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INTRODUCTION

This orientation manual is meant to be used along with the video, “Preparing for the Multiple-Choice
Test.” The video can be accessed on the following website:

https://esci.us/mc-prep/
PW: Te$tPrep

The video is approximately 1 hour in length. You are able to pause the video if needed.
Questions regarding video content can be submitted by emailing mayur.patel@esci.us
The purpose of this manual is to provide information regarding:

* how the Multiple-Choice Test was developed,

« different study techniques, as well as the opportunity to practice the techniques,
« the format of the Multiple-Choice Test, and

« logistics for your Multiple-Choice Test.

The video instructor will refer to this manual throughout the training, so be sure to follow along in
your manual while watching the orientation video. You are also encouraged to take notes while you
are watching the video. The video is meant to be watched at your own pace. You should pause the
video if at any point you feel you need more time to take notes or complete an exercise.

Along with this manual, you should collect the following materials before watching the video:
« Blank paper

» Pencil/Pen
* Highlighter

Troubleshooting guide: If you are having difficulty accessing the video, first make sure that
you have typed in the website address and password correctly. Once on the correct page, please
note that the video does not start automatically. It may take a few moments to load. Once the
video loads, click on the “play” arrow in the bottom left hand corner of the video screen. If the
video does not start you should first try the following:

. Try deleting the browsing history and all cookies from the computer’s browser
. Try using a different browser (Firefox, Google Chrome, Internet Explorer)
. Try using another computer (Note: Some computers may not be equipped with the

necessary software to play the video)
If you are still unable to view the video after using these techniques you should email
mayur.patel@esci.us

ESCI - Human Capital Division
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https://esci.us/mc-prep/

SOURCE MATERIAL

Please refer to the announcement for the 2022 Source Material for the Corporal Multiple-
Choice Exam.
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DEVELOPMENT OF THE TEST

The Multiple-Choice Exam is based on a job analysis. A job analysis is the specific and systematic
analysis of the tasks associated with a job, as well as the Knowledge, Skills, Abilities, and Other
Characteristics (KSAOs) required to successfully perform those tasks. A job analysis of the Corporal
position was previously conducted, then reviewed prior to the upcoming testing process to ensure
currency.

The Multiple-Choice Exam questions are designed to measure the most critical knowledge areas.
The critical knowledge areas for the 2022 Corporal Multiple-Choice Exam are listed below. You
should be familiar with these knowledge areas as you are studying the sources.

1. Knowledge of the Organization and Resources of the Department/County -
Knowledge of the organization and structure of the Prince George’s County Department
of Corrections (e.g., Security Division, Office of Professional Responsibility and Legal
Affairs, Human Resources Division). Knowledge of the Prince George’s County
Department of Corrections’ guiding principles. Knowledge of the Departmental Policy
System (e.g., Policies and Procedures). Knowledge of the layout of the Corrections
Facility. Knowledge of area of responsibility (e.g., assigned housing unit). Knowledge
of the services and resources provided by divisions under the Prince George’s County
Department of Corrections (e.g., Security Division, Office of Professional Responsibility
and Legal Affairs, Human Resources Division). Knowledge of other programs and
services provided by the Prince George’s County Department of Corrections. Knowledge
of employee wellness and assistance programs (e.g., Employee Assistance Programs
(EAP), employee drug testing). Knowledge of the layout of assigned security facilities
(e.g., medical, regional processing, community corrections).

2. Knowledge of Administrative and Personnel Policies and Procedures - Knowledge of
the correct documentation for a given situation (e.g., Use of Force, Incident Reports,
Psychological Forms). Knowledge of grooming and uniform policies and guidelines.
Knowledge of Department-issued equipment policies and guidelines. Knowledge of
equipment and vehicle maintenance policies and procedures. Knowledge of employee
accident and injury policies and procedures. Knowledge of policies and procedures for
communicable or infectious disease exposure. Knowledge of Equal Employment
Opportunity guidelines (e.g., sexual harassment, discrimination, harassment).
Knowledge of attendance and leave policies and procedures. Knowledge of secondary
(extra-duty) employment policies and procedures. Knowledge of Department protocol
policies and procedures (e.g., ethics, unbecoming conduct, integrity). Knowledge of
officer discipline policies and procedures (e.g., conduct-related offenses, performance-
related offenses). Knowledge of inmate discipline policies and procedures. Knowledge
of officer grievance procedures. Knowledge of inmate grievance procedures.
Knowledge of policies, procedures, and laws pertaining to inmate health information
(e.g., HIPAA). Knowledge of Americans with Disabilities Act (ADA).

3. Knowledge of Departmental Communication Policies and Procedures - Knowledge
of internal communication procedures (e.g., chain of command). Knowledge of
techniques and approaches for interpersonal communication. Knowledge of the routine
and emergency notification process. Knowledge of external communication procedures
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and what information can be shared. Knowledge of the Department’s social media

policy. Knowledge of policies and procedures guiding media relations. Knowledge of
policies and procedures pertaining to communications and radio use (e.g., signal codes,
10-codes). Knowledge of Departmental software (e.g., Offender Management System).

4. Knowledge of Operational Policies and Procedures - Knowledge of policies and
procedures for officer safety. Knowledge of policies and procedures for inmate health
and safety. Knowledge of policies and procedures pertaining to health and safety
standards. Knowledge of policies and procedures for handling medical emergencies
(e.g., providing basic first aid or immediate care for the injured). Knowledge of frisk and
strip policies and procedures. Knowledge of search and seizure policies and procedures
for property. Knowledge of the proper function and use of restraint equipment (e.g.,
handcuffs, waist chain, leg irons, restraint chair). Knowledge of the policies and
procedures pertaining to the transportation of arrestees. Knowledge of the Use of Force
Continuum and use of force policies and procedures. Knowledge of Department-issued
weapons policies and procedures (e.g., OC spray). Knowledge of policies and procedures
for operating Departmental vehicles (e.g., transport vehicles, medical vans). Knowledge
of the proper function and use of emergency equipment. Knowledge of policies and
procedures for handling individuals with mental disorders (e.g., suicide threats).
Knowledge of facility access and facility security policies and procedures. Knowledge of
contraband policies and procedures. Knowledge of policies and procedures for inmate
transportation and movement. Knowledge of procedures for booking and processing
inmates. Knowledge of visitation policies and procedures. Knowledge of procedures for
inmate recreational time and activities. Knowledge of procedures for inmate privileges.
Knowledge of procedures pertaining to inmate work details. Knowledge of policies and
procedures pertaining to inmate supervision. Knowledge of suicide prevention
techniques. Knowledge of policies and procedures pertaining to the handling of special
inmate groups (e.g., high-risk, mentally unstable, segregated, transgender). Knowledge
of emergency evacuation procedures. Knowledge of procedures for handling inmate
escapes. Knowledge of lock-down procedures. Knowledge of policies and procedures
pertaining to protests (e.g., hunger strikes, riots). Knowledge of policies and procedures
pertaining to inmate services (e.g., food, medical).

5. Knowledge of Community Interactions - Knowledge of non-biased behavior policies
and procedures. Knowledge of how to approach citizens with appropriate
professionalism and courtesy. Knowledge of how to interact with the community,
including potential difficulties when interacting with citizens. Knowledge of current
events affecting Prince George’s County (e.g., County events, crime trends, latest news).

6. Knowledge of Correctional Law - Knowledge of the Constitution and Constitutional
safeguards. Knowledge of amendments pertaining to inmate rights. Knowledge of case
law. Knowledge of applicable governing legislation for correctional facilities.
Knowledge of the Prison Rape Elimination Act (PREA). Knowledge of lawsuits.
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DEVELOPING A STUDY PLAN
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HIGHLIGHTING PRACTICE

The following are some tips to help you while using this technique:

= Do NOT highlight information you already know.

= ONLY highlight key points. Use the highlighted key points as triggers to remember the
detailed information surrounding the key point.

= Highlight only as much as necessary to remind yourself of the most important
information. Highlighting too much of a topic area will defeat the purpose.

Remember, highlighting is a method to streamline the material (i.e., reduce the amount you have
to study). Going through the information once is probably not sufficient for you to remember the
material. You must still review the highlighted information again in order to improve your
chances of recalling the information on test day.

On the next two pages is an excerpt from your source material. You will use this information to
practice the highlighting study technique.

THE FOLLOWING EXCERPT WAS TAKEN FROM
PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS
POLICY AND PROCEDURE MANUAL
CHAPTER 9.14: SECURITY AND CONTROL: PERIMETER SECURITY
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HIGHLIGHTING PRACTICE

Prince GeoraE's County DEPARTMENT OF CORRECTIONS
PoLicy aND PrROCEDURE MANUAL

Chapter: Subject:

914 Securty & Contral Parimeatar Security

To ensure maximum security within the Facilty and in the immediate vicinty, to 2nsure inmates
remain within the perimeter, to ensure access by the general public is denied witheut proper
authorization, and to guard against the infreduction of contraband into the Facilily, accass info the
Facility will be under sirict control by security staff.

The Racaptlon Carler lobby, the Main Gate Sally Port, and the Dalivery Gate will constitute the only
breaches in the perimeter. Pedestrians must anter through the Reception Center lobby while all
vehicies will enter through the Main Gate Sally Port or the Delivery Gate. Egress of all persons
maoving through these perimeter accass points will be sirctly monitored.  Continucus patral of the
perimeter area will be performed by ammed sacurity personnel,

SOURCES:

ACA: 2807

MCCS: .02H

Courty Administrative Procedure #594; “Flag Protocal”.
DEFIMITIOMNS:

A, Main Gate Sally Fort - An entry and exit point along the parimeter fznce line which allows for
the delivery and pick-up of inmates by authorized persannel, and the delivery of institutionai
supply items. This area is secured by a sat of sliding, interlocking gates, Thess gates are
maonitored and cperated by the Main Gate Officer,

B. Delivery Gate — An entry and exit point along the perimeter fence line which allows for
the delivery of food and kitehen supply items as well as allowing access and egress
for approved contract personnel.

C. Mon-Secured Areg - That portion of the Facility which doas nol provide for the secure
confinement of inmates and/or thase parts of the Facility that inmates will not have access to.

0. Parimater Electronic Dateciion and Montaring Systems - Thoze alecironic devices Iocated on
the innermost perimeater fence and those buried cables Iocated bebween the fences, These

davices ara designed to detect unauthorizad movement in the area and are monitored in the
Central Control Room cn a graphic display screen.  All perimeler area alarms will scund
automatically in Central Conirol, and the Perimetar Patrod Vehicls,

E. Recaption Center - The main point of access and egress for all departmental staff and the
general public including visitors, attorneys, physicians and volunteers. Movement through
this area into the secured portion of the building (wia the kobby) is controlled by the Reception
Officer and also by the Central Control Officer

F. Sacured Area - That portion of the Facility that provides for the confinement of inmates

P&P 314

Page 1of 13
Effactive Date 1011115
Feplaces 1116/09
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HIGHLIGHTING PRACTICE

and/or those parts of the Faciity that inmates have access to, Entry into and exit from these
areas is monitored in the Cantral Control Boom.

&5 Vehicia Sally Pod - An enclesed garage-type building usad for loading and unicading iInmates
by autharzed parsonnsl. Al enfrance and exit doers ara monitared and Gorlrolled by the
Casntral Control Offlcer.
. PROCEDURES:
A Caentral Control Officer Riesponsibilities

1, The Cantral Controd Officers will cosely monitor the Perimeter Elecironic Detaction
Systerns Tor amy security breaches or other malfunctions along the perimeter fence

a. Buried Cable Cataction Manitar,
b. Miotion Detection System;
. flcrowave Deteclion Systam;
d. Closed Circuit Telavisian Carreras,
2 If a bresach in security accurs on the perimeter, an alarm will sound in Central Control

and a grapnic display panel will ingicate ihe point of contact on dhe fence, The
Central Controd Oficars will

&, Immedistely wenfy thal the Perimeter Patrolllk-5 Officer and the Main Gate
Cificer are sware of tha point of breach;

=3 Nalify the Operations Commander, if, and whan the alBmm has been
datermined to be an actual breach in sacurily (escape), The Oeeragliions
Commander will relay his same information immeciately to the Shift
Commander. Nulsance alarmg nead not be reporied to the Operations
Commandes,

' Fallow tha Escapa Response Plan (Policy and Precedure £.8) when a
security braach (escape) has been verified by either the Parimeter Pairlik-
9 Qificer or by other Departmental perscanal, and

d. Log all alarma in the Computar Logkook,

3, The Central Conrol Officers will monilor the SETV cameras which avenook the area
araund the Main Gate Sally Port and the Vshicle Sally Port. These officers wil give
full sfendien to thess maonitors whan vehickes ars moving through these perimater
eniry and exit pointa.

4, The Wehicle Sally Port docrs will be electranically opersted by the Cendral Contral
[Mfleers after all necessary information has Been received from the Main Gate
Officar.

5. The Centrad Control Officena will maintain reguiar verbal communications with {ha

security officers assigned to sxterior parimeler posts, A werbal exchange of
information will ocour:

a ‘Whenever tha Main Gate Officer [5 recehing a new Inmate, whenaver a
F&F O.14
PageZof 13
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NOTE TAKING PRACTICE

The note taking method consists of five steps that can be described as “the 5 Rs.” The 5 Rs are
described as follows:

Record While you are reading a chapter, write notes on a separate notepad. This will
serve as your study guide. Be sure to leave a three-inch margin on the left hand
side of your paper for the next step.

Reduce After you have finished the chapter, go back and read over your notes. Reduce
your notes into a few key points and write those key points down in the left hand
margin of your study guide.

Recite After you have recorded your notes and reduced them into key points, cover your
notes so that you can only see your key points. Now try to remember all of the
facts from your notes using the key points as your only clues.

Reflect While filling in the facts, try to come up with associations so you can memorize
them. For example, if you are studying arrest procedures, think of an arrest that
you made and each of the steps you took.

Review Go over your notes, key points, and associations many times.

Note cards are also extremely effective in reducing the amount of information you have to study.
Once you have read a passage you can write the main idea on one side of the note card and then
summarize the passage on the other. Note cards are particularly useful when trying to remember
definitions or charges. A benefit to note cards is that they are portable and can easily be
accessed whenever you have free time to study. In addition, there are now applications that
allow you to create digital note cards and sync them with your smartphone. (e.g., Quizlet,
FlashCards+, StudyBlue, Chegg Flashcards).

On the next two pages is an excerpt from your source material. You will use this information to
practice the note taking study technique.

THE FOLLOWING EXCERPT WAS TAKEN FROM
PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS
POLICY AND PROCEDURE MANUAL
CHAPTER 3.10: PERSONNEL: EMPLOYEE ASSISTANCE PROGRAM

ESCI - Human Capital Division
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NOTE TAKING PRACTICE

Prince Georee's County Department oF Corrections
Pouicy ann Proceoure ManuaL

Hember: Chagpter: Subect:
310 Personnel Employee Assistance Program
EQLICY:

The Department of Comeclions, as an employer, recognizes lhat a wide varisty of problems can
effect an employee's job performance. In those instances where professional help may prove
necessary, the Employes Assistance Program Is available, As in any olher iiiness, time off to
take part in necessary treatrnent will be arranged as is consistent with County Personnel Law.

SOURCES:

County Adminisiralive Procedure 223 - "Employes Assistance Program”

DEFINITIONS:

mployee Assislance Pm - a comprehensive program sponscred by the County
Govemment which helps the employee address personal problems which can afiect personal
weilbelng and job performance including but not Gimiled lo: {a) family/marilal dificullies, (b)
drugfalcohel abuse andior addiction, {c) emolional slress, and {d) iegalifinanclal prablems.

EROCEDURES:
A, Frogram Phit hy
1. The EAP Is a program designed to encourage employees (o seek help lhreugh

efective professional treatmenl Eardy recognilion and carrect diagnosis of a
problam enhance the success of eatment and the restomsiion of health and

productivity.

2 Alcoholism and chemica! dependency are definad as llinesses, which may impair
an employee's job parformance. Employees having these ilinesses will receive
the same careful consideration and offers of assistance given thosa suffering
fram otherifinesses or health prablems,

3. An employea's job securily or oppertunity for promafion will not be jecpardized by
Invalvement in the EAP program ar ather ireatment seiting.

8. Eligikility for EAR Senviges:

Full ime and part lime employees and their dependents are eligible to use the EAP for
inittal consullations. Work performance can be adversely affected when the spouse or
other dependents are experiencing persenal problems. For this reasoen, family members
are eligible 1o receive EAP services. Deparimenlal employees may seek assislance from
the Counly's EAP Program by using the TOLL - FREE, 24-hour HELP LINE 1-877-334-

0530.

Visit Ihe websfle al www EABHelpfink.caom for access to resources and Information. The
access code Is "Prince George's.”

PEP 3.10

Page 1 of 3

Effective Data 71116
Replaces 1/31/02
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NOTE TAKING PRACTICE

C.

Referral Procedure:

Refemral of an employee Io the Employee Assistance Program may occur in 3 ways:

1. SELFANITIATED REFFERAL by an employee (or employee's family member).
The individeal's righls lo confidentiality will be respecied, and the employee's
supervisor will NOT be nolified withoul Ihe expressed consent of lhe employes.

2. INFORMAL OR CARING REFFERAL ol an employee ocours when an employee
is encouraged by a fellow employee, family member, or supervisor, 1o use the
EAP. There are no formal consequences for not using the EAP in an Informal
referral, and it is treated as a selinltiated refemsl with negard lo confidentiality.

3. FORMAL SUPERVISORY/UNION REFFERRALS are based sirclly on
unsalisfactory job parformance. When the supendsoriunion represenlalive has
determined lhal the job performance problem is coused by the lack of aplivde or
skills, then good management praclice would indicate that additfanat Insiructon,
tralnlng, or Job resssignment may be approprale. However, 2 formal EAP
refemal is indicaled when il [s clear that the employee Is either unable or unwiling
lo improve job performance, even wilh supervisoryfunion help andfor standard
administralive aclion.

NOTE: When a supervisor/union representative is in doubt as to whether the cause of

the unsatisfaslory jeb performance is a personal problem, as opposed to 2 skill problem,
the supervisorfunion reprasentative should contact the EAP councelor.

Supenvisor's Responsibility:

It is the responsibilty of lhe supervisors on every management level o implement the
EAP developed under this policy.

Since supervisors do not have the professional qualifications 1o disgnose specific
personal problems, job performance Is the only basis for which supenvisors may formaily
rafaer an employee o lhe EAP. Specifically ihe basls for lormal referral of an employee
by a supervisar is Lnsallsfactory job perdformance which has nat responded to slandand
comectve procedure. Supervisars will use the Supervisory Refems! Fonm discussed in
County Administrative Procedure #223 to document this action.

lnyas" ihill

The EAP is voluntary, even when the employee is referred formally. In the case of a
format refermal, | is e responsibiity of the employee to consider the referral. Employees
who choese nol to use the EAP, reluse trealment recommended by the EAP counselor,
or who do nol respend to treatment within a reesonable period of lime, will b managed
Iin accordance with the Department's standand administrative and disciplinary policles for
unsalisfaclory job performance, The employea’s responsibility s to comect the job
performance problem, and the EAP Is offered as a source of professional assislance to

accomplish that gos,

Confidentialify:
Sel-inilaled and nformalicaring relemsls are shiclly confidential.  No Information
regarding these referrals may be shared with manegement wilhout the expressed
cansent of the emphyee,
PEP 3.10
Page 2of 3
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OUTLINING PRACTICE

Outlining helps to organize material for memorization through association to “key” ideas. When
you outline an area of study, use only short phrases or key words to serve as triggers to
remember the detailed information. The following is an example of an outline format.

I. Major Heading 1
A. Sub Heading 1
1. Sub, sub heading 1
a. sub, sub, sub heading 1
b. sub, sub, sub heading 2
2. Sub, sub heading 2
B. Sub Heading 2

I1. Major Heading 2
A. Sub Heading 1
B. Sub Heading 2

On the next two pages is an excerpt from your source material. You will use this information to
practice the outlining study technique.

THE FOLLOWING EXCERPT WAS TAKEN FROM
PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS
POLICY AND PROCEDURE MANUAL
CHAPTER 9.3: SECURITY AND CONTROL: LOGBOOKS AND SHIFT RECORDS

ESCI - Human Capital Division
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OUTLINING PRACTICE

Prince Georee's County DEPARTMENT OF CORRECTIONS
PoLicy AND PROCEDURE NIANUAL

Number: Chapter: Subject:
83 Seeurity and Contraol Lugbooks and Shift Records
1. POLICY:

In order lo ensure the efficient cperalion of the County Correclional Center, and lo salishy
potential future needs {ie., legal ingultles, stale reports, ele), 2|l Coreclional Officers assuming a
securlly post will mainiain permanent loghooks {either manual or computer) for recording rouling
informalion, emergency situalions and unusual incidents involving Inmales and slafl,  Shif
Records will be eompiled and submitied by all Shit Commanders on a daily basis,

Ik, SOLURCES:
ACA: 2A-11
MECCS: None

Il DERINITIONS;

A, Offender Managemoent Sysiem {OMS): A database syslem Ihal contalns vital inmate
information regarding booking, court, housirg, medical and release. Swom and civilian
stalf use it o log activilies or events that are sequentially lisled by daleftime and type af

enlry,

B. Manual Laghook: A bound book, In which the pages are sequentially numbered.
The manual lsgboak will be used lo racord daily aclivilies orevenls, as presenibed
in Section IV, PROCEDURES. A manual lagbaok will be readily avallable 2l each
seeusity post at all times.

.  PROCEDURES:
A Types of Logs!Shilt Records;
The fallawing ara typas of permanent loghooks thal will be malalained by approprisle slafi:

1. Generalinfomation Logbook: which will include rovling, emergency and unusual
otcurences during (he officer's tour of duly at a given past;

2, EguipmentVerilication Logbook: which will contain a daity lising of equipment or
aceauntabllily and a comment about the equipment's condition;

3. Pmlesslonat Visitor's Register; which will be used by alfomeys, doclors, volunteers, and
other visitors 1o =ign in and oul of the Facifily, lisling professional purpese end the
personfs) they are visiting. Stalf will sTgn {o indieate enlryfexit intalfrom secered areas of

e Facllity;

4, Intake Loghook: which [[sts all Inmalzes newly committed by shift. Inlakes wili be
recorded by name, and will includs the inmale 1D, Number and charge(s).

PEP O3

Page1of&
Effeclive Date 3MNT
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OUTLINING PRACTICE

% Release Leg Sheels: which lisls all inmales released by shiit. The rosler will indicale
ihe releases's name and inslilutional number, date and time of release, lhe type af
release and any addilional comments.

6. incldentinfmction Logbook: which will provide a chranclagical listing of il
Incidentinfaction Reports thal have been submitled io the Shilt Commander;

7. Custody Time Sheet Loghook: which liste all individuals processed by lhe Reglonal
Processing Inlake Officer by shift (Le, amestees, in-house warrant service, delalned
Individuals for presentation to Commissioner),

B. Loabooks Liced on Securily Posts:

1. Receplion Center

oms

General Information Lagbook
Visilars* Reglstar

Divg Menifering Legbook

2. Processing Area:
OME
Court Corridor Logbook
General Information Loghook

Intake Logbook
Strip Search Logbook for Inmates with Community Contact

3. Propery Room:
Genaral Information Logbaok
4, Al Housing Areas:

oMS
General Infarmation Logbook

5. Basement Conlral Room:

OomMs
Generzal Informalion Logbook

B. Central Control Room:

oMms
Generzl Intormalion Legbook
EquipmentVerilication Logbook

7. Zone Commander's Office:

oMs

PAP O3

Page20l5
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CREATING ACRONYMS

Acronyms are abbreviations of several words used to improve memory and are used throughout
public safety. Words such as ICS and NIMS are acronyms. Here are the steps to creating an
acronym:

1. Write the facts you want to remember (keep filler words to a minimum)

2. Underline the first letter of each fact (if there are multiple words, only underline the first
word)

3. Arrange the underlined letters to form an acronym that is a real word or a nonsense word
that you can remember

You will be permitted to write in your test booklets on test day. You may find it helpful to write
down your acronyms once time starts. This can serve as a memory aid as you are working
through the test.

On the next page is an excerpt from your source material. You will use this information to
practice creating acronyms.

THE FOLLOWING EXCERPT WAS TAKEN FROM
PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS
POLICY AND PROCEDURE MANUAL
CHAPTER 9.15: SECURITY AND CONTROL: TRANSPORTATION UNIT

ESCI - Human Capital Division
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CREATING ACRONYMS

6. If the Department of Corrections is the transporting agency, the inmate will be kept in
the appropnate rastraining devices for the entire {DELETED CONTENT) time that he
or she is out of the County Correctional Center.

Ambulance Transparts:

When an inmate is transported to the local hospitel wa ambulance. the Transportation
Officara will:

1. Contact the Inmate Records Unit to determine as much refevant background
information about the inmate as possible.

2. Perform a thorough search of the inmate to be transported: all appropriate
restraining devices will be applied to the inmate;

3 Remain with tha inmate at all times upon reaching the hosptai As soon as practical,
the officers will advise the Shift Commander or designee about the status of the
inmate and the estimated tme needad at the hospital. Notify Hospital Security upon
arrival and departure

4. Ensure as many restrainls as possible remain on the inmate at all imes. At no time
allow all restraints to be removed (unless the inmate is under general anesthesia or
has been declared deceased by an attending physician  The four-paint transport
restraints wil be ulilized (as per P&P 8.16)

5, Upon returning to the County Correctional Center, search the inmate thoraughly and
delfiver all refevant paperwork 1o the Medical Unt

Mote:  When an ambulance is required Lo transport &n inmate to the hospital, the
Shift Commander will notify the Chief, Security Division, the Deputy Director,
Bureau of Operations and the Director as soon as possible and will provide
a detailed description of the incident/event.

Special Transports;

A speclal transport is considered lo be a transport that requires the use of the Four Door
Sedan transpon vehicle to be used when transporting a detainee 1o a court hearing, hospital,
or medical appointment &3 a primary transport. The special transport vehicle can also be
utilized in & backup role for high risk dalainees being transported in a normal transport wagaon
that may require an additional transport officer to enhance the safety and security during the
transport,

1. The special transport must be approved by the Transportation Unit Supenvsor or the
Cperations Commander prior {o using the Four Door Sedan fo transpor detsinees.

2. The special transport vehicle may be used to transpert & detaines 1o the court,
hespital or medical appointments or as a backup vehicle for high risk or other
inmates as nesded,

3 It the vehicle is being utilized as a backup to primary transporl of & high-risk

P&P 2.15

Page 16 of 18
Effective Date 2/01/20
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1007119

ESCI - Human Capital Division

Proprietary and Confidential — © 2022



-18-

RETRIEVAL PRACTICE

Retrieval practice involves recalling information with minimal cues. To begin, identify a
passage of information that you want to read. It shouldn’t be too long, no more than 2 pages.
Read that passage and then put it aside. Next, take a few minutes to write what you remember.
Do NOT look back at the passage that you read. This step is important because this is what helps
commit the information to your long-term memory. When trying to remember everything you
have just read, you are organizing information within the long-term memory and are creating
cues and connections that the brain later recognizes. It helps you remember the information
better than just reading it.

On the next two pages is an excerpt from your source material. You will use this information to
practice the retrieval practice study technique.

THE FOLLOWING EXCERPT WAS TAKEN FROM
PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS
POLICY AND PROCEDURE MANUAL
CHAPTER 12.10: MEDICAL AND HEALTH CARE SERVICES: INMATES WITH
DISABILITIES
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RETRIEVAL PRACTICE

4. Inmates with disabilities will receive meals equivalent to those served in general
population. The (DELETED CONTENT) officer supervising the meal will ensure the
inmate receives his/her meal and shall document in OMS any incidents when meals
are refused or not served and the reason.

5. Inmates with disabilities shall receive their outdoor recreation during their out of cell
time. Weather permitting, outdoor recreation is offered unless the housing unit or
inmate has lost the privilege because of a documented behavioral issue.

6. Inmates with Disabilities will be allowed to order commissary the same as general
population inmates. The ADA Coordinator will facilitate the preferred method of
ordering commissary items.

7. Inmates with disabilities will have access to library services. Legal materials and
library services are provided to the inmates by the Librarian using the preferred
method of communication agreed upon by the ADA Coordinator and listed in the
inmate's Special Directive.

Visitation

Inmates with disabilities will receive the same visitation privileges as general population
inmates unless there are substantial documented reasons for withholding visitation.

1. Inmates with disabilities shall be given reasonable accommodations to include the
appropriate equipment to facilitate effective communication.

2. The proper equipment will be agreed upon by the ADA Coordinator and the inmate.
This will be documented in the inmate's Special Directive.

Telephone

The Department will provide an effective means of communicating to facilitate phone calls
for the deaf and hearing impaired. Inmates using the preferred method of communication
will be afforded both legal and non-legal calls daily.

1. Telephone calls placed using videophones, TTY (teletype) machines, hearing-aid
compatible telephones, and volume control phones or other electronic means may
take longer than telephone calls placed using standard voice telephone equipment.
Deaf or hard of hearing inmates shall be given no less than 30 minutes per call which
is an additional 10 minutes longer than inmates without a qualified disability.

2. Phone calls will be made in a quiet private location, i.e., Multipurpose Room, Zone
Commanders’ Office, Exam Room, or Warrant Service Office.

3. Inmates will be afforded the right to privacy during all legal calls.

Administrative Seqregation and Discipline

Inmates with disabilities may be placed on Administrative Segregation and Disciplinary
Segregation when appropriate, however their placement shall not interfere with any
special accommodations.

Inmates with disabilities will be afforded the opportunity of a qualified interpreter or other
means to effectively communicate during any disciplinary review board hearing. -

P&P 12.10

Page 6 of 9
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RETRIEVAL PRACTICE

H. Grievances

The housing unit officer shall provide appropriate assistance to an inmate with a disability
to access the grievance process.

1.

An inmate may file a grievance at any time to dispute ADA accommodations. These
grievances will be forwarded to the ADA Coordinator without delay.

Within three (3) calendar days after receipt of the complaint, the ADA Coordinator or
designee will meet with the inmate to discuss the complaint. A response to the
complaint will be forwarded to the inmate in writing within five (5) working days.

If the response of the ADA Coordinator does not satisfactorily resolve the issue, the
inmate and his/her designee may appeal the decision to the Director or designee
within 15 calendar days after receipt of the decision.

The Department shall not retaliate against or coerce in any way, any person who made
or is making a complaint according to the provisions of the ADA.

l. Transporting Disabled Inmates to the Hospital or Offsite Medical Consultation

Disabled inmates, unless otherwise indicated, will be prepared and transported outside  the
facility according to Policy and Procedure 9.15 ~ Transportation.

1.

In instances where the Transportation Supervisor receives a request for transport to a routine
medical appointment, the Transportation Supervisor will assign the use of the department's
Disabled Accessible Vehicle. (DELETED CONTENT)

If the request for transportation of a disabled inmate is an emergency, the Prince George's
County Fire/EMS will be contacted by the Central Control Officer to transport the individual to
a medical facility.

If the request for transport is received and the Transportation Supervisor is not available, the
on-duty Operations Lieutenant or the Tactical Operations (DELETED CONTENT)
Commander will be contacted to make the necessary arrangements.

All Officers assigned to the Transportation Unit will be trained in the use of the Disabled
Accessible Vehicle, to include proper use of the hydraulic lift and proper securing techniques.
Daocumentation verifying the completion of this training will be forwarded to the
Development, Education and Training Section to be (DELETED CONTENT) included in
the officer's training file.

All inmates that are classified as hearing impaired and use sign language to
communicate will be restrained in a manner that will allow them to communicate
effectively.

When determining whether to handcuff an inmate who is deaf or hard of hearing,
Department staff will allow the inmates' hands to be handcuffed in front of them to
facilitate communication using sign language or writing. However, if the deaf or hard
of hearing inmate does not display behavior consistent with safety and security they
will be handcuffed in the back until they demonstrate their behavior allows them to be
handcuffed in front. The safety of staff and other inmates will be the first priority.

P&P 12.10

Page 7 of 9

Effective Date 2/1/19
Replaces 4/1/16
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RETRIEVAL PRACTICE

Write down everything you remember from the previous passage:
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RETRIEVAL PRACTICE

1. According to the Policies and Procedures Manual, deaf or hard of hearing inmates shall be given
NO LESS THAN minutes per call.

A. 30
B. 40
C.50
D. 60

2. According to the Policies and Procedures Manual, an inmate may file a grievance at any time to
dispute ADA accommodations. The grievances will be forwarded to the without
delay.

A. Operations Commander
B. Personnel Office

C. Zone Commander

D. ADA Coordinator

**Answers are found in Appendix A.
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MULTIPLE CHOICE QUESTION FORMATS

The Corporal test will consist of 50 multiple-choice questions. Unless otherwise noted in the
question, you should assume that all personnel referenced in the test are members of the Prince
George’s County Department of Corrections and that all events occur within the jurisdictional
boundaries covered by the Prince George’s County Department of Corrections.

IMPORTANT NOTE: The video includes a section titled “Guessing the Best Answer.” The
tips suggested are for guessing ONLY. They are in no way intended to imply that any correct
test answers were developed using these methods. Always utilize your knowledge to choose the
best answer; however, if guessing is your only option, these are the strategies we recommend.

The questions will be organized by the source they were taken from and clearly labeled. For
example:

THE FOLLOWING QUESTIONS WERE TAKEN FROM THE
PRINCE GEORGE’S COUNTY DEPARTMENT OF CORRECTIONS
POLICY AND PROCEDURE MANUAL

Each question will have four options, and only one is the best answer. ESCI - Fields writes
three different types of questions: definitional, factual and situational. Below is an example of
each type of question. These questions are only meant to familiarize you with the format of
questions in a ESCI - Fields Test.

Definitional:
You are monitoring radio traffic and you hear one of your officers say “Signal 4 over the radio.
This means that the officer:

A. is in immediate danger.

B. needs assistance/back-up.

C. is taking a subject into custody.

D. needs to convey safety related information.

Factual:
As a supervisor, you are authorized to wear a crew neck t-shirt under your uniform shirt.

A. green
B. blue

C. white
D. brown

ESCI - Human Capital Division

Proprietary and Confidential — © 2022




=24 -

MULTIPLE CHOICE QUESTION FORMATS

Situational:
You are informed that an inmate is planning to escape during transport. The transport is
currently preparing to leave the facility. What action should you take?

A. Inform the transporting officer to cautiously proceed with the transport
B. Send an additional officer on the transport

C. Forward the information to your supervisor, but take no additional action
D. Cancel the transport until your supervisor authorizes it

ESCI - Human Capital Division
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GENERAL TEST TAKING TIPS

The following is a list of tips you should use while taking the Multiple-Choice Exam.

Assume you are a Corporal -- Throughout the test you will be asked how you would
perform if you were in the rank for which you are testing. Do not answer the questions from
the perspective of your current rank. It is important to have an understanding of the roles
and responsibilities of a Corporal before taking the test.

Scan the test before you begin answering questions -- Skim all of the questions in the test
to familiarize yourself with the format and organization of the test. You may want to
consider starting with a section that contains questions from a source that you are
particularly strong or weak in.

Read questions thoroughly and carefully -- Skipping over one word may change the
meaning of the question!

Answer what is asked -- Make sure you understand what the question is asking so you can
choose the best answer. Pay attention to words like “NOT” or “all of the following
EXCEPT” as they will change the entire meaning of the question.

Underline key words -- You will be able to mark in your test booklet and doing this will
help you pay attention to important information in the question.

Read all answer choices -- Don’t stop reading the answer choices if you think the first one
IS correct because there may be a better answer. All questions will have four answer
options, so be sure to choose the one that is the BEST answer.

Narrow answer choices -- If there are choices you know cannot be correct, cross them out.
This way, even if you have to guess at the correct answer, you have a better chance of
getting it right.

Avoid reading into the question -- Use only the information provided in the question; do
not add additional information. Remember to choose the BEST answer from the options
provided.

Complete your answer sheet correctly -- As you move through the test, you should check
to make sure that the number of the bubble you are filling in corresponds to the number of
the question you are answering. Fill in bubbles completely and only bubble one answer.
Erase changed answers completely so that the electronic scanner will not read two answers.
Remember that ESCI - Fields test items will only have answers that correspond to letters A,
B, C, and D. The bubble sheet has a bubble labeled “E.” Never choose this option.

Don’t spend too much time on one question -- If you are having trouble answering a
question, don’t waste too much test time trying to figure it out. Circle the question in your
test booklet and come back to it later (be sure to skip the answer on the bubble sheet).
Information in another question may trigger your memory to help you answer the gquestion.
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LOGISTICAL PROCEDURES

The Multiple-Choice Exam is tentatively scheduled for April 20", 2022. Refer to the
Announcement for additional information regarding the exam, such as report times and location.

Reqistration

Be prompt. Late arrivals will not be permitted. You must have your Department of Corrections
photo identification card for registration.

Dress Code

Test candidates must be in duty (everyday) uniform in order to sit for the exam. Officers are not
required to wear their vest during the Multiple-Choice Exam.

Prohibited Materials

Candidates will not be permitted to bring food or drink into the exam room.

Candidates will only be permitted to wear a non-digital (analog) wristwatch with no audible
alarm. Candidates will not be permitted into the exam room with digital watches, stop watches,
clocks, or any other digital devices.

Candidates may not bring personal digital assistants, cell phones, two-way radios, pagers,
cameras, imaging devices, smart watches, or any other electronic devices to the examination site.

Candidates may not bring any source materials, texts, notebooks, papers, folders, notes or
reference materials of any description into the exam site.

Backpacks, brief cases, carry bags, and luggage of any description are prohibited at the
examination site. WALLETS AND PURSES ARE PERMITTED.
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LOGISTICAL PROCEDURES

Exam Procedures

Once the exam door closes, the Test Proctor will read a set of procedures for the test. The Test
Proctor will then walk you through the instructions for filling out the required administrative
information on the bubble sheet. There will be Test Monitors on site to help you with the
process if you have any problems. Once the exam booklets are passed out, the Test Proctor will
tell you to turn to the first page, which is a set of instructions. You will be given time to read
over these instructions and ask questions about them. Once all questions have been answered,
you will be instructed that time has begun and that you may turn the page and begin to work.

Once the test has started, you will be allowed to use the restroom; however, you will be using
part of your test time to do so. Please raise your hand so that a Test Monitor knows you would
like to leave the room. When you do leave the room, make sure you turn all of your test
materials face down before you go. You may not remove any test materials from the room. You
will be escorted, and you may not leave the building.

Talking is not allowed during the exam. The only exception would be if you have a question
about the test. If you do have a question, raise your hand and someone will come to assist you.
Keep in mind Test Monitors cannot interpret any test questions for you.

If you are still working when time is called, you must immediately stop what you are working
on.

If you finish the exam before the time is up, turn in your pencils and test booklet to the Test
Proctor in the testing room. Do not remove any test booklets from the room. Do not turn in your
test booklet to anyone besides the Test Proctor. After you have turned in these materials, you
will be released from the testing room and escorted to a waiting room. You must leave
immediately and quietly so that others who are still taking the test will not be disturbed.

When you are finished with the exam you will take your answer sheet to the Test Proctor who
will review it for any administrative errors. The Test Proctor will return your answer sheet to
you and direct you to a Test Monitor in the hallway. The Test Monitor will take you to a holding
area where you will wait while your answer sheet is electronically scored. Once your test has
been scanned, a Test Monitor will hand you a test review flyer and a copy of your unofficial
score for the exam. Remember that the unofficial score may change based on the outcome of the
appeals process. Once you have received your unofficial score, you must immediately leave the
building.

Please note that any procedures, dates and times may be changed due to COVID-19 Protocols

and Guidelines.

We wish you the best of luck on your multiple-choice test!
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APPENDIX A

Answers to questions for “Retrieval Practice”:

1. A (Source: Policies and Procedures Manual, Chapter 12 — Medical and Health Care
Services, 12.10 — Inmates with Disabilities)

2. D (Source: Policies and Procedures Manual, Chapter 12 — Medical and Health Care
Services, 12.10 — Inmates with Disabilities)
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