officer 

should be consulted regarding potential referrals to the program; 
however, the court shall have the final decision. 
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5)   Nothing herein shall prevent a court from permitting an eligible defendant to    

Participate in a community-based alternative to incarceration as a          
condition of probation in conjunction with a suspended sentence, split-      
confinement or periodic confinement. 

 
VI I. EXPIRATION DATE:   September 30, 2025. 
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Administrative Policies Policy # 200.01 
 

and Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes: N/A 

Approved By: Page  43 of 124 

Subject:  Intake Referral Process  

 
I.  APPLICABLE STANDARD:  None 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:  To establish the method to determine offender eligibility for 

community corrections in cases where a pre-sentence investigation is ordered. 
 
IV.  POLICY:     All referrals for DCCCP must come from the following sources:  the 

Defense Attorney, the District Attorney (DA) or the Sentencing Judge. 
 
V.  DEFINITIONS: 
 

Referral - The process of asking the DCCCP to evaluate an offender for possible 
placement in community corrections in cases where a pre-sentence investigation 
is ordered. 

 
VI.  PROCEDURES: 
 

1)  Referrals will be made after a guilty plea has been entered. 
 

2)  The Defense Attorney, DA, or Sentencing Judge will contact the DCCCP by 
either phone, letter, or face to face contact to ask for the offender to be 
assessed by DCCCP. 

 
3)  The sentencing court will provide 45 days to prepare the referral. 

 
4)  The referring source will provide the DCCCP with the offender’s name and 

case number. 
 

5)  Referral information to be given to the Pre-sentence Writer. 
 

6)  The Pre-sentence Writer will contact the offender within 72 hours (if the 
referral is assigned on a Friday) or 24 hours (if referral is assigned Monday-
Thursday) to schedule an appointment to begin the assessment. 
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7)  The initial interview (face-to-face contact) will be scheduled within 48 hours 
after the initial contact is made. 

 
8)  The Pre-sentence Writer will provide a completed typed Pre-Sentence Report 

(PSR) to the Program Manager ten (10) working days before the report is due 
in court. 

 
9)  Program Manager will review and approve PSR. 

 
10) The Pre-sentence Writer will provide copies within five (5) working days 

before the Court date to the following: 
 

a)  Judge; 
 

b)  Court Clerk; 
 

c)  Defense Attorney; and 
 

d)  District Attorney. 
 

11) If requested, the Pre-sentence Writer will appear in court to testify on the 
behalf of the PSR, which he/she prepared. 

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 300.00 

And Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 45 of 124 

Subject:  Procedures for Investigative Reports  

 
I.  APPLICABLE STANDARDS:  S1.01, S1.02, S1.03, S1.04 
 
II.        APPLICATION:     To all DCCCP staff. 
 
III.       PURPOSE: To set forth the authority and procedure for completing an   
            investigative report called the Pre-Sentence Report (PSR). 
 
IV.  POLICY: The assigned staff will conduct investigations and prepare 

investigative reports in compliance with State Law and in accordance with the 
Investigation Guidelines Manual prepared by Tennessee Department of 
Corrections. 

 
V.  DEFINITIONS: 
 
 Pre-Sentence Report (PSR) - A report compiled after a thorough investigation of 
 an offender’s background.  This assessment will be used by the court to determine 
 sentencing and then used by Case Officer for effective supervision and treatment. 
 
VI.  PROCEDURES: 
 

1)  The Pre-sentence Writer will receive all referrals for the PSR. 
 

2)  The Pre-sentence Writer will contact the offender, within 72 hours if the 
referral is on Friday, within 24 hours if the referral is Monday-Thursday to 
schedule an appointment. 

 
3)  The following information will be obtained concerning the offender: 

 
a)  Name, age, date of birth, address, sex, race, height, weight, color of 

eyes and hair, marital status, and social security number; 
 

b)  Offense, date of offense, date of arrest and by whom, sentence 
imposed, disposition; 

 
c)  Official version of offense; 

 
d)  Offender’s version; 
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e)  Co-defendants statement; 
 

f)  Victim’s statement (if applicable); 
 

g)  Prior record; 
 

h)  Education history; 
 

i)  Health information; 
 

j)  Alcohol and drug history, and a drug and alcohol assessment; 
 

k)  Family history; 
 

l)  Employment history; 
 

m)  Financial information; 
 

n)  Restitution (if applicable); 
 

o)  Sources of information, verified; 
 

p)  Summary; and 
 

q)  Recommended plan of supervision. 
 

4)  After above information is obtained, Pre-sentence Writer  will write the PSR 
in a clear and concise manner utilizing Standard English with proper grammar, 
spelling and punctuation.  The PSR will be prepared on the TOMIS/COMET 
database. The Program Manager, or designee, will approve and sign all PSR’s 
prior to submission to the Court. 

 
5)  The plans shall be composed of a face sheet and remainder of assessment 
written in order of the above list of data.  

 
6)  The PSR will be typed and approved within five (5) working days before court 
date. The Pre-sentence Writer shall give a copy to the Sentencing Judge, District 
Attorney, Defense Attorney and Criminal Court Clerk.  The PSR will remain in 
the offender’s file to protect the confidentiality of the report.  

 
 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #   300.01 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes   N/A 

Approved By: Page  47 of 124 

Subject:  Assessment  

 
I.  APPLICABLE STANDARDS:  S3.02; S3.04; AP1.12;S.4.14 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:  To assess an offender’s need for treatment and/or special services. 
 
IV.  POLICY:     The assessment process will identify relevant, accurate and pertinent 

information necessary to effectively supervise and rehabilitate the offenders.  All 
assessment instruments will be completed according to prescribed procedures. 

 
V.  DEFINITIONS:   VRNA – Validated Risk and Needs Assessment (Strong-R) 
 
VI.  PROCEDURES: 
 

1)  All offenders sentenced to DCCCP, for supervision and/or treatment, will 
have an assessment administered to them with the results maintained in their 
case file. 

 
2)  A certified DCCCP staff member will administer an approved risk assessment 

instrument, currently the VRNA and TCUD, during the Pre-Sentence Report 
preparation or during the first forty-five days of supervision. 

 
3)  When specific services ordered by the court are not available, the Case Officer 

will notify the court.  Documentation will be maintained in the offender’s case 
file. 

 
4)  After placement in DCCCP, an offender’s court order or special condition(s) 

may only be added, removed, or modified by the court.  The Case Officer 
must request in writing the reason for the modification to the sentencing 
judge. The Program Manager or designated Supervisor must approve this 
request. 

 
5)  A new Strong-R (VRNA) and TCUD will be conducted every calendar year in 

the same calendar month as the last one, or if a significant event occurs since 
the last assessment (new arrest, drug relapse, violation, etc.) 

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #   300.02 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 
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Subject:   Intake Procedures  

 
I.  APPLICABLE STANDARDS:  S2.03, S2.09, S3.00, S3.01, AP1.21 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish the method of intake and assignment of offenders. 
 
IV.  POLICY:     It will be the policy of the DCCCP that all staff members follow the 

same intake procedures. 
 
V.  DEFINITIONS: 
 
 Intake - Process by which an offender who has been sentenced to Community 
 Corrections is formally installed in the program.   
 
VI.  PROCEDURES: 
 

1)  A Davidson County Criminal Court Judge will sentence the offender to 
Community Corrections.  Within 24 hours, the assigned Case Officer shall 
make contact with the offender. 

 
2)  The Program Manager, or an approved designee, will assign the offender to a 

Case Officer. 
 

3)  The Program Manager, or designee, will communicate the names of new 
intakes to the NCIC TAC who will enter OCA numbers on ARMS for 
notification of new arrests. 

 
4)  The Case Officer will complete the Offender Profile Index (OPI).  This form 

shall be submitted to the Program Manager by the 5th working day of that 
month following the month the offender was assigned. 

 
5)  During the first face-to-face contact with the offender, the Case Officer will 

review the court order with the offender and present the offender with a copy 
of the signed court order.     
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6)  Each offender will attend a DCCCP orientation class, where the expectations, 
rules, and services of DCCCP will be explained.      
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7)  Within three working days, intake will be entered on TOMIS/COMET. This 

will include the following: 
a) Offender Movements (LIMD) 
b) Offender Intake Report of arrival (LCDG - AAAA) 
c) Staff Assignments (LCD3) 
d) Plan of Service with OPI (LCDF) 
e) Investigative Report within 45 days of intake (LCLS and related screens) 
f) Offender termination report of departure (LCDG - TEPE)  
 

8)  Under AAAA, the following information should be included:  Date and time 
of last court date appearance, judgment information or relevant details for 
placement, restrictions, court ordered special instructions/treatment 
assignments; estimated date of program completion.  

9)  The Program Manager, or their designee, will enter all split confinements into 
the VINE (Victim Information and Notification Everyday) Network at intake.  

 
 
VII. EXPIRATION DATE:    September 30, 2025. 
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And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 
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Subject:  Behavioral Contract  

 
I.  APPLICABLE STANDARDS:  S3.05 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE: To establish rules and required behavior of offenders under 

Community Corrections supervision. 
 
IV.  POLICY:  All offenders will have a Behavioral Contract signed by the offender 

and the court. 
 
V.   DEFINITIONS: 

 
    Behavioral Contract – Written plan of supervision and services for each 
 offender, which will contain goals and objectives to be achieved while in the 
 program, which include obligations to the victim and community. At DCCCP, 
 the Court Order serves as the Behavioral Contract.  
 
VI.  PROCEDURES:   
 

1) The Case Officer will review the goals and objectives of the Behavioral 
Contract with the offender. 

 
2) The offender and Case Officer will sign the Behavioral Contract.  The 

offender will be given a copy.  
 

3) The Behavioral Contract cannot be modified without written permission 
from the court. 

 
4) The sentencing court will be notified via warrant or violation report when 

the offender becomes delinquent in any areas of this contract. 
 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 500.00 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page  51 of 124 

Subject:  Active and Inactive Cases  

 
I.  APPLICABLE STANDARDS: S4.12 & S4.13 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To define active and inactive cases and maximum caseload. 
 
IV.  POLICY:     A full time Case Officer will not supervise more than 40 active 

cases unless directed by TDOC to exceed this limit. 
 
V.  DEFINITIONS: 
 
 Active - Cases that are being supervised by face-to-face contact. 
 
 Inactive - Cases where supervision (no face-to-face contact in 30 days) cannot be 
 provided due to the offender being in jail or absconded, in treatment or otherwise 
 not available for supervision. 
 

Absconder - An offender who has not made approved contact with DCCCP for 30 
days. 

 
VI.  PROCEDURES: 
 

1)  The Program Manager, or designee, will assign a caseload to each Case 
Officer. 

 
2)  Case Officers will report at the end of each month his/her total active and 

inactive cases to the Program Manager. 
 

3)  The Program Manager will limit the number of active cases to 50 unless 
waived by TDOC. 

 
4)  Offenders released on bond after a Revocation Warrant has been issued will 

be considered an inactive case and will not be supervised by DCCCP unless 
directed to do so by the sentencing judge.   
 

5)  Inactive cases will not be counted in the 50 to 1 caseload ratio. 
 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy #   500.01 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 
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Subject:  Supervision  

 
I.  APPLICABLE STANDARDS: AP1.23; S3.08, S3.12; S4.09, S4.10, and S4.11 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish and define levels of supervision and to regulate the 

movement of offenders between levels. 
 
IV.  POLICY: There will be at least four (4) progressively less restrictive supervision 

levels.  All offender files will be reviewed at least once during each sixty day 
period and an officer review quarterly to determine compliance with their court 
order. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  Upon intake, the Case Officer will complete the Offender Profile Index.  This 
form shall be submitted to TDOC by the 15th of the following month. 

 
2)  Levels of Supervision: 

 
a)  Each offender will be supervised at one of the following levels of 

supervision while on Community Corrections:  Level One, Level Two 
Level Three or Level Four. The Program Manager, or their designee, 
will approve any changes in supervision level.  Changes in supervision 
levels will be based on the offender’s compliance with the conditions 
of the court order. 

 
b)  At intake, all offenders start at under Level One (Intake) supervision 

no more than 45 days until they can be placed in their corresponding 
level based on their risk/needs assessment. Offenders who are assessed 
in the ‘high’ risk/needs will be placed on Level Two (Enhanced) 
supervision. If assessed as ‘moderate’, offenders will be placed in 
Level Three (Medium) supervision.  Offenders assessed as “low”, will 
be placed on Level 4 (Minimum) supervision.  
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c)  A Case Officer or Surveillance Officer will conduct a minimum of one 
home visit on all actively reporting offenders one time per month. This 
includes Levels 1-4 and offenders who are placed in Warrant on Bond 
status.  

 
d)  After an offender successfully completes 12 months of supervision, a 

request that the offender be placed on probation will be submitted to 
the Sentencing Judge.  If this request is denied, the offender will be 
placed on Maintenance Supervision with the supervisor’s approval, 
unless otherwise specified by the Sentencing Judge. 

