Example                                                                                          Appendix A to OPS.230.0005
RELEASE PROCESS CHECKLIST

This checklist is to assist you in completing all of the steps necessary to release an inmate.  Each item must have “Yes” or “N/A” checked.  The checklist is to be placed at the top of section II of the base file along with the release certificate when completed. 

Inmate Name: ________________________________ 
  SID/DOC No: _______________

Date: ______________                 Type of Release: _____________________________

I. OCMS CHECKS/UPDATES






YES
N/A

A. Reviewed Alerts






[     ]
[     ]
B. Reviewed Detainer Data





[     ]
[     ]
C. Updated Identification Documentation (in Release Activities & Case Notes)
[     ]
[     ]
D. Dynamic Risk Assessment





[     ]
[     ]

E. Release ICP Submitted





[     ]
[     ]

F. VPI Screening






[     ]
[     ]

G. Documents Release Preparation in Case Notes



[     ]
[     ]
II. FORMS COMPLETIONS AND NOTIFICATIONS




YES
N/A

A. Completed Maryland and NCIC Warrant in METERS


[     ]
[     ]

B. Reviewed Maryland District and Circuit Court Data Bases


[     ]
[     ]

C. Notified Agency of Outstanding Warrants/Detainers


[     ]
[     ]
D. Completed the Sexual Offender Registration Process


[     ]
[     ]

· Attached Fingerprints and Photograph to the Sexual Offender

Registration Statement and mailed to SO Registry


[     ]
[     ]

· Inmate Completed and Signed the Registration Requirement of a

Sexual Offender Form





[     ]
[     ]

E. Completed the Release Identification Request



[     ]
[     ]

F. Completed Statewide Transfer Alert




[     ]
[     ]

III. RELEASE CERTIFICATE






YES
N/A

A. Reviewed Release Certificate





[     ]
[     ]
B. Attached Warrant to Release Certificate



[     ]
[     ]
C. Attached Detainer Information to Release Papers


[     ]
[     ]

D. Entered Home Plan into OCMS (In Release Activities & WIP Summary) and

Onto Release Certificate





[     ]
[     ]
E. Entered Parole and Probation Reporting Address onto Release Certificate
[     ]
[     ] 

F. Reviewed Release Certificate with Inmate and Inmate Signed Certificate
[     ]
[     ]
_______________________________________________

____________________

                            Case Management Specialist




       Date

_______________________________________________

____________________

                                   Reviewing Supervisor




       Date

