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I. POLICY

It is the policy of the South Dakota Department of Corrections (DOC) to operate and oversee Springfield Vocational
Industries (SVI) and provide products and services for purchase and use by state and federal governmental agencies,
non-profit organizations, state employees, and the public.

I1. PURPOSE

The purpose of this policy is to provide guidelines for the operations and business management of Springfield
Vocational Industries.

III. DEFINITIONS

None.

IV. PROCEDURES

1. General Operations:

A. Springfield Vocational Industries (SVI) utilizes ‘live’ work projects for teaching and training. All projects
and/or services performed by SVI are performed on a fee basis unless made exempt by the warden or designee.
Priority for projects is given to government and non-profit agencies.

All work projects whether for government, non-profit agencies, or other parties, must have the

approval of the production manager or associate warden (AW).

1.

2. Project Requests:

A. All project requests will be submitted to the production manager for consideration. The production manager

will consult with the appropriate shop foreman for consideration of the project.

1.

o

Approval for private or employee projects may only be granted when there are no government, non-
profit, or state projects pending, or if the project is necessary for the completion of a required
vocational curriculum.
The customer submitting the project request will be notified of the approval or denial of the project
request. If approved, the customer will be given an estimated quote for the project.

B. Copies of all authorized projects will be distributed to the production manager, the shop foreman, and the

customer.
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3. Acquisition of Supplies for Approved Projects:
A. The shop foreman will order parts, supplies, and materials necessary for the project in accordance with the
Procurement Management policy.

1. Any material/supply orders that exceed one thousand dollars ($1,000.00) must be approved by the
production manager.

B. All orders for, and the distribution of, parts, supplies, and materials will be through the production manager.

1. In the event that the project requires materials that cannot be provided by Mike Durfee State Prison
(MDSP), approval from the production manager or AW must be obtained prior to purchasing
elsewhere.

C. Parts and materials may be furnished by the customer with prior approval from the production manager.
D. Any remaining materials that were purchased by production for a project will only be used for further instruction
purposes, production for charitable donations, or disposed of properly.
E. Any remaining materials supplied by the customer will be returned to the customer.
4. Purchase by DOC Employees/Contractors:
A. DOC employees will be allowed to submit project requests following regular request procedures (see
attachment #1 — SVI Work Request Form).
B. Employees of the State of South Dakota that have approved project requests must sign an SV7 - State Employee
Statement for Purchase form (see attachment #2) before the project begins.
C. The production manager will retain the original South Dakota State Employee Statement for Purchase form for
one (1) year from the date that the agreement was signed. Statements shall be destroyed after one (1) year.
D. Unauthorized removal of projects may result in loss of access to SVI services and possible disciplinary action.
5. Fees and Payments:
A. The warden may waive the project fees for community service organizations, the community, the State of South
Dakota, or any other non-profit entities.
1. These organizations may still be required to reimburse SVI for the cost of materials.
B. All projects must be paid in full prior to being released to the customer.

1. Projects will be paid for by submitting check or money order, along with the invoice supplied by
SVI, to the production manager. Cash is not accepted.

2. Prepayment may be required prior to completion of special/custom projects.

6. Completed Projects:
A. SVI will notify the customer when the project is completed.
B. Customers will have thirty (30) days to pay for and pick up the completed project.
1. An extension may be approved by the warden.
2. Abandoned projects will be offered to other potential buyers. If there are none, the project may be

scrapped for parts.
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C. When the completed project is picked up, the customer will be required to sign a receipt stating that they have
received and accept the completed project.

V. RESPONSIBILITY

The director of Prisons and director of Finance and Administration are responsible for the annual review and revision
of this policy.

VI. AUTHORITY

None.

VII. HISTORY

April 2024 — Renumbered from 1.5.A.12
March 2023 — new policy

ATTACHMENTS (*Indicates document opens externally)

1. SVI Work Request Form*
2. SVI - State Employee Statement For Purchase*
3. DOC Policy Implementation / Adjustments



South Dakota Department of Corrections Attachment #1: SVI Work Request Form
Please refer to DOC policy 800-07
Distribution: Public Springfield Vocational Industries

SVI Work Request Form

Name: Date of Request:
Home Phone: Business: Cell:

Project requested:

1. All projects are to be left in the shop until completed and checked by the supervisor.

2. Materials will be furnished by Mike Durfee State Prison. Parts and materials may be provided by the customer with prior
approval from the production manager.

3. SVlIreserves the right to accept or reject any requests.

4. Mike Durfee State Prison SVI is not responsible for items that customers bring in for repair/service.

5. Mike Durfee State Prison SVI may require a down payment on all major work performed prior to start of the project.

6. There are no guarantees or warranties on projects/services completed.

7. Customer charges are based on a per hour rate using actual or adjusted labor time.

8. All estimates are estimates and the final bill may be more or less than the initial estimate.

9. State project requests have priority over all others.

10. Customers with complaints concerning work performed must contact the production manager prior to removing the items

from the facility.

11. Not responsible for fire, theft, or accident.

12. Liability waiver and request for work form must be signed when submitted for consideration.

13. All projects must be paid in full before the item leaves the facility. You have thirty (30) days to pick up completed projects
after you receive notification that it is completed. Projects not picked up after thirty (30) days will be forfeited. Approval
from the warden is required for any extensions.

State Employees
1. All work will be completed at regular shop rates with no discounts to employees.
2. Liability waiver and request for work form must be signed and approved.
3. All Shop work will be paid in full before the item leaves the facility.
4. Staff shall not talk with inmate workers about work requested. Work specifications should be discussed with the shop
supervisor or production manager.

Customer Service Authorization

I hereby agree that in consideration of the nominal charge for the service requested from Mike Durfee State Prison/SVI and
completed by offender worker/students, I shall not hold the worker/student, the shop supervisor, or Mike Durfee State Prison
responsible for quality of work or malfunctions that may occur. I fully understand that these services are performed as a part of
the student training program. I understand that offenders are not allowed to be compensated by me for work performed including
gifts, money, etc.

Customer’s Signature: Date:
Approved Denied Department assigned to:
Production Manager Signature Date:

Revised: 02/13/2024
Effective: 04/01/2024 Page 1 of 1



South Dakota Department of Corrections Attachment #2: SVI - State Employee Statement for Purchase
Please refer to DOC policy 800-07
Distribution: Public Springfield Vocational Industries

SVI - STATE EMPLOYEE STATEMENT FOR PURCHASE

For Purchase of Products or Services from Springfield Vocational Industries

The work, products, services, or repairs I am requesting from Springfield Vocational Industries (SVI) are for my own
personal use and are not being requested on behalf of another. I will not re-sell goods, manufactured products, services,
or repairs I have purchased directly from SVI for a period of twelve (12) months from the date of final sale.

State Employee Name (Purchaser) State Agency of Purchaser
Signature of SVI Representative Date
Created: 03/14/2024 Page 1 of 1

Effective: 04/01/2024



	800-01 [1.1.B.03] Pheasantland Industries Sales to State Employees (08.15.2023)
	SOUTH DAKOTA
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	IV PROCEDURES
	1. Arrangements with Pheasantland Industries:
	A. Employees of the State of South Dakota seeking to purchase PI products or services may contact PI directly.
	A. Employees of the State of South Dakota purchasing goods or services from PI must sign a State Employee Statement For Purchase form (see attachment #1). The form shall include the following:
	B. The PI manager will retain the original State Employee Statement For Purchase form in office for one (1) year from the date the agreement is signed by the state employee. Statements may be transferred to storage for three (3) years and destroyed af...

	2. Payment for Products and/or Services:
	A. Certain products and services may be required to be paid for in advance, full or in part, based on the predetermined quote approved by the PI manager.
	B. Products not picked up at the facility may be shipped for additional costs and fees. State employees will make arrangements to pick up the product directly with PI manager or representative.
	C. Products and services produced at the request of an employee will not detract from or adversely delay governmental work orders for products or services.
	D. Employees will be offered products and/or services from PI at the same price and rate offered to other customers.

