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General Statement of Purpose

The chaplaincy department's secretary plays a vital role on the
ministry team as a key person in the communication process between the
chaplain, the inmates, the team, and the unit administration and staff. The
secretary's general mission is to help the chaplains in the administration
of direct delivery of pastoral care and to help the chaplains in the
guidance of the ministry team in the delivery to inmates and staff. Often
times the secretary will participate in direct delivery herself.
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Said in another way, the secretary works with the chaplains in
forwarding a pastoral agenda. A pastoral agenda is following and aiding
the needs of persons in healthy communication and within the context of a
vital religion. This is essentially contained in the "Correctional
Chaplaincy Mission."

This delivery and the secretary's administration that aids the delivery
include both the general tasking elements in office management and the
higher functions of the office in communication and communication
coordination. Said in another way, the chaplaincy secretary is both an
office manager and a communicator.

Of first importance is a positive and open representation of the
chaplaincy department. Being positive means being careful to be fair to
all faiths. Avoiding language offensive to any faith (with inmates and
staff). Being mindful that the chaplaincy office in general is the advocate
of every religion on the unit. Being careful of how the chaplains are
represented. Maintaining confidences. Avoiding open criticism of the
department or any other department. Essentially following the employee
general rules of conduct.

Giving an open representation means helping the chaplain and the
ministry team communicate its fairness, its openness to healthy criticism,
and its willingness to be available. In areas of confusion, it means
referring to the chaplains and communicating the chaplains’' willingness to
hear out any concern.

The secretary will help the chaplains and the ministry team in the
smooth delivery of quality pastoral care to the inmates and staff. The
greatest single asset to the highest level of delivery will be the concerted
effort in developing and maintaining good communication and positive
people skills throughout the unit.

A AU

Outline of General Tasking

The secretary should quickly become familiar with TDCJ-ID
employee rules, find time to read the Secretary's Handbook, and read the
handbooks contained in this manual pertaining to volunteers. This will
insure success.

Read the Correctional Chaplaincy Mission statement every now and
then.

The next section in this Handbook is the Operating File System that
is in the secretary's desk. The Resource File System is in the filing
cabinets in the inner office. Every now and then, thumb through the
contents of this file system until there settles in a level of comfort.
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Form City Departmental contains the primary forms used in the
administration of department affairs. Form City Volunteers contains the
primary forms used in the management of volunteers. Form City
Examples contains some examples of some significant forms and letters.

Phone—Commmunication

Answering the phone and office communication. There is a notepad
to record the date, time, party calling, reason for call, and expectations of
the party calling. It is best that phone coverage be maintained, even in
the staggering of lunch so that someone can be available. The secretary
will develop a competency about general rules and department priorities.

Emergency calls will be handled with the discretion expected as if in
one's own family. Using the Death or Illness Worksheet (form 1-241: see
Form City Departmental), fill out the appropriate information: your
name, date, time; the caller's name, return number, relation; inmate's
name and TDCJ number; ill/deceased party's name and relation;
hospital/funeral home and number if possible. When it is possible, call
the hospital/funeral home to verify information; note the time and date of
the verification on the Worksheet. Write the inmate's house designation
next to his TDCJ number.

In time and with the variety of calls, one will gain a basic
understanding of crisis calls and how the chaplain handles them. Sensing
the tenseness of the family, learning the nature of the critical illness,
finding out when the best time to have the inmate return call, relating to
the calling party a positive level of assurance, and communicating the
chaplain's intention to handle such with discretion and promptness--all
these are skills that will come with experience. Use the section on the
Worksheet titled, "ADDITIONAL NOTES," to make comments pertinent
to the situation, but try to leave room for the chaplain to write notes too.

With all messages, but especially with emergency messages be sure
that the appropriate chaplain is appraised of the situation. Even with
reminders, the importance of helping maintain positive communication is
central to the role of the secretary--indeed, central to the pastoral agenda
and the department in all of its interactions.

Occasionally, the chaplain will ask for information or a follow-up on
an inmate. Any call made with reference to an inmate that is not a part of
an active Death and Illness Worksheet needs to be recorded in the green
log book provided for that purpose. Note the format: date, time, inmate
name, inmate TDCJ number, calling number, with calling party's name
above number, relation (using code), very brief reason. These calls might
range from checking on an ill family member where no emergency call
was allowed the inmate, following up on a marriage seminar application,
returning a family member's call, etc.

Page 3 of 17



TDCJ Chaplaincy Secretary Handbook, circa 1994

Note that sometimes the chaplain will retain this sheet for several
days until the crisis call has been properly made. Then the chaplain will
highlight the number that was called by the inmate and place the form in
the secretary's box. The secretary will copy this form then take this form
to records at the end of the day or place in the records mail box up front.
The copy of the worksheet is placed in the notebook provided on the
secretary's desk. This notebook is for the year, and copies are placed in it
with the most recent one on top. This facilitates follow-up.

Mail
Check the mail room for chaplaincy department mail each morning--
which is usually posted after 9:00 a.m. Open general mail and place in

the appropriate chaplain's box. Handle the mail that can be handled. Use
discretion, and avoid opening personal letters.

Greeting Cards

From inmate mail requests on [1-60's attempt to distribute the
appropriate greeting cards from the available stock at least every few
days, but preferably at each day's end if time allows. Currently, two
cards a month will be available. Note the inmate's name, TDCJ-ID
number, and the number of cards given on the appropriate monthly
distribution list: see Form City Departmental for an example.

It will be the secretary's responsibility to keep the chaplain posted
about the available stock of cards and to keep the stock of cards in some
semblance of order. These are purchased mostly with church donations.
Keep an accurate record of all monies received and where it was spent.
Most cards are purchased through Chaplain Ray in Dallas.

Clearances

Each Monday, check clearances for the week to make sure they are
up-to-date: see Form City Examples, Etc. for examples of clearances and
distribution. Note the clearances for the Gib Lewis Mentor Program,
Muslim lay-ins, weekly visitors. Sometimes a Department of Motor
Vehicle (DMV) check may need to be done, which can be handled through
the Major's office. It is helpful if the clearances are placed one day in
advance. For when such is placed too far ahead of the date, there is a
greater chance these might get lost prior to the visit.

Greif Management

On death notifications, we will send a condolence card to each
during three (3) intervals following the death of a loved one: 1 month, 5
months, and 1 year.

These time frames do not need to be exact. A card will be typed
according to the following example, inserting the proper information at
the underlined spaces:
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(Over a month/over five months/etc.) have passed since
the loss of your .| wanted to drop you a line
and let you know | was thinking about you and your family.

You take care. Let me know how you are doing.
Chaplain Maness

On the Death/lllness Notification Form, in the upper right hand
corner, note the date that each follow-up card was sent. It will be the
secretary's responsibility to keep track of these postings, type the
appropriate cards, and get the chaplain's signature. When typing the
cards, especially for those over six months, it may be necessary to check
the Master Assignment Roster to verify housing assignments and/or to
check for presence on the unit. Help remind the chaplain to periodically
review the Notices and the tracking of grief management.

Lay-ins

These need to be written on the forms provided: see Form City
Departmental. When you receive an 1-60 requesting a visit with our
contract chaplain, set an appropriate time, write a lay-in for the inmate,
write the appointment on the calendar for the contract chaplain, and leave
a note in the contract chaplain's box. If the lay-in is for the following
day, call the countroom to make the lay-in, then fill out the form and
place in the mailroom that evening.

Muslim Juma Services Lay-ins

Each Monday, prepare the lay-in list for the Muslim Juma services
on Fridays. Distribute lists appropriately. When an inmate requests to be
added to the Juma lay-in list, first check (or have records check) his
travel card to verify that it lists this particular inmate as a Muslim. If
verified, then add his name to the list on the nearest Monday following
the request. If he requests Juma but is not a Muslim, instruct him to see
the chaplain in person and bring a change of faith request on an I-60 with
him.

In preparing the lay-in list for the Muslim Juma service, check the
previous Friday's attendance. Those Muslims who miss without an
appropriate or verifiable reason will be withdrawn from the list for at
least two weeks, after which they will need to submit another 1-60 request
to be re-added to list. (Note: if you know this inmate to have a travel
card listing him as Muslim, you do not need to check records.)

As with all faith change requests, each inmate needs a personal
interview with the chaplain.

Employee Time Report

By each Wednesday, prepare the employee time report. Each
employee fills out their time. This needs to be in the personnel office
before noon on Thursday of each week. Keep a copy in the operating file.
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Keep back dated copies for a few months, after which they can be
shredded.

Sunday Bulletin

Usually there is a Sunday bulletin that will need to be typed. Blank
inserts are in the operating file. Usually, a designated inmate deacon will
have filled out an Sunday Program Outline from which to type the
bulletin. If the chaplain has not selected a cover, find an appropriate one
in the chaplain's desk file drawer. Ask the chaplain about the number of
copies needed. Keep one complete bulletin for each week for the previous
six months, after which let the chaplain review them before they are
discarded.

