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GENERAL SERVICES 2

Work Orders:

The following is the procedure when requestlng
plumbing work repairs in your cell housing or work
location.

For your cell housing you are to notify your tier officer
or Block Sergeant and give a brief explanation of your
issue, staff will then submit a work order request
electronically. For plumbing issues at your work
location (Example) OCE, Culinary, Yard, etc. Notify
your staff supervisor they will then submit a work order
request electronically.

All work order requests are prioritized based on the
nature of the request and current work order load. A
dripping cell faucet is considered a low priority but is
usually addressed within a week.

Is/ C. Wagner, Asst. Supt. General Services
Soxy We're

LEGAL LIBRARY CLOSED

Law Library Closure: Week of April 28-May 2,
2025

DOC Law Libraries will be closed across the state for
all-staff training during the last week of April. Annual
training allows us to keep Library Coordinators up-to-
date and increase the quality of services provided
within institutions and to AlCs. We appreciate your
understanding and look forward to resuming regular
services after this event.

Please plan to make law library requests around
these closures. If you have a deadline during this
time, please plan to have all work completed prior as
we will be unable to provide services during our
planned closure.

Institution-specific information is posted in the facility
library.

/sl J. Janis, Legal & Library Services Manager

HEALTH SERVICES (...

KYTES for Medical Records

Health Service would appreciate your understanding
regarding kytes for medical records. Due to several
changes within medical records, there is a backlog of
kytes. The new records specialist will get them caught
up as fast as they can while also doing other
requests. Thank you and we appreciate your
understanding.

/sl K. Ross RN, Medical Service Manager

Access to Medical Care

If you are not feeling well or have a problem that
requires medical attention, please attend Triage during
morning chow. Prior to attending Triage, complete an
AIC Communication Form outlining your concerns.

Your AIC Communication Form will need the following:
full name, SID number, cell number, date, and
description of your need, with an explanation of your
signs and symptoms. Please fill out the form completely
to help us better meet your health care needs.

At your triage encounter, the nurse will discuss your
concerns with you and determine appropriate follow-up.
Follow-up can include a same-day sick call encounter, a
scheduled sick call encounter, or a follow-up
appointment with your primary care provider (PCP).

If a medical appointment is necessary, an appointment

will be scheduled, and a call pass will be issued. It is
important that you keep your appointment and report
promptly to Medical Services area at the time shown on

the call pass. @
attention during other times of the day, consult your
supervisor, or housing unit officer. Your housing unit

officer will call Nursing Services and triage your medical
concerns awaiting further direction by Nursing Staff. All

emergency medical situations will be handled when they
arise.

Should you become ill or otherwise need medical

Is/ K. Ross, Registered Nurse
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MISCELLANEOUS

AIC Yard Phones:

Facilities team is upgrading all Yard Phones. The 30
phones near mini golf will remain up and functioning
for the whole project. The 10 phones at the turn-style
will be temporarily down. They are going to be moved
and renovated with new wire for this project. Facilities
has been informed that A- Block, Stage, and Barn
phones will remain available.

Is/ S. Boren, Electrician Facilities

OSP Call Center Clerk- 2 @

PRAS Points: 14 to 17 After 6mo.
REQUIREMENTS: INC Level 3, Apply by 4/30/25, 2
Years Remaining in DOC custody

INTRODUCTION:

This Call Center Provides outside contractors the
infrastructure and AIC phone agents to make
outbound calls for lead generation, prospecting cold
call sales, surveys, polls, and questionnaires.

QUALIFICATIONS:

To be considered for an OCE Clerk assignment you
must meet the following criteria: A strong work ethic
and clerical experience is preferred. Upon a
successful interview, the OCE Clerk selected must
meet the approval of the Call Center Manager. OCE
clerks must be able to take direction and perform their
duties in a professional and timely manner while
working in an office setting with other AIC’s, DOC,
OCE, and customer staff. OCE clerk positions require
the AIC to be able to demonstrate a positive attitude
towards the Call Center in all aspects of behavior.

DUTIES & RESPONSIBILITIES:

The focus of the OCE clerk is to act as OCE staff
support by being able to perform all duties and
responsibilities with efficient professionalism and a
sense of dedication to the call center, Braille, and
DDT; that involves, and is not limited to: The
maintaining of office files, daily information tracking,
generating reports, and accurate data entry. In
addition to basic clerical duties, the OCE clerk will
perform a wide variety of tasks as directed by OCE
staff. The OCE clerk helps maintain office equipment
while communicating with phone agents, trainers, and
OCE Staff.

Additional Skills/ Knowledge Needed:
¢ Knowledge of the structure and content of the
English language: Spelling, definition,
composition, and grammar.
¢ Knowledge of Microsoft word, Excel,
PowerPoint, and Outlook.
¢ Knowledge of administrative and clerical
procedure systems such as word processing,
filling/record management, formatting design,
and clerical terminology.
¢ Proficiency in writing, proofreading, and
editing.
e Prioritizing work while utilizing time
management techniques.
» Strong verbal and written communication
skills.
Must be detail oriented.
Must be adaptable to a high pace work
environment.

To apply — Send application to OCE Call Center —
Rick Masterson or provide to any OCE staff
member.

Is/ R. Masterson, Production Supervisor

RELIGIOUS SERVICES

Find Freedom and Hope Service

UPCI is offering a renewed service starting in January
on the 2" and 4" Thursdays.

We understand the challenges of feeling locked in
and locked out. These services are a time to reflect
on how the Lord delivers us from what binds us and
brings us into His freedom.

- Hear testimonies of transformation and hope.

- Discover the healing, freeing power of Jesus Christ
- Embrace the joy of living victoriously through Him.
Come as you are and discover true freedom in Jesus
Christ.

Please send a kyte to the Chapel to sing up for this
service.

Volunteer Ministers Doug Lethin & Dennis Mostyn
/sl A. Y. Perlstein, Chaplain

**Circle of Peace on the Inside Group (COPING)**
Circles of Peace on the Inside Group (COPING) is a
Restorative Justice approach to treatment, allowing all
who have been impacted by domestic violence to
collaboratively repair and prevent future destructive
behavior(s) upon release.
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COPING consists of 15 weekly Circles that bring
prisoners together who want to transform their
trauma.

o The first Circle begins: Wednesday, January
2207 from 1:00 to 3:00 pm.

o We will meet: Every Wednesday for the next 15
weeks, until April 307,

e There is limited space, so if you cannot make the
time commitment, please do not sign up. All are
welcome. Send your kites to the Chapel.

o “Trauma untransformed becomes transferred.”

Is/ A. Y. Perlstein, Chaplain

Weekly Chapel Schedule

Saturday, April 26%:
8:00 am LDS Services
Jinl

Sweat Lodge
Jehovah's Witness
1:00 pm  Jewish Service
Seventh Day Adventist
6:00 pm  Calvary Chapel
Siddha Yoga (2"¢ and 4" Saturdays)
Sunday, April 27t:
8:00 am Protestant (Spanish service)
Jehovah's Witness (Spanish service)
Urantia (1tand 3 Sundays)
1:00 pm:  Catholic
6:00 pm  Lutheran (1%, 3, and 5" Sunday)
Agape Family Services (2" and 4t)
Monday, April 28st:
1:00 pm  Catholic (Spanish service)
6:00 pm  Pentecostal service
Tuesday, April 29t:
8:00am Becoming 01 (2", 4th)
1:00 pm  Orthodox Christianity (1%t & 3 Tuesday)
Art of Living (Meditate) (2" & 4t Tuesdays)
6:00 pm  Buddhist (1t and 3 Tuesdays)
Wednesday, April 30%:
1:00 pm  Justice issues
Native drumming
6:00 pm  Most Excellent way chapel
Thursday, May 1st:
12:30 pm  Biblical Hebrew class
1:00 pm TUMI
6:00 pm Gospel service
Friday, May 2"
1:00 pm NOI Jumma Prayer
Sunni Jumma prayer
6:00 pm Anger and the Bible (2" and 4%)

POINT TO PONDER

It takes nothing to
join the crowd. It takes

everything

to stand alone.

et F Momaes




ATTENTION: NEW MAIL RULE UPDATE

On March 26, 2025, Chief of Security, Mr. Brian Stephen, sent this
message to all Mailroom Staff:

The mail rule was recently changed in an effort to mitigate known methods of
contraband introduction via mail. One of the changes is here:

Incoming Mail

(4) Authorized Envelopes:

(a) Except for mail that is addressed and received directly from the Corrections Ombudsman, a government
entity, an

approved vendor, publisher, treatment facility, health care provider, or is properly marked as “legal” or “officia
mail, incoming

mail must be enclosed in a commercially produced envelope using standard weight (20 pound or less) white
paper that is no

larger than 9” x 12”.

(b) Examples of envelopes that will not be accepted include, but are not limited to, the following:

(A) Any non-white envelope.

(B) Envelopes larger than 9” by 12” (except as provided in subsection (4)(a) of this rule).

(C) Envelopes that are not commercially produced.

(D) Envelopes made of cardboard, padded, corrugated, or tear-resistant material.

(E) Envelopes constructed of heavy weight paper (that is, greater than 20 pound) or with security screening
features.

III

An unintended consequence of this rule change has been discovered:

It was not, and is not, the intention of the ODOC to prevent AICs from receiving
banking, other financial, or stock information. Some of this information is
important for AICs to receive to allow them to file tax information correctly.
Envelopes from businesses who deal with this information are predominantly
“security” envelopes. It is a policy decision to allow these envelopes, coming from
financial institutions into the facilities. These are not “legal mail” or “official mail”
so can still be searched as normal, but this mail should be allowed in the facility
despite the coloring or security features on the envelope. If there are other
violations or concerns, they can be addressed individually and dealt with
accordingly.

Acting LIO/PIO, Sandra Curtiss
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REGARDING THE NEW MAIL RULES EFFECTIVE 1/13/2025
AICs WITH QUESTIONS ABOUT THE NEW RULES MAY SEND AN INMATE
COMMUNICATION FORM TO C. TOOMBS, LEAD WORKER, OSP MAILROOM

EXCEPTIONS CANNOT BE ADDRESSED AT THE INSTITUTION LEVEL
BRIAN STEPHEN, DOC CHIEF OF SECURITY at DOCHQ OVERSEES THE MAIL RULE

+ RESOURCES FOR FRIENDS AND FAMILY
VISIT WWW.OREGON.GOV/DOC TO VIEW THE NEW RULES

EMAIL QUESTIONS TO DOC.MAILROOM.QUESTIONS@DOC.OREGON.GOV

SOME ARE NOT FAMILIAR WITH THE TERM “SECURITY FEATURES”
REGARDING ENVELOPES. THIS IS THE PRINTING ON THE INSIDE OF THE
ENVELOPE USED TO CONCEAL THE CONTENTS, SUCH AS CHECKS

THESE ENVELOPES ARE NO LONGER PERMITTED _

i EXCEPTION: GOVERNMENT AGENCIES/
FINANCIAL INSTITUTIONS

+ PUBLICATIONS - BOTH BOOKS AND MAGAZINES
BOOKS & MAGAZINES MUST COME FROM A PUBLISHER OR DISTRIBUTOR
BOOKS FROM RESIDENTIAL ADDRESSES ARE NOT PERMITTED
FOR EXAMPLE:

M55 AMAZON
@) AMAZON MARKETPLACE /PRIVATE SELLER ADDRESS

UNFORTUNATELY WE DON’T HAVE A STATEWIDE LIST OF AUTHORIZED SELLERS
AT THIS TIME, BUT WE HOPE FOR ONE TO BE AVAILABLE IN THE FUTURE.



INMATE COMMUNICATION FORMS
“KYTES”

KYTES NEED TO HAVE A DEPARTMENT LISTED ON THE FRONT
+ DESCRIPTIONS SUCH AS “PROGRAMS” ARE NOT SUFFICIENT
THERE ARE MANY PROGRAMS PROVIDED BY MANY DEPARTMENTS.

+ JUST A STAFF NAME IS NOT SUFFICIENT }
NEW STAFF JOIN OSP REGULARLY AND ARE UNKNOWN TO MAILROOM STAFF.

KYTES LACKING SUFFICIENT INFORMATION WILL BE RETURNED TO SENDER.

OUTGOING MAIL

\ ", THE NEW RULES AFFECT AIC TO AIC MAIL

IF AN AIC SENDS AN ITEM NO LONGER ALLOWED IN INCOMING MAIL
TO ANOTHER AIC, THE RECEIVING INSTUTITION WILL VIOLATE/CONFISCATE.
EXAMPLES: NON WHITE PAPER, NON WHITE ENVELOPES, COLORED PENCIL, ETC.

ENVELOPE WEIGHT LIMITS AND POSTAGE

ENVELOPE WEIGHT LIMITS ARE AVAILABLE FROM CANTEEN
POSTAGE SCALES ARE AVAILABLE IN THE BLOCKS.
USPS WILL RETURN MAIL THAT EXCEEDS THE WEIGHT LIMIT.
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