 
4)  Requirements for each level of supervision: 

 
Level One (Intake):  This is the strictest level of supervision with the following 
requirements: 
 

a)  Minimum time - 45 days. 
 

b)  A minimum of two (2) face-to-face contacts weekly with DCCCP 
staff. 

 
c)  Unannounced random drug screens at Case Officer’s discretion or 

once every thirty (30) days. 
 

d)  Criminal record checks by Case Officer quarterly through DCCCP 
NCIC Officer. All offenders’ OCA number is to be placed on Metro 
police database ARMS for notification of new arrest. 

 
e)  Offenders will be subject to a 7:00 p.m. curfew which will be 

monitored by unannounced curfew checks within a 30-day period. 
 

f)  10 hours of community service work monthly until completion. 
 

g)  Monthly payments for victim restitution, if applicable. 
 

h)  Employment and/or educational training verification monthly.  Payroll 
check, check stub, proof of class attendance, or other verification will 
be provided. 
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i)  Monthly payment of offender fee. 
 

j)  Electronic monitoring if deemed necessary. 
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k)  Monitoring of Special Conditions (may be modified only with Court 
approval). 

 
Level Two (Enhanced):  This level of supervision requires the following: 
 

a)  A minimum of one (1) face-to-face contact weekly with DCCCP staff. 
 

b)  Offenders will be subject to a 7:00 p.m. curfew which will be 
monitored by unannounced curfew checks within a 30 day period. 

 
c)  Unannounced random drug tests at Case officer’s discretion or 

minimum of one (1) per thirty (30) days. 
 

d)  Criminal record checks by Case Officer quarterly through DCCCP 
NCIC Officer. All offenders’ OCA number is to be placed on Metro 
police database ARMS for notification of new arrest. 

 
e)  10 hours of community service work monthly until completion. 

 
f)  Monthly victim restitution payment, if required. 

 
g)  Employment or educational training verification monthly.  Payroll 

check, check stub, proof of class attendance, or other verification will 
be provided. 

 
h)  Monthly payment of offender fees. 

 
i)   Monitoring of Special Conditions (may be modified with Court   
      approval). 

 
 Level Three (Medium):  This level of supervision requires the following: 
 

a)  A minimum of one (1) face-to-face contact every 15 days with 
DCCCP staff. 

 
b)  Offenders will be subject to a 7:00 p.m. curfew which will be 

monitored by unannounced curfew checks within a 30 day period. 
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c)  Unannounced random drug screens at Case Officer’s discretion 
(minimum of one (1) per 30 days). 
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d)  Criminal record checks by Case Officer quarterly through DCCCP 
NCIC Officer. All offenders’ OCA number is to be placed on Metro 
police database ARMS for notification of new arrest. 

 
e)  10 hours of community service work monthly until completion. 

 
f)  Monthly victim restitution payment, if required. 

 
g)  Employment or educational training verification monthly.  Payroll 

check, check stub, proof of class attendance, or other verification will 
be provided. 

 
h)  Monthly payment of offender fees. 

 
i)  Monitoring of Special Conditions (may be modified with Court 

approval). 
 

Level Four (Minimum):  If the offender has successfully completed 12 months of 
supervision and the court has denied transfer to probation, the offender will abide 
by the following: 

a)  A minimum of one (1) face-to-face contact within every calendar 
month. 

 
b)  Offenders will be subject to a 10:00 p.m. curfew which will be 

monitored by unannounced curfew checks. 
 

c)  Criminal record checks by Case Officer quarterly through DCCCP 
NCIC Officer. All offenders’ OCA number is to be placed on Metro 
police database ARMS for notification of new arrest. 

 
d)  Random drug screens at Case Officer’s discretion (minimum of one 

(1) per month). 
 

e)  Payment of victim restitution, if required. 
 

f)  Monthly payment of fees. 
 

5)  A week is defined as a calendar week with no gaps of more than 10 days 
between a face-to-face contact without reasonable attempts to contact.  
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6)  All contacts will be documented daily in chronological entries. 
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7)  Supervision can only be performed by the Program Manager, Case Developer, 
Program Specialist, Case Officer, and Surveillance Officer. 

 
8)  An offender who has absconded from supervision or is incarcerated for a 

violation hearing shall be placed on inactive supervision.  The Case Officer 
who originally supervised the offender will appear in court when case is 
disposed. 

 
9)  All supervision level movements will be documented and entered in TOMIS 

when requested by TDOC. 
 

10) Case Officers will re-evaluate offender’s curfew levels a minimum of every 
90 days. Curfew levels can be changed to 7:00 p.m.; 8:00 p.m.; 9:00 p.m.; and 
10:00 p.m. depending on how compliant the offender is on the program.  

 
11) Circumstances deemed appropriate by the supervisor may change the amount 

of visits per week, although State requirements will always be met.  The 
supervisor will request a waiver from TDOC if supervision requirements 
cannot be met. 

 
 

VII.  Inactive Supervision Levels 
  
 Warrant on Bond: Supervision level for offenders who are released on bond 
 pending a revocation hearing.  
  
 Absconder: Supervision level for offenders who have left supervision before 
 completing and without a Judge’s approval. This level requires one  
 arrest check per month and one NCIC check annually. 
 
 In Custody: Supervision level for offenders who are incarcerated. This level 
 requires one verification of incarceration and one arrest check per month. 
 
 Warrant: Supervision level for offenders who have an active warrant for their 
 arrest. This level requires one arrest check per month.  
 
 Detainer: Supervision level for offenders who are being detained for pending 
 charges.  This level requires one verification of incarceration per month and one 
 arrest check per month.  
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 Residential Treatment: Supervision level for offenders who are residing in a 
 treatment facility for substance abuse, mental health issues, or physical care for a 
 minimum of thirty (30) days. This supervision level requires one verification of 
 placement and one arrest check per month. 
 
 Deported: Supervision level for offenders identified as having been deported 
 before the expiration of their sentence. This level requires one arrest check per 
 month and one NCIC check annually.  
 
VIII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 500.02 

And Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 57 of 124 

Subject:  Supervision/Vacant Position  

 
I.  APPLICABLE STANDARDS: S 2.08 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide guidelines to provide supervision if a Case Officer’s 

position is vacant. 
 
IV.  POLICY:     DCCCP will supervise offenders in the event a Case Officer is on 

leave or a Case Officer’s position is vacant for an extended period of time. 
 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  If at any time a Case Officer’s position is vacant for any reason such as 
vacation, sick leave, military leave or the position has not been filled for 
employment, the following will be implemented: 

 
a)  The offenders will be required to come to the DCCCP office for the 

necessary face-to-face contacts. 
 

b)  Other Case Officers will supervise the offender and document in the 
chronological. 

 
c)  Home visits will be waived during this time. 

 
d)  If needed, Program Manager will request a waiver from TDOC if a 

situation occurs that DCCCP cannot provide adequate supervision 
during the Case Officer’s vacancy.  A waiver will be requested only as 
a last resort. 

 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy #   500.03 

and Procedures Effective Date:   October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 58 of 124 

Subject:   Violations  

 
I.  APPLICABLE STANDARDS:  S3.13, S5.01 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish guidelines for violations. 
 
IV.  POLICY:   All major violations of Court Order are reported to the Sentencing 

Judge.  The agency defines specifically the types of minor violations first to be 
resolved by DCCCP staff.  Alternatives to revocation are encouraged when public 
safety is not endangered and the possibility of successful community adjustment 
exists. 

 
V.  DEFINITIONS: 
 
 Revocation - The act of making void by recalling or taking back; to cancel, 
 rescind;  the termination of the Community Corrections Order because of either a 
 technical or criminal violation. 
 
 Violation - The act of breaking, infringing or transgressing the Community 
 Corrections Order. 
 
` Technical Violation - Any violation of the conditions of the Community 
 Corrections Order, other than a new arrest, indictment, or conviction. 
 

Criminal Violation - Any violation of any local, state, or federal law as evidenced 
by citation, arrest, indictment or conviction.   

 
VI.  PROCEDURES: 
  

1)  The offender may be revoked from the DCCCP if technical violations reoccur 
consistently or if a criminal violation occurs at any time. 

 
2)  If the violation is of a criminal nature, a violation warrant will be submitted to 

the Sentencing Judge as soon as is feasible with the approval of Program 
Manager or designee.   
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      The following is a list of major violations: 

 
a)  Arrest for new crimes - felony or misdemeanor. 

 
b)  Not abiding by special conditions directed by the Court. 

 
c)  Absconding from supervision. 

 
d)  Refusing to submit to a drug test when requested and/or positive drug 

screens. 
 

3)  If the Sentencing Judge requests a warrant, a warrant will be issued. 
 

4)  The Case Officer will document all information in the chronological record of 
the case file. 

 
5)  A copy of the warrant will be maintained in the offender’s case file. 

 
6)  The warrant will be certified in the Court Clerk’s Office and then filed with 

Metro Police, Warrant Division. 
 

7)  Once a warrant is signed by the Judge, the Case Officer will make every 
attempt to ensure service of the warrant. 

 
8)  If the offender is released on bond, the Case Officer will continue supervision 

at the request of the court. 
 

9)  The Case Officer will appear in court on date of violation hearing. 
 

10) The Judge will make the decision to revoke the offender from DCCCP. 
 

11) The Judge has the right under TCA 40-36-106 to increase sentence. 
 

12) Once the offender is revoked, the Case Officer will fill out a TOMIS/COMET 
and Termination Form. An update of the PSI will also be required.  

 
13) An Exit Termination Summary, or classification report, will be completed and 

documented in TOMIS/COMET/COMET within 10 days of the revocation. 
The summary will then be placed in the offender’s file. 

 
14) The termination form will be sent to TDOC by the 15th of the following 

month. 
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15) After all required forms are completed and filed in the offender’s file, the case 

file will be kept in the closed files. 
 

16) A TOMIS/COMET form will be completed and entered within three working 
days.  The Exit Summary, or termination report, will be entered in 
TOMIS/COMET/COMET conversation LCDG under code .  This report shall 
include the following: date and time of program completion/departure; 
relevant outcomes or details of termination; outcome assessment/staff 
treatment assessment/comments; detail any program highlights.  

 
17) All closed files will be kept for 5 years and then destroyed. 
 
18) Remove offender’s OCA# from the Metro database (ARMS). 

 
  
 
 Technical Violations: 
 

1)  All offenders will be given a violation consequence from the intake.  Case 
Officer will discuss this form with offender.  Offender and Case Officer will 
sign acknowledging their understanding. 

 
2)  Persistent technical violations will be reported to the Program Manager or 

designee in order to determine what action is to be taken.   
 

3)  All technical violations are documented in the chronological in the offender’s 
file. 

 
4)  Offender will be told of disciplinary action, and Case Officer will enforce 

action. 
 

5)  The Program Manager or designee approves all warrants before filing with 
appropriate individuals. 

 
 
VII. EXPIRATION DATE:   September 30, 2025. 
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Administrative Policies Policy # 500.04 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 61 of 124 

Subject:  Obtaining Warrants  

 
I.  DEFINITIONS: APPLICABLE STANDARDS: S 5.02 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide guidelines in obtaining a warrant for the arrest of an 

offender. 
 
IV.  POLICY:     It will be the policy of DCCCP that a warrant will be issued when 

sufficient violations have been documented on an offender or an emergency 
situation arises. 

 
V.  DEFINITIONS: 
 
 Warrant - Legal document providing the right to arrest an offender who is not in 
 compliance with the court order. 
 
VI.  PROCEDURES: 
 

1)  The offender’s situation will be reviewed with the Program Manager or 
designee. 

 
2)    Program Manager or designee will give approval for warrant by initialing the   
 warrant which satisfies the approval in writing rule. 

 
3)    A Community Corrections Violation Warrant will be completed. 

 
4)    Case Officer will take warrant to Sentencing Judge to be signed. 

 
5)    Once signed by the Judge, the Case Officer will file warrant in the Criminal 

Court Clerk’s office.  Case Officer will take a certified copy of warrant to       
Metro Police Warrant Division to be filed. Case Officer will provide a        
copy in the offender’s case file. 

 
6)    Once the offender is arrested, the Case Officer will be responsible to appear 
        in court on the court date. 

 
7)    The Case Officer will document all efforts in trying to issue the warrant on  
        offender. 

 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 500.05 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 62 of 124 

Subject:   Abscond  

 
I.  APPLICABLE STANDARDS:  S4.04; S4.15 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:   To provide guidelines to follow in trying to locate offenders who 

have absconded. 
 
IV.  POLICY:   It will be the policy of DCCCP to provide methods by which to locate 

and process offenders who have absconded from supervision. 
 
V.  DEFINITIONS: 
 
 Abscond - To hide, conceal, or absent oneself clandestinely, with the intent to 
 avoid legal process.  An offender will be defined as an absconder if he/she has not 
 reported for supervision to DCCCP in 30 days. 
 
VI.  PROCEDURES: 
 

1)  At the initial office visit after intake, all offenders are given explicit 
instructions concerning their reporting requirements.  When an offender fails 
to report to DCCCP for an office visit or is not at a scheduled appointment at 
home or in the community, the Case Officer will do the following to locate the 
offender: 

 
a)  Attempt to contact the offender by telephone; if no contact is made 

within 48 hours of the missed appointment, the Case Officer will: 
 

1)  Attempt to contact the offender in person by conducting a 
home visit, employment visit or community visit. 

 
2)  If no contact is made, the Case Officer will contact local jail 

and law enforcement agencies to inquire if the offender has 
been arrested. 

 
3)  The Case Officer will then contact any other known related 

source (i.e., family member, hospital, social service agency, 
etc.) to see if he/she has contacted any of these sources. 
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b)  If no contact is made using the aforementioned methods within 30 

days of the original missed supervision visit, a warrant will be issued. 
 

c)  Case Officer will document all attempts to locate the offender in the 
chronological record. 

 
VII. EXPIRATION DATE:  September 30, 2025 
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.Administrative Policies Policy # 500.06 

And Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 64 of 124 

Subject:   Successful Termination  

 
I.  APPLICABLE STANDARDS: S3.08  
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish guidelines for successful termination from DCCCP. 
 
IV.  POLICY:  DCCCP will request that the offender’s supervision will be transferred 

to state probation once they have completed a minimum of 12 months of 
supervision and have met all the requirements of their community corrections 
conditions which will be determined through a review of the offender’s file. The 
sentencing judge will make this determination.  If denied, offender will be 
successfully terminated at sentence expiration. 

 
V.  DEFINITIONS: 
 
 Successful Termination - To be terminated from DCCCP after satisfactorily 
 completing the goals and objectives of the court order.  The offender is either 
 placed on regular probation or terminated at sentence expiration. 
 
VI.  PROCEDURES:  
 

1)  After intake, the Case Officer will review the goals and objectives of the court 
order on a monthly basis. 

 
2)  A monthly report will be written and kept in the case file. 

 
3)  The decision to successfully terminate the offender will be made by the 

Sentencing Judge. 
 

4)  If permission is granted to place the offender on probation, the Case Officer 
will submit an Order of Transfer to Probation to the Judge.  After being 
signed, the Case Officer will file it with the Criminal Court Clerk. 

 
5)  The Case Officer will complete a TOMIS/COMET movement within 3 days.   
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6)  If the Judge denies permission to be placed on probation, the offender will 

continue to be supervised by DCCCP until his/her sentence expires. 
 

7)  At the expiration of sentence, Case Officer will complete TOMIS/COMET 
movement within 3 days. 

 
8)  Copies of all forms shall be maintained in case files. 
 
9)  Exit Summary will be written and maintained in the file. The Exit Summary                   

will summarize the offender’s performance (employment, drug screens,                   
supervision level, community service, restitution, court costs, etc.) while in                  
DCCCP. 

 
10) After all forms have been completed and filed, case file shall be kept in the 

closed file system. 
 

11) DCCCP will follow TDOC requirements for transferring an offender to 
probation. 

 
12) The Case Officer will initiate the removal of the offender from the Metro 

database arrest notification. 
 

13) All closed files will be kept for five (5) years and then destroyed. 
 
 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 500.07 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page  66 of 124 

Subject:   Transfer to Probation  

 
I.  APPLICABLE STANDARDS: S3.08 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish guidelines for transfer of offenders from DCCCP to 

TDOC Probation.  
 
IV.  POLICY:  When the sentencing court has approved a request to place an 

offender on probation, proper procedure will be followed to transfer that offender 
to probation. 

 
V.  DEFINITIONS:  None 
 
VI.  PROCEDURES: 
 

1)  No offender supervised by DCCCP shall be permitted to transfer to probation 
without a court order approving the transfer. 

 
2)  After receiving the signed Probation Order, the DCCCP Case Officer will 

notify the appropriate Probation designee of the offender’s name, 
TOMIS/COMET ID, and all other relevant information. 

 
3)  The Probation designee will notify the DCCCP Program Manager of the name 

and location of the assigned Probation Officer. 
 

4)  The DCCCP Case Officer will notify the offender of the name and location of 
the assigned Probation Officer.  The offender is required to report to probation 
within 48 hours of this notification. 

 
5)  A copy of the transferring offender’s Court Order, Pre-Sentence Report, 

Transfer Order, TOMIS/COMET form, current address, telephone number 
and notification of any remaining obligations (i.e., community service work, 
court costs, victim restitution, etc.) shall be forwarded to the Probation Office.  
In addition, any other pertinent information requested by the Probation Office 
shall be forwarded. 

 
 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 500.08 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 67 of 124 

Subject:   Drug Screens  

 
I.  APPLICABLE STANDARDS: S2.02M 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To establish guidelines to follow for administering drug screens 

for offenders in DCCCP as directed by the courts. 
 
IV.  POLICY:  DCCCP will perform random unannounced drug screens on offenders 

placed in Community Corrections. 
 
V.  DEFINITIONS: 
 

Drug Screen – An approved method of testing to determine the use of 
drugs/alcohol. 

 
 Specimen - A sample of urine. 
 
 Random - Unannounced and at different times. 
 
 Adulteration – Making impure by the addition of foreign substances or urine 
 substitution. 
 
 Chain of Custody – A secure procedure that documents the control and 
 accountability of the specimen throughout the collections, transportation, testing 
 process and final disposition. 
 
 Donor – The individual providing a urine specimen. 
 
 Social Security Number – A unique tracking number assigned to an individual by 
 the Federal Government.  This number allows tracking of the individual 
 throughout their entire life. 
 
 Originating Case Agency (OCA) Number – A unique tracking number assigned to 
 an individual during the booking process.  This number is created during 
 fingerprinting and allows tracking of the individual throughout incarcerations in 
 Davidson County.  
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 Urinalysis – Screening of donor urine specimen for the presence of alcohol and 
 drugs. 
 
 Storage/Transport Log Sheet – A secure legal document that documents the 
 control and accountability throughout the storage and transport of the urine 
 specimens.  This document becomes a part of the chain of custody procedure.   
 
 
VI.  PROCEDURES: 
 

1)  Once an offender is placed in DCCCP, he/she will be required to submit to 
random, unannounced drug screens at the request of the Case Officer. 

 
2)  Random drug screens will be given at the Case Officer’s discretion. 

 
3)  Refusal to submit to a drug screen will be considered a violation of the       

offender’s conditions of supervision and will be reported to the Court. 
 

4)  If any offender tests positive for any illegal substance, a warrant will be       
submitted to Court. 

 
5)   Copies of all drug screens will be kept in the offender’s file. 

 
6)  The specimen collector will follow the appropriate chain of custody instructed  

by the drug screen company. 

7)  Drug Screen Collection Procedures 
 

a) DCCCP shall have one or more designated collection sites 
which have all the necessary personnel, materials, equipment, 
facilities, and supervision to provide for the collection, 
security, temporary storage, and shipping or transportation of 
specimens to the drug testing unit. 

 
b) No unauthorized person or persons shall be permitted in any 

part of the designated collection site while specimens are 
being collected. 

 
c) Procedures for collecting specimens shall allow as much 

privacy as possible while conducting an observed collection. 
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d) The donor has two hours to produce an acceptable urine 
specimen. This time starts at the point collection procedures 
begin. Failure to produce an acceptable urine specimen 
within this time frame will be considered a refusal unless 
there are documented medical reasons the donor cannot meet 
this requirement. 

 
e) Integrity and Identity of Specimen. Collection personnel shall 

take precautions to ensure that a specimen not be adulterated 
or diluted during the collection  process and that information 
on the urine bottle and on the specimen chain of custody 
form can identify the donor from whom the specimen was 
collected. The following minimum precautions shall be taken 
to ensure that unadulterated specimens are obtained and 
correctly identified: 

 
• All specimens will be directly observed. 

 
• The collection site person shall ask the donor to remove any 

unnecessary outer garments such as a coat or jacket that might 
conceal items or substances that could be used to tamper with or 
adulterate the donor’s urine specimen. The collection site 
personnel shall ensure that all personal belongings such as a purse 
or briefcase remain with the outer garments. The donor may retain 
his or her wallet. 

 
• The donor shall be instructed to wash and dry his or her hands 

prior to urination. (Use plain water only. No detergents or soaps 
are to be used for hand washing at this point). 

 
f) A person of the same gender as the donor shall accompany 

the donor into the restroom during the collection procedure.  
 

g) After the collection site person has possession of the 
specimen, the donor will be instructed to flush the toilet and 
to participate with the collection site person in completing the 
chain of custody procedures.  

 
h) Everyone involved in the collection process shall be present 

from the  time the collection process begins until the 
specimen is collected, sealed and packaged for storage or 
shipment to the test site. 
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VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 500.09 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 71 of 124 

Subject:   Release of Information / Informed Consent  

 
I.  APPLICABLE STANDARDS: S1.03; AP6.01 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:  To set forth guidelines for release of information and 

confidentiality. 
 
IV.  POLICY:  Offenders have only limited confidentiality due to some records being 

public knowledge and some actions are mandated by the agency according to law.  
Offender confidentiality will be maintained in all other circumstances.  

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  Offenders will be advised by DCCCP staff of their limited rights to 
confidentiality.  Confidentiality will be maintained except for the following: 

 
a)  The information is public record.  (Convictions, sentences, the 

conditions of supervision, and the restitution record are examples of 
public record). 

 
b)  A criminal justice agency has appropriately requested information.  

(Such as a client’s address for the purposes of a current investigation). 
 

c)  Court order. (The Court has subpoenaed records and/or the Case 
Officer). 

 
d)  Agency staff is mandated to report offender violations of their court 

order, knowledge of criminal acts, and information of suspected child 
abuse and/or neglect. 

 
e)  The offender has signed a Release of Information authorizing the 

disclosure of other information to specified parties. 
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f)  In certain limited circumstances, and with the Court’s approval, the 
Case Officer may advise specific third parties as to the risk (economic, 
physical or other risk) based on the offender’s conviction and/or past 
conduct 

 
 

2)  DCCCP staff will treat all other information as confidential and all applicable 
state and federal laws relating to confidentiality must be followed. 
 

3)  All offenders will be advised by DCCCP staff that they may be subject to take 
part in research projects.  They will be advised in writing of informed consent 
and release of information guidelines. Furthermore, all research and planning 
projects must be approved by TDOC’s State Director of Community 
Corrections in conjunction with the Director of Decision Support in writing 
prior to implementation.  

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 500.10 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 
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Subject:   Offender’s Right To Privacy  

 
I.  APPLICABLE STANDARDS: S1.03 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To set forth methods of processing Pre-Sentence Reports for the 

protection of the offender’s right to privacy. 
 
IV.  POLICY:     In order to ensure confidentiality of the Pre-Sentence Reports, the 

writer will not release information contained in the report without proper 
authorization. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  The writer will document all activity concerning the investigation. 
 

2)  The information gained during the investigation process will be kept in a 
secure file in his/her office. 

 
3)  All inquiries pertaining to the investigation will be referred to the writer or 

Program Manager. 
 

4)  DCCCP will follow TDOC procedure for disclosing information prior to 
guilty plea, which states:  “Reports shall not be disclosed prior to finding guilt 
except under the following conditions:  With the concurrence of a defendant, 
the court may direct the Probation Officer to begin the pre-sentence 
investigation before the adjudication of the guilt of the defendant.  Nothing 
discovered by the pre-sentence investigation may be disclosed to the District 
Attorney General, the court or the jury before acceptance of a plea of guilty; 
or a verdict or finding of guilt unless the defendant concurs.  The information 
discovered prior to adjudication of guilt shall be disclosed to the defendant, or 
his counsel, upon request, after the court’s acceptance of a plea of guilty or a 
verdict or finding of guilt.  Investigative report copies shall be held in a secure 
file or location.  The release of any such information shall be in accordance 
with TDOC policy on confidentiality.” 

 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 500.11 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By:                                                                Page 74 of 124 

Subject:   Case Record Management   

 
I.  APPLICABLE STANDARDS: S 2.01, S 2.02, S2.04,S3.03, S2.08; AP1.07, 

AP1.16; AP1.17 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To define agency policy and procedure for case record 

management. 
 
IV.  POLICY:     An accurate record of offender information will be maintained on 

the agency master file.  Information will be released only to persons so authorized 
in this policy. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  All case files will be maintained in locked file cabinets.  Each case record will 
include at a minimum, the following information: 

 
a)  Offender Intake Form 

 
b)  Pre-sentence Report 

 
c)  Signed Court Order 

 
d)  Medical (psychological record, if applicable) 

 
e)  Signed Release of Information 

 
f)  Drug and Alcohol Assessment(VRNA) 

 
g)  Current employment data 

 
h)  Judgments 

 
i)  Signed Grievance Form and Title VI 

 
j)  Referrals to other agencies (if applicable) 
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k)  Progress reports 

 
l)  Chronological entries 

 
m)  Violation Reports (if applicable) 

 
n)  DNA record of completion – Staff will conduct a swab sample within 

10 days of intake unless DNA confirmation is present on CODIS.  
CODIS DNA confirmation must be present in all files.  

 
o)  Grievance and disciplinary report (if applicable) 

 
p)   Offender Profile Index (OPI form) 

 
q)   TOMIS/COMET Data Form; PSI or PSR  

 
r)  Exit Summary 

 
s)  Individual treatment plan 

 
t)  Drug/alcohol testing results 

 
u)  Sex Offender register (if applicable) 

 
2)  Maintaining records/files.  The Case Officer will be responsible for the 

development and maintenance of files.  All files should follow the following 
format: 

 
a) All entries will be made in the record within 24 hours of intake. 
 

                        b)   All folders will be filed in alphabetical order. 
                          

c)   Files will be maintained in a centralized and systematic manner to be 
       available for monitoring. 

 
d)   Files will be secured to protect against loss, theft or unauthorized use. 
 
e)    Format and organization of material will be standardized. 
 
f)    Files should be updated monthly. 
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3) Confidentiality: 

 
a)  Offender files are confidential except for information that is also filed 

in the court clerk’s office. 
 

b)  Offender may request to view or have copies of documents that are 
also filed with the court clerk’s office.  Any other 
documents/information must be requested through the attorney of 
record with a signed Release of Information. 

 
c)  While under supervision of DCCCP, offenders will be required to sign 

a Release of Information in order for DCCCP to provide effective 
supervision. 

 
d)  If a third party requests to view an offender’s file, arrangements will be 

made through the Program Manager.  If request is denied, the party 
will be informed in writing. 

 
e)  The third party may appeal denial to the Chairperson of the Advisory 

Board or to the Sentencing Judge. 
 

f) The following information will not be released to the general public 
unless by a valid court order or subpoena: 

 
1)  Medical 

 
2) Psychological evaluations 

 
3)  Mental health treatment 

 
4)  Education 

 
5)  Chronological entries 

 
6)  Social Security Number 

 
7) Any identifying information relating to a DCCCP employee, 

law enforcement officer, or offender, which might jeopardize 
the said person. 
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g)  No offender file will be taken out of office except for official use.  

Except for court hearings, a Case Officer must have supervisor’s 
approval to take an offender’s file out of the office.  Only DCCCP 
staff will have access to offender files.   
 

4) Release of Information: 
 

a) The Release of Information will contain the following: 
 

1)  Offender’s name 
 

2)  Individual/agency name 
 

3)  Information to be released 
 

4)  Purpose of information 
 

5)  Signature of offender 
 

6)  Signature of witness and Case Officer 
 

7)  Date form is signed by individuals 
 
8)  Expiration date 
 

b) A copy of the Release of Information will be maintained in the 
offender’s case file. 

 
5) Monitoring of Offender’s Files 

 
a) Program Manager and/or designee will review offender files as 

follows:   
 

1) The Case Officer will be informed of the file audit 1 week in 
advance. 

 
2)  All new case file inspections will be done at 30 days of intake. 

The file will be reviewed again in 60 days for level movement 
and every 90 days thereafter or until completion of the 
program. 
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b) All DCCCP offenders’ files will be made available to the Tennessee 
Department of Corrections at their request. 
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c)  Program Manager will ensure that offender’s case records comply with 
state and program standards: ensuring that quarterly audits are 
conducted on each case officer’s files at least once during each 90 day 
period.  A follow-up review will be conducted within 45 days of the 
initial case file to be sure any discrepancies have been addressed.  

 
d)  Records of discharged offenders will be kept for five years or until all 

audit issues are resolved.  After this time, they will be destroyed. 
 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 500.12 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 79 of 124 

Subject:   Offender Grievance Procedure  

 
I.  APPLICABLE STANDARDS: S3.11; AP2.08 
 
II.  APPLICATION:   To all DCCCP staff. 
 
III.  PURPOSE:  To set forth conditions governing the offender grievance/appeal 

procedure. 
 
IV.  POLICY:   All offenders will be informed at the time of their orientation of the 

grievance/appeal process available to them.  Offenders will have the right to file 
grievances free of any reprisal.  All grievances will be given due consideration, 
processed in a fair and timely manner.  Every effort will be made to resolve 
grievances at the lowest possible level of the grievance procedure. 

 
V.  DEFINITIONS: 
 
 Emergency - Life threatening situations or situations in which the livelihood of 
 the clients may be adversely affected. 
 
 Grievance - A complaint concerning the application of a policy, practice, behavior 
 or action toward a client by staff. 
 
VI.  PROCEDURES: 
 

1)  The grievance process will be explained to the offender by his/her Case 
Officer during the initial interview following orientation.  The Case Officer 
will also provide the offender with a written notice and explanation of the 
grievance process.  The Case Officer will obtain the client’s signature on the 
notice and explanation and will maintain a copy in the offender’s file. 

 
2)  The following process shall be utilized in all cases involving a 

grievance/complaint pertaining to a supervision matter: 
 

a)  The offender will state his/her grievance either orally or in writing to 
the Case Officer.  The Case Officer will meet with the client within 
five (5) working days after having been made aware of the grievance 
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and will attempt to resolve the matter. The Case Officer will document 
such attempt at resolution.  The client shall be given a copy of the 
completed documentation within five (5) working days of the initial 
meeting concerning the grievance. A copy of the documentation will 
be maintained in the client’s file.   
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NOTE: If the grievance is concerning the assigned Case Officer, 
proceed directly to the next step in the process. 
 

b)  If the matter cannot be resolved as described above, the Case Officer 
will advise the client that he/she may complete, sign and date an 
offender grievance report form stating his/her desire to appeal the 
grievance to the next higher level of management staff.  The Case 
Officer will forward the report within three (3) working days to his/her 
direct supervisor, who shall indicate receipt of the report by placing 
his/her signature and date received on the report. 

 
c)  The Case Officer’s supervisor will give the Case Officer opportunity 

to respond to the allegations of the grievance and may conduct at 
his/her discretion, a formal or informal hearing on the matter.  Any 
such hearing will be scheduled at a time and place to allow attendance 
by the client.  The Case Officer’s supervisor will notify the offender in 
writing of the time, place and purpose of the hearing at least seven (7) 
days prior to the date of the hearing.  At any such hearing, both the 
offender and the Case Officer may call witnesses and present 
documentation and proof relative to the grievance at issue.  In all 
cases, the Case Officer’s supervisor shall make a ruling in writing no 
later than twenty (20) days after first receiving the grievance. 

 
d)  If the offender is not satisfied with the supervisor’s decision, the 

offender must so inform the Case Officer within five (5) working days 
after receipt of such decision.  In such case, the Case Officer shall 
advise the client to sign and date the report, indicating his/her desire to 
appeal to the next level.  Within three (3) working days, the Case 
Officer will forward the report and all pertinent documentation, 
including any additional statements by the client, to the Program 
Manager who shall indicate receipt of the report by signing and dating.  
This shall be placed in the offender’s permanent file.  If the client does 
not properly express objection to the Case Officer’s supervisor’s 
decision within five (5) working days, he/she will be deemed to have 
waived any right to further review of the grievance and the Case 
Officer’s supervisor’s decision will be considered final. 
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e)  The Program Manager shall review the Grievance Report and make a 
decision within five (5) working days after receipt of the report.  The 
Committee shall state their decision and the reasons therefore in 
writing.  The Personnel Committee shall forward a copy of the 
decision to the Case Officer, the Case Officer’s supervisor, and the  
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client within three (3) working days after making such decision.  The 
Program Manager shall be allowed an additional fifteen (15) days in  
which to make his/her decision; if, at their discretion, they elect to 
conduct a hearing.  The decision of the Program Manager shall be the 
final ruling in all grievances.   

 
3)  Examples of grievable and non-grievable matters are as follows: 

 
a)  Grievable: 

 
1)  Abusive or distasteful language directed at the client or his/her 

family. 
 

2)  Denial of the rights of the client as enumerated by policy or 
mandated by statute. 

 
3)  Sexual abuse or harassment. 

 
4)  Denial of equal access to available programs. 

 
5)  Conflict of interest, such as by the Case Officer’s receiving 

personal benefit from actions which he/she directs of the client. 
 

b)  Non-Grievable: 
 

1)  Court-ordered conditions. 
 

2)  Requests for Violation warrants. 
 

3)  Decisions regarding supervision level movements. 
 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 500.13 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 82 of 124 

Subject:   Law Enforcement Informants  

 
I.  APPLICABLE STANDARDS: S5.03 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:    To establish guidelines for the use of offenders as law enforcement 

informants. 
 
IV.  POLICY:  Offenders will not be used as law enforcement informants.  Any 

exceptions must follow the procedures outlined in this policy. 
 
V.  DEFINITIONS: 
 
 Law Enforcement Informant - A person who, on a continuing basis, and for 
 financial or other considerations, takes part in any covert activity, which provides 
 law enforcement agencies with information about individuals who violate the law. 
 
VI.  PROCEDURES: 
 

1)  Case Officers should not encourage or solicit the use of offenders as 
informants. 

 
2)  Any request to use an offender as an informant will be documented in the 

chronological case history. 
 

3)  If a request is made by a law enforcement agency, the Case Officer will notify 
the Program Manager. 

 
4)  Program Manager will make contact with the agency informing them of all the 

offender’s requirements of DCCCP, and that by being an informant will not 
change their obligations to their court order. 
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5)  If requested, Program Manager will inform the Sentencing Court in writing 
and only by consent of the Court will permission be given. 

 
6)  If the Sentencing Court does not give consent and the offender engages in 

being an informant, a revocation warrant will be issued. 
 
VII. EXPIRATION DATE: September 30, 2025. 

Administrative Policies Policy # 500.14 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 83 of 124  

Subject:   Transfer Between Programs  

 
I.  APPLICABLE STANDARDS: S3.09-S3.10 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To set forth guidelines for transfer of cases between Community 

Corrections Programs. 
 
IV.  POLICY:     The DCCCP will adhere to the TDOC written procedures governing 

the transfer of offender supervision to and from agencies. 
 
V.  DEFINITIONS: 
 
 Inter-State Transfer - the transfer of offenders from one Community Corrections 
 Program to another Community Corrections Program within the State. 
 
 Sending Agency - the grantee that initiates a transfer request. 
 
 Receiving Agency - the grantee that accepts or rejects a transfer request. 
 
VI.  PROCEDURES: 
 

1)  Inter-state transfer for the supervision of offenders assigned to Community 
Corrections will comply with TDOC procedures as outlined below: 

 
a)  When it is determined by the referring court that a transfer to another 

program would be in the best interest of the offender and the 
community, the following procedures shall be adhered to: 

 
1)  The completion of intake procedures for all offenders referred 

to community corrections shall be the responsibility of the 

APPENDIX

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049Docusign Envelope ID: B29F3C88-969E-4F97-825E-EAD2CF946D5E



community corrections agency that is located within the 
Judicial District where the sentence was imposed. 

2)  The sending agency shall forward a written request for 
supervision to the Program Manager of the receiving agency 
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3)  The offender must establish proof of residence in the receiving 

agency’s jurisdiction. After verification of residence, 
employment/school is completed, the receiving agency shall 
have the discretion to accept or deny transfer of the offender.  
In the event that residence and/or employment/school cannot 
be verified, this may be sufficient ground for denial of transfer. 

 
4)  If the case is accepted for supervision, the sending agency must 

notify the Sentencing Court for purposes of obtaining a court 
order to approve the transfer of the offender to another 
community corrections agency.  When the court order for 
transfer is obtained, the sending agency will note the transfer 
on the termination section of the monthly stats.  The case will 
also be transferred in TOMIS/COMET to the supervising 
location.  The sending agency is responsible for forwarding a 
copy of the case file material to the receiving agency. 

 
5)  The receiving agency shall be responsible for the supervision 

of the transferred offender and for reporting violations back to 
the original sentencing court via the Program Manager of the 
referring agency. 

 
6)  If the case is rejected, the receiving agency will advise the 

sending agency in writing as to the reason for denial. 
 

7)  The referring agency may appeal a denial of transfer response 
through the TDOC Community Corrections Director.  All 
requests for appeals must be submitted in writing to the 
Director of Community Services within five (5) working days 
of receipt of denial.  The Director of Community Corrections 
shall make a full investigation involving both agencies and 
provide a written ruling on the pending transfer within five (5) 
working days of receipt of the appeal.  The decision of the 
Director of Community Services is final. 

 
b)  An offender assigned to a Community Corrections Program may 

obtain inpatient treatment in a county outside his/her judicial district 
without being required to transfer to another program if treatment is 
not available in his/her judicial district. 
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c)  All paperwork must be complete and all entries should be completed 

on TOMIS/COMET/COMET.  Paperwork should include the case file, 
investigation reports, fees, signed behavioral contract (or Court Order), 
initial interview, and completed assessments.  
 

d)  The receiving manager has 15 days to assign the transfer investigation 
to an officer, investigate, and reply to the sending manager. The 
sending manager will be contacted by e-mail on the status of the 
transfer.  If accepted, the complete file is then sent to the receiving 
agency to start supervising the case. The receiving agency should then 
make the changes in TOMIS/COMET/COMET; LIMD, LCD3, LCDF, 
and LCDG.  The sending agency should do the TEPE entry on 
TOMIS/COMET/COMET explaining reason for transfer, treatment, 
and any court ordered conditions.  
 

e)  Any assignment or transfer is subject to the availability of funds; 
supervision space in the receiving program, and subject to the 
procedures outlined in section (a). 

 
f)  No out-of-state transfers will be permitted. 

 
 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 502.06 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 86 of 124  

Subject:   Prison Rape Elimination Act (PREA) Implementation and 
Compliance  

 

 

I. APPLICABLE STANDARD:  AP1.21; RP2.07 
II. APPLICATION:  To all DCCCP staff. 
III. PURPOSE:  To prevent sexual abuse of inmates and residents under the 

jurisdiction of the Tennessee Department of Correction (TDOC).  
IV. DEFINITIONS: 

A.  Employee:  For the purpose of this policy, any full-time or part-time staff 
member, volunteer, vendor, intern, contractor, or employee of a 
contractor.  

B. Facility/Site PREA Coordinator (FPC):  The Director of Community 
Corrections shall serve as the FPC for Community Corrections. 

C. Potential Sexual Aggressor: Anyone who has been identified as an 
individual who is at risk of sexual abusive tendencies.   

D. Potential Sexual Victim: Anyone who has been identified as an individual 
with a past history of victimization.  

E. Prison Rape Elimination Act (PREA): Federal legislation which was 
enacted and signed by President George W. Bush in 2003 to prevent, 
detect, and respond to prison rapes, sexual assaults, and sexual harassment 
within the United States.  

F. PREA Compliance Manager (PCM): Individual appointed by the facility 
PREA coordinator to ensure the facility’s compliance with PREA.  

G. PREA-Free Walk:  A walk (inspection) conducted on a monthly basis at 
TDOC confinement or residential locations. 

H. PREA Screening System Application:  Computer application located on 
the TDOC intranet that is used to screen inmates upon intake and transfer 
for their risk of being sexually abused by other inmates or sexually 
abusive toward other inmates.  This application replaces the Sexual 
Aggressor/Victim Classification Screening (CR-3737 for females and CR-
3638 for males).  NOTE: the CR forms will continue to be used by the 
residents in contracted facilities supervised by the TDOC Division of 
Community Supervision.  
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I. Resident: Any person confined within a community confinement facility, 
(e.g. halfway houses and residential confinement supervised transitional 
centers, etc.) 

J. Sexual Abuse:  Encompasses offender-on-offender sexual abuse or 
harassment; staff-on-offender sexual abuse or harassment.   

K. Sexual Aggressor: Anyone who has been identified as an individual with a 
past history of sexually aggressive behavior.  

L. TDOC PREA Coordinator: Individual designated by the Commissioner to 
oversee, develop, implement, and monitor the Department’s PREA 
programming and reporting responsibilities.  

M. Victim: Anyone who has been identified as an individual who is a former 
victim of prison or facility rape or sexual assault. 
 

V.  POLICY:  It is the policy of the DCCCP to provide a safe, humane, and 
appropriately secure environment, free from threat of sexual abuse and sexual 
harassment for all offenders, by maintaining a program of prevention, 
detection, response, investigation, and tracking of all alleged and substantiated 
sexual assaults and sexual harassment. DCCCP has zero tolerance for 
incidences of sexual abuse and sexual harassment within its program.   

VI. PROCEDURES: 
A.  The DCCCP shall have an absolute zero tolerance towards sexual acts 

between staff and offenders on the program.  There are no consensual 
sexual acts in a supervisory relationship. Any sexual abuse or sexual 
harassment between employees and offenders is inconsistent with the 
professional, ethical principles, and policies of the DCCCP.  All 
allegations of sexual abuse will be reported and investigated.  

B. The Commissioner shall appoint a TDOC PREA Coordinator who will be 
responsible for implementing, developing, overseeing, and monitoring the 
Department’s PREA activities, policy development and training.  

C. The facility PREA Coordinator shall appoint a local PREA Compliance 
Manager (PCM) who will ensure the facility’s compliance with PREA 
standards.  The PCM shall keep the program’s PREA Coordinator 
apprised on the program’s compliance status.  Each program shall develop 
internal procedures to document this process.   

D. Offender Orientation and Education:  All offenders entering the DCCCP 
shall receive verbal and written information concerning sexual abuse at 
intake orientation.  Appropriate provisions shall be made as necessary for  
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offenders not fluent in English, persons with disabilities and those with 
low literacy level. 
 

E. Monitoring of sexual abuse or sexual harassment against offenders shall 
be conducted in accordance with Policy #502.06.1.  
 

F. All allegations of sexual abuse and sexual harassment shall be investigated 
in accordance with Policy #502.06.2 

 
 

G. Employee Training: All DCCCP employees, volunteers, interns, and 
contracted vendors shall be trained in the prevention, detection, response, 
and reporting of sexual abuse.  

H. PREA publications and signage will be displayed in plain view of all staff, 
offenders, residents, and visitors at all grantee locations at all times.  
 

VII. Expiration Date:  September 30, 2025 

 

 

 

 

  

APPENDIX

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049Docusign Envelope ID: B29F3C88-969E-4F97-825E-EAD2CF946D5E



 

  

APPENDIX

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049Docusign Envelope ID: B29F3C88-969E-4F97-825E-EAD2CF946D5E



 

 

 

Administrative Policies Policy # 600.00 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 89 of 124  

Subject:   Community Service Work  

 
I.  APPLICABLE STANDARDS:  S6.03, S6.04 and S6.05 
 
II.  APPLICATION:   To all DCCCP staff. 
 
III.  PURPOSE:   To describe the guidelines for community service work. 
 
IV.  POLICY:   All offenders will participate in unpaid community service work 

unless excused by the court.  Community service will not interfere with the 
offender’s regular paid employment.  There will be a written agreement between 
the offender, program, and agency that outlines the responsibilities of all 
participants. Offenders will be supervised at all times while performing 
community service work. 

 
V.  DEFINITIONS: 
 
 Community Service Work - Work performed by an offender for a non-profit 
 charitable organization or governmental entity within Davidson County. 
 
VI.  PROCEDURES: 
 
 Development of Community Service Sites 
 

1)  Program Manager will assign one of the DCCCP staff to arrange community 
service sites. 

2)  The duties of the employee will include, but are not limited to the following: 
 

a)  To coordinate the various approved sites of community service to 
ensure that the offenders assigned are being utilized efficiently and to 
the best of their abilities. 

b)  To maintain and distribute an updated list of approved community 
service work locations. 

c)  Discuss with case officers what offenders are appropriate for each site. 
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3)  To determine what agencies will be used, the following guidelines will be 
followed: 

 
a)  Any non-profit and/or governmental entity within Davidson County is 

eligible to be considered by DCCCP for offender labor to perform 
specific service work. 

 
b)  The following information will be required of any agency to be 

considered:  Name of organization applying, specific work offender is 
to perform, any specialized job skills required, contact person who will 
be responsible for supervising the offender. 

 
c)  The designated staff member will review the information to determine 

if the applicant is eligible for offender labor.  If the placement request 
is rejected, the offender will be notified and given the reason for 
rejection. 

 
d)  DCCCP will keep a list of designated approved community service 

sites. 
 

4)  Assignment of community service sites: 
 

a)  All offenders sentenced to Community Corrections in Davidson 
County will perform 10 hours of community service work each month 
of their sentence unless they are determined to be physically or 
mentally unable to do so. 

 
b)  Work will be performed on days when the offender is not working at 

their employment. 
 

c)  The Case Officer will work with the offender to determine an 
appropriate community service placement. 

 
d)  If an offender is unemployed at any time during sentence, he/she may 

be required to perform 30 hours of community service each week until 
employment is gained. 

 
e)  After completion of community service work, the community service 

site supervisor will sign a work receipt.  The offender will submit 
receipts to the Case Officer weekly during their office visit. 
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f)  At the end of each month, the Case Officer will monitor the offender’s 
file calculating the number of community service hours performed.  If 
the offender is behind in hours, the Case Officer will counsel the 
offender and determine the reason why. If any problems with 
performing Community Service work occur, it will be handled on a 
case-by-case basis. In cases that need a Judge’s input, a status date will 
be set for the offender and case officer to talk to the sentencing Judge.  

 
g)  The Case Officer will fill out a Community Service Restitution 

Agreement Form for each community service placement.  The 
agreement will contain the following: Name, address, and phone 
number of the agency; job duties; service days and hours; site 
supervisor’s name and responsibilities; time frame for completion of 
hours; and all relevant signatures.  

 
h)  The following signatures will be obtained:  the offender, the Case 

Officer, Program Manager and Agency Supervisor for the Community 
Service Work site.  

 
i)  The form will be kept in the offender’s case file. 

 
j)  The offender will not hold the agency or DCCCP liable for any 

accidents and injuries. 
 

k)  In cases where program staff directly supervises the offender 
performing community service work, the written agreement will 
include the following:  job duties, service hours and days, time frame 
for completion, and signatures of offender, program manager or 
designee.  

 
 
VII. EXPIRATION DATE: September 30, 2025. 
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Subject:   Victim Restitution  

 
I.  APPLICABLE STANDARDS: S6.01, S6.02, S6.06 
 
II.  APPLICATION:    To all DCCCP staff. 
 
III.  PURPOSE: To establish guidelines for collecting and monitoring victim 

restitution. 
 
IV.  POLICY: All offenders court-ordered to pay restitution where the victim suffered 

monetary and/or property loss will have a written restitution contract. 
 
V.  DEFINITIONS: 
 
 Victim Restitution - The act of giving the equivalent for any loss, damage or 
 injury incurred by the offender. 
 
VI.  PROCEDURES: 
 

1)  The offender will sign a Victim Restitution Contract.  A copy shall be kept in 
the offender’s file, one copy will be sent to the victim and one copy given to 
offender.   
 

2)  The Victim Restitution Contract will include the following: 
 

a)  Name of offender and victim 
 

b)  The amount of total restitution owed 
 

c)  The amount of each payment 
 

d)  The method of payment 
 

e)  The payment schedule 
 

f)  Time frame with date of final payment 
 

3)  When possible, the Case Officer will consult with the victim concerning the 
development of the above restitution plan.  Payment plan will consider the 
following factors: 
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a)  Present income/employment 
 

b)  Physical/mental health of offender 
 

c)  Education level 
 

d)  Family circumstances/responsibilities 
 

e)  Other financial requirements of offender 
 

f)  Impact to victim by incurring the monetary and/or property loss 
 
 

4)  The Case Officer will be responsible for monitoring the case file on a monthly 
basis to determine whether or not the required minimum payment has been 
made. 

 
5)  The Case Officer will collect the restitution by the following method: 

 
a)  Inform the offender to make payment by money order.  No cash will 

be accepted. 
 

b)  A numbered receipt will be written in triplicate.  One copy will be 
given to the offender, one copy placed in the file and one copy retained 
in the receipt book. 

 
c)  Case Officer will mail the money order to the victim the same day it is 

collected. 
 

d)  The Case Officer will send a dated letter with the payment notifying 
the victim of the amount being sent and the amount that is still owed. 

 
e)  Before mailing, the Case Officer will make a copy of the letter and 

money order and file it in the offender’s case file. 
 

f)  At the end of each month, the Financial Officer will monitor the 
collection of restitution by balancing the receipt book and the 
individual offender monthly form (Form CR-3040). 

 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy #   600.02 

and Procedures Effective Date:   October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page  94  of  124 

Subject:   Supervision Fees  

 
I.  APPLICABLE STANDARDS:  AP5.03; S6.06, S6.07, S6.08 and S6.09 
 
II.  APPLICATION:   To all DCCCP staff. 
 
III.  PURPOSE:  To define guidelines for the collection of offender payments of 

supervision fees. 
 
IV.  POLICY:   In all cases where the program staff collects payments from the 

offender, pre-numbered receipts will be issued at the time of collections.   All 
offenders will be required to pay supervision fees unless excused by the 
Sentencing Court. 

 
V.  DEFINITIONS: 
 
 Supervision Fees - Money collected from the offender which pays for supervision. 
 
VI.  PROCEDURES: 
 

1)  The DCCCP staff will only collect supervision fees.  All other court-ordered 
payments will be made by the offender. 

 
2)  Case Officers will only collect money when a receipt can be written. 

 
3)  All receipts will be pre-numbered, in triplicate. 

 
4)  The offender will be given a copy of the receipt, a copy will be filed in the 

offender’s file and one will be retained in the receipt book. 
 

5)  Case Officer will document in the chronological record when payment is 
received. 

 
6)  DCCCP will only accept money orders.  No cash will be collected. 

 
7)  Supervision fees will be kept in a lock box and must be deposited in a bank 

account within 72 hours after collection. . 
 

VII. EXPIRATION DATE:    September 30, 2025. 
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Administrative Policies Policy # 600.03 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 95 of 124 

Subject:   Offender Travel  

 
I.  APPLICABLE STANDARDS: S4.16 
 
II.  APPLICATION:     To all DCCCP staff. 
 
III.  PURPOSE:     To provide guidelines for offender travel. 
 
IV.  POLICY:     Any offender sentenced to the DCCCP may not cross the Tennessee 

State line into another state without permission by the Sentencing Judge.  Travel 
outside of the judicial district is only permitted for employment purposes and in 
the event of the death of an immediate family member, and only when granted a 
written travel permit. 

 
V.  DEFINITIONS:   None 
 
VI.  PROCEDURES: 
 

1)  The offender must request permission to travel out of State.  All requests will 
be denied except in the event of the death of an immediate family member. 

 
2)  This request must be granted by Sentencing Judge. 

 
3)  For employment, offender must request a travel permit from Case Officer.  A 

copy will be given to the offender and one maintained in the offender’s case 
file. 

 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy # 600.04 

And Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:   N/A 

Approved By: Page 96 of 124 

Subject:   Offender Supervision  

 
I.  APPLICABLE STANDARDS: S2.08 
 
II.  APPLICATION:   To all Case Officers 
 
III.  PURPOSE:   To ensure offenders are supervised per policy in the event an 

officer is on leave or a position is vacant for an extended period of time. 
 
IV.  POLICY:   Offenders will be supervised per policy requirements in the event an 

officer is on leave or a position is vacant for an extended period of time 
 

V.  DEFINITIONS:    None 
 
VI.  PROCEDURES: 
 

1)  When Case Officer is away from the office for any unexpected reason (i.e., 
illness, court requirement, etc.), that Officer is responsible to ensure that 
offenders assigned to him/her are supervised per policy. 

 
2)  If a Case Officer is unexpectedly called away from the office, that Officer 

shall make offender supervision assignments to other available officers. 
 

3)  The Officer who is away from the office will provide clerk and/or secretary 
with a copy of their appointment schedule, listing which Case Officer is 
substituting for which appointment. 

 
4)  The Officer who is substituting for the Case Officer who is away from the 

office will initial that Case Officer’s appointment book beside the name of the 
offender he/she is seeing. 

 
5)  If a Case Officer is ill, he/she shall call the office and report they are unable to 

keep their appointments.  The Officer will then make contact with their 
supervisor to assign their offender appointments.  If the Supervisor is 
unavailable, the next person in the chain-of-command will be contacted.  
Messages on voicemail are not acceptable. 
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6)  All Case Officers will make themselves available for such assignments.   

Every effort will be made to ensure equal distribution of assignments. 
 

7)  Appointment books will be utilized for scheduling offender appointments and 
will be kept updated and on the Officer’s desk at all times. 

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy # 700.01 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes: 

Approved By:  Page 98 of 124 

Subject:  Use and Maintenance of Official Vehicles  

 
I.  APPLICABLE STANDARDS:  AP5.09 
 
II.  APPLICATION:     To all DCCCP and Drug Court employees. 
 
III.  PURPOSE:     To define procedures for use and maintenance of DCCCP vehicles 

assigned to the program. 
 
IV.  POLICY:  All DCCCP vehicles shall be utilized only for official program 

business and shall have a proper maintenance program. 
 
V.  DEFINITIONS:  None. 
 
VI.  PROCEDURES: 
 

1)  The Program Manager shall assign an employee the responsibility for the 
control and maintenance of the program vehicles.  That employee will be 
referred to as a Transportation Coordinator. 

 
2)  All vehicle operators will be approved by the Program Manager.  To be 

approved, staff must possess a valid Tennessee Driver License and complete 
the Metro Defensive Driving Class. A copy of the employee’s current driver’s 
license should be kept on file in the employee’s personnel record.   

 
3)  Abuse of program vehicles shall be reported to the operator’s supervisor. 

 
4)  Vehicles shall be secured as follows: 

 
a)  All vehicles shall be kept locked and parked in the office parking lot 

when not in use.   
 

b)  All keys shall be kept in a central location within the facility. 
 

c)  A folder shall be maintained in each vehicle containing a Vehicle 
Mileage Report/Travel Log. 
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d)  A file for each vehicle will be maintained by the Transportation 

Coordinator containing: 
 

1) Maintenance schedule. 
 

2) Copies of all work order requests for repair service. 
 

3)  Other documents relating to the vehicles. 
 

5)  Vehicles shall be used as follows: 
 

a)  A weekly transportation schedule should be in place. 
 

b)  The Vehicle Mileage Report/Travel Log shall be maintained for each 
vehicle and completed by the operator for each trip.  The log should 
show driver, destination, mileage, date, time out, and time in for each 
trip.   

 
c)  The operator shall make a written report of noted operational/safety 

problems to the Transportation Coordinator. 
 

d)  All traffic laws shall be strictly obeyed and vehicles shall be operated 
in a safe manner, consistent with local laws, traffic flow and weather 
conditions. 

 
e)  Operators of passenger vehicles have absolute authority to exercise 

control over disruptive passengers to ensure the safety of the vehicle, 
driver, and other passengers. 

 
f)  By Metro ordinance, there is no smoking in program vehicles. 

 
g)  Seat belts are to be worn by operator and passengers in equipped 

vehicles. 
 

5)  In case of an accident: 
 

a)  Call the appropriate law enforcement agency to the accident scene. 
 

b)  Do not admit fault. 
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c)  Do not discuss the accident with anyone except the law enforcement 
official. 
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d)  Write down the address and phone number of all witnesses. 

 
e)  Obtain insurance information from operator(s) of other vehicle(s) 

involved. 
 

6)  Staff members and clients found abusing vehicles will be subject to 
disciplinary procedures. 

 
VII. EXPIRATION DATE:   September 30, 2025.    
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Administrative Policies Policy #   700.02 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 101 of 124 

Subject:  Position of Control  

 
I. APPLICABLE STANDARDS: S4.02 
 
II. APPLICATION:     To All DCCCP Staff 

 
III. PURPOSE:     To define written policy that prevents offenders from being in 

a position of control or authority over other offenders. 
 
IV. POLICY:     At no time may an offender be in a position of control or 

authority over other offenders unless under the direct guidance of a DCCCP 
staff member. 

 
V. DEFINITIONS:    None. 

 
VI. EXPIRATION DATE:    September 30, 2025. 
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Administrative Policies Policy #   700.03 

and Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 102 of 124 

Subject:  Conducting Searches  

 
I. APPLICABLE STANDARDS: S4.02 
 
II. APPLICATION:     To All DCCCP Staff 

 
III. PURPOSE: To define policy and procedure for conducting searches of 

offenders and their homes. 
 
IV. POLICY:  DCCCP staff is not allowed to search an offender, an offender’s 

home or property. 
 

V. DEFINITIONS: None. 
 

VI. PROCEDURES:  
 

1) DCCCP staff is precluded from searching an offender. 
 

2) Search of an offender’s home or property is not permitted.  
 
 

 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy #   700.04 

and Procedures Effective Date: October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page 103 of 124 

Subject:  Conflict of Interest  

 
I. APPLICABLE STANDARDS:  AP2.01, AP2.01.1, AP2.01. 2, AP2.02.2 
 
II. APPLICATION:     To All DCCCP Staff 

 
III. PURPOSE:      To define conflict of interest. 
 
IV. POLICY:  All DCCCP staff members are to adhere to the Metropolitan 

Nashville Government policy on Employee Conduct in the Human Resources 
Manual (see Chapter 6, beginning on page 17). 

 
In addition, to the policies in the Metropolitan Nashville Employee Handbook, 
the following policies outlined by TDOC will be followed: 
 
a) No employee connected with the agency shall use their official position to 

secure privileges or advantages. 
b) No staff member shall accept for themselves, any member of their family, 

or close associate, any personal gift, favor, or service from and offender.  
c) All employees will have a nation –wide background check completed and 

kept on file.   
 
V. DEFINITIONS:   None. 

 
VI. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #   700.05 

and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections Program Supersedes:  N/A 

Approved By: Page  104 of 124 

Subject:  Physical Force, Arrest, Custody & Transport of 
Offenders 

 

 
 
I.      APPLICABLE STANDARDS:  AP1.19, S4.03, S4.05, S4.06, S4.07 
 
II.    APPLICATION:     To all DCCCP staff. 
 
III.   PURPOSE: To set forth policy regarding the arrest, custody and transport of               

DCCCP offenders with active Community Corrections warrants. 
 
IV.  POLICY:  There is a written policy restricting the use of physical force unless 

justifiable self-protection, protection of others, prevention of property damage, and 
then only to the degree necessary and in accordance with appropriate statutory 
authority. All cases of physical force or restraint shall be reported in writing, dated 
and signed by the staff reporting the incident. Such reports shall be placed in the 
defendant’s case record and a copy forwarded to the Manager of Community 
Corrections within 30 minutes of occurrence. 
 

V.    DEFINITIONS:    
 
Arrest:    The act of depriving a person of his or her liberty usually in relation to 
the purported investigation or prevention of crime and presenting (the arrestee) to 
a procedure as part of the criminal justice system. 
 
Custody: The state of being detained or held under guard, especially by the 
police. 
 
Power of Arrest:  The power of arrest is a mandate given by a central authority 
that allows an individual to remove a criminal's liberty. The power of arrest can 
also be used to protect a person or persons from harm or to protect damage to 
property.  The DCCCP Program Manager may grant the power of arrest, under 
the authority of an Administrative Order signed by the presiding State Trial 
Courts Judge, and under the supervision of the Director of Trial Courts security, 
to specified staff members who have completed the required training.   

 
VI.   PROCEDURES:  
 

1) When any offender in the Davidson County Community Corrections Program 
is present in the DCCCP office, and the supervising Case Officer or other staff 
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member is in possession of an active and valid community corrections arrest 
warrant, signed by an authorized Judge, said Officer or staff member may  
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contact a DCCCP staff person with the power of arrest to initiate the arrest of 
said offender within the office. 
 

2) The supervising Case Officer or staff member will provide the arresting 
officer a physical copy of the warrant. 

  
3) The supervising Case Officer will ensure the notification of all DCCCP staff 

members of the pending arrest.  Upon notification, no movement of offenders 
will take place within the office until the arrest has been completed and the 
individual taken into custody has been transported from the DCCCP office 
area.     

 
4) The supervising Case Officer or staff member will retrieve the offender from 

the waiting area and escort them into the inner office area.  Upon entry to the 
inner office area from the waiting room, the offender will immediately be 
handcuffed and told the reason for his/her arrest. 

 
5) Once handcuffed, a pat-down search, which will minimally include the 

waistband area of the offender, will be conducted by an authorized staff 
member.  Said search will be conducted by a staff member of the same gender 
as the offender, when at all possible.  

 
6) Arrests of offenders by authorized DCCCP staff members are conducted 

solely for the purpose of transporting said offenders to the Metro Nashville 
Police Department (Warrants Division) for processing.   

 
7) It is preferable that arrests are conducted by two authorized DCCCP staff 

members with the powers of arrest.  In any event, if only one authorized staff 
member is available, a second staff member will accompany the authorized 
staff member throughout the arrest and transportation process.  In this event, 
only the authorized staff member will handcuff and physically control the 
offender, unless the arrestee becomes combative, at which time the standard 
use of force policy will apply. 

 
8) Once the arrest has been completed, and the offender has been removed from 

the DCCCP office area, the supervising Case Officer will ensure the 
notification of all DCCCP staff members of the completion of the arrest, and 
normal office functions will resume. 
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9) All arrests made within the DCCCP office will be reported by the arresting 
staff member in writing, using a standardized form, to the DCCCP Program  
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Manager within 24 hours.  A copy of said form will be placed in the 
offender’s file.   

 
10) Authorized staff members may only use that amount of force which is 

necessary to affect an arrest.  The use of corporal punishment or personal 
abuse is strictly prohibited. 

 
11) A monthly arrest report will be sent to the Courthouse Director of Security 

and the DCCCP Program Manager by a staff member designated by the 
Program Manager. 