Supplies

Each week check the supplies: (1) from unit supply--such as pencils,
stick'em pads, letterhead, envelops, blank 1/5 cut files, boxes of Kleenex,
copier paper, etc.; (2) from Huntsville supply--such as copier toner, toner
return buckets, communion supplies, baptismal records, guitar strings,
typewriter ribbons, etc. Become familiar with where we get these
supplies.

1. Ordering on the unit level, you need to use the Requisitions
supplied: see Form City Departmental for an example. Note that our
ordering unit is 40, department is 064, division is 07, and the location
code is CC. Use the supply list provided to fill in appropriate blanks.
When you send it, keep the yellow copy and send the original. Give them
a call if you want something specific.

2. Ordering from Huntsville, you will need to write an 10C: see
Form City Departmental for an example.

Keep the yellow Requisition copy or the IOC copy you have sent in
the Operating File System till it filled.

Work Orders

Work orders are handled in a similar fashion. Call maintenance and
make a request for anything that needs to be repaired. If equipment like
the copier needs repair or the piano needs tuned, call Huntsville and see if
they will authorize a contractor to meet the need. Note the date, time, and
person contacted on any authorization. When a Huntsville approved
contractor completes the work, copy and file the copy of the invoice and
send the original invoice to Huntsville.

In contacting the contractor, work with the Warden's secretary and
the control pickets to get an escort. Generally there is no need to write a
clearance, as the contractors rarely have a very predictable schedule and
will need to be escorted on and off the unit when they arrive.

Page 6 of 17



TDCJ Chaplaincy Secretary Handbook, circa 1994

Travel

When the chaplain travels anywhere and uses his own vehicle (not a
company vehicle), like to the quarterly regional chaplain's meetings, note
that a vehicle request needs to have been made prior to the trip. After the
trip, note that there is a designated mileage chart from which to gather
mileage from unit to unit. Use the copy of the previously paid travel
voucher as a guide: see Form City Departmental for an example. Once it
is filled out, send it to the warden for signing, copy it, then send to
Huntsville; file the copies of the voucher and vehicle request; when it
returns with the stamp marked paid, staple it to the copies and place in the
appropriate person's box.

Leave/Comp Times

This is filled out after the time is earned or taken: see Form City
Departmental for an example. Section | is for time earned when working
on a day normally taken off.

Only rarely will you use Section Il which is for taking special time
off with pay. This will primarily be wused by the chaplain in
denominational leave time. Note the copy that has typed in
"DENOMINATIONAL LEAVE TIME"; this is the example to follow.
This has to be sent to the warden, back to us, copied, then sent to
Huntsville.

Attendance Rosters

The secretary will process the Inmate Attendance Rosters to their
proper place according to religion in anticipation of the Bi-Monthly
Report. There is an appropriate section in the Operating File System.
After the Bi-Monthly Report is complete, these are moved to the Resource
File System and filed accordingly. At the year's end, according to
religion only those collections for the months of January and July will be
stored: see in this handbook the Operating File System for the first step,
the Resource File System for the long term location, and the section in
Form City Departmental for an example.

BAPTISMS

Baptisms are usually performed each month. Keep a supply of blank
certificates. When preparing to send out notices on baptism, make two
identical lists of those being baptized on 3" by 5" cards. When baptisms
are complete, you will use the chaplain's cards from which to make out
the certificates (some do not come): see Form City Examples for an
example of how to type a proper Baptismal Certificate.

Volunteer Application Packets - Process

Special Volunteers. Each special volunteer receives a Volunteer
Services Letter of Orientation and usually a Unit Volunteer Application.
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When a volunteer begins the process to become an TDCJ-ID Approved
Volunteer, they will need to receive the appropriate packet.

Mentor Prospects. The application packets consist of a
Acknowledgement of Training/Orientation; Volunteer Services
Application Form; a Unit Volunteer Application form; a Religious
Volunteers: A Few Helpful Hints booklet; Outline of Mentor
Certification; a Visitation Record Book; and list of TDCJ Disciplinary
Rules; a Mentor Resources List and page of Order Forms. These are in
Form City volunteers.

Hospitality Volunteers. The application packets consist of a
Acknowledgement of Training/Orientation; Volunteer Services
Application Form; a Unit Volunteer Application form; a Religious
Volunteers: A Few Helpful Hints booklet; and a Hospitality Program
Guidelines. These are in Form City volunteers.

The Approved Volunteer Process. Once the applications have been
turned in, they Volunteer Services Application Form is sent to our
Department Volunteer Coordinator which is a Regional Chaplain. They
will notify the volunteer of training the volunteer will have to take. When
we receive verification of Approved Status, we will then only need to note
that status on our clearances.

VOLUNTEERS

Note the Operating File System section marked, "Approved
Processing.” Note the categories of processing. When a volunteer fills
out an application, the secretary will keep copies of that which is sent to
Huntsville and file in the Operating File System the copies. When we
hear back from Huntsville on the status of a volunteer, which is usually an
approval, that approval is stapled to the copies. After approval,
applications are placed in the Resource File System.

After a few visits of the Approved Volunteer, as a volunteer
participates, their name, address, and phone numbers are placed on a
current list of Approved Volunteers according to the nature of volunteer
work: Mentor, Hospitality, AIll Others. The current lists by
address/phone is placed in the Operating File System under the
appropriate program.

MENTOR PROGRAM

We generally write clearances for the Mentor Program for two
months, but we frequently upgrade when we add a new mentor. However,
these need reworked each time we add a new mentor. The new mentor has
to have completed at least a Unit Volunteer Application with a pastoral
endorsement. Then on the new 10C clearance, the Building Major has to
run a DMV (Department of Motor Vehicle) driver's license check and sign
off; then the warden has to sign off; then we distribute them--hopefully
the day before the next mentor meeting.
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Generally, a new mentor should give two weeks notice before
coming. Work with the Community Mentor Program Coordinator.

Keep an up-to-date list of addresses and phone numbers and a
sentence of biographical information on each mentor. This information is
on the Unit Volunteer Application with the pastoral endorsement.

Keep the mentor/match rosters up-to-date. These are in the Mentor
Program Notebook on the Chaplain's desk: see a copy in Form City
Volunteers. These will be used in compiling the Bi-Monthly Report.

Mentor Resources

Note the section in the Resource File System marked, "Mentor
Resources.” The file system for this collection of resources is especially
related to the Mentor Program. A volunteer is given a list of Mentor
Resources (see Form City Volunteers) that is filed in the Resource File
System. Blanks of this list and Order Forms are also in the Resource File
System. When relating to the inmate with whom the mentor is matched,
the mentor may request a copy of one of these resources by designating
the code and topic. For instance, the mentor may request the article on
"truth,” and write the request to the chaplain noting that he would like
"F3." The secretary would withdraw this from the file and give it to the
chaplain for that mentor on the next mentor evening.

The secretary is responsible to see that multiple copies are kept in
each location in the Mentor Resources section of the Resource File
System. A master copy of the Mentor Resources is in a Mentor Resources
Notebook kept for that purpose.

Hospitality Program

We have a on-going list of approved women in the program. This
list needs to be re-approved each time additions are made: see Form City
Examples, Etc. Work with our current Community Hospitality Program
Coordinator, and she will give you a list of persons and a schedule for
each weekend and/or month. There is an approved list of Program
Volunteers that needs up-dating with each new addition. Then we send
the schedule on an 10C to the Warden and distributed accordingly as all
of these women have already been approved for the program. Note how
the others have been done.

Keep an up-to-date list of addresses and phone numbers and a
sentence of biographical information on each Hospitality Volunteer. This
information is on the Unit Volunteer Application with the pastoral
endorsement.

Keep the Hospitality schedules for 2 months, for they will be used in
compiling the Bi-Monthly Report.
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Library

We have several small libraries. The chapel library is located in the
chapel and contains a wide selection of books. The general Reference, the
Jehovah's Witness, and the Muslim libraries are in the chaplain's office.
A man may check out a book for two or three weeks (no need to be very
exact on a date). Have each man each time show you his TDCJ
Identification card.; write the first initial, last name, and TDCJ # on the
card; write the date due on the book and on the card; and file the card.

Keep the card file up to date. Notice that the Reference and Chapel
libraries' cards will go into the same section according to month of "Due
Date"; this should facilitate the late notice process.

Send out late notices when appropriate. No need to keep copies.

Faith Changes

An inmate needs to bring an 160 stating his desire to change religions
and have a personal interview with the chaplain. After interviewing with
the chaplain and the change is affirmed, you will need to go to records
and check the travel card of the inmate and note the change on the travel
card; date and initial change on the travel card. Then you will need to
also note the time, date, and change made on the inmate's 160 request;
copy the 160; file the copy and send the original to the Chaplaincy
Administrator's office in Huntsville. When appropriate, note the section
on Muslim Juma Service lay-ins above.

Be aware that an inmate can only change his faith once a year. |If
you are processing a request and run into this, notify the appropriate
chaplain.

Monthly Special Volunteer Reports

It will be the secretary's responsibility to keep up with this report:
see the example in Form City Volunteers. A helpful hint might be to up
date the report weekly in pencil/pen, then type the report at the end of the
month. This report goes through the Unit Volunteer Authority (UVA:
Assistant Warden) to the Chaplaincy Department Volunteer Coordinator
which is also our regional chaplain's office in Huntsville. Be sure and
copy this before it is sent.

