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INTRODUCTION

Authority

Chain of Command 
Standards
INTRODUCTION

This Manual contains guidelines for the secure and proper operation of the Detention Center. Where appropriate, references are made to the “Minimum Inspection standards for Oklahoma Jails” promulgated by the State Board of Health and to 'The American Correctional Association's Training Guide.'' The format and scope of the manual is based on the “Model Policy and Procedure Manual for Georgia's Large Jail Facilities”, recommended by the National institute of Corrections.

The policies and procedures are published herein to express how the Detention Center operates, to guide and direct Detention Center employees in their job performance, and to assist them in exercising good judgment.

As a quick reference to ensure proper performance, copies of this Manual shall be issued to each employee for his/her use while employed at the Detention Center. A Manual is also placed at each duty station for ready reference. Employees are expected to be familiar with the Manual's contents, and to refer to it for information when needed. The Facility Administrator shall ensure that each employee has a current copy of the Manual, understands its role in governing Detention Center operations, and recognizes the importance of keeping it current.

This Detention Center Policy and Procedure Manual is designed to permit easy access to information through its detailed table of contents and numbering of operational areas. Changes to the main body of the Manual are simply made by replacing outdated sections with new sections. Appendices include Case Law (I), and a copy of the Minimum Jail Inspection standards (IV).

The sheriff's Office has solicited advice and comment from detention center employees in the development of the manual and intends that it be a dynamic, positive job aid. To that end, comments and suggestions on its content will always be welcome.

AUTHORITY

The  ______________County Sheriff's Department authority to operate a jail derives from Article XXI of the Oklahoma Constitution, “Public Institutions” which empowers the State to establish and support penal (and other) institutions for the “public good.” Oklahoma statutes prescribe the manner and establishment of support of such institutions.

Title 57 of the Oklahoma Statutes, “prisons and Reformatories”, sets forth the requirement for a county prison under the authority of the County Commissioners, who are required to inspect prisons once a year. District Court Judges are empowered to prescribe rules for the “regulation and government” of the jails in their districts. These rules are furnished to the Sheriff by the County Commissioners, and the sheriff is to conform to such rules and directions.

Section 47 of Title 57 establishