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I. AUTHORITY 
  

This policy is issued in compliance with Ohio Revised Code 5120.01 which delegates to the Director of 
the Department of Rehabilitation and Correction the authority to manage and direct the total operations 
of the Department and to establish such rules and regulations as the Director prescribes. 

 
II. PURPOSE 

 
The purpose of this policy is to establish practices governing inmate transfer requests for environmental 
and construction projects. 

 
III. APPLICABILITY 
 

This policy applies to all asbestos/construction managers or any other Ohio Penal Industries (OPI) 
employee involved in the transferring of inmates from temporary housing at one institution to another. 

  
IV. DEFINITIONS 
 

HUB – Centralized transportation of inmates 
 
Parent Institution – The institution where an inmate was originally screened for OPI job assignment 
and where he will return when no work is available or the inmate is no longer working for OPI. 

   
A. POLICY 
 

It is the policy of the Ohio Department of Rehabilitation and Correction to establish a formal system 
whereby sufficient information is provided to the OPI Asbestos/Construction Manager and the 
institutions regarding the transfer and transportation of inmates selected to work on OPI 
environmental/construction project crews.  
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VII. PROCEDURES 

 
A.  Process for Initial Approval and Original Transfer 

 
1. The Environmental/Construction Manager shall submit the OPI Project Summary and a 

list of inmate(s) being requested for a job assignment to the Managing Officer of the 
institution where the inmate(s) are currently housed, Managing Officers where they are 
going to be housed, and the Bureau of Classification and Reception.   

 
2. The Managing Officer /designee of the parent institution shall complete the Inmate 

Transfer Request (DRC 2003).   
 

A copy of each inmate’s most recent Security Instrument and Application for Community 
Service Release (DRC2428) shall to be submitted along with the transfer request to the 
Bureau of Classification and Reception for their review.  The Bureau will not approve the 
transfer of an inmate for a job assignment off the grounds of a correctional institution 
without an approved Application for Community Release (DRC2428). 

 
3. The Bureau of Classification and Reception shall review the transfer request and all 

relevant information and process accordingly.  The Bureau of Classification and 
Reception shall submit copies of all decisions on OPI-related transfer requests to the 
Managing Officers of the institution where the inmate is housed, the proposed receiving 
institution, and to OPI.  Inmates shall not be transported from any institution without the 
necessary written approval to transfer from the Bureau of Classification and Reception. 

 
B.  Transportation 

 
1. The Managing Officer or designee of the institution where the inmate(s) is housed shall 

determine the appropriate method of transporting those inmates approved for transfer; 
either via HUB transport, institution transportation officers, or OPI Work Crew 
Supervisors. 

 
2. In general, a HUB Transport requires a minimum of (7) calendar days’ notice for transfer.  

All OPI work crew inmates who have not been screened and approved for Community 
Service Release, as documented on the Application for Community Release (DRC2428), 
must be transported by the HUB or by institutional transportation officers.   
Documentation of approval for Community Service Release is maintained in a location at 
the discretion of the institution. 

 
3. Properly trained OPI supervisors may transport all inmates who have been approved for 

community service release. OPI work crew supervisors must complete the Department’s 
transportation training courses, as developed by CTA, prior to conducting any transports 
of OPI work crew inmates to any worksite or institution.  OPI supervisors are not 
authorized to carry firearms for any transports. 
 
 

 
DRC 1362 



SUBJECT: Inmate Transfer Requests for OPI Environmental and Construction Jobs PAGE     3    OF      3      
. 
 

 

C.  Gate Pass to an OPI Work Site 
 
The OPI Manager shall contact the institution where the inmate is housed for the appropriate gate 
pass request form.  The gate pass request shall include the date(s) requested to transfer the inmate 
to a work site outside the secure perimeter of the institution and the names and numbers of each 
inmate requested to be transported to that work site. 

 
D.  Secondary Transfer 

 
1. The OPI Supervisor shall inform the Managing Officer’s Office where the inmate(s) are 

currently housed if there is a need to transfer the inmate(s) to another institution.   
 
2. In the case of secondary transfers, the Managing Officer’s office shall only be required to 

submit the Inmate Transfer Request (DRC2003) to the Bureau of Classification and 
Reception. 

 
3. All other procedures for secondary transfer shall comply with the provisions of this 

policy. 
 
E.  Review of Transfers 

 
The receiving institution may request a review by the Bureau of Classification and Reception of 
any inmate transfer if there is reason to believe that the inmate was not appropriately classified. 

 

F.  Post Orders 
 

All OPI Community Service Post Orders shall be written to comply with this and other related 
Department policies and shall be followed.  

 
 
 
Related Department Forms: 
 
 Request to Transfer     DRC2003 
Application for Community Service Release  DRC2428   
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