FY 2016 SCAAP Definitions
A Number:  The Alien Registration Number used by ICE for tracking individuals and for verifying identity.  It is given to those who enter the country as intending immigrants or to those, who once here, violate the terms of their entry and are placed in proceedings.  Criminal activity is not required for the issuance of an A number.  All resident aliens have this number.

Address:  For Applicant/Organizational Information, enter the legal address for the unit of government's main office.  For the primary contact, enter the legal address for the contact's employing agency or department.

ASCII File: To convert your file into the ASCII format, open your inmate file using the appropriate application, and under the file menu, select the 'Save As' option. At the save dialog, select file type 'ASCII' as the output file format.  The system will not accept Excel or other spreadsheet or word processing formats.

City: Enter the city name recognized by the U.S. Postal Service and associated with the applicant's zip code.
Correctional Officer: Correctional officers include employees, officers, and contractual staff whose primary responsibility is the control, custody, or supervision of persons detained (pretrial detention) and incarcerated (convicted and sentenced inmates). This includes correctional officers, deputy sheriffs, correctional/jail supervisors, shift commanders, chiefs of security, assistant wardens, and wardens. Transportation officers and others providing control, custody, or supervision of inmates who are temporarily outside the maintaining facility (e.g., for work crews, judicial proceedings, medical appointments, etc.) are also eligible.

Employees, officers, and contractual staff whose primary responsibility is providing noncustody services to the facility or its inmate population are not eligible for inclusion in the SCAAP salary calculation. This includes office and secretarial support, administrative, housekeeping, maintenance, food, health, education, training, vocation, counseling, and medical staff.

Staff who may function independently or outside the correctional facility, including parole and probation agents, hearing officers, court commissioners, judicial, prosecutorial, and public defenders, warrant and apprehension units, and others are similarly not eligible for inclusion in the SCAAP salary calculation.
Country Code: A special code developed by ICE to identify the country of birth for inmate records submitted in the SCAAP application.  ALL applicants must use the standard ICE country codes for the country of birth information provided in the inmate records. No custom or abbreviated country codes will be accepted. Inmate records that do not contain the required country code format will be rejected at the time of upload.

E-mail Address: Provide the most current and workable email address, in the proper format:  "user_name@email_provider_name.XXX.

Fax Number: Provide if available.  Include the area code, and check to ensure it is a working fax number.

FBI Number: Number assigned by the Federal Bureau of Investigation (FBI) based on arrests and the submission of fingerprints.  It is not a detainer number. If the FBI has not assigned a number or the number is unknown, please leave this field blank by entering ten spaces with the keyboard space bar.
First Name: Provide the legal first name.  Use both upper and lower case letters, as needed.

Foreign Country of Birth:  Inmates born outside the United States or its territories may qualify for submission.  ALL inmate records submitted for verification must include a foreign country of birth in accordance with the standard ICE country code structure and format.

Full Time Equivalents (FTEs): The Full Time Equivalent is calculated by taking the sum of all work hours during the reporting period for qualifying part-time correctional officers and dividing that total by 1,980. The result is the FTE.

Inmate Name: Provide the most complete and accurate name of record.  Many Hispanics have two last names; both should be entered in this field. If an inmate has two last names, leave in the hyphen or space between names.

Inmate Number (Unique Inmate Number): This is a unique inmate identifier assigned by the applicant to each inmate.  Inmates with aliases or multiple periods of incarceration:  The same inmate number must be used for all records associated with the same inmate.  Applicants should create and submit a separate record for each qualifying period of incarceration for the same inmate incarcerated more than once during the reporting period. Similarly, inmates with known aliases should be reported by creating a separate inmate record for each alias.

Last Name: Provide the legal last name.  Use both upper and lower case letters, as needed.

Legal Name (Legal Jurisdiction Name): The official name of the applicant's unit of government, e.g. ABC County.  This is not the name of the submitting agency within the unit of government.

Middle Initial: Type the middle initial, if available.

Organizational Unit: Same as Submitting Agency.  Refers to the SCAAP contact person's employing agency or department within the unit of general government, (e.g. Department of Corrections, Sheriffs Office, etc.).
Prefix: Enter the proper prefix for the CEO or SCAAP contact person, e.g. Mr., Mrs. Dr., etc

Prefix Other: Not required, enter if applicable.

State: Enter the full legal name of the applicant's state; do not abbreviate.

Submitting Agency: Same as Organizational Unit.  Refers to the SCAAP contact person's employing agency or department within the unit of general government, e.g. Department of Corrections, Sheriffs Office, etc

Suffix: Enter the proper suffix, if available, e.g. Jr., III, etc.

Suffix Other: Not required, enter if applicable.

Telephone Extension: Provide, if applicable.

Telephone Number: Enter phone numbers that provide the most immediate and direct access to the CEO or SCAAP contact person.  Include the area code.

Title: Enter the official title of the person, e.g. Chairman, Mayor, Governor, Director, etc.

Total Bed Count: The total number of the jurisdiction's inmate beds in all facilities, including temporary, non-traditional and/or overflow accommodations (e.g. gymnasiums, open bays, etc).  If the number varied during the reporting period, select and report the number that best reflected your jurisdiction’s typical operating conditions.

Total Number of Days (Total All Inmate Days): The cumulative number of incarceration or detention days attributable to all inmates housed in the jurisdiction's facilities during the reporting period. It includes all inmates, regardless of their status, citizenship, disposition, or length of stay. It does not refer to the cumulative total daily capacity of the facility, or to the total number of days only attributable to undocumented criminal aliens.

Example: The jurisdiction detained or incarcerated 400 inmates during the reporting period. Each inmate was held for exactly 6 days. The Total All Inmate Days for this jurisdiction is 2,400 days (400 inmates x 6 days each).

Total Salary Cost: Salary information reported in the SCAAP application must reflect the total salaries and wages paid to full- and part-time correctional officers and others who meet the SCAAP definition. The reported sum should total the jurisdiction’s actual salary expenditures for the applicable reporting period, not a projection, estimate, or average. Correctional officer salary costs may include premium pay for specialized service (e.g., bilingual officers), shift differential pay, and fixed-pay increases for time in service. It may also include overtime required by negotiated contract, statute, or regulation (e.g., union agreements, contractual obligations, required post staffing minimums, etc).
Type of Applicant: This is the applicant's level of government, e.g. county, state, city, etc.

Undocumented Alien: An undocumented alien is a person born in a foreign country who has no legal documentation or right to be in the United States or whose legal documentation has been revoked or has expired.
Zip Code: Enter the 9-digit ZIP code utilized by the U.S. Postal Service.
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