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TEACHING ARTIST PROCEDURE CHECKLIST 

“Protect Yourself and Protect the Program” 
 
Preparing to Work in Prison 
Before you begin working in an institution, all of the tasks below should be completed.  
_____Complete Live Scan (fingerprinting). Schedule Hector.Roach@cdcr.ca.gov or 209-835-

4141 ext 5844 
_____Complete TB Test. Send copy to Hector.Roach@cdcr.ca.gov and cc the Academy. 
_____Complete Online Volunteer Training (8 hours) online required submit signature pages 

to Hector.Roach@cdcr.ca.gov 
_____Complete In-Person Volunteer Training at institution (Optional to replace 4 hours 

online, as available). Sign up with the Academy. 
_____Complete Arts in Corrections Artist Orientation (1 to 2 hours, online or in person). 
_____Work with the Academy to advertise your workshop. 
_____Obtain approved inventory of materials and supplies from the Academy prior to first 

class. 
_____Self-Help Sponsor will handle chits at this time. 
_____Know the class location and hours, sent by email from the Academy prior to initial 

class. 
_____Contact the Academy to learn what custody coverage you will have in your workshop. 

Instructors have access to the institution only as long as rules, procedures and 
instructions are followed explicitly. 

 
Going In 
Remember to bring into the institution your identification, approved instructional materials and 
your car keys. Leave everything else in your locked vehicle. In some institutions, you will be 
escorted by an officer to your classroom or programming space.  
_____Verify that the institution is open for programs (not on lockdown, fog recall, etc.) by 

checking email from your institution the day of your class. On weekends contact Watch 
Commander 209-835-4141 ext 5570, at least 3 hours prior. 

_____Wear appropriate clothing (see Attire Policy posted online employee portal). 
_____Carry your photo ID securely in a zipper or enclosed pocket. 
_____Bring your clearance memo showing approved items to bring in and out which you will 

receive from the Academy prior to workshop. 
_____Bring in only approved materials and supplies. You may bring in personal items such 

as snacks, water and personal teaching materials in a bag. 
_____Bring your whistle provided by the Academy given prior to initial class. 
_____Check out your Personal Alarm Device (PAD), Self-Help Sponsor will handle for now. 
 
Working Inside  
Realize that you are on a learning curve, especially your first months. Ask questions of prison 
staff as well as the Academy. 
_____Each class sign in and out on attendance rosters as well as assist Self-Help Sponsor 

with students signing in and out. 
_____Help recruit students by sharing Academy workshop offerings. 
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_____Stay near Sponsor so neither is left one-on-one with inmates. Support and ask the 
Self-Help Sponsor how you can help with attendance and gather equipment. This role 
will be yours in the future when no sponsor will be in your class. 

_____To ensure a safe and secure environment you are required to follow specific 
instructions given by the Custody Staff, Self-Help Sponsor and Academy management. 
Any disagreements should be handled outside the situation, privately. 

_____Find out what supplies you must bring in and out for each workshop with the Academy 
prior to class. 

_____Get to know the officer(s) assigned to your area. Communicate regularly with them 
about any questions you have, especially those pertaining to safety and security.  

_____When in doubt to inmates’ questions, say “No”, “I’ll get back to you on that”, “I’ll have to 
check Title 15”. 

_____When in a situation that does not feel appropriate, use a hand stop sign gesture and 
say “NOT OK” or “not appropriate” or “Does that reflect what we agreed upon?” 

_____INVENTORY! Materials handed out to students MUST be checked OUT and IN and 
documented.  Allow time prior to class instruction and prior to dismissal to account for 
all materials. 

 
Before You Leave 
Make an effort to thank all staff who helped make your workshop a success. Encourage 
students to continue their art-making. 
_____Debrief with the custody coverage you have in your workshop and build a positive 

relationship with them. Having a Self-Help Sponsor is a privileged opportunity. They 
model the expectations of what will be your expectation in the future. They help keep 
you safe and help with behavior issues in class. 

_____At the end of your workshop, administer a survey and email to the Academy 
info@weheartart.academy. 

_____With approval of prison administration, and under the direction and coordination of the 
Academy, help document students’ work (audio, video or still photos). 

_____Create a classroom culminating event during your last class of your workshop. It could 
be a chapbook/zine, performance or art walk. Work with the Academy and prison staff 
on creating a culminating event that will work for the institution. 

 
Monthly 
_____Take attendance for each class and report monthly. Email your monthly report to 

info@weheartart.academy by the 5th of the month, all attendance reports for the 
previous month gathered from emails sent by Erica Delgado, Community Resources 
Analyst. A new method will be given at a later date after California Arts Council moves 
to their new database reporting system. 

_____Complete a monthly Progress Report using a google form emailed to you by the 
Academy due by the 5th of the month, if you have taught a class in the previous month. 
A new method will be given at a later date after California Arts Council moves to their 
new database reporting system. 

 
Post-Workshop 
_____Inventory cabinet at the end of your workshop, identify materials that need replenished, 

dispose of materials properly, manage and order new supplies using a Purchase Order 
with the allotted approved budget and vendor. 

_____Complete and email an Employee Post-Workshop Survey (online Employee Portal). 
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FAQs 
 
What if I’m sick or have an emergency and can’t teach? 
Notify the Academy and the contact person at your institution right away. 
 
What do I do with all this stuff—chits, whistles, PADS? 
Many artists find it useful to wear a belt. The PAD - Personal Alarm Device has a loop, for 
wearing on a belt. You can also attach a lanyard to the belt, and use it for keys and chits. 
Some people also by an ID card holder that attaches to their belt. Self-help Sponsor will 
handle the PAD at this time. 
 
Can’t I just wear my whistle around my neck? 
No. Don’t wear anything—including necklaces—around your neck.  
 
Will I get reimbursed for training? 
Yes, at $60 per hour. 
 
Do I get mileage reimbursement? 
You will be reimbursed for mileage at $0.58 per mile, if you drive a vehicle. 
 
Is class prep time paid? 
Yes, at $60 per hour. You may claim up to 1½ hours prep time for each class actually taught. 
This includes time to set up. Time needs to be recorded on timesheet. Usually include plan 
on being there 30 minutes prior to each class as prep to set up. 
 
Is travel time paid? 
Yes, at $30 per hour. Travel time includes the time it takes to get into the facility. Once you 
get in the facility then it becomes prep time. 
 
When do I get paid? 
All employees are required to submit their completed timesheet every other Sunday by 11:59 
pm and are paid bi-weekly for work performed during the previous two-week pay period, 
Payday is every other Thursday. If a regular payday falls on a holiday, employees will be paid 
on the preceding workday. 