	3. Inappropriate Business Dealings:
	A. Inappropriate business dealings or conflict of interest between a state employee and PI will be reported to the DOC Administration by the PI manager.
	B. Employees of the DOC may purchase PI products or services in accordance with approved PI procedures, consistent with this policy and DOC policy 100-05 – Staff Code of Ethics.


	V. RESPONSIBILITY
	VI. Authority
	VII. History
	ATTACHMENTS (*indicates document opens externally)

	800-02 [1.1.B.04] Correctional Industries (08.15.2023)
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	Pheasantland Industries:
	Pheasantland Industries Manager:

	IV PROCEDURES
	1. Establishment and Operating Authority:
	A. The DOC Correctional Industries operates under the business name “Pheasantland Industries” (PI).
	B. PI consists of the following shops: license plates, print, braille, cabinet, sign, garment and embroidery, and upholstery, as well two (2) dog programs.
	C. The operation of any industry within PI shall be consistent with DOC policy and directives, as well as local, state, and federal laws.
	D. Any agency contracting for products produced by PI will pay the set cost/price of the product (see SDCL § 24-7-33).
	E. Offenders are not permitted to purchase products produced by Pheasantland Industries.

	2. Manager of Pheasantland Industries:
	A. The PI manager shall sell the products produced by the various prison industries to federal and state agencies, nonprofit organizations, and state employees as defined in DOC policy 800-01 – Pheasantland Industries Sales to State Employees and SDCL...
	B. All contracts for materials used in manufactured products, containers, machinery, repairs, and services shall be made and executed by the PI manager, with the approval by the secretary of corrections (SOC) or designee (see SDCL § 24-7-15).
	C. With approval from the SOC, the director of Finance and Administration is the custodian of all PI contracts, with the exception of contracts for materials, which is the responsibility of the PI manager (see SDCL § 24-7-16).
	D. The PI manager is responsible for marketing and advertising to promote the products and services produced by the industries and the management of contracts for materials.

	3. Fiscal Responsibilities:
	A. A PI revolving fund will be available for the operation of the various prison industries (see SDCL § 24-7-7).
	B. No funds, other than those designated for normal operating costs and replacement of existing necessary equipment, may be expended from the revolving PI fund for the purposes of enhancement, development, or expansion of PI without approval of the Co...
	C. Any plan that requires official action from the Corrections Commission must be communicated to the director of Prisons, director of Finance and Administration, and the SOC.
	D. The PI manager will maintain separate accounts to clearly show the financial condition of each separate prison industry (see SDCL § 24-7-8).
	E. The PI manager shall be the custodian of all monies and property assigned to the industries and shall keep accurate account of all proceedings and transactions, and make all reports, requisitions, and statements as directed by the SOC or designee (...

	4. Employment of Offenders:
	A. An offender’s, custody level, classification, risk, aptitude, experience, and abilities (based on tests and interviews):
	B. The PI manager shall use offender labor in the operation of PI and shall pay wages to offenders within the limits fixed by the SOC (see SDCL §§ 24-7-6 and 24-4-7).
	C. Offenders working in PI must notify the shop foreman in advance of any scheduled class, program, or appointment which requires the offender to be absent from their work schedule.
	D. No offender has any implied right or expectation to work in any particular job (See SDCL § 24-2-27). Offenders are subject to transfer or removal from any job assignment. Nothing in this policy or its application may be the basis for establishing a...
	E. No offender seeking employment or employed with PI, shall be discriminated against on the basis of race, gender, sexual orientation, national origin, disability, religion, or other protected status. PI shall make reasonable accommodations for offen...
	F. Offender participation and employment within PI is strictly voluntary. Offenders removed from employment with PI have no right to continued employment or due process. Offenders assigned to jobs within PI are not employees of the state or PI for the...
	G. Offenders must be qualified and able to perform the essential functions of the job they are assigned, with or without a reasonable accommodation. PI retains the right to hire the best qualified offender applicant for the job.

	5. Environmental Health Program at Pheasantland Industries:
	A. PI and its staff will develop work-related environmental health programs that will include the following:

	6. Annual Report of Activities of Pheasantland Industries:
	A. The SOC will submit an annual report to the governor and the legislature setting out all the activities of PI during the previous year on or before the first legislative day of session (see SDCL § 24-7-37).


	V. RESPONSIBILITY
	VI. Authority
	VII. History
	ATTACHMENTS

	800-03 [1.1.B.05] Prison Industry Enhancement Certification Program (08.15.2023)
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	Prison Industry Enhancement Certification Program:

	IV. PROCEDURES
	1. Voluntary Participation:
	A. Offender participation in the Prison Industry Enhancement Certification Program (PIECP) shall be voluntary, in accordance with SDCL § 24-7-3(5).
	B. PIECP provides eligible offenders the opportunity to work in a realistic work environment, receive a prevailing local wage for work, and acquire marketable skills to increase potential for successful rehabilitation and meaningful employment upon re...
	C. Prior to participating in PIECP, each offender must sign the PIECP Agreement (see attachment #1) wherein the offender acknowledges voluntary participation in the PIECP.
	D. An offender’s, custody level, classification, risk, aptitude, experience, and abilities (based on tests and/or personal interview(s) with the offender), shall be reviewed and considered by institutional staff and private sector employers when consi...

	2. Offender Eligibility:
	A. Offenders employed in a PIECP industry must notify their supervisor in advance of any class, program, or appointment they intend to attend that will take them away from the workplace during their assigned work hours.
	B. No offender under the jurisdiction of the DOC has any implied right or expectation to work in any particular job (see SDCL § 24-2-27). Offenders are subject to transfer to another job or removal from any job assignment at the discretion of the  sec...
	C. No offender seeking employment with a PIECP industry or currently employed by a PIECP industry may be discriminated against on the basis of race, gender, sexual orientation, national origin, disability, religion, or other protected status. Employer...

	3. Offender Identification:
	A. The private sector employer shall verify each offender has a valid Social Security number prior to assigning the offender a job. Offenders without a valid Social Security number may not work for a wage within the PIECP.

	4. Offender Wages:
	A. Offenders participating in PIECP will have an opportunity to earn wages, learn job skills, and develop good work habits. Wages paid to offenders will not be less than those paid for work of similar nature in the locality where the work is performed...
	B. Wage deductions (a.- d. are allowed by PIECP certification):
	C. The DOC shall require Workers’ Compensation be provided by the employer for offender workers employed in a PIECP industry, pursuant to SDCL § 24-7-3 (4). Offenders may receive Workers’ Compensation benefits comparable to those made available by the...
	D. Offenders removed from employment with PIECP have no right to continued employment, due process, or pay for work completed. Offenders employed by a PIECP industry are not “employees” covered by the federal Fair Labor Standards Act.

	5. Consultation Requirements:
	A. The DOC and PIECP industry employers shall consult with representatives of local labor organizations and local businesses/private industry prior to the use of offender workers in the production of goods for sale in interstate commerce or to the fed...
	B. The DOC and PIECP industry employers shall document the use of offender workers in the production of goods for sale in interstate commerce or to the federal government through PIECP. Documentation must support that employment of offenders will not ...

	6. Objectives and Program Benefits:
	A. The two (2) primary objectives of PIECP are:
	B. PIECP benefits:


	V. RESPONSIBILITY
	VI. Authority
	A. SDCL §§ 23A-28B, 24-2-27, 24-7-3 (1), 24-7-3, 24-7-3 (2), 24-7-3 (3), 24-7-3 (4), 24-7-3(5).