 
 
VII. EXPIRATION DATE:  September 30, 2025 
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Administrative Policies Policy #800.01 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by:                                                   Page 107 of 124 
Subject:  Purpose and Mission (CSC)  
 
I. APPLICABLE STANDARD:  
 
II. APPLICATION:     To All CSC Staff, Interns, and Volunteers. 
 
III. PURPOSE:     To define the Purpose and Mission of Court Services Center. 
 
IV. POLICY:     The Court Services Center (CSC) is a component of the Davidson 

County Community Corrections Program (DCCCP).  The purpose is to enhance 
the supervision of felons sentenced to DCCCP under TCA 40-36-101 et. seq. and 
to offer additional services to the Courts.  The CSC mission is to provide effective 
counseling services to the population served and to work in concert with the 
mission as stated of DCCCP which is “to divert felony offenders from the 
Tennessee prison system by providing effective community based supervision and 
treatment services necessary to reduce criminal behavior and create a safer 
community.”  Further, the mission of CSC is to assist felony offenders to 
successfully complete DCCCP and fully comply with all court-ordered conditions 
and to reduce recidivism among this population.  CSC intends to provide solution-
oriented counseling, education, and training to offenders, which will enhance their 
ability to live in the community as productive, law-abiding citizens. 

 
V. DEFINITIONS:  None 
 
VI. PROCEDURES: 
 
 1) CSC will provide counseling services to offenders sentenced to DCCCP  
  by the Criminal Courts in Davidson County or by transfer from other  
  Tennessee Counties. 
 2) Services will be provided in a safe and humane manner. 

3) Services will include, but not be limited to: risk/needs assessments, 
substance abuse treatment, Pro-social Life Skills cognitive behavioral 
treatment, GED classes and employment readiness classes. 

 4) CSC will use resources appropriate to the offender’s need in the most  
  efficient and effective way. 
 5) CSC will employ a professional staff, all of which are certified, licensed, 
   or pursuing licensure as required by TDOC. 
 6) CSC will provide accountability to the judicial system. 
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VII. EXPIRATION DATE:  September 30, 2025.  

Administrative Policies Policy #800.02 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 108 of 124 
Subject:  Chain of Command and Organizational 
Structure 

 

 
I. APPLICABLE STANDARD:  
 
II. APPLICATION:     To All CSC Staff, Interns and Volunteers 
 
III. PURPOSE:     To define the chain of command and organizational structure. 
 
VI.  POLICY:     The Program will have an organizational chart which reflects the  

 structure of authority, responsibility, and accountability within the Program. 
 
V. DEFINITIONS:  None 
 
VI. PROCEDURES: 
 
 1) The organizational chart will be developed by the Program Manager  
  of DCCCP. 
 
 2) The chart will be reviewed annually and updated as needed. 
  
 3) The chart contains all staff positions. 
 

4)      All staff members and contract counselors of CSC report directly to the 
 CSC Program Coordinator.  The CSC Program Coordinator reports to the  
 DCCCP Program Manager. 
 

VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy #800.03 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 109 of 124 
Subject:  Policies, Procedure, and Practice 
(CSC) 

 

 
I. APPLICABLE STANDARDS:  
 
II. APPLICATION:     To All CSC Staff, Interns, and Volunteers. 
 
III.  PURPOSE:     To establish a standardized system for compliance, dissemination, 
 and maintenance of policies, procedures, and practices. 
 
IV. POLICY:    The agency has an approved policy and procedures manual to 
 govern program operations which will be made available to all staff, advisory 
 board  members, volunteers,  and interns. 
 
V. DEFINITIONS:  None. 
 
VI. PROCEDURES: 
 
 1.) Program Coordinator will develop written policies, which will govern the  
  operations of CSC. 
 
 2.) Program Coordinator and Program Manager will review policies annually  
  and make amendments as needed. 
 
 3.) All policies will be presented to the Advisory Board for approval. 
 
 4.) Advisory Board will approve policies by majority vote. 
 
 5.) Chairperson will sign all approved policies. 
 

6.)        All CSC staff, interns, and volunteers will be given a copy of the policy  
and procedures manual to read within the first week of employment. 

 
 7.) Program Coordinator will meet with employee or volunteer to inquire if  
  that individual has any questions. 
 
 8.) Staff or volunteer will sign the policy form stating they have received and  
  read all CSC policies. 
 
 9.) A copy of the form will be maintained in the personnel file. 
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Effective Date:  October 1, 2016 Policy # 800.03 Page 110 of 124 
Subject:  Policies, Procedure, and Practice   

 
 

10.) All staff, interns, and volunteers will be informed of any policy 
 amendments by receiving a copy of the approved amendment prior to 
 implementation. 
 
11.) Staff, interns, and volunteers will update policy form annually by 
 verifying that they have received changes. 
 
12)  Private counseling and group meeting space is provided in a building that  

 conforms to all applicable state and local building codes. Arrangements 
 will be made for the following if/when needed: TDOC mandated  
 Risk/Needs assessments; education/vocation programs; evidence-based 
 treatment activities which may include holistic approaches and/or family 
 staff safety monitoring contact; mental health services; DNA swabbing. 
 

13)  All offenders will be monitored by staff while moving in and out of 
 facilities.  This includes the supervision office downtown as well as the 
 drug court facility where CSC classes are held.  

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #800.04 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 111 of 124 
Subject:  Training and Orientation Requirements for 
Personnel (CSC) 

 

 
I. APPLICABLE STANDARD:  
 
II. APPLICATION:     To all CSC Staff, Interns, and Volunteers 
 
III. PURPOSE:     To provide minimum training and orientation requirements for 
 staff, interns, and volunteers. 
 
IV. POLICY:     The agency requires that all staff, interns, and volunteers meet the 
 minimum training requirements, and undergo an appropriate orientation before 
 beginning job assignment.  Staff members or volunteers who provide direct 
 services are required to meet state certification and/or licensure condition.  Interns 
 will be appropriately supervised. 
 
V.       DEFINITIONS:  None. 
 
VI. PROCEDURES: 
 
 1.) All new staff, interns, and volunteers will be required to read the CSC  
   policies and procedure manual within the first week of employment. 
 

2.) All new staff will read the DCCCP Policies and Procedures manual within 
the first week of employment. 

 
3.)        All new staff, volunteers, and interns will be administered a criminal 

 record check prior to appointment at CSC. 
 

4.) Staff will be required to document Continuing Education Hours sufficient 
 to maintain certification and/or licensure.  This requirement may be 
 fulfilled by seminars, workshops, credit courses, etc. 

 5.) An orientation of 40 hours appropriate to each staff person’s assignment  
  will be provided by the Program Coordinator. 

6.) All new staff, interns and volunteers will be required to sign a statement 
that they will abide by the ethical standards of the American Association 
for Counseling and Development, the National Association of Alcoholism 
and Drug Abuse Counselors, and/or the National Association of Social 
Workers. 

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #800.05 

and Procedures Effective Date:  October 1, 2016 
Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 112 of 124 
Subject:  Education and Job Function Requirements 
(CSC) 

 

 
I. APPLICABLE STANDARD:  
 
II. APPLICATION:     To All CSC Staff, Interns, and Volunteers 
 
III. PURPOSE: To describe job functions and corresponding minimal  requirements. 
 
IV. POLICY:  The Program will have an applicable job description for each position 

that includes responsibilities, minimum education and experience requirements. 
 
V.         DEFINITIONS:  None. 
 
VI.        PROCEDURES: 
 
 A.  POSITION:  CSC COORDINATOR: 
  
 The Court Services Center Program Coordinator will devote 100% effort to the 
 day-to- day operations of the Court Services Center [CSC] of the Davidson 
 County Community  Corrections Program [DCCCP].  Program Coordinator 
 will be under the supervision  of the Program Manager of DCCCP. 
 
  1) Supervise and evaluate the staff of CSC. 
 
  2) Assign and monitor the work of the CSC. 
 
  3) Develop, monitor, and evaluate the assessment, substance abuse,  
   life skills, education, and counseling programs of the CSC. 
 
  4) Develop and submit reports on the progress and effectiveness of  
   the CSC. 
  5) Prepare and maintain the needed standard forms and reports for the 
   monthly function of the CSC. 
 
  6) Serve as substitute for the DCCCP Program Manager if designated  
   by the  Program Manager. 
 
  7) Develop and monitor Policy and Procedures manual for CSC. 
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Effective Date:  October 1, 
2016 

Policy # 800.05 Page 113 of 124 

Subject:  Education and Job Function Requirements   
                           
                            8) Serve as liaison between DCCCP and treatment community.  
 

 9) Perform other related duties as required. 
 
  10) Actively attend staff meetings, in-service training, conferences,   
   community functions as designated and/or required. 
 
 Minimum Qualifications: 
 

Graduation from an accredited college or university with a Master’s Degree in 
Criminal Justice, social/Behavioral Science or Counseling is prefferred.  Two 
years in administration or supervision.  Knowledge of administration, personnel, 
supervision and evaluation of effective program functions.  Competent in 
establishing and maintaining good working relationships with the judicial system 
and the community.  Knowledge of chemical addiction and treatment.  
Knowledge of treatment resources and experience with treatment community. 
Licensed Alcohol and Drug Abuse Counselors (LADAC) or National Alcohol and 
Drug Certified Counselors (NADC) with two years’ experience in administration 
or supervision will also be considered. 

 
 B.  POSITION:  PROGRAM SPECIALIST/COUNSELOR: 
 This employee will be under the direct supervision of the Court Services Center 
 Program Coordinator.  He/She will devote 100% effort to the implementation of 
 offender assessment, counseling and program development. 
 
  1.) Develop and submit to appropriate individuals offender   
   assessments, treatment plans, progress notes, and offender progress 
   evaluations. 
  2.) Provide class instruction in group lectures. 
  3.) Provide counseling in group therapy and individual sessions. 
  4.) Develop programs as deemed necessary for ongoing functions of  
   CSC. 

 5.)       Actively attend staff meetings, in-service training, conferences,  
  and community functions as designated and or required. 
       6.) Evaluate offender progress, identify problems, and create reports. 

 
        7.) Participate in needed offenders’ staffing in relation to progress or  
   any violation. 
 

 8.) Perform other related work as required. 
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Effective Date:  October 1, 
2016 

Policy # 800.05 Page 114 of 124 

Subject:  Education and Job Function Requirements   
 
Minimum Qualifications: 
 
Graduate from an accredited college or university with a Bachelor’s Degree in 
Behavior or Social sciences or a degree in counseling.  Experience equivalent to 
at least two years in case management, counseling or other related field.  
Knowledge of various treatment modalities and assessment tools and ability to 
express ideas clearly and concisely. Competent in establishing and maintaining 
good working relationships with the judicial system and community.  Valid 
Tennessee Driver’s License.  Qualifying full-time professional experience in case 
management and counseling may be substituted for the required education on a 
year-for-year basis to a maximum of four years. 
 

VII.   EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #800.06 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 115 of 124 
Subject:  Volunteer and Intern Recruitment and 
Screening  

 

 
I. APPLICABLE STANDARD: AP3.01, AP3.02, AP3.03, AP3.04 
 
II.        APPLICATION:    To all DCCCP/CSC Staff, Interns, and Volunteers 
 
III.       PURPOSE: To establish a standard method to govern the recruitment, 

 screening and actions of interns and volunteers. 
 
IV. POLICY: Volunteers and interns will receive training on the policy and 
 procedures of DCCCP and receive a criminal records check prior to working with  

offenders.  The screening process shall include an application, interview with the 
Intern Program Coordinator, discussion of terms of service, definition of tasks, 
and training before placement.   

 
V. DEFINITIONS:  
 

Intern - A person pursuing bachelor or graduate degree from accredited 
 institution who contributes services to CSC without direct compensation and who 

receives on-going academic supervision. 
  

Volunteer - A person who contributes services to DCCCP/CSC without direct 
 compensation. 
 
VI. PROCEDURES: 
 
 A) Recruitment: 
 
  1) Recruitment of interns and volunteers is the responsibility of the  
   Intern Program Coordinator. 
   
  2) Any interns and/or volunteer recruited to provide a service which  
   requires licensure must possess a valid license in the required field  
   before  performing the service. 
 
 B) Screening: 
 

1) All interns and volunteers must complete an application.  It will be the 
responsibility of the Intern Program Coordinator to review and 
investigate the application. 
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Effective Date:  October 1, 
2016 

Policy # 800.06                        Page 116 of 124 

Subject:  Volunteer and Intern Recruitment and Screening   
 

2) The Intern Program Coordinator or designee will be responsible for 
interviewing interns and volunteers. 
 

3) Interns and volunteers will submit to a criminal record check prior to 
appointment. 

 
4) Final approval for all interns and volunteers will be given by the 

Program Manager, or designee, after a face to face meeting between 
the intern/volunteer and the Program Manager, and prior to beginning 
their service at DCCCP/CSC. 

 
 C) Training: 
 

1) It will be the responsibility of the Intern Program Coordinator to 
provide orientation and training for interns and volunteers. 

 
2) Orientation will include general information about CSC and 

DCCCP Policies, and intern/volunteer service opportunities. 
 

