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I Policy:

The South Dakota Department of Corrections (DOC) will utilize approved processes to verify an
inmate’s identity. The DOC will assist inmates who require identification documents for
employment, housing or education purposes in applying for identification documents.

1l Definitions:

Authorized DOC Official:

For the purposes of this policy, an authorized DOC official is a staff member designated by the
Secretary of Corrections (See Attachment 3).

Identification Documents (ID):

Current (not expired) Social Security card, U.S driver’s license, State-issued non-driver license
ID, U.S. passport, tribal membership card, U.S. Military ID, health insurance or Medicaid card,
employee ID card/badge, Certificate of Citizenship or Naturalization, etc.

Citizenship Documents: U.S. birth certificate, U.S, consular report of birth, U.S. passport,
Certificate of Citizenship or Naturalization.

Memorandum of Understanding (MOU):

For the purposes of this policy, a MOU is a legal document describing an agreement between the
South Dakota Department of Corrections (DOC) and the Social Security Administration (SSA). It
expresses a convergence of will between the two parties, indicating an intended common line of
action as it relates to application for replacement social security cards.

Legal File:

For the purposes of this policy, a legal file is maintained by central records for each inmate. The
file may contain the following: sentencing documents, criminal history, date calculation
worksheets, audit log, pre-sentence investigation (PSI), psychosexual evaluations, hold/detainer
notification requests, finger print/palm print cards, physical descriptions, parole documents, birth
certificates, social security cards, driver’s license and other identification documents.
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NCIC IlI:

National Crime Information Center (NCIC) Il is a computerized criminal history tracking system.
The system provides for the decentralized interstate exchange of criminal history record
information and functions as part of the Integrated Automated Fingerprint Identification System
(IAFIS). The NCIC Ill provides a means of conducting national criminal history record searches
for criminal justice and other purposes as specified by existing local, state, and/or federal laws.
Each criminal history record is supported by a criminal fingerprint submission.

Immigration and Customs Enforcement (ICE):
For the purposes of this policy, ICE is the investigative division within the United States Homeland
Security responsible for identifying and investigating citizenship status for inmates in question.

ICE Holds/Detainers:

ICE holds, often referred to as immigration holds, are used to detain undocumented immigrants
and/or immigrants who have been convicted of a felony, pending transfer of custody to immigration
officials.

Alien Registration Number (ARN):

An ARN is a case number (much like a Social Security Number) that the United States Citizen and
Immigration Services (USCIS) assign to people who are:

e Applying for adjustment of status;

e Applying for an employment authorization document (EAD) or

e When someone finds themselves in deportation proceedings, etc.

Working Day:

A standard work week day, Monday through Friday, except for recognized state holidays,
recognized national holidays and any other special holidays declared by the Governor of South
Dakota or the President of the United States.

IV Procedures:
1. Determining Inmates Needing Identification Documents:

A. Unit staff or transitional case managers will verify with DOC Central Records and the inmate,
that he/she has, or will have, appropriate identification documents in advance of being
approved for work release, placement on phase 2 of Community Transition Program (CTP),
employment with private sector prison industry, or release/discharge from DOC custody (See
DOC policy 1.1.E.6 Case Management).

B. Ifitis determined an inmate does not have a Social Security card or birth certificate and the
inmate has been approved for work release, placement in CTP, employment, or he/she is within
120 days of release or discharge, staff will refer to the following sections within this policy:
Application for a Social Security Card Outside the Provisions of the MOU, Application for
a Replacement Social Security Card or Application for a Birth Certificate.

2. Criteria to Determine an Inmate’s Authenticity of Identity:

A. Tasks to be completed by the identification office and/or staff assigned to the admissions and
orientation unit (A&O) during an inmate’s initial admission/intake to a DOC facility (See DOC
policyl.4.A.2 Inmate Admission):
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Inmates will be asked for their date of birth and social security number. Staff will inquire if
the inmate has in their possession, or access to, a valid social security card, driver’s license
and birth certificate.

a. If the inmate has social security card, driver’s license, birth certificate or other
identification documents in their possession at the time of admission, these documents
will be collected and maintained in the inmate’s legal file located at central records.

b. Inmates may choose to have their social security card, driver’s license or birth
certificate mailed to them.
1) Mailroom staff will notify the inmate and records staff of the receipt of these
documents. The documents will be placed in the inmate’s legal file.

c. If the inmate does not have these documents at the time of admission and chooses not
to request these be mailed to the institution, unit staff will document the status of the
documents in the Personal Information section (under Booking) in the Comprehensive
Offender Management System (COMS). Example: “Inmate states they have a social
security card and this is at their residence”.

Inmates will have their photo taken in accordance with DOC policy 1.4.A.1 Inmate Photo
Identification.

Inmates will be finger printed when the Transaction Key check box is checked on the Key
Date screen and a record made in the adult Comprehensive Offender Management
System (COMS), including a record of any scars, identifying marks and/or tattoos.

a. Staff will compare an inmate’s physical characteristics against existing photos,
fingerprints, physical descriptions, e.g., sex, race height, weight, eye color, hair color,
with the Federal Bureau of Investigation (FBI), SD Division of Criminal Investigation
(DCI) and National Crime Information Center (NCIC) to determine an inmate’s correct
identity.

B. Tasks to be completed by central records staff at the time of an inmate’s admission and
throughout the inmate’s term of incarceration include:

1.

Inmates will have an NCIC 1ll completed based on nhame and date of birth.

Note: The information obtained from an NCIC Il consists of: name, date of birth, State ID,
alias’s, place of birth, gender, race, height, weight, eye color, hair color, scars,
marks or tattoos, FBI # (if applicable), social security number, and any other
additional date(s) of birth, social security number(s) and/or alias associated with the
inmate and shall be compared to other records to establish an inmate’s
identification.

A New Inmate Interview Questionnaire will be completed for each inmate by central records
staff at the time of admission, with the exception that this will be completed by intake staff
at the South Dakota Women'’s Prison (SDWP) for female inmates (See Attachment 1).

a. Central records staff or intake staff at SDWP will conduct a face-to-face interview with
all new admission inmates admitted to an adult DOC facility and complete the New
Inmate Interview Questionnaire.

Review of the Pre-Sentence Investigation (PSI) (if available) to identify and confirm
information.
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Review of the judgment to confirm name, date of birth and/or any alias’s used by or
associated with the inmate.

Review and comparison of any official and/or verifiable identification documents that the
inmate is able to provide which confirms his/her identity.

Review of any prior juvenile and/or adult SD DOC records (stored electronically and/or in
paper format) documenting prior incarceration(s) for a comparison of identification
information.

C. To determine the positive identification of an inmate, all sources of information and
identification documentation obtained through the admission process will be reviewed and
compared by central records staff (contextual identification). If all available information
matches, the inmate will be recorded as positively “identified”. If an inmate’s correct
identification cannot be verified (i.e. multiple social security numbers, names or dates of birth),
the inmate will be recorded as “unidentified”.

E.

1.

This information will be recorded on the Alias and Other Identifiers tab within COMS, as
verified.

If an authorized DOC official determines an inmate is not a U.S. citizen, the following
procedures are to be completed by central records staff:

1.

An ICE Hold Inquiry is made to ICE (See Attachment 2).

a. A copy of the completed ICE Hold Inquiry will be placed in the inmate’s legal file and
institutional file.

Note: This review may include an interview with the inmate conducted by ICE.
Once the immigration status has been determined by ICE, the Alien Registration Number
(ARN) may be entered in the Personal Information Screen in COMS. If ICE notes a

Hold/Detainer, this will be recorded on the Holds/Warrants/Detainer Screen in COMS.

If an ICE Hold/Detainer is initiated, a copy of the ICE Hold/Detainer and the memo will be
placed in the inmate’s legal file, institutional file and a copy sent to the inmate.

After the inmate’s citizenship status has been verified, this will be noted on the Personal
Information Screen in COMS.

a. Y =Yesthey are an alien.

b. N = No they are not an alien, thus a U.S. Citizen.

Any time an inmate’s identity cannot be verified, authorized DOC officials will follow the

guidelines prescribed in the Application for a Social Security Card Outside the Provisions
of the MOU when assisting the inmate in obtaining his/her social security card.

3. Application for a Birth Certificate (U.S. Citizens):

A. Anyinmate who does not have a birth certificate or is unable to obtain their birth certificate a
minimum of twelve (12) months prior to their possible release date will be assisted by their unit
staff and/or transition case manager in applying for a copy of their birth certificate.
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B. Application for South Dakota Birth Certificates:

1. A unit staff person and/or transition case manager will assist the inmate in completing the
South Dakota Application for Birth Record (See Attachment 9).

a. The application will be forwarded to Central Records for submission to SD Vital
Statistics.

b. A DOC Central Records official is required to submit a picture of their blue DOC ID
(front and back) along with the application for a South Dakota Birth Certificate.

2. Vital Statistics will submit a statement for payment to the DOC Administration.
C. Application for Non-South Dakota Birth Certificates:

1. A unit staff and/or transition case manager will assist the inmate in obtaining the required
information from the state where the inmate was born.

2. The application and procedures can be obtained at the following website:
www.usbirthcertificate.com. All out-of- state birth certificate applications will include the Birth
Certificate Application Cover Letter (See Attachment 8).

3. Unit staff and/or a transition case manager will assist the inmate in completing the required
paperwork for a certified copy of their birth certificate, including the agency and address of
where application for a birth certificate is to be submitted.

4. Once the required paperwork for a birth certificate has been completed, unit staff and/or a
transition case manager will complete the following procedures to obtain payment:

a. Arequest for a check will be sent to the applicable institution’s business office with a
stamped envelope and commissary slip for the check to be inserted and then mailed.
The commissary slip should include the following:

1) Inmate’s name;

2) Inmate’s number;

3) Amount of the check and;
4) Payee of the check.