	VII. History
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	800-04 [1.1.B.06] Pheasantland Industries Business Managment (08.15.2023)
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	Business Plan:
	Capital Acquisition Cost:
	Enterprise Accounting:
	Overhead:

	IV PROCEDURES
	1. New or Expanded Business Operations:
	A. For any new business operation proposal, or significant expansion of an existing operation, a documented business plan, and enterprise accounting, will be developed for the business enterprise. Such plan will include:
	B. Upon review and approval of the business plan by the PI manager the proposed program will be presented to affected facility management, the director of Finance and Administration, the deputy secretary, and the Corrections Commission for review and ...

	2. Current Business Operations:
	A. The PI manager, director of Finance and Administration, and deputy secretary will meet at least quarterly to review and monitor the profitability of every cost center and business enterprise managed within PI, utilizing actual performance data, inc...
	B. At a minimum, these reviews will include:
	C. Business enterprises that do not generate a shop level profit over the course of six (6) fiscal quarters will adjust the business plan twice per fiscal year, or more frequently if deemed necessary, to address corrective measures that will be implem...
	D. Business plan adjustments will define expected outcomes and time frames for corrective measures.
	E. No permanent changes in offender employment will be approved without the cooperation and input of the warden of the facility from which the enterprise offenders are housed, including any termination of a business.
	F. No enterprise will be terminated without determining the impact on the facility in which the offenders are housed or on the program in whole.
	G. The Corrections Committee will be notified of any significant changes to any operation, including closure.
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	800-05 [1.1.B.07] Pheasantland Industries Payment Procedures (08.15.2023)
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	Discontinued Product:
	DOC Staff:
	Goods:
	List Price:
	Market Price:
	Non-Standard Item:
	Services:
	Shop Order/PI-7 Form Packing Slip:
	Shop Rate:
	Shop Supervisor/Foreman:
	Specialty Item:
	Standard Item:

	IV PROCEDURES
	1. Sales of Standard Goods and Services:
	A. The procedure for sales of standard goods and services at the list price to state, county, and federal governmental agencies, non-profit organizations, school districts, and state employees are as follows:

	2. Sale of Non-Standard Goods and Services:
	A. In order for PI customers, to include DOC employees, to purchase non-standard or discontinued products or specialty items from PI, the subsequent steps will be followed. The shop supervisor/foreman will determine whether the item is a specialty ite...

	3. Payment Arrangements:
	A. Payment arrangements for state employees must be made at the time of the sale, through the PI Accountant and prior to removal from state property. State and federal governmental agencies, non-profit organizations, and state employees, in accordance...

	4. Delivery:
	A. Upon delivery of the item, PI will:
	B. Orders may not leave a PI shop without the PI-7 form accompanying the product.

	5. Prices:
	A. Discounted sale prices for discontinued products will be recommended by the shop supervisor and approved, in writing, by the PI manager.
	B. The PI manager reserves the right to reduce prices on all PI goods and services based on the business need of the division.
	C. The sales price of PI products and services will be as close as possible to the prevailing retail market price of similar products and services in the private sector.

	6. Returns
	A. No returns on custom made items will be allowed unless approved by the PI manager.
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	800-06 [1.2.E.01] Offender Commissary (02.15.2024)
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	Indigent Commissary:

	IV PROCEDURES
	1. Commissary Services:
	A. The DOC shall establish commissary services for offenders  in accordance with the standards set forth within this policy. Commissary services are considered a privilege.  Neither this policy nor its application may be the basis for establishing a c...
	B. In addition to the standards established by DOC policy, the warden at each institution may develop and maintain specific procedures directing the operation of commissary services at each institution under his/her authority.
	C. Offenders must have sufficient funds in their account at the time the funds are withdrawn.
	D. Allowable personal property and commissary items available for purchase will be provided on the offender’s tablet. The commissary list shall include the current price for each item.
	E. As defined in DOC policy, offenders may only purchase items which they are approved for or for which they have special permission, i.e., through a medical order.