3) All interns and volunteers must agree to abide by the policies of 
CSC and DCCCP.  The Program Coordinator will be responsible 
for securing their signatures on Staff Policy Agreement verifying 
that the intern and volunteer have read, understand, and will abide 
by all DCCCP/CSC policies including those relating to the security 
and confidentiality of information.  

 
4)  A job description will be written for each volunteer position 

needed at CSC.  Job Descriptions will be reviewed with each intern 
and volunteer  during orientation. 

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #800.07 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 117 of 124 
Subject:  Referral and Intake   
 
I. APPLICABLE STANDARD: 
 
II. APPLICATION:     To all CSC Staff, Interns, and Volunteers 
 
III. PURPOSE:     To define policy and procedure for referral and intake. 
 
IV. POLICY: 
 
V. DEFINITIONS: 

 
 Referral:  Offender who is referred to DCCCP Drug Court for assessment   
 prior to sentencing. 

 
 Intake:  Offender who has been Court ordered to participate in    
 DCCCP/CSC or Drug Court. 

 
VI.     PROCEDURES: 
 

A.  The referral process includes interview with the Davidson County 
Drug Court Residential Program (DCDCRP) Assessor and the 
offender. DCCCP Case Developer will contact CSC to schedule 
appointment for clinical interview and assessment. This interview 
includes, but is not limited to, the Level of Service/Case Management 
Inventory (VRNA).  A written report based on the results of the testing 
and interview will be submitted to the Case Developer with 
recommendations for DCDCRP or CSC participation, if appropriate. 

 
B.  The direct intake assessment process includes the Level of 

Service/Case Management Inventory (VRNA) which will be 
administered at intake.   Further psychological and/or psychiatric 
assessment may be deemed necessary on a case by case review.   

 
C.   Intake from Davidson County Drug Court Residential Program into 

the Court Services Center will require referral by Drug Court 
Treatment Team and transfer of necessary assessment documents to 
CSC from DCDCRP.  Further assessment may be deemed necessary. 

 
VII. EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #800.08 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 118 of 124 
Subject:  Treatment Planning  
 
I. APPLICABLE STANDARDS: 
 
II.  APPLICATION:     To all CSC Staff, Interns, and Volunteers 
 
III. PURPOSE:     To establish guidelines for preparing Treatment Plans for each  
 offender. 
 
IV. POLICY:   Treatment Plans shall be developed for each offender attending CSC.  

The Treatment Plan will complement the Court Order. 
 
V. DEFINITIONS: 
 

Treatment Plan:  A written plan of treatment for each offender, which reflects 
areas of need identified in the assessment process.  

 
VI. PROCEDURES:  
  
 All Counselors involved in the Treatment Plan development shall work to provide 

the offenders with maximum benefit. 
 

  a)  Development of the Treatment Plan shall be the responsibility of the  
  primary counselor. 
  
  b)  Using information from the VRNA, a clinical interview and other  
  available documents (psychological evaluation, criminal records, etc.), the  
  Primary Counselor and/or Treatment Team will develop a Treatment Plan  
  addressing the individual needs of each offender.   
 
  c)  The Primary Counselor and the offender shall sign the Treatment Plan,  
  indicating agreement.  Once signed, the goals and objectives on the  
  Treatment Plan become the requirements of CSC. 
 
  d)  Case files will include, but not limited to: 

• Initial intake information 
• Case information from referral source 
• Case history/social history, if available 
• Medical records, when available 
• Psychological/psychiatric reports, if available 
• Assessment and Treatment Plan 

APPENDIX

Docusign Envelope ID: 8EEFDEF8-40FA-4BB9-A9E1-857141ADE049Docusign Envelope ID: B29F3C88-969E-4F97-825E-EAD2CF946D5E



 
Effective Date:  October 1, 
2016 

Policy # 800.08 Page 119 of 124 

Subject:  Treatment Planning   
 

• Signed Court Order 
• Case closure, at appropriate time 
• Signed medical consent authorization, if applicable 
• Releases of information 

 
VII.       EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #800.09 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 120 of 124 
Subject:  Release of 
Information/Confidentiality 

 

 
I. APPLICABLE STANDARD: AP1.15 
 
II. APPLICATION:     To all Staff, Volunteers, and Interns 
 
III.  PURPOSE:     To establish guidelines for confidentiality and the release of 

 information concerning offenders. 
 
IV.   POLICY:      Information concerning an offender shall not be available to the 

 general public.  Access to offender information shall be limited to  individuals 
 and agencies  which properly demonstrate both a “need to know” and a “right to 
 know” (such as the Criminal Courts) or have received written authorization 
 signed by the offender granting access to his/her records. 

 
V. DEFINITIONS: 

 
 Information - Any part of an offender’s case file, or the counseling relationship 
 and knowledge resulting there from. 
 
 Case File - Any file established by CSC for offenders, which contains documents  
 regarding an offender’s history in CSC. 
 
VI. PROCEDURES: 
 
 A.) Confidentiality of Offender Case File: 
  It shall be the responsibility of the Program Coordinator or designee to  
  ensure  information concerning offenders is released only  to identified  
  individuals which have properly demonstrated both a “need to know” and  
  a “right to know” or have received written authorization signed by the  
  offender granting access to his/her records. 
 
 B.) Accessibility of Records to Offender: 
  CSC records are not accessible to the offender with the exception of  
  official court documents or orders. 
 

Unless ordered by the Court, the following information shall not be made 
available to offenders: 

 
   1.  Chronological case history. 
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Effective Date:  October 1, 
2016 

Policy # 800.09 Page 121 of 124 

Subject:  Release of Information/Confidentiality   
 
 

 2.  Psychological reports. 
   3.  Correspondence from third parties. 
   4.  Communication from law enforcement agencies. 
   5.  Any information which the Case Manager may deem   
   harmful to the offender or which threatens the public safety. 
 
 C.) Accessibility of Records to Law Enforcement: 
 

Judicial, law enforcement, and correctional agencies involved with the 
case shall be supplied information without consent forms being required.  
Proper identification of these agencies shall be established prior to release 
of information. 

 
 D.) Accessibility of Records to Non-Law Enforcement and Social Service  
  Agencies, Attorneys, and Employers: 
 
  Information concerning an offender shall be released to non-law   
  enforcement and social service agencies only after an Authorization for  
  Release of Information to third party form has been signed by the   
  offender, when there is a “need to know.” 
 

E.) CSC staff, interns, and volunteers shall not discuss an offender’s case with 
the offender’s family members, significant others, friends, etc., without 
proper authorization as per this policy. 

 
F.) Authorization for Release of Information: 

 
 1.  The Authorization for Release of Information to third party 

shall contain the following: 
 

a) Name of offender. 
b) Individual/agency requesting information. 
c) Name of location releasing information. 
d) Specific information to be released. 
e) Purpose of information. 
f) Date the form is signed. 
g) Signature of offender. 
h) Signature of staff member authorizing release of information. 
i) Social security number. 
j) Date of birth. 
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Subject:  Release of Information/Confidentiality   
 

 2.  The staff member authorizing Release of Information shall 
ensure that the offender understands the contents of the 
Authorization for Release of Information to third party. 

 
 3.  Consent for the Release of Information shall be made only in 
 person with written authorization. Verbal consent is not 
 acceptable. 
 
 4.  The completed Authorization for Release of Information shall 

be placed in the offender’s file. 
 

G.) Security of Files and Documents 
 

Records of the counseling relationship, including interview notes, test 
data; correspondence, tape recordings, electronic data storage, and other 
documents are to be kept in a locked file room with access only by the 
Treatment Team and Program Coordinator.  Data maintained on a 
computer is to be:   
 
 1.  Limited to information that is appropriate and necessary for the 
 services provided. 
 
 2.  Deleted after it is determined that the information is properly 
 stored with the rest of the record. 
 
 3.  Restricted in terms of access to appropriate staff  members 
 involved in provision of services by using the best computer 
 security methods available. 

 
 
VII. EXPIRATION DATE: September 30, 2025. 
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Administrative Policies Policy #800.10 
and Procedures Effective Date:  October 1, 2016 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 123 of 124 
Subject:  Case File Monitoring  
 
I. APPLICABLE STANDARD: 
 
II. APPLICATION:     To all CSC Staff, Interns, and Volunteers 
 
III. PURPOSE:     To establish guidelines for case file monitoring and case 
 management, including attendance. 
 
IV.   POLICY:     It shall be the policy of CSC that all files will be monitored on a 

 regular basis.   Each offender’s attendance, progress and other pertinent 
 information will be documented. 

 
V. DEFINITIONS: 
 

Case File - A cumulative written record of a particular individual under the 
supervision of DCCCP/CSC. 

 
VI. PROCEDURES:  Forms for attendance and treatment documentation will be 

utilized. All documents will be stored and locked in a file room. 
 

A.) Counselor Responsibilities/Documentation Procedure: 
 

1)  Each counselor is to fill in attendance on weekly attendance sheet, which 
is to be provided at the beginning of each week. An updated sheet with 
additions and deletions will be provided at the beginning of each week.  It 
is the responsibility of the group counselor to notify the primary counselor 
or treatment team of changes during treatment planning. 

 
2) Each counselor is to fill out no-shows immediately following session. 

 
3) Each counselor is to document client participation whether by group 

attendance or individual session for each session attended.  The client’s 
unique participation interaction should be noted.  Documentation and case 
notes should be completed and placed in client file within 24 hours of the 
counseling session or group. 

 
4) Each counselor is to inform the Program Coordinator when there is a 

problem of coverage for a group or individual session.  A joint decision 
will be made as to how coverage should be handled on a case-by-case 
situation. 
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Subject:  Case File 
Monitoring 

  

 
 

      5)   A minimum of 25% of the case files will be audited randomly by the  
  Program Supervisors very month.   

 
B.) Policy for Notification of Offender No-Show: 

 
When an offender fails to attend a scheduled appointment at the Court Services 
Center, the Counselor fills out a no-show report, which will be distributed to the 
Case Officer. 

 
 
VII.  EXPIRATION DATE:  September 30, 2025. 
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Administrative Policies Policy #900 
and Procedures Effective Date:  October 1, 2023 

Davidson County Community Corrections 
Program 

Supersedes:  N/A 

Approved by: Page 125 
Subject:  Fiscal  
 
 
I.   APPLICABLE STANDARDS:  AP5.01; AP5.02; AP.3; AP.4; AP.5; AP.6A 
 
II.  APPLICATION: To all DCCCP staff. 
 
III. PURPOSE:  To define fiscal policies, including budget, inventory, purchasing, etc. 

 
IV. POLICY: The Grantee will operate under an annually written budget of anticipated 

revenues and expenditures approved by TDOC.  
 

V.  DEFINITIONS: None. 
 

VI. PROCEDURES: 
 

1) The grantee will adhere to the budget approved by TDOC. 
 

2) An annual independent fiscal audit will be conducted. DCCCP will be included in 
the annual audit of the government of Metropolitan Nashville. The results of this 
audit will be sent to TDOC no later than nine months after the close of the fiscal 
year. 

3) Administrative capabilities will include standard procedures regarding inventory 
control, purchasing, and requisitioning of supplies. 
  

 a) DCCCP will utilize TDOC’s Inventory Control System (ICS) to conduct and 
maintain inventory purchased with grant funds. Inventory will be conducted 
monthly utilizing a 10% approach of those items.  A full annual inventory will be 
conducted of items at the close of the contract/fiscal year and submitted no later 
than 30 days with the final invoice.  

 b) Purchases of equipment will be approved by the Fiscal Department of TDOC.  
 c) If requisitioning a big-ticket item, such as a vehicle, the program must submit 

three bids to the Fiscal Department f TDOC.  
 
      4)   All money orders will be placed in a secure location and deposits will be made 

within 72 hours after collection. 
       5)  Written policy, procedure, and practice provide for insurance coverage that 

includes at a minimum, property insurance and comprehensive general liability 
insurance; such insurance is provided through private companies or self-
insurance.   
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 a) Metropolitan Government of Nashville will provide any liability insurance for 
DCCCP. 

6) Written fiscal policies, procedures, and practices adopted by the governing 
authority, will include at a minimum, the following: internal controls, petty cash, 
bonding, signature controls on checks of offender funds, receipting, and employee 
expense reimbursements.   

 a) DCCCP will not have any petty cash fund or accept any cash or check as fee 
payment from offenders on the program. 

 b) The offender’s case officer will receive the money order for fees, fill out the 
receipt in triplicate – one to the offender, one in the case file, and one stays in the 
receipt book. A report is run at the end of the day of all payments.  The report and 
money orders are placed into a safe behind a locked door in the office. An 
administrator will reconcile everything in the safe and on the report the following 
workday. State Trial Court personnel will pick up all money orders within 72 
hours of collection and deposit into the bank.  

 c) If an employee will incur an expense, it must be approved by a supervisor.  A 
receipt must be obtained and turned in the next business day they are in the office 
and the manager or designee will sign off on it and turn it into the State Trial 
Court administrative office for reimbursement.  
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