These are collected in the Operating File System for two months,
then used in recording the Monthly Reports, then stored in the Resource
File System. See Form City Volunteers for an example.

Monthly Reports

Look at the previous Monthly Reports: see Form City Departmental
for an example. Compile the data and type the reports. Note the different
places from which you will need to gather data. Chaplain's individual and
lockup counseling is noted on the large monthly calendars on the
chaplain's desk. The mentor volunteers and match attendance is in the
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Mentor Notebook. The hospitality volunteers are on the schedules. You
have been filing rosters on attendance for two months, and some of those
have the names of volunteers on them. The Monthly Special Volunteer
Reports and the Volunteer Assignment Description Forms will help in
accurate collection of volunteer activity.

In compilation, note if we have had any special events like marriage
seminars, Prison Fellowship seminars, and other special studies that might
impact the inmate attendance and volunteer activity data on the bi-
monthly report.

Distribution Lists

Note the section in the Operating File System for Distribution Lists.
You will want to keep records of the number of cards dispersed. At the
year's end, note the total number of cards dispersed for that year on the
roster provided. This is for our office's use in statistics and future
ordering. See Form City Departmental for an example.

Correspondence & Letter Log

There will be letters to write: see Form City Examples for two types
of letters. Note the two types of letterhead and the two forms of styling
the return address on each one, and be aware that our address and phone
number needs to be on all correspondence. Note the difference between a
hyphen and a dash: a dash is two hyphens without a space and denotes a
break/emphasis in dialogue.

When the chaplain writes a letter, there will be a signal as to which
letters will be copied for the warden, inmates, whoever; if there is no
signal, regardless, at least one copy is always kept for filing. When the
secretary has typed a letter, it is placed in the chaplain's box for
signature. After signing, the chaplain will place it in the secretary's box
for copying and mailing. After copying and mailing, place the file copy
back into the chaplain's mail box so that knowledge of the mailing will be
complete.

A "Letter Log" tracks the letters written and is kept in a notebook on
the secretary's desk. At the year's end, the logs are filed in the Resource
File System by year. Logs are kept for ten years. The section marked,
"Organization or Purpose,” will generally track organizations or
individuals. When a letter is sent to an individual, note the purpose of the
letter as with the following (appreciations in parentheses):
personal/professional (Per/Prof), death consolation (death), marriage
seminar (Marr. Sem.), other crisis (crisis), Christmas (X-Mas), Mentor
Program (Mentor), Hospitality Program (Hos.), or other such appreciation,

Generally, the chaplain will place the file copy in the box marked,
"Filing," for it to be filed. But occasionally, there will be a need to
monitor a response. In this case the copy is placed in the box marked,
"Reviewing."
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In time, there will come a competence in handling letter construction
with minimal information from the chaplain as we work with so many
groups. Do note the Style Manual in this Handbook, and do use the
dictionary for questionable words or constructions. Or ask the chaplain.
FILING

See the Resource File System. Every other week or so (or once a
month), the secretary will file the material placed in the box marked,
"Filing." The secretary should become familiar with the Resource File
System. This is the permanent and semi-permanent record of the activity
of the chaplain, the volunteers, and the department as a whole. Note the
major sections and the sub-sections. The filing of the letters will
probably be the most difficult at first. Ask the chaplain if there are any
questions. Unattainable information is useless.

Of particular importance are the Monthly Reports, the Clearances,
the Letters, the Assets, and the Volunteer Applications. The Bi-Monthly
Reports are described above.

The Clearances that the secretary has had the wardens sign and has
distributed are placed in the box on the chaplain's desk marked,
"Clearances.” We need ready access to these until they expire and/or the
visitors have come. After they expire, they are placed in the box for
filing and are filed according to their nature. Note the various places
these go. Only the special clearances of one time visitors will be
discarded after two years.

Note how the letters are filed. Most significantly note that letters on
behalf of inmates to their families are filed in the special notebook (by
year) provided for that purpose. Again, note that the letters to inmates’
families are placed in the notebook. AIll others have a place in the
Resource File System. Thumb through these. An unusual file will be
"Organizations -- Professional Interests,” which is the catch-all for most
letters to organizations.

But do note that "letters” are not 10C's. And do note that letters
pertaining to the Muslim activity or solicitations will go into the Muslim
Programming section of the Resource File System. Note that letters to
specific organizations having to do with the professional credentialing of
the chaplains should placed in that specific file in the section marked,
"Chaplaincy--Professional.” These are also infrequent.

The secretary will handle all assets and file the forms accordingly.
We occasionally solicit for money to buy cards. The hospitality women
will ask some merchant for hospitality supplies. We need to keep a record
of the money received and how we have spent it. For instance, the date
and amount received for some cards. This will be kept in the Operating
File System in the file marked, "Monies Recieved/Dispursed.”
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Generally, information is useless if one cannot find it. And as is
often said, "if it is not written, it did not take place.” It is a primary
responsibility of our department to keep accurate records. And the
initiative of the secretary is so greatly appreciated. This system can be up
dated and refined. In consultation with the chaplain, files may be added
and subtracted. The goal is to find the easiest and most effective way to
manage the records without undue waste of time and space. There is a
helpful article, "Filing: More than Hide-and-Seek,” by Jeri Rogers
following the section on the Operating File System.

Also note that there is a Chaplaincy Handbook on the chaplain's
desk. This needs to be kept up to date. Actually, there are two copies:
the chaplain's own copy and the office copy. Both of these should be
identical. See the chaplain if necessary.

Video Authorizations

When processing a release of copyright for videos (or anything else),
make two copies of the release. The original will go into the section on
Department Programming into the file marked "Video Authorization.”
The copy will go into a file in the Network Ministries section in a file
marked by the name of the ministry from which authorization was
obtained. The third copy will go the chaplain or volunteer for whom we
sought authorization.

Accounting

As we collect the money (like for cards), when we make an order, a
notation needs to be made on where we sent the money and when: see
Form City Departmental for an example. In the Operating File System,
this accounting is kept in the section marked, "Supplies,” in the file
marked, "Monies Recieved/Dispursed.” When we have finished a
particular solicitation and have spent the monies on orders, we file this
sheet in the Resource File System in the section under Assets in the file
also marked, "Monies Recieved/Dispursed.” Remember to always keep
some blanks available for recording.

Also note the form for "Value/Estimated Value of Donated Supplies.”
Mostly for the Hospitality Program, this will be kept and up dated as one
is in contact or receives a form from the Community Program
Coordinator. These should be kept on file for around six months, then
transferred to the Resource File System for permanent storage.
SHREDDING

As we process old records, we need to shred anything of a personal
nature, anything with an inmate's number on it, and anything having a
volunteer's home address/phone on it--essentially anything that would
allow an inmate any personal knowledge of another inmate or of an
employee or of a free-world person or of unit activities of which they do
not need access.
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Higher Functions of Secretary's Office

Communication Link & Pastoral Care

Good communication will increase the mobility of the chaplain and
enhance the maintenance of professional rapport. One goal is to increase
in the availability of the chaplain to everyone and make a more rich and
fruitful presentation of our office in every place with which we have
contact.

Though the tasking elements are very significant, they are not
necessarily or always the most important. Necessary to the ongoing and
progressive development of the office are skills in the maintenance of
communication.

As one grows into the office, one should come to see the impact of a
sustained communication system that will often result in a sense of
provincialism--that is, the secretary will come "own" a part of the office
structure and the communication process. As growth in the tasking
elements and the higher functions increase, as abilities increase in
forwarding the pastoral agenda described in the "Correctional Chaplaincy
Mission,” so will the secretary's confidence and understanding grow in
just how pivotal the position is in quality pastoral care.

Said in another way, the office manager's value and contribution to a
high level of pastoral care increases in proportion to how well acclimated
the manager is with the chaplains' schedule, the department's activities
and priorities: especially with regards to volunteers; especially when the
chaplain is away, or working nights, or in town, or even on the unit
somewhere. And how much greater the level of care is lifted in an
individual session when someone else is there to deflect diversions in an
informed fashion. Or know when an interruption is appropriate.

Essentially, through the tasking elements and the higher functions of
the chaplaincy office, the secretary will come to understand the care
process and how the different styles of chaplains handle the process. And
with the understanding will come a growing ability to contribute to that
process by facilitating the paperwork trail in the tasking elements and by
growth in use of the higher functions of communication management.

As the chaplains deal with emergency messages, networking with
ministries, orchestrating volunteers, knowing personalities of families and
staff--with all of these and more, the pastoral agenda is to be sensitive to
the faith of each person, to help make a pastoral connection, and to help
the client move up to a higher level of living within their chosen faith.
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Secretary & Pastoral Care

Our department is dedicated to helping individuals grow toward a
higher level of living. With such a pastoral agenda, there is always room
in our department to improve the level of care available. Since no
secretary will ever be forced to grow or pushed beyond their ability in the
position, there is an expectation of the secretary to keep the chaplain
informed as to their own stress level and competencies in the department's
general tasking and in the higher functions. We must work together.
Though there might be a high expectation, there are no crude taskmasters
in the delivery of quality pastoral care.

Most of the clerical help in the other departments have a focus that is
almost solely on the tasking element. Because of the higher functions of
this position, the limits of contribution by this position do not have any
bounds whatsoever.

The position is open ended in development. Because we have the
potential to touch every single person on the unit and a good number off
the unit, there is a degree of unlimited contribution in this position. Our
office is under continual development and in a constant state of flux. We
attempt to be as ready as possible to respond to the spontaneity of human
need. In one sense we are weak, for the needs are too many and the
numbers are too great. We will do the best we are can with what we have.
So to repeat in similar words--within both the tasking elements and the
higher functions of the office, the secretary has the opportunity to
contribute through her unique abilities and initiative in a fashion second
to few others in the clerical field.

Quality pastoral care has a focus too broad to measure. No person is
outside the pastoral agenda. The only limits to quality pastoral care are
the team itself, and this includes the innumerable limits of the chaplains.
Remember, pastoral care is "the struggle of one soul with another soul
toward a higher level of living."

Are these high-minded words measured? A woman calls to inform of
the death of her husband, the inmate's father--are you in a hurry to get to
lunch or off the phone to make copies or type a letter? Or can you listen
and relate within the pastoral agenda? Somebody is angry at the chaplain
or a volunteer or another staff member--do you tell them to mind their
own business? Or can you hear them out, possibly help them resolve it, or
get them in touch with the chaplain? You find that one person is
particularly difficult to work with and you are not sure why--do you put
them off or ignore them or play a delicate game of avoidance? Or can you
bring that issue to the chaplain in order to seek a resolution?

How important is the secretary to the team? Only the secretary
herself can measure that. Because quality pastoral care is an individually
and delicately tailored PROCESS, each and every contribution by the
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secretary--and the depth of that contribution--plays a significant and often
times crucial role in the helping process.

Overall Programming & Pastoral Care

Because of doing the lion's share of the tasking, the secretary has the
opportunity to participate in the development of the office and thereby
help increase the overall efficiency of the office paper shuffle two-step.
Travel between Form Cities can be difficult, and the chaplains in their
own distractions may miss the chance to see a smoother way of operating.
Help them see through the darkness.

Spontaneity of Human Need & Pastoral Care

Second to no other secretary on the unit is the opportunity to
development of positive personal relationships. Being kind and patient on
the phone is not a skill, that is just social grace. Being sensitive to
feelings, deference, attention, reflection, confrontation, negotiation--these
are skills. Vastly unlike any other department, we have as our mission a
proactive readiness and attention to the spontaneity of human need.

Human need is our job, our mission, whether that be with the
inmates, the inmates' families, the staff, or the community of volunteers.
The numbers are huge. The needs are blatant. The weaknesses of our
department and team are many. We struggle with what we have. Within
the struggle, the chaplaincy department including ours is constantly
looking at ways to improve our serve, constantly looking at new methods
to meet a greater number of needs, and constantly trying to find avenues
to grow in efficiency and quality.

Death and crises are no respecters of persons. The chaplains and the
ministry team live with issues of heart and soul. From crisis to crisis we
trudge. Often times we are the boat men/women over the river Styx. No
other department has as its agenda to follow the course of human need.
Said in another way, every other department can and has put an inmate or
subordinate staff member aside or put them off indefinitely, while our
very task if well done is to meet the person where they are as quickly as
possible and with as much of a healthy presence as we are capable.

As such, the role played by the secretary in the support of the
spontaneous readiness of the unit chaplaincy programming is intertwined
with the level of care given. Readiness and versatility will often
determine the level care we can deliver in any given event.

s =~ O~

Closing Remarks

Read over the table of contents and thumb through this Handbook.
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As a practical suggestion, as one grows into the position, pencil in
notations in the Secretary's Handbook that need editing or improving,
when new files are added, when a structure needs re-working, when the
Operating File System or the Resource File System needs up dating.

Note the other sections in the Handbook. These are as essential as
the rest. The Style Manuel will be helpful as the secretary composes
letters and other documents. The section on Survival Techniques has
several articles to increase the efficiency of work and most of all to
develop the personal/people skills so crucial to a great secretary's
professional development.

The section on departmental structure needs reading so as to
understand our place in the huge system that is TDCJ-ID. Right along
with this are the two handbooks for volunteers. These need to be read and
re-read. Never forget that this is a prison. Danger is present. The best
preventive against harm is knowing the rules and wisdom that have been
developed over decades of experience.

And with regard to the credentialing of the secretary's position and
further professional develop of the skills involved in quality secretarial
effectiveness, see the section marked, "Professional Development,” for
some resource on the profession of the secretary.

Remember, the value of your position is second to none. As you will
quickly come to see in forwarding the pastoral agenda, because of your
contribution people will be aided into a higher level of living.

How We Saved Texas
Chaplaincy Docs ~ Chaplaincy Saved 2011 Prison Chaplaincy 2011
Etymology of "Chaplain” ~ Gib Lewis Chaplaincy, Woodville 2011 5

and Their Chaplains

Secretary Handbook ~ Secretary Handbook File System
How We Saved Texas Prison Chaplaincy 2011 — the book

circa 1994, updated to PDF 2015
by Michael G. Maness, Maness3@att.net

www.PreciousHeart.net

1\*1&
. <

Mic. 1G. Maness
rt.net

Page 17 of 17


http://www.preciousheart.net/chaplaincy/index.htm
http://www.preciousheart.net/Save_Chaplaincy.htm
http://www.preciousheart.net/chaplaincy/Chaplain-Etymology.pdf
http://www.preciousheart.net/Gib-Lewis-Chaplaincy.pdf
http://www.preciousheart.net/chaplaincy/Secretary-Handbook.pdf
http://www.preciousheart.net/chaplaincy/Secretary-Handbook-File-System.pdf
http://www.preciousheart.net/saved
mailto:Maness3@att.net
http://www.preciousheart.net/
http://www.preciousheart.net/saved�

Gib Lewis Chaplaincy Resource Filing System

How We Saved Texas
Prison Chaplaincy 2011

Immeasurable Value
of Religion, Volunteers

www.PreciousHeart.net

circa 1994, updated to PDF 2015
by Michael G. Maness, Maness3@att.net

Chaplaincy Docs ~ Chaplaincy Saved 2011
Etymology of "Chaplain" ~ Gib Lewis Chaplaincy, Woodville 2011

Secretary Handbook ~ Secretary Handbook File System
How We Saved Texas Prison Chaplaincy 2011 — the book

Gib Lewis Chaplaincy Department
Resource File System

File #l-m- o e et e 1
File H2-- i i e e, 4
File H3-m o e, 9
File #4-— . e e i 15
Mentor Discussion Resources...............ccovviivennnnn. 19

File #1---
CHAPLAINCY -- PROFESSIONAL

AAB -- American Academy of Bereavement -- Tucson, AZ

ACA -- American Correctional Association -- Laural, MD

ACCA -- American Correctional Chaplain's Association -- Brooklyn, NY

ACCCA -- American Catholic Correctional Chaplain's Association

ACE -- Advisory Council on Ethics -- TDCJ, Austin, TX

ACLU -- American Civil Liberties Union -- National Prison Project -- Washington,
D.C.

ACPE -- Association of Clinical Pastoral Education -- Decatur, GA

ACT -- Association of Chaplains of Texas -- Houston, TX

ACTS -- American Chaplaincy Training School -- Milligan College, TN

ADAC -- Alcohol & Drug Abuse Council -- Lufkin, TX

ADEC -- Association for Death Education & Counseling -- Hartford, CT

ADL --- Anti-Defamation League -- Houston, TX

AEGA -- Association of Evangelical Gospel Assemblies Ministries International --
Monroe, LA

Amnesty International -- New York, NY

APCCA -- American Protestant Correctional Chaplain's Association, Tulsa, OK

BGCT -- Baptist General Convention of Texas -- Dallas, TX

Bible Alliance Inc. -- Bradenton, FL

BJS -- Bureau of Justice Statistics Clearinghouse -- Annapolis Junction, MD
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CATO Institute -- Washington, D.C.

Chaplaincy Commission, HMB, SBC -- Atlanta, GA

Chaplaincy Today -- Federal Bureau of Prisons Update -- Washington, D.C.

Christian Life Commissions -- BGCT -- Dallas, TX; & SBC -- Nashville, TN

Christian Solidarity International -- Washington, D.C.

CJMN -- Criminal Justice Ministries Network of North Texas -- Plano, TX

CJCMC -- Criminal Justice Ministry Center -- Belton, TX

College of Chaplains -- Schaunburg, IL

Cooperative Baptist Fellowship -- Atlanta, GA

Correctional Peace Officers Foundation -- Sacremento, CA

Corrections Alert -- Aspen Publishers -- Caithersburg, MD (Mag/Jour)

Corrections Cost Control & Revenue Report -- Fredrick, MD (Mag/Jour)

Counseling Associations: American Counseling Association, Texas Counseling
Association

Families Who Care -- San Antonio, TX

FCN -- Family & Corrections Network -- Palmyra, CA

Healing Ministry -- Weston, MA (Mag/Jour)

Home Mission Board, SBC -- Atlanta, GA

Human Rights Watch -- New York, NY

IAJV -- International Association of Justice Volunteerism -- St. Paul, MN

IBS -- International Bible Society -- Colorado Springs, CO

ICPSR -- Inter-university Consortium for Political and Social Research -- Ann Arbor,
MI

Institute for Narrative Therapy -- Cabin John, MD

Institute of Biblical Preaching -- Stephen Olford, Memphis, TN

Institute of Creation Research -- Santee, CA

IPCA -- International Prison Ministry Association -- Quebec, Canada

J.A.l.L. Ministry -- Belton, TX

Justice Fellowship -- Prison Fellowship Sponsored -- Washington, D.C.

Kings College -- London, Ontario, Canada (Annual Conference Death/Bereavement)

Liberty Counsel -- Orlando, FL

Literacy Agencies

Love Press -- Tarpon Springs, FL

Ministerial Alliance, Tyler County -- Woodville, TX

NACJD -- National Archive Criminal Justice Data -- Ann Arbor, Ml

NCIA -- National Center on Institutions and Alternatives -- Mansfield, MA

NCJRS -- National Criminal Justice Reference Service -- Rockville, MD

New Bethel Baptist Association

New Orleans Theological Seminary -- New Orleans, LA

NIC -- National Institute of Corrections -- Washington, D.C./Longmont, CO

NOCP -- National Office of Citizen Participation -- Federal Bureau of Prisons --
Washington, D.C.

NVC -- National Victim Center -- Arlington, VA

P.A.C.T. -- Parents and Children Together -- Fort Worth, TX

Perspectives Study Program -- U.S. Center for World Missions -- Pasedena, CA

Probe Ministries -- Richardson, TX

SBC -- Southern Baptist Convention -- Nashville, TN

Society for the Right to Die -- New York, NY

Southern Baptist Alliance -- Washington, D.C.

Southwestern Baptist Theological Seminary -- F.W., TX

State Government Officials -- Addresses

SW Region ACPE -- Houston, TX

TAX -- Texas Association of X-Offenders -- Crockett, TX

Texas Adult Literacy Clearinghouse -- College Station, TX

Texas Baptists Committed -- San Angelo, TX

Texas Baptist Conservative Fellowship -- Fort Worth, TX
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Therapon Institute -- Crockett, TX
Toastmasters International -- Mission Viejo, CA
Victim's Library -- Austin, TX
Violence Coalitions (6)
Volunteers of America -- Alexandria, VA
Volunteer Today -- US Department of Justice -- FBP (Mag/Jour)
VOLUNTEER FORMS
Acknowledgement of Training -- Blanks
Applications -- Huntsville -- Approved Processing
Applications -- Unit Level
Assignment Descriptions -- Blanks & All
Disciplinary Rules -- TDCJ Inmates
Evaluation of Placement Forms
Fingerprint Cards -- TDCJ
Hospitality Hints & Guidelines
Letter of Orientation -- TDCJ Volunteers
Mentor Hints & Guidelines
Monthly Volunteer Reports -- Blanks
Record Books -- Mentor Program
Religious Worker Agreement -- Old
Special Volunteer Participation Forms -- Blanks
Volunteer Services Solicitation Letter
RECORDS / REPORTS
Audit -- Unit Chaplaincy -- 1995
Catholic Contract Reports 1991-1995
Contracts
Home Mission Board Reports
Monthly Reports 1996 (including Catholic)
Monthly Reports 1995
Monthly Reports 1991-1994
ASSETS -- SUPPLIES, WORK ORDERS
Blank Requisitions -- Unit Level
Donated Supplies -- Value/Estimated Value -- Complete & Blanks
Donations to Department
Donation Forms
Huntsville Supply Requests 10$ or more
Huntsville Supply Receipts 10% or more
Inventory -- Computer Readouts
Manuals -- Office, Instruments, Etc.
Monies Received/Dispursed -- Complete & Blanks
Unit Supply Requests 10% or more
Unit Supply Receipts 10% or more
Work Orders -- Contracted w/ Huntsville Approval
Work Orders -- Unit Level
MAJOR EVENTS
Bill Glass 1994
Channel 6 News
Prison Fellowship Seminars, '93 & '94
Starting Line 1994
Texans Do Care Marriage Seminars, '93 & '94
Volunteer Appreciation Banquet, 1995
VOLUNTEER APPLICATIONS -- INACTIVE

All others --
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Inactive -- All Applications 2 Years
CANCELLED PROGRAMS

Bassett, Jerry

Bilal, Charles -- Muslim

Byler, Don

Larson, Bob
Retired Reports

1995 Monthly Reports

1991-1994 Faith Changes

1991-1994 Monthly Reports

o S 9 =

File #2---

CORRESPONDENCE COURSES

American Bible Academy -- Joplin, MO

Ark Ministries -- Chandler, AZ

Baptist Home Mission Board -- Atlanta, GA

Bible Correspondence School -- Orlando, FL

Convicts for Christ -- Chino, CA

Church of Christ -- Fort Worth, TX

Church of Christ -- Walnut Hill, Dallas, TX

Church of Christ South -- Corpus Christi, TX

Christ for the Nations -- Dallas, TX

Community Bible Chapel -- Spur, TX

Correspondence Courses -- General

FHL -- Faith, Hope, Love -- Peoria, IL

Foundation of Praise -- Escondido, CA

Gospel Express Evangelistic Team -- Gordonville, PA

General -- listings

Gospel Services -- Houston, TX

Gulf Coast Bible Institute and Seminary -- Ft. Walton, FL

International Bible School -- Goldendale, WA

Knotty Oak Baptist Church -- Coventry, RI

Lamp & Light Publishers -- Farmington, NM

Mt. Zion Church -- Pensecola, FL

Prisoners for Christ Outreach Ministries -- Kirkland, WA

RHEMA -- Tulsa, OK

Salvation Army -- Dallas, TX

Set Free Prison Ministries -- Riverside, CA

Showers of Blessing -- Marion, IL

Source of Light Schools -- Madison, CA

Stonecroft Ministries -- Kansas City, MO

TBI -- Texas Baptist Institute -- Houston, TX

Voice of Jesus -- Orange, TX

World Bible School -- Austin, TX

Write-Way Prison Ministries -- Garland, TX
BIBLES/BOOKS -- by Mail

BIBLES -- Trans-World Bible Society, Memphis, TN

BOOKS -- Foundation of Praise -- Escondido, CA

BOOKS/LITERATURE/HELP -- GENERAL & NATIONAL
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NETWORK MINISTRIES
Abiding Love Ministries -- Jackson, CA
Acclaimed Books -- Dallas, TX
AEGA Ministries International --- Monroe, LA
Allied Projects -- Dallas Baptist Association -- Dallas, TX
Alston Wilkes Society -- Columbia, SC
American Bible Academy -- Joplin, MO
American Bible Society -- New York, NY
American Cancer Society -- Austin, TX
American Ministries International -- Rapid City, SD
American Rehabilitation Ministries -- Joplin, MO
Anderson Prison Ministry -- Milwaukee, W
Anderson Prison Ministry -- Naples, FL
Answer Prison Ministry -- Galena Park, TX
Apostolic Faith Church -- Higher Way (MG) -- Portland, OR
A.R.M. Prison Outreach -- Joplin, MO
Aurora Ministries, Bible Alliance -- Bradenton, FL
Austin Tabernacle -- Apostolic Harvest (MG) -- Austin, TX

Baptist Sunday School Board -- Nashville, TN

Barber -- Mike Barber Ministries -- Houston, TX

BGCT -- Christian Life Commision -- Dallas, TX

Bible Alliance Inc. -- Bradenton, FL

Bible and Book Room -- Hampton, VA

Bible Outreach -- Lutheran -- Copperas Cove, TX

Billy Graham Evangelistic Association -- Minneapolis, MN
Bonner, Mickey Evangelistic Association -- Houston, TX
Brewer, Dennis -- Arlington, TX

Broken Shackles Ministries -- Pearland, TX

Body of Christ Ministries -- Corpus Christi, TX

Boy Scouts of America -- Irving, TX

Calvary Bible Institute -- Pasadena, TX

Calvary Commission -- Lindale, TX

Campus Crusade -- Orlando, FL

CBD -- Christian Book Distributors -- Peabody, MA
CareNotes -- St. Meinard, NY

Carlin, Paul -- Crockett, TX

CEGA -- Contact Publishers -- Lincoln, NE

Cell to Cell Ministries -- Kilgore, TX

Chapel of Hope Ministries, Inc. -- Dallas, TX
Chaplain Ray -- Dallas, TX

CHARIS -- Center for Life Management -- Beaumont, TX
Children's Homes -- General

Christ for the Nations -- Gordon Lindsay -- Dallas, TX
Christian Book Distributors -- Peabody, MA

Christian Broadcasting Network -- Virginia Beach, VA
Christian Faith Advocate -- Ft. White, FL

Christian Light Foundation -- Jacksonville, FL
Christian Renewal Center -- Dickinson, TX

Christian Science Monitor -- Boston, MA

Christians in Action -- Columbus, IN

Christopher News Notes -- New York, NY

Church of Christ -- Woodville & Fort Worth, TX
CIMAD -- Concerned Individuals Making a Difference -- Alief, TX
Commandos for Christ Ministries -- Houston, TX
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Colmesneil Church of Christ -- Colmesneil, TX

COPE -- Coalition of Prison Evangelists -- Fort Smith, AZ
Copeland -- Kenneth Copeland Ministries -- Fort Worth, TX
CORE Ministries -- Royal Oak, MI

CPF -- Christ’s Prison Fellowship -- Malakoff, TX

Creative -- St. Louis, MO

Criminon -- West U.S. -- Glendale, CA

Crossing Ministry -- Houston, TX

Crossover Ministries -- Houston, TX

Crossways International -- Minneapolis, MN

Crow, John David, Evangelistic Association -- Brownsboro, TX

Dallas Christian Video -- Richarson, TX
Dayton Prison Ministries -- Dayton, TX
Derek Prince Ministries -- Ft. Lauderdale, FL
Desire of All Nations -- Daphne, AL
Dickerson, Don -- Hurst, TX

Eagle Ministries -- Baytown, TX

Employment -- Inmates

Encounter Ministries -- Memphis, TN

ETCJINM -- East Texas Criminal Justice Network Ministries -- Woodlands, TX
Exodus Ministries -- Dallas, TX

Faith Chapel -- Whittaker -- Dayton, TX

Faith, Prayer, Healing Center -- San Antonio, TX

Families Who Care -- San Antonio, TX

Family Upreach -- Dallas, TX

Fellowship Christian Believers Church -- Graford, TX

First Baptist Church -- Dave Umfreville -- Dallas, TX

Focus on the Family -- Colorado Springs, CO

Follow Up Ministries -- Castro Valley, CA

Forgotten Man Ministries -- Grand Rapids, Ml

Forward Movement Publications -- Vancouver, Canada

Foundation of Praise -- Escondido, CA

Free But Doing Time Ministry -- Goodrich, TX

Freedom Within Prison Ministry -- Nederland, TX

Free Tract Society -- Los Angeles, CA

Friends of Israel Gospel Ministry -- Deptford Township, Westville, NJ
Full Gospel Missionary Endeavors -- Donahue, 1A

Full Gospel Business Men's Fellowship International -- Costa Mesa, CA

Gary & Beth Hays Prison Ministries -- Ft. Smith, AR

Gentle Dove Ministries -- Marvin & Sharon Applin -- Synder, TX
Global Evangelism Television -- San Antonio, TX

Glory to God Ministry -- Mel Turner -- Pensacola, FL

God's Gladiators -- Wyatt Matthews -- Humble, TX

Gospel Express Evangelistic Team -- Gordonville, PA

Gospel Films, Inc. -- Muskegon, MI

Gospel Services -- Houston, TX

Gospel Tracts Society -- Independence, MO

Grace to You -- John MacArthur -- Santa Clarita, CA

Graham -- Billy Graham Evangelistic Association -- Minneapolis, MN
Greenwich Baptist Church -- Greenwich, NJ

Guidepost Magazine -- Carmel, NY
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Hillery Motsingers Ministry -- Huntsville, TX

Hope for All In Jesus Prison Ministry -- Conroe, TX
Hospitality House -- Huntsville, TX

House of Yahweh -- Abilene, TX (Jewish Christians)

ICR -- Institute for Creation Research -- EI Cajon, CA

Indian Christian Materials

Indian -- General -- FBP

Indian Life -- Winnipeg, MB, Canada

Inmate Family Support Group -- Duncanville, TX

IDF -- Inmate Discipler Fellowship -- SWBTS -- Fort Worth, TX
Inside/Outside -- DeSoto, TX

Insight for Living -- Chuck Swindoll -- Anaheim, CA
Intercessors International -- Bulverde, TX

In Touch Ministries -- Charles Stanely -- Atlanta, GA

Jack Van Impe Ministries -- Troy, Ml

Jacob's Ladder (Full Gospel) -- Boling, TX

Jakes, T.D. -- Dallas, TX

Jim Fullingim Ministries -- Dallas, TX

Jim Johnson -- Clifton, TX

Joyful News Prison Ministry -- San Jose, CA

Joy House Ministries -- Carol Morgon -- Alexandria, LA
Joy Prison Ministry -- Gertha Rogers -- Woodlands, TX
Justice Linc -- Sharpsburg, GA

KAIROS -- Winter Park, FL

KAIROS Outside -- Mesquite, TX

Kenneth Copeland Ministries -- Fort Worth, TX
Knotty Oak Baptist Church -- Coventry, RI

Lamp & Light Publishers -- Farmington, NM
Liberty in Christ Prison Ministry -- Lubbock, TX
Life Purpose Ministries -- Redding, CA

Lifeway Outreach Ministries -- Fort Worth, TX
LOOPS -- Loved Ones of Prisoners -- Ducanville, TX
Lost Sheep Ministry -- League City, TX

Love Press -- Tarpon Springs, FL

Marilyn Hickey Ministries -- Denver, CO
Mid-America Prison Ministries -- Tulsa, OK (books)
Ministries -- General

Moody Bible Institute -- Chicago, IL

MOM -- Ministries of Mercy -- Utopia, TX

Mount Carmel, Inc. -- Leavenworth, WA

Mount Zion Church -- Pensacola, FL

My Father's House Ministries -- San Antonio, TX

National Bible Studies -- Plainview, TX

New Day Church Prison Ministry -- Houston, TX

New Foundations -- Chesterville, OH

Newman, Frank -- Tulsa, OK

NTCJIMN -- North Texas Criminal Justice Ministry Network -- Plano, TX

Offender/Victim Ministries -- Newton, KS
Operation Restoration Prison Ministries -- Dallas, TX
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Orthodox Christian Street and Prison Ministry -- Hollywood, CA
Osteen -- John Osteen Ministries -- Houston, TX

PACT and SKIP -- Fort Worth, TX

Paulist National Catholic Evangelization Association -- Wash., D.C.
Peale Center for Christian Living -- Pauling, NY

Person to Person -- Friendswood, TX

Point of View -- Dallas, TX

Power Team -- Dallas, TX

Praise to Praise -- CJM -- Frist Baptist -- Dallas, TX
Prayer-Life Seminars -- Corpus Christi, TX

Prison Art Tours -- Astoria, IL

Prisoners Bible Crusade -- Picayune, MS

Prison Evangelism Outreach -- Ocean Springs, M1

Prison Life -- New York, NY

Prison Outreach International -- Jim Scalise -- Houston, TX
Prison Visitor Express -- Dallas, TX

Promise Keepers -- Denver, CO

Quarles, Lepha -- Glen Rose, TX
Quest International -- Hardin, TX

Randy Coward Ministries -- Silshee, TX

RBC -- Resources for Biblical Communicatin -- Grand Rapids, Ml
Reaching the Lost for Jesus -- New Carey, TX

Refined by Fire Ministries -- Baker, LA

Robertson, Pat -- CBN -- Virginia Beach, VA

Robinson -- James Robinson Evangelistic Association -- Fort Worth, TX
Rock of Ages Prison Ministry -- Center, TX (& Cleveland, TN)

Saints of the Living Word Ministry -- Wichita Falls, TX
Salamone, Mike -- Rochester, NY

Salvation Army -- Dallas, TX

San Diego Bible College -- National City, CA

Savelle -- Jerry Savelle Ministries -- Crowley, TX

S & C Transportation -- Houston (?), TX

Set Free Ministries -- Riverside, CA

Seventh Day Adventist -- Silsbee, TX

Sheron Kaye Ministries -- La Porte, TX

Smoking

Son Shine Gospel Singers -- Haysville, TN

SonShine Ministries -- Sara Seablom -- Abilene, TX

Souled Out Ministries -- Houston, TX

Source of Light Schools -- Madison, GA

Southest Texas Prison Ministry -- Jerry & Tommie Hatfield -- Iraan, TX
Southwestern Assemblies of God College -- Waxahachie, TX
Spanish Material -- General

Student Aid Matching Services -- Sacramento, CA

Success Dynamics -- Beaumont, TX

Sumrall -- Lester Sumrall Evangelistic Association -- South Bend, IN
Sunset School of Preaching -- Lubbock, TX

Sword of the Lord -- Murfreesboro, TN (Mag/Jour)

Tabernacle of Faith Ministries -- Inmate Mike Washington -- Gatesville, TX
Tadlock, Wayne -- Wolfe City, TX
Tapes

Page 8 of 20



Gib Lewis Chaplaincy Resource Filing System

TAX -- Texas Association of X-Offenders -- Crockett, TX
Texas Baptist Prison Family Ministry Foundation -- Huntsville, TX

Texas Baptist Men's Association -- Dallas, TX
Thru The Bible Radio -- Pasadena, CA

Totally Righteous Jesus Ministries -- Houston, TX

Tribe of Judah -- Humble, TX
Trinity Broadcasting Network -- Tustin, CA

United Prison Ministry International -- Verbena, AL
Unity Prison Ministry -- Jim Lamb -- Corsicana, TX

Upper Room -- Nashville, TN

Victory Life Ministries -- Nacogdoches, TX
Video Resources -- General
Voices of the Martyrs -- Bartlesville, OK

Wall Builders -- Aledo, TS

Warm Place -- Child Grief -- Fort Worth, TX
Watchtower -- Brooklyn, NY

Wels Special Ministries -- New Ulma, MN

Word of Praise Prison Ministry -- John & Wilma Lazenby -- Buna, TX
World Challenge, Inc. -- David Wilkerson -- Lindale, TX
Worldwide Voice in the Wilderness -- Dallas, TX

X-Factor -- Arlington, TX

Yachad Immanuel Ministries -- Bradenton, FL

Lm0

File #3---

MENTOR RESOURCES
Mentor Resource Lists
Mentor Resource Order Forms

Al-13 Discussion Starters:

Al Anger

A2 Fear

A3 Forgiveness

A4 Greed

A5 Guilt

A6 Heroes

A7 Lies/Deception
B1-6 Authority:

B1l Causes Incarceration 2pp

B2 Attitudes About Release

B3 #1 How to deal w/ Authority 2pp

B4 #2 How to deal w/ Authority 2pp
C1-3 Anger:

C1 Anger/Conflict

oy Good & Bad 2pp

C3 Anger Management
D1-5 Friendship:

D1 How To Win Friends

D2 Poem: Chaplain Maness

D3 Goals of a Caring Relationship
E1l-4 Growth:

E1l 52 Steps to Develop an Open Mind

A8
A10
All

Al2
Al3

B5
B6

D4

E4

Peer Pressure

Personal Responsibility
Self Respect

Trust

Vengence

Work

#3 How to deal w/ Authority
#4 How to deal w/ Authority 2pp

Caring vs. Curing
"Good for You"

Growth for the New Christian
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Gib Lewis Chaplaincy Resource Filing System

F1-6

G1l-5

H1-2

K1-6

L1

THEOLOGY/RELIGION/CRISIS/MISC..

E2 Growth in Self-Confidence

E3 Building a Better Self-Image
Christian Life:

F1 Salvation, Assurance

F2 Faith: A Parable

F3 Truth

F4 Teacher

Volunteers:

Gl Do's & Don'ts, Prison Fellowship
G2 TDCJ Disciplinary Rules for Inmates
G3 Rules: TDCJ Group of Inmates
Mail Resources:

H1 Religious/Secular Agencies

H2 Bible Correspondence Courses
Virtues:

11 Objectives/Questions 2pp

J1-4 Life's Daily Menu:

J1 Personal Bible Reading Record
J2 Positive Moral Diet

J3 Claiming Thoughts

Poems & Parables:

K1 Maturity: Chaplain Maness
K2 Listen

K3 Other People's Feelings

K4 Fighting the Reason to Fight
Prayer

L1 Prayer for Wisdom

Abortion
Accident Statistics

F5
F6

G4
G5

J4

K5
K6

The Ministry of Tears
Christian Principles

Suicide: Communication
Drugs: Relapse Prevention

Life's Ironies

Philosophy of Individual Life
The Devil

Adminstration vs. Preaching Expectation -- Robert Welch

Advanced Directives -- A Guide
Aging & Mental Health

AIDS

Alcoholism -- Cost

Angels

Baptist Articles of Faith
Baptist Theology

Believing in Self

Bible Reading Guide -- Blanks
Bible Study -- Spanish

Bible & William Tyndale
Bipolar (Manic-Depressive)

Calming Thoughts

Calvinism/Arminianism -- CRI, Rancho Santa Margarita, CA

Chaplaincy Administration -- Maness

Chemically Dependent Family Dynamics -- based on Erikson

Church Theology
Crisis Counselor

Change -- Courage to Change -- Sheila Murray

Christian Declaration of Independence
Christmas Stories
Christmas, Twelve Prison Days

Conflict Resolution -- article, author unknown

Copyright -- "Fair Use" for Schools

Counselor Response Questionnaire -- Stokes & Lautenschlager

Crossword Puzzle -- Bible
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Gib Lewis Chaplaincy Resource Filing System

Crucifixion

Death of a child

Death -- General

Defense Machanisms
Discipline

Divorce & Children -- Pitts
Drug Abuse

Ecumenism -- Pope John Paul 11

Empathy

Erik Erikson - Eight Stages of Life
Eschatology -- 8 Reasons for Christ's Return

False Teachers

Family -- Inner Home -- C.W. Brister
Family -- Religious Ties -- C.W. Brister
Feelings

Friends -- How to Make -- Carnegie

God -- Names in Hebrew

Garden of Success -- Short Techniques (humorous)
Grief

Grief & Children

Heaven -- Maness
Hemesphericity

Holy Land -- Whingfield
Hostage Story -- Olson

Islam -- paper by M.G. Maness
King James Version -- Original Dedication to KJV

Law & Grace

Learning Styles

Learning to Say No

Lent -- Reasons for

Life of Christ -- Prison Fellowship
Living Kindly -- Poem

Listening

Love -- Showing

Luther, Martin Jr.

Luther & Reformation

Marriage

Marriage -- Good & Bad Signs

Marriage Wisdom

Memories -- Bad Ones -- Sanford
Millenial Views

Ministry in Crisis

Mother's -- "When God Created Mothers"
Mother's Day

National Principle
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Obssessive-Compulsive Disorder

Panic Disorder

Prayer -- Prison Prayer

Preaching -- The Call -- Davis
Premarital Counseling

Prophesied Christ -- Prophesies Fulfilled
Psalms

Punctuation

Quotes About the Bible -- Famous Americans

Rastafarianism

Reading List -- for Couples on Understanding Each Other
Religion -- World Statistics

Religious Freedom -- Baptist Heritage

RFRA & Quality Pastoral Care -- by M.G. Maness
Romance

Roman Road

Satanism

Schizophrenia

Serenity Prayer

Seminaries -- Christianity Today supplement: adds of seminaries throughout United
States

Sleeping -- Tips on More Restful Sleep

Small Stuff -- “Don’t Sweat Small Stuff” by Carlson Richard

Smoking

Spiritual Warfare

Start with Self -- Illustration

St. Francis Prayer

Stress

Substance Abuse

Talmud
Testimonies -- by Inmates

Violence -- Christopher Notes

Winning Personality
Witness -- Ways to

POEMS
Being Saved
Broken Heart -- Maness
Character & Reputation
Christmas in Heaven -- Unknown
Christmas Songs
Daddy -- Who is Daddy? -- Barrow
Doing Time with Jesus
First Noel
Footprints in Sand
Friendship Poem -- Maness
God Is Like a Poem
Grief Reflections -- Ambler
Growth
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Growth -- Luther

Heaven's Grocery Store

Hell-Bound Train -- Author Unknown
He Thinks of Me -- Kalapathy

He Told Me to Watch -- Smith

Jesus to Your House

Jonah -- Hey Listen

Life Poem

Life's Transience

Life's Values

Little Town of Bethlehem

Lonely Men -- Huff

Love Letter from Jesus

Lovelorn -- Maness

Marriage, The Art of -- author unknown
Maturity

Mother -- You Cann't Lose Me -- Faith Hill
Mother -- When God Created Mothers
My Name Is Cocaine -- Author Unknown
Night Before Jesus Came

No -- By God

One Life -- about Jesus

Omnipresnece

Prisoner's Prayer

Safely Home -- Death Poem

Silent Night

Soul of Man -- Jenkins

Success Laws -- Yianitsas

Teacher Like Jesus

Thanksgiving Freedom -- Huff

The Road -- Nail

Time for Me -- Good

Violin Poem

Watermelon/Christ Poem -- McLemore

Prison Information
Art -- Inmate
AIDS Information
Books -- General, Penalogical
Chaplaincy General
Criminal Justice Ministry -- “How to Start”
Cultural/Racial Diversity
Ethics -- Advisory Council of TDCJ
Gangs
Heat Stroke -- Hypothermia
Inmate Privileges -- Husky
Interview Rating Form
Lectures
Magazines
Marriage
Parole Support Letter Information
Professionalism
Prison Fellowship
Rape -- Prisoner
Religion -- Addresses
Religious Freedom
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RFRA & Pastoral Care

RFRA -- Religious Freedom Restoration Act of 1993\
Statistics -- TDCJ

Suicide Prevention

TDCJ -- Treatment Initiatives

Volunteer Chaplaincy

Volunteerism

Wives of Prisoners
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File #4---

COMMUNICATIONS -- Frequent Access
Death of Inmate (all correspondence)
(Letters to Families of inmates are placed in a notebook)
Diet -- Religious Requests
Donations
Directory of Faiths
E-Mail Instructions
Faith Changes -- by Year
Faith Change -- Islamic Requests
Grievances
Inner Change
ITP
Maintenance Invoices
Maps -- Gib Lewis & Ellis | Training
Marriage -- Common Law Affidavit
Marriage -- Proxy Papers
Media Release Blanks
New Religious Group Forms
Pastoral Visit
Pen Pal
Referrals -- To and From Chaplaincy Department