	2. Indigent Commissary Services:
	A. Offenders may receive indigent commissary a maximum of once every thirty-one (31) days. Eligibility is determined at the time which the request for indigent commissary is received.
	B. Offenders are eligible for indigent commissary if:
	C. Offenders that are eligible for indigent commissary may order approved items on the offender tablet.
	D. Indigent offenders will have a credit obligation created for the cost of all indigent items ordered and are required to pay towards this obligation if funds are deposited in their account. Creation of a credit obligation does not imply permission f...

	3. Loss of Commissary Privileges:
	A. An offender’s commissary privileges may be temporarily suspended through sanctions issued for committing an offense in custody, in accordance with DOC policy 300-17 – Offender Discipline System.
	B. Offender commissary privileges may be temporarily suspended or limited for safety or security reasons.
	C. Individual offender commissary privileges may be temporarily suspended, limited, or restricted for placement on mental health precaution, and those housed in a dry cell, or restrictive housing.
	D. Offenders with temporarily suspended commissary privileges are permitted to purchase personal hygiene items and legal materials identified on the indigent commissary list.
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	800-07 [1.7.A.02] Springfield Vocational Industries (04.01.2024)
	I. POLICY
	II. PURPOSE
	III. DEFINITIONS
	IV. PROCEDURES
	1. General Operations:
	A. Springfield Vocational  Industries (SVI)  utilizes ‘live’ work projects for teaching and training. All projects and/or services performed by SVI  are performed on a fee basis unless made exempt by the warden or designee. Priority for projects is gi...

	2.  Project Requests:
	A. All project requests will be submitted to the production manager for consideration. The production manager will consult with the appropriate shop foreman for consideration of the project.
	B. Copies of all authorized projects will be distributed to the production manager, the shop foreman, and the customer.

	3. Acquisition of Supplies for Approved Projects:
	A. The shop foreman will order parts, supplies, and materials necessary for the project in accordance with the Procurement Management policy.
	B. All orders for, and the distribution of, parts, supplies, and materials will be through the production manager.
	C. Parts and materials may be furnished by the customer with prior approval from the production manager.
	D. Any remaining materials that were purchased by production for a project will only be used for further instruction purposes, production for charitable donations, or disposed of properly.
	E.  Any remaining materials supplied by the customer will be returned to the customer.

	4. Purchase by DOC Employees/Contractors:
	A. DOC employees will be allowed to submit project requests following regular request procedures (see attachment #1 – SVI Work Request Form).
	B. Employees of the State of South Dakota that have approved project requests must sign an SVI - State Employee Statement for Purchase form (see attachment #2) before the project begins.
	C. The production manager will retain the original South Dakota State Employee Statement for Purchase form for one (1) year from the date that the agreement was signed. Statements shall be destroyed after one (1) year.
	D. Unauthorized removal of projects may result in loss of access to SVI services and possible disciplinary action.

	5. Fees and Payments:
	A. The warden may waive the project fees for community service organizations, the community, the State of South Dakota, or any other non-profit entities.
	B. All projects must be paid in full prior to being released to the customer.

	6. Completed Projects:
	A. SVI will notify the customer when the project is completed.
	B. Customers will have thirty (30) days to pay for and pick up the completed project.
	C. When the completed project is picked up, the customer will be required to sign a receipt stating that they have received and accept the completed project.
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	ADP4F0F.tmp
	SVI - STATE EMPLOYEE STATEMENT FOR PURCHASE
	The work, products, services, or repairs I am requesting from Springfield Vocational Industries (SVI) are for my own personal use and are not being requested on behalf of another. I will not re-sell goods, manufactured products, services, or repairs I have purchased directly from SVI for a period of twelve (12) months from the date of final sale.
	State Agency of Purchaser
	State Employee Name (Purchaser)
	Date
	Signature of SVI Representative

	ADPA4D2.tmp
	Project requested: ______________________________________________________________________________________________
	State Employees
	Customer’s Signature:  ___________________________________________    Date:  _______________