Note: A check is issued from the Birth Certificate Group Account and that account is
reimbursed on a monthly basis from Parole Services. Inmates are not
responsible for accrued costs to obtain a replacement birth certificate.

b. The following documents will be mailed to the appropriate state vital records
department:
1) Birth Certificate Application Cover Letter, with the inmate’s signature (See

Attachment 8);

2) Application for a Birth Record from that state;
3) A photo of the inmate;
4) A copy of the authorized DOC official’s ID badge (both front and back) and;
5) The check.

4. Institutional Employment Requirement:

A. Allinmates must have a valid Social Security (SS) number to be paid wages by the DOC, PSPI
or a public employer (community service or work release).
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B. If an inmate reports he/she does not have a valid SS number, or their SS is determined to be
invalid, the inmate will not be allowed to be assigned a wage-paying institutional job until
they have a valid SS number. (Extra duty hours and jobs assigned in accordance with
SDCL § 24-2-30 are exempt from this requirement).

C. Inmates sentenced under an alias but possessing identification documentation matching
their legal name with their SS number may be assigned an institutional job and paid a wage.

D. The DOC is required to submit an annual report containing the names and SS numbers of all
inmates who have earned wages for IRS purposes (form 1099) to the Bureau of Finance
and Management (BFM). If an inmate’s name does not match the SSA'’s record
associated with the SS number submitted for the inmate, designated staff at the institution will
be informed that the inmate may not be assigned a job and paid a wage until the inmate’s legal
name can be matched to a valid SS number.

5. Application for a Social Security (SS) Card Outside the Provisions of the
MQOU:

A. If an inmate’s application for a SS card does not fall within the provisions of MOU, i.e. does not
have an assigned SSN, is not a U.S citizen, or there is evidence the inmate has used different
SSNs in the past, or the inmate is requesting a new SSN, (name change requests) the inmate
will follow the standard SSA processes and evidence requirements. Unit staff may:

1. Provide the inmate with a Form SS-5;

2. Provide assistance (if requested by the inmate) to the inmate with completion of SSA Form
SS-5 and SSA-3288 and review the forms for completeness;

3. Provide the inmate with instructions for contacting the local SS Administration office and;

4. Provide assistance to the inmate in obtaining necessary documents, i.e., documents
showing identify, proof of age. (Originals of these documents may be included in the
inmate’s application and will be returned by the SS Administration).

Note: In these situations, the address block on Form SS-5 will not reflect the institution’s
name, the inmate’s Prison System Identification Number or the name of the authorized
DOC official unless the inmate also completes a Form SSA-3288, which allows the SSA
to send the SS card to the facility.

6. Application for a Replacement Social Security Card (U.S. Citizens only):

A. If an inmate does not have their SS card in their legal/institutional file or access to their SS
card, they may be eligible to apply for a replacement SS card under the MOU between the
DOC and SSA, provided they meet one or more of the below criteria:

1. The inmate is within one-hundred and twenty (120) calendar days of eligible release from
a SD DOC facility; or

2. The inmate is within one-hundred and twenty (120) calendar days of participating in
work release or placement in the Community Transition Program (CTP) or half-way
house.

B. The following inmates may NOT apply for a replacement SS card under the MOU:
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4.

Non-U.S. citizens, or

Inmates whose true identify has not been, or cannot be verified by an authorized
DOC official, or

Inmates whose record indicates the use of more than one SS# (includes fraud or
misuse of a SS #), or

Foreign-born U.S. citizens with no U.S. citizenship coded in SSA records.

7. Responsibilities of Authorized DOC Officials:

A. The Policy and Compliance Manager will update the Authorized DOC Officials Document
(See Attachment 3) as necessary and forward this to the Secretary of Corrections for
approval. The completed document will be sent to the SS Administration (SSA) field office
contact charged with maintaining the MOU.

B.

Authorized DOC officials are responsible for assisting inmates who meet the criteria with
applying for a replacement SS card.

1. Each qualifying inmate will be provided an Application for a Social Security Card, Form
SS-5 (See Attachment 4).

2. Each inmate who completes Form SS-5 will be required to complete and sign the
Consent for Release of Information, Form SSA-3288 (See Attachment 5).

3. Staff will review and compare the inmate’s completed Form SS-5 and SSA-3288 along
with the information/documents contained in the inmate’s prison records to ensure the

following:

a. The inmate has signed Form SS-5 and SSA-3288;

b. The inmate’'s name listed on Form SS-5 and SSA-3288 reflects the inmate’s legal
name; and

c. The inmate’s prison system identification number and the address of DOC Central

Records are included in the address block on Form SS-5.

4. The authorized DOC official is responsible for preparing a Certification of Prison Records
(See Attachment 6).

a.

The Certification of Prison Records will include any other name(s) and/or SS

number(s) used by the inmate.

1) Any time an authorized DOC official becomes aware an inmate has used multiple
SS numbers, (through review of the PSI or NCIC, FBI or SD DCI records) the
inmate will be referred to the procedures prescribed in the Application for a
Social Security Card Outside the Provisions of the MOU.