CLEARANCES 1997

CHAPLAINCY -- GENERAL
Referral Forms
Religious Freedom Issue Assessment Forms
Controversy File
Directory of Faith by Unit

DEPARTMENT PROGRAMS
ABS -- American Bible Society -- New York, NY
Angel Tree Program -- Prison Fellowship Sponsored
Authorizations -- Videos & Literature
Baptismal Records
Buddhism
Cards -- Resources
Chapel Life Ministries -- John Morrison
Catholic -- Fr. Pat
Choirs -- Inmates
Controversies/Program lIssues
Covenant Players -- Oxnard, CA
Deacons -- Inmates
Drama Team
ETCJINM -- East Texas Criminal Justice Network Ministries -- Murray Batt
Encouragement -- Unit Level
Experiencing God
Free Bibles
Gideon International -- Nashville, TN
Hospitality Program -- General
Identity Christian
Inmate Discipler Fellowship
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ITP -- Individualized Treatment Plan

Jehovah's Witness

Jewish Conversion

Joy House Ministries -- Carol Morgan -- Alexandria, LA
KAIROS -- Winter Park, FL

Lewellen, Jack -- Volunteer Chaplain

Making Peace With Your Past

Master Design

Media Releases Sighed by Inmates

Mentor Program -- General

Parole Options

Pen Pals

Pierce, Gertheen

PNCEA -- Paulist National Catholic Evangelization Association -- Wash/D.C.
Prison Fellowship -- General

Prison Outreach Ministry -- John Simon

Program Issues -- Controversies

Property Tracking System -- Inmate Jewelry, Etc.

Rust, David -- Volunteer Chaplain

Salvation Army -- Missing Persons Forms & X-Mas Forms
Satanism

Sanders, Michael -- Houston, TX

Souled Out Ministries -- Houston, TX

Spanish Service

Search for Significance

SSI

Step by Step Through the Old Testament

Step by Step Through the New Testament

Summerian Necromancy

Taylor, Hails "Doc"

TAX -- Texas Association of X-Offenders -- Paul Carlin
Texans Do Care -- General

Thou Art Worthy -- Sue Petty

Transportation -- General To and From Units

Trash Pick-up -- Lion's Club

Upper Room -- Nashville, TN

Verbatims

Victim/Offender Mediation -- TDCJ

Videos -- FREE USE

Video Authorizations

Volunteer Information -- Promontional, Etc.

Wels -- Bibles -- Wisconsin Evangelical Luthern Synod -- Milwaukee, W1
Wiccan

MUSLIM PROGRAMMING
Books
Calendars
Crescent Imports & Publications -- Ann Arbor, Ml
Dar-Us-Salam Publications -- Houston, TX
IES -- International Educational Systems -- Birmingham, AL
I10C -- Inmates
I0C -- Lay-Ins, Juma Service
Institute Islamic Information
IPI -- Islamic Publication International -- Teanesh, NJ
Islamic Center of Mill Valley
Islamic Circle of North America
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Islamic Society of Greater Houston
Islam -- General

Leadership -- Inmates

Letters -- Islamic Organizations
Muslim Journal

PIOUS -- Propagating Islam Over the United States
Policy/Procedure

Prayer

Ramadan

Shabazz

Visitors -- From Shabbaz

World Assembly of Muslim Youth

UNIT -- DEPARTMENT RESOURCES
Absentee Tracking
Attendance Rosters -- Blanks
Bibles -- Large Print
Blank Calendars
Building Schedules Current Only
Certificate -- Blanks
Certificates Given
Charitable Organizations
Classification
Commissary List Current Only
Contraband
Copyright Basics -- Information
Criminal Justice Center -- Huntsville, TX -- MAP
Disciplinary Codes -- lists
Echo -- TDCJ Inmate Publication Information
Emergency Phone #'s by TDCJ Units
Employee Incentive Program
Furlough Information
Gib Lewis Inmate Profiles
Gib Lewis Inmate Unit Orientation Current Only
Grievance Procedure, Coding
Hazard Communication Act
Injury Forms
Injury of Employee -- Forms Sent
Injury of Inmate -- Forms Sent
Jewish Information Sheets
Living Will
Handbook -- GL Chaplaincy Master
Mail Room
MAPS
Marriage Common Law Affidavit/Declaration
Marriage Proxy Forms -- Blanks
Media Releases -- Blank Forms
Mileage Forms
Negative Mail Lists -- TDCJ Policy
New Program Forms -- Blanks
New Program Forms -- Sent
Offense Report -- 1-210
Policy/Procedure -- Unit
Programming -- IOC Directives
Performance Evaluation -- Blanks
Photographic/Media Releases
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Radio Call Numbers

Record Keeping

Recovery, Etc.

Religious Organizations

Religious Questionnaire

Safety Meeting

Safety Training Documents

Slang Terms for Prison

Spanish -- Terms/Phrases Useful for Prison
Staff Meeting

Stamps/Ribbon Order (for awards)
Tests

Tests -- Personality, Etc.
Transportation

Unit Administration

Victim Services

Volunteer Meals

Windham School Profiles/Etc.
Worker's Comp Packets

Worker's Comp Sent (copy)

LETTERS
Endorsements/References -- Employees/Volunteers
Endorsements/References -- Inmates

From Families
From Significant Others

Hospitality Program -- General 2 Years

For Inmates -- All Except to Families

Mentor Program -- General 2 Years

Organizations -- Non-TDCJ -- Professional Interests 2 Years -- Chaplain reviews before
discarding

Professional Interests -- Questions -- Letters

Solicitations -- X-mas, Programs, Etc. 2 Years

Volunteer Guests -- Non-Programmatic -- Sunday, Etc.2 Years
Volunteer -- Special Programs -- Marriage, Other Seminars

S 9 2
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Mentor Discussion Resources

Al-13 Discussion Starters:
Al Anger A8 Peer Pressure
A2 Fear A9 Personal Responsibility
A3 Forgiveness A10 Self Respect
A4 Greed All1 Trust
A5 Guilt Al2 Vengeance
A6 Heroes Al3 Work

A7 Lies/Deception
B1-6 Authority:

B1 Causes Incarceration 2pp B5 #3 How to deal w/ Authority
B2 Attitudes About Release B6 #4 How to deal w/ Authority
2pp

B3 #1 How to deal w/ Authority 2pp
B4 #2 How to deal w/ Authority 2pp
C1-3 Anger:
Cl1 Anger/Conflict
C2 Good & Bad 2pp
C3 Anger Management
D1-5 Friendship:

D1 How To Win Friends D4 Caring vs. Curing
D2 Poem: Chaplain Maness D5 "Good for You"
D3 Goals of a Caring Relationship
E1-4 Growth:
E1l 52 Steps to Develop an Open Mind E4 Growth for the New Christian

E2 Growth in Self-Confidence
E3 Building a Better Self-Image
F1-6 Christian Life:

F1 Salvation, Assurance F5 The Ministry of Tears
F2 Faith: A Parable F6 Christian Principles
F3 Truth
F4 Teacher

G1-5 Volunteers:
Gl Do"s & Don"ts, Prison Fellowship G4 Suicide: Communication

G2 TDCJ Disciplinary Rules for Inmates G5 Drugs: Relapse Prevention
G3 Rules: TDCJ Group of Inmates
H1-2 Mail Resources:
H1 Religious/Secular Agencies
H2 Bible Correspondence Courses
11 Virtues:
11 Objectives/Questions 2pp
J1-4 Life"s Daily Menu:
J1 Personal Bible Reading Record J4 Life"s lronies
J2 Positive Moral Diet
J3 Claiming Thoughts
K1-6 Poems & Parables:
K1 Maturity: Chaplain Maness K5 Philosophy of Individual Life
K2 Listen K6 The Devil
K3 Other People®s Feelings
K4 Fighting the Reason to Fight
L1 Prayer:
L1 Prayer for Wisdom
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/O

Chaplaincy Docs ~ Chaplaincy Saved 2011
Etymology of "Chaplain” ~ Gib Lewis Chaplaincy, Woodville 2011

Secretary Handbook ~ Secretary Handbook File System

How We Saved Texas Prison Chaplaincy 2011 — the book

circa 1994, updated to PDF 2015
by Michael G. Maness, Maness3@att.net

www.PreciousHeart.net

4\*4\
< <

How We Saved Texas
Prison Chaplaincy 2011

Immeasarable Value
of Religion, Volunteers
and Their Chaplains
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http://www.preciousheart.net/chaplaincy/index.htm
http://www.preciousheart.net/Save_Chaplaincy.htm
http://www.preciousheart.net/chaplaincy/Chaplain-Etymology.pdf
http://www.preciousheart.net/Gib-Lewis-Chaplaincy.pdf
http://www.preciousheart.net/chaplaincy/Secretary-Handbook.pdf
http://www.preciousheart.net/chaplaincy/Secretary-Handbook-File-System.pdf
http://www.preciousheart.net/saved
mailto:Maness3@att.net
http://www.preciousheart.net/
http://www.preciousheart.net/saved
http://www.preciousheart.net/saved�
http://www.preciousheart.net/saved�
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