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A. The policy and compliance coordinator will oversee the maintenance of DOC policies and related attachments.
Policies are approved by the secretary of corrections (SOC) and Implementation Adjustments (IAs) are
approved by the directors.

1. All original signatures and complete policies and attachment packages are kept by the policy and
compliance coordinator.

2. Each DOC division director, or designee, will maintain their respective IAs.
a. For institutions that require an IA to define alternative procedures to accomplish the intent of

the policy, the appropriate warden will be responsible for signing the IA and will get the director 
of Prisons’ approval.

b. All institutional IAs will be saved and kept at each facility with a copy sent to the policy and
compliance coordinator.

2. Staff and Public Access to Public Policies and Attachments:

A. The policies and procedures for operating and maintaining the institution and its satellites are specified in a
manual and/or website and are accessible to all employees and the public. This manual is reviewed at least
annually and updated as needed [ACA 5-ACI-1A-12].

B. Current policies and their related attachments are available to DOC staff members on the DOC intranet network
(DOCNet) at: https://www.intranetdoc.sd.gov/policies/outward. Policies are published as PDF documents.
Where attachments exist, blank attachment templates are included at the end of the PDF.

1. Attachments as individual documents are available and are linked separately on the attachments
page (https://www.intranetdoc.sd.gov/policies/attachments).

C. Current public policies and related attachments are available to the public as singular PDF documents on the
DOC website: https://www.doc.sd.gov/about-us/policies. Attachments are not available individually.

D. Policies designated public are considered public record. Public records are open to inspection and copying by
citizens of this state and persons interested in the examination of the public record(s), unless exempted by
statute. Offenders are included within the designation of public.

1. Juvenile policies are not shared on the offender tablets.

3. Staff Access to Non-Public Policies:

A. DOC policies designated non-public are not open to public inspection or copying without specific
authorization/approval of the SOC. Non-public policies will include bolded red text on the title page stating the
policy, attachment(s), and IA (when applicable) are non-public.

1. Non-public policies and attachments will be published electronically to the DOCNet by the policy
and compliance coordinator.

2. PDF policy packages, containing the full policy and all attachments, will be posted to the DOCNet
with editing and printing permissions protected by password.

3. Attachments as individual documents are available, are linked separately, and are printable.
4. Non-public policies will have a semi-transparent watermark (“Restricted”) placed diagonally on the

policy pages.

4. Review and Revisions:

A. DOC policies are scheduled for review on an annual basis. The site policy review team, including the warden,
reviews the institution’s internal personnel policies annually and submit to the parent agency (SOC and
executive team) any recommended changes that are relevant to the parent agency’s policies [ACA 5-ACI-
1C-02].

https://www.intranetdoc.sd.gov/policies/outward
https://www.intranetdoc.sd.gov/policies/attachments
https://www.doc.sd.gov/about-us/policies
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B. Employees participate in the formulation of policies, procedures, and programs [ACA 5-ACI-1A-05]. It is
the responsibility of each facility warden or office supervisor to ensure that staff know what policies are up for
review and when the deadline is for feedback. Staff with suggestions for revisions or changes may email
suggested revisions to their policy liaison and copy their supervisor and the policy and compliance coordinator.
These suggested revisions will be considered immediately if emergent, or at the next scheduled annual review.

1. The policy and compliance coordinator will assign appropriate access to the documents to be
reviewed so staff are able to review and propose during the review process.

2. Once the facility policy review team is done with their recommended changes, the policy is sent to
the executive team.

3. Once the executive team have completed their review with final policy updates or changes, the
policy is sent to the secretary for approval and signature.

C. New or revised policies and procedures are disseminated to designated staff and volunteers and, when
appropriate, to offenders prior to implementation [ACA 5-ACI-1A-14]. When a new policy is approved or
changes are approved within an existing policy, the policy and compliance coordinator will send an email to an
email distribution group (division directors, wardens, and other staff) who will disseminate the information to
staff to notify of any changes.

1. Revised and newly published policies are updated on the offender tablet system (public, adult
offender policies only), the DOC website (public policies only), the DOCNet, and SDLearn (public
policies only).

2. When a new version of a policy is published, the previous version of the policy and any attachments
are archived.

3. If mandatory training is required for a new policy for procedural or process changes, the policy may
be finalized and disseminated to aide training but will not be implemented until all training is
completed.