The Certification of Prison Records will contain the inmate’s mother’s maiden

name and father’'s name only if that information can be verified.

1) If the inmate’s mother’s maiden name and father’s name cannot be verified, it
should be reflected as “unknown” on the Certificate of Prison Records.
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c. The completed Form SS-5 will be placed in a secure location until mailed to the SSA
field office.

Note: Copies of completed Form SS-5 will not be included in any inmate file. Only
the inmate’s name, prison system identification number(s) and the date of
application for a replacement social security card will be included in the data
base by an authorized DOC staff person. Inmates will not have access to files
containing completed Forms SS-5 and SSA-3288.

C. Upon verification and completion, the following forms will be mailed to the SSA field office:
1. SS-5 (See Attachment 4);
2. SSA-3288 (See Attachment 5);
3. Certification of Prison Records (See Attachment 6); and

4. Replacement SSN Card Application List (See Attachment 7).

a. When submitting multiple replacement SS card applications, only one (1) Replacement
SSN Card Application List is required per submission for each SSA field office.

8. Receiving of Inmate Identification Documents:

A. All inmate identification documents received while the inmate is in DOC custody must be placed
in the inmate’s legal file, which shall be maintained in a secure area at all times.

1. Atno time will inmates be allowed access to files containing the SS cards or SS numbers of
other inmates (See DOC policy 1.1.E.3 Inmate Access to DOC Records).

2. Qualifying inmates may be authorized by unit staff or a transition case manager to access
their driver license for employment purposes.

B. Inthe event a SS card is received that cannot be associated with the inmate who completed
and submitted an Application for a Social Security Card, the replacement SS card will be
returned to the SSA field office within thirty (30) days.

C. Inthe event an inmate receives a SS card which has an error, the authorized DOC official will
contact the SS office that processed the card to report the error and return the incorrect card to
the issuing office.

D. At no time will the inmate be allowed to maintain possession of their SS card while incarcerated
without approval from an authorized DOC official.

1. The SS card may be temporarily released to the inmate when approved by an authorized
DOC official for purposes of employment, housing, education, vocational rehabilitation, etc.

E. The inmate will be provided his/her identification documents upon release/discharge from DOC

custody, as prescribed in the Identification Documents Release Procedures to Inmates
section.
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9. Identification Documents Release Procedures to Inmates:

A. Central records will review the inmate’s legal file for any identification documents/ID’s to ensure
the inmate receives these upon release from custody (See DOC policy 1.4.G.2 Inmate Release
Procedure).

1. Discharge:

a. Allidentification documents maintained in the legal file will be forwarded with the
Discharge Certificate to the appropriate facilities business office to be disbursed to the
inmate upon release from the facility.

b. If the inmate is being released to the permanent custody of another detaining authority,
the inmate’s SS card and any other identification documents shall be released to the
detaining authority.

2. Parole/Suspended Sentence:

a. Once central records receives the Release Slip from the appropriate transitional case
manager (five (5) working days prior to the release), all identification documents
maintained in the inmate’s legal file will be sent via First Class U.S. Mail to the
supervising parole agent.

b. During the first meeting with the inmate, the supervising parole agent will give the
inmate the identification documents.

3. Death:

a. SS cards of inmates who have died while in DOC custody will be returned to the
issuing SS Administration office within 30-days of the inmate’s death. All other
identification documents will be released to the inmate’s family or next of kin.

Related Directives:

SDCL § 24-2-30

DOC policy 1.1.E.3 - Inmate Access to Records
DOC policy 1.1.E.6 -- Case Management

DOC policy 1.4.A.1 — DOC Photographs of Inmates
DOC policy 1.4.G.2 — Inmate Release Procedure
DOC policy 1.4.A.2 -- Inmate Admission

Revision Log:

October 2008: New policy.

March 2009: Revised policy statement to clarify that this policy will assist inmates who require 1D
documents to gain employment, housing, etc. Replaced “eligible” with “accepted” as it relates to
PSPl in ss (Alb of Application for a Replacement Social Security Card). Replaced “note” with “1)”
under ss (4al), added new ss (b and b1) and reformatted subsequent bullets all within
Responsibilities of Authorized DOC Officials. Revised Attachment 1 to include Jr., Sr., or other as it
relates to the inmate’s name. Revised Attachment 6 to include mother's maiden name and father's
name.

January 2010: Replaced formatting of Section I. Deleted statement regarding “and requesting a
replacement social security card in ss (A), replaced Authorized DOC Official with unit staff and/or
TCM throughout section, added ss (Cla) regarding Vital Statistics, replaced Authorized DOC
Official with Central Records in ss (C1b), replaced emailed with sent and replaced reference to
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two weeks with stamped envelope and commissary slip in ss (D4a), added “Note” about where
funds come from in ss (D4a) and deleted former ss (D4b) regarding the respective business office
cutting the check and sending back to the Authorized DOC Official all within Application for a Birth
Certificate. Revised picture of Attachment 8. Added hyperlinks throughout.

January 2011: Deleted from SS 1 C. within Note: “mainframe is blank and Replaced with “the
Criminal History database is “U”. Removed from SS 2 B. “All birth certificate applications will
include the Birth Certificate Application Cover Letter (See Attachment 8). Added “and”to SS2 C. 2
and Added “All out-of-state birth certificate applications will include the Birth Certificate Application
Cover Letter (See Attachment 8) Removed “South Dakota” from SS 2 4. b 2). Added “from that
state”. Added SS 6 D. “ID documents once received by the DOC will not be released to anyone
other than the inmate”

March 2012: Deleted “released from an adult DOC facility” from Purpose section. Added “has”
Deleted “in preparation” and Replaced with “in advance of being approved for” and Deleted “and
release” and Replaced with “or release to supervision or final discharge” in Section 1 A. Added “or
access to” in Section 2 A. 1. Added “in their possession” to Section 2 A. 1. a. Added b. to Section 2
A. 1. Added “if available” in Section 2 B. 3. Added “official and/or verifiable” to Section 2 B. 5.
Added “juvenile and/or adult” to Section 2 B. 6. Added Section 4 and Renumbered sections that
follow. Added “required/accepted by the SS Administration to apply for a SS card” to Section 5 A.
2.Added “(through review of the PSI or NCIC)” in Section 6 B. 1. a. 1) Deleted “ID documents
received by the DOC will not be released to anyone other than the inmate” in Section 6 D. Added
(U.S. Citizens) to sections 3, 5, & 6.

February 2013: Deleted “and if he/she has” and Replaced with “Staff will also ask the inmate if
they have” and Added “valid” in Section 2 A. 1. Deleted “Criminal History tab” and Replaced with
“Alias and Other Identifiers tab” and Deleted “Citrix” and Replaced with “COMS” in Section 2 C. 1.
Deleted a. b. c. (“yes” and “no” identifiers info.) Deleted “If the ID Verification field on the Criminal
History database is “U”, the transition case manager will contact central records to determine the
verification of the inmate” in “Note” section of Section 2 C. Deleted “on the second QS screen on
mainframe” and Replaced with “In the Personal Information Screen in COMS” and Deleted “noted
on the comments section” and Replaced with “recorded on the Holds/Warrants/Detainer screen in
COMS” in Section 2 D. 2. Deleted “demographics screen within mainframe” and Replaced with
“Personal Information Screen in COMS” in Section 2 D 4. Added “Inmates may be authorized by
unit staff or a transition case manager to maintain possession of their driver license for work
purposes.” in Section 8 A.

July 2013: Deleted “For the purpose of this policy, IDs may consist of anything that is solely
connected with an inmate’s identity, such as” and Replaced with “Current, (not expired)” and
Added “nondriver’s license ID, U.S. passport, U.S. Military ID, health insurance or Medicaid card,
employee ID card/badge, certificate of naturalization or Citizenship” to definition of Identification
Documents. Added definition of “Citizenship Documents” Deleted term “offender” and Replaced
with “inmate” throughout the policy. Added “CTP” to Section 1 A. Added “if it is determined an
inmate (described above) does not have” and Deleted “is needed by the inmate” in Section 1 B.
Deleted “identification documents” and Replaced with “valid social security card, driver’s license or
birth certificate” and Added “mailroom staff will notify the inmate and records staff of the receipt of
these documents” in Section 1 A.1 b. Added a. to Section 1 A. 3. Added “and shall be compared
to other records to establish an inmate’s identification” in Section 1 B. 1. “Note”. Added “and
identification documentation” and Added “reviewed and” and Deleted “any information” and
Replaced with “an inmate’s correct identification” and Deleted “matched” and Replaced with
“verified” in Section 1 C. Added c. to Section 2 A. 1. Deleted “has not been issued a SS card”
Deleted “the replacement” and Added “(original SS number/card, or corrected replacement card,
(including name change requests))” in Section 5 A. Added 4. to Section 5 A. Deleted “they are”
and Replaced with “may be” and Added “under the memorandum of understanding between the
DOC and SSA” in Section 6 A. Added 1-4 in Section 6 b. Deleted “complete” and Replaced with
“update” and Added “(Sioux Falls for males and Huron for females)” in Section 7 A. Added “FBI or
SD DCI records, the inmate will be referred to” in Section 7 B. 4. a. Added 3. to Section 9 A.
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January 2015: Deleted “at the time of admission” and Replaced with “when the Transaction Key
check box is checked on the Key Date screen” in Section 2 A. 3. Added b. to Section 9 A. Added
“SSA-3288 to Section 5 A. 2. Added “unless the inmate also completes a Form SSA-3288, which
allows the SSA to send the SS card to the facility” to the “Note” in Section 5 A.

January 2016: Reviewed with no changes.

Denny KaemingR (original signature on file) 03/20/2016

Denny Kaemingk, Secretary of Corrections Date
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Attachment 1. New Inmate Interview Questionnaire

The New Inmate Interview Questionnaire form is located on the state’s WAN.

A copy may be printed using Microsoft Word 97 as follows:

1. Click here to access the New Inmate Interview Questionnaire by:
a. Placing mouse on the word “here” above
b. Press and hold the “Ctrl” key on the keyboard
c. Click the left button of mouse.

2.. Or Select File/New from the Menu Bar / Select the DOC tab / Select New Inmate Interview

Questionnaire.

The gray areas indicate the information that is to be entered.
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Emergenoy Con ot Felaflonchlp © Yaou:
Addre g [ V|- -

Sremat or 5,0, Sos CAFy £ Srabe Tl phone £

Inmate o Fiycloal D sordpfdon: B Helgh t Weelgh t Eni Halr
Faoe: | Coucarlan Adlcan Amer. Hal. Amer. Hlizpanic aler
aom pleslon: Lghl Fledlium Dark Eulld: | Small Fedlumm Laig e
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South Dakota Department of Corrections

Policy
Distribution: Public

1.1.A7

Inmate Identification Procedures

Attachment 2:

ICE Hold Inquiry

The ICE Hold Inquiry form is located on the state’s WAN.

A copy may be printed using Microsoft Word 97 as follows:

1. Click here to access the ICE Hold Inquiry by:
a. Placing mouse on the word “here” above
b. Press and hold the “Ctrl” key on the keyboard
c. Click the left button of mouse.

2.. Or Select File/New from the Menu Bar / Select the DOC tab / Select ICE Hold Inquiry.

The gray areas indicate the information that is to be entered.

Revised: 01/19/2016

DEPARTMENT OF CORRECTIONS
Records Office

B G- Bow Sk
S Fally, Soulh Dakola 57 117 -2211
Pl (3050 3E5T-5 140
Fon: (8055 3T-5524

ICE HOLD INGIUIRY

Hams :

Crime:

Senwnos:

Caunty of Convledon:

FH =:

County of EBIrhi:

[OE immddiyyyyi:

Parole Cote (mmdddlyyyyi:

Sucpsnded Senwnoe Dot (mmddddyyyys

Dicoliargs Da e immidd/yyyy i

comment

If 3 hoM is desired, please forward 3 copy of such request to DOC central records by
fax at (G057 367-5584.

Thank Y ou
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South Dakota Department of Corrections

Policy 1.1.A7
Distribution: Public Inmate Identification Procedures

Attachment 3: Authorized DOC Officials Document

The Authorized DOC Officials Document form is located on the state’s WAN.
A copy may be printed using Microsoft Word 97 as follows:
1. Click here to access the Authorized DOC Officials Document by:

a. Placing mouse on the word “here” above

b. Press and hold the “Ctrl” key on the keyboard

c. Click the left button of mouse.

2.. Or Select File/New from the Menu Bar / Select the DOC tab / Select Authorized DOC Officials
Document.

The gray areas indicate the information that is to be entered.

DEPARTMENT OF CORRE L TIONS
Fecords Office

AUTHORIZED DOC QOFFICIALS DOCUMEMT

Dak:

Zoclal S iy Admlnls kalon
Local Ofilce Address:
|

Dear:

Furruan! o procedurss conlared (n e Memorardum of Urders Brding (R0 Wb e eeen our agencles, |
Feereb s aaleod 2= e fllowdrg 5 knd ko submil Lo rde r appllcalons ¥or eplacemenl S350 cands o your
oflce ared cerldy be ldenlddrg Inoirmalon furd Inlnmalke s oflclal pison recond s ;

St SR N me w0 T
oLy, o, ] Errt Mz me oo Tirle
Slarmtue Enr e e ooy Thle
St ERE M i T
Sigrmteme Pt N me wioh e
Sipratiee Pt N me winhy Tl
Flease conbcime alf ] H 17 youl hiaee any quies lors .
Areerely,
St
PRt Maeme

Seare lary of Comeclon:
A0 T

Revised: 01/19/2016 Page 14 of 20




South Dakota Department of Corrections

Policy
Distribution: Public

1.1.A7

Inmate Identification Procedures

Attachment 4. Application for a Social Security Card, SS-5

The Application for a Social Security Card, SS-5 form is located on the Social Security
Administrations website. Or click here Social Security Application.

A copy may be pri

Q"0 0oTR

Page 1 of 5

————————————
SOCIAL SECURITY ADMINISTRATION
Application for 3 Social Security Card

nted as follows:

5 from the list.

Page 2 of 5

Click on Forms and Publications on the left side of the screen.
Click on Social Security Forms in the middle of the screen.
Select Form Number next to the Search drop down box.
Type in SS-5 next to For.
Click on Search.

Select SS-
. Print out form.

Page 3 of 5
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South Dakota Department of Corrections
Policy
Distribution: Public

1.1.A7
Inmate Identification Procedures

Attachment 5: Consent for Release of Information, SSA-3288

The Consent for Release of Information, SSA-3288 form is located on the Social Security

Administrations website.

A copy may be printed by going to www.socialsecurity.gov as follows:

Type in SSA-3288 next to For.
Click on Search.

Selected SSA-3288 from the list.
Print out form.

@~ooooTp

Page 1 of 2

Click on Forms and Publications on the left side of the screen.
Click on Social Security Forms in the middle of the screen.
Select Form Number next to the Search drop down box.

Page 2 of 2

Farm Appreved

Sacizl Serurity Administration OB No. 09E0-056

Consent for Release of Information

Eloass mmad aam izatructiom avafuly bafars comphesing i ferm.

Croamplurs ehia Form anly if yon w2=r the Sorizl Seenriey Adminieration t= v
Wham iz Ve infor=stic= ar recarda ket you 02 = individeal or grang (Far szamyls, 2 dectar
Thi Form &= a0 imnrazes campany.

Natural or adaptive parests or 3 bl geardian, acisg o= kehalf of 3 mizer, whe
wams n o el the mizary

nramedical recands, shodd e thi S

madical rmzords, theuld sot s tia foom, Bus abesld coometun.

Mosw: Do net aw this Sorm = ragueat indarmatisg abost pocs sarmisgs or smzloymant
Euzey. T d= this. complew Foem 354-7030-F4. Yoz ran gat i form ai asy
Secial Sacacity office.

Thin cozanss Sorm mus ba camglaind aad sigoed caly by

i2a parasa iz whem e isfermation o russed applias, o
: e pareat oc bagal guandias of 3 minsr i3 whom the
Complats neomedical isfzrmatise agplisg, o
This Fore 2 lagal guardian of 2 bgally inzoagetes adals 12 whem e

P —

Ta cemglute isia foem

Fill iz the came. date o4 Birs. 2od Social Sessciny Musbes of e paraza iz whem

ke nformazas spglis

Fill in tha =ama an adirer of ten individaal e group o whick we will se=d S

iedarmatiza.

Fill in tha swaso yous arw aganstizg das infermatin

Cack dn rypals) of izformation pou wast w12 alesas,

Sige umd date dou orm. 1 pou are oo the paress whess recard  we will raluase,

Pleas atae pear relaticaskip @ Saf pacszn

PRIVACY ACT NOTICE: Tha Privacy Azt Nocre sguires o1 i aosfy yos thas we 2w sutaocized o =llast
thia infarmatio by auctizo 3 of the Frivasy Aot Vaou do aoe bave t rovid e information requned
Hamwear, wa cazost raleams afsemados o5 ecards abost 16s (o aseder FanIGs oF cepasinatin wiksul pear
zozseat for ralaar of informatize Y our seeords acw somfidentil. W wil ralaare coly reeends datvers
suizrian, sed saly @ pariess sr crganimdesa whe yos aulscian i recaive that Sformaces

Farm Aggrared
Secial Sarmrity Adminisiration DR Mo 50052
Conzznt for Rel=aze of Information

TO: Social Security Adminictration

Hame Date of Birth Social Seownty Numbsar
| authoriza the Social Seourity Administration to releaza information ar records abouwt
et

MAKE ADDRESS

| weant this information relaazed becauza:

FAFERWORK REDUCTION ACT STATEMENT: Thi isfermaticn ccllactizn =usiz & clesrazzs requinmests
=4 487050, §3707, 23 amecdnd by mecdo= T of the Paoarwerk Badsesos Aot of 1953 ¥ou do 2o oesdl m asswes
hane gunsiema wmlens v daplay o valid Dffiza .ral.u.s.m 224 Fudge: cosizal mambar. Wa satizaie that it
will sxcw abows 3 miier 5o read e inrirasrisas, gather the facts, snd azwar du quarinzs. SENTYOR ERING
THE COMPLETED FORM T0 YOUR LOCAL SOCIAL SECLRITY GFFICE, Theafhon i Gaed nnde
U.§. Gaverm=mat agearies i yeur ielaghoss dirsciorr or yos may rall Seea] Ssewiey 2 LS0-TIL-0HE. Fou
mzy send commontz aw par time estimate above tz: 554 6900 Seowrity Blvd, Babimare, MO DII3T400. Sene
Eniy rommenss rafating b cwr e xEmare fe dhis addnec, wod ke compieied ferm

Form B34-138E (3-2007) EF {3-2007)

[Thees mary Ea o chargs for relwazing information.)
Plaaze raleazs tha folowing infarmation:

Sacial Sscurity Number

dentifying information |includes date and place of birth, pareniz’ namas|
Manthly Seoial Zacurity bensfit amouns

Marthly Suoplernantal Sacurity Income payment amawnt

nicemation about benefitz/payments | recaived from 1o
nicrmation abaut my Medioare claimicoverage fram to
|specify}

Wadical records

Racoedis) from my fike |specifyl

Drhiar |speaify]

| am tha individual fo whom the nformation/recend sopfies or that parsan's
panent [if & minor] or lepal guardian. | know that if | make any reoresentation
which | know is false to obtain infarmation from Social Seourity regords, | oould
be punizshed by a fina or imprizonment ar both.

Signature:
E By — e g
Diata: Ralatianship:

Revised: 01/19/2016
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South Dakota Department of Corrections
Policy
Distribution: Public

1.1.A7

Inmate Identification Procedures

Attachment 6: Certification of Prison Records

The Certification of Prison Records form is located on the state’s WAN.

A copy may be printed using Microsoft Word 97 as follows:

1. Click here to access the Certification of Prison Records by:

a. Placing mouse on the word “here” above
b. Press and hold the “Ctrl” key on the keyboard
c. Click the left button of mouse.

2.. Or Select File/New from the Menu Bar / Select the DOC tab / Select Certification of Prison

Records.

The gray areas indicate the information that is to be entered.

DEPARTMENT OF CORRECTIONS
Fecords Office

CERTIFICATION OF FRISON RECORDE

Dake:

Irinak Hame:

Irinak b=

Soclal Sanly 2

Soclal Teou by Adminds kalon
Local Gflce Address:

Alached , pleare 1rad acomple ked Form 22555 cAppllcalon o Soclal Seoul ly Bumbe 0 requeslrg a
replactmenl Soclal Seoud iy Humber cand for be abow ramed Inmak.

I, Pee urelerslgresd, cerlty Pal Thase redewed appropriak decumenl In e above Mamed Inmak's
aficla prisonirecord ) Bal e ldenljirg Infanalon show below 1 aoourak socondirg ko e reoond

Name:

Dale o Elrl:

Flace of Birl:

Moke r's Mdden Name: |

Falers Namne

Crhher Hames Uied By Imak Crlher Soclal Secunlly Humbers Used By male:
1o e @y Lirker o ues long, pleare contac! me be ween Fe hours of Ja, . My klephone:
ruamber s - - H

1

T M me of Ak ioered (Rt

o T o Sophet rad (oo

Revised: 01/19/2016
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South Dakota Department of Corrections
Policy

1.1.A7

Distribution: Public Inmate Identification Procedures

Attachment 7. Replacement SSN Card Application List

The Replacement SSN Card Application List form is located on the state’s WAN.

A copy may be printed using Microsoft Word 97 as follows:

1. Click here to access the Replacement SSN Card Application List by:
a. Placing mouse on the word “here” above
b. Press and hold the “Ctrl” key on the keyboard
c. Click the left button of mouse.

2.. Or Select File/New from the Menu Bar / Select the DOC tab / Select Replacement SSN Card

Application List.

The gray areas indicate the information that is to be entered.

DEPARTMENT OF CORRECTIONS
Recards Office

B -Box S
o Falls, Soulh Dakola ST 117 -390
Pl (G0ES 0 28275 140
Fan; (5050 257-5584

REFLACEMEMNT SSH CARD AFPLICATION LIST

Depte

Zoclal Zoud by Adminds kalon
Al

Do

Fursuan! ko procedures conlalred In be Bemorardon of Urders e lng be Iween e Zou b bakola
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South Dakota Department of Corrections
Policy

1.1.A7

Distribution: Public Inmate Identification Procedures

Attachment 8: Birth Certificate Application Cover Letter
The Birth Certificate Application Cover Letter form is located on the state’s WAN.
A copy may be printed using Microsoft Word 97 as follows:
1. Click here to access the Birth Certificate Application Cover Letter by:

a. Placing mouse on the word “here” above

b. Press and hold the “Ctrl” key on the keyboard

c. Click the left button of mouse.

2.. Or Select File/New from the Menu Bar / Select the DOC tab / Select Birth Certificate
Application Cover Letter.

The gray areas indicate the information that is to be entered.

DEFARTMENT OF CORRECTIONS
Reocords Office

Ak e £
Siou Faks, Soutn Dekoca 5T 11 7-5311
e (5050 357-5140

a0 (R0 SeF-555

BIRTH CERTIFICATE APPLICATION COVER LETTER

o= [

Address of Vi3l Reconds Department

Ta'Whom & May Conosm
am cumently an inmate at the Souin Dakola Deparment of Comections. | would ke o obiEkn 3
copy of my Bifn Cerfificate fo help win obiaining a 53t lssued LDVDrkers License upon
Telegse
mmaie Mame
Date of Biren
Famers Name
kioiners halden MName
Please send copy ofthls Inmate’s Birth Cenlfice o
Deqarntment of Comections
Reconds Office
PO Box 391
Shoux Falls, 50 571175911

Shhcerely,

b Slormhys il Si=fT Sonshums a1
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South Dakota Department of Corrections
Policy
Distribution: Public

1.1.A7
Inmate Identification Procedures

Attachment 9: South Dakota Application for a Birth Record

The South Dakota Application for a Birth Record form is located on the South Dakota Department of

Health's website.

A copy may be printed by going to www.vitalrecords.sd.gov as follows:

a.
b.
Records

Print our form.

Page 1 of 2

Click on Order Records on the left side of the screen.
Click on birth located on the second bullet under Ordering Birth, Death and Marriage

Page 2 of 2

South Dakota application for a Birth Record
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