D. In the event a policy is absorbed into other policies or abolished completely, an email is sent to an email
distribution group (division directors, wardens, and other staff) who will notify staff as appropriate of the date
the policy was/will be abolished.

1. The policy number assigned to the abolished policy will not be reassigned to future policies.
2. The abolished policy will be designated as “archived.”

E. Policies are signed electronically and any revision to policy or attachment, no matter how small, requires a new
signature from the SOC.

5. Attachments:

A. All attachments will be published at the end of the related policy as a blank template and will include the
standardized attachment header containing the related policy number and title, attachment title, and distribution
type. The footer will include the revision date, effective date, and page # of #.

1. Attachment documents will be reviewed when the policy is reviewed and will only be included
within a single policy. Any reference to the attachment in subsequent policies will refer back to the
policy where the attachment is housed.
a. All policy attachments which require staff completion will be shared and linked on the DOC’s

intranet (DOCNet) page as Word documents or Excel workbooks. When the link is clicked, the
Word and Excel files will automatically begin downloading to the user’s computer for editing
and can only be saved as a new document to prevent overwriting the original template.

b. All policy attachments which do not require staff completion will be shared and linked on
DOCNet as PDF documents. When the link is clicked, the PDF will open in a new window and
can be printed.

c. Any changes to a policy attachment that is generated in the offender management system
(OMS) must be shared with the policy and compliance coordinator who will submit it to staff
responsible for maintaining the documents in the OMS. All OMS attachments that have been
revised with substantive changes will first be placed into the OMS TRAIN environment to be
tested by staff before being moved into active production. OMS attachments will include the
OMS template name in the footer.
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6. Requests for Policies:

A. Requests for public policies.
1. Persons who contact the DOC to inspect public policies should refer to the DOC website

http://doc.sd.gov/. Specific questions regarding policy should be directed to the policy and
compliance coordinator.

2. Any public DOC policy sent electronically to a person who is not a DOC staff member shall be
saved as a SECURED PDF and attached to an email.

B. Offender requests for public policies.
1. Offenders may view/inspect current public policies (including attachment templates), from their

tablet or kiosk, or by contacting housing staff.
2. Offenders may request reproduction of public DOC policies, current and archived versions, through

their housing staff.
a. Offenders will be charged a fee per sheet.

V. RESPONSIBILITY
A. The SOC is responsible for final approval and sign-off of all DOC policies.

B. The wardens and division directors are responsible for:
1. Maintaining all required IAs for their facility(ies).

a. Ensuring employees, contract workers, and volunteers are made aware of all applicable DOC
policies and procedures, as well as knowing where and how to access them.

b. Ensuring all offenders have access to current public policies and procedures.
c. Annual review of all policies and procedures and submitting all recommended revisions to the

policy and compliance coordinator via the periodic review process.

VI. AUTHORITY
A. SDCL § 1-27-1 Public records open to inspection and copying.
B. SDCL § 1-27-1.4 Denial letters to be kept on file.
C. SDCL § 1-27-1.5 Certain records not open to inspection and copying.
D. SDCL § 1-27-37 Written request for disclosure of records.
E. SDCL § 1-27-38 Civil action or administrative review of denial of written request or estimate of fees.
F. SDCL § 1-27-42 Public record officer for the state, county, municipality, township, school district, special

district, or other entity.

VII. HISTORY
April 2026 
January 2026 
March 2025 
January 2022 
December 2019 

ATTACHMENTS
None. 

http://doc.sd.gov/
https://sdlegislature.gov/Statutes/Codified_Laws/DisplayStatute.aspx?Type=Statute&Statute=1-27-1
https://sdlegislature.gov/Statutes/Codified_Laws/DisplayStatute.aspx?Type=Statute&Statute=1-27-1.4
https://sdlegislature.gov/Statutes?Statute=1-27-1.5
https://sdlegislature.gov/Statutes/Codified_Laws/DisplayStatute.aspx?Type=Statute&Statute=1-27-37
https://sdlegislature.gov/Statutes/Codified_Laws/DisplayStatute.aspx?Type=Statute&Statute=1-27-38
https://sdlegislature.gov/Statutes/Codified_Laws/DisplayStatute.aspx?Type=Statute&Statute=1-27-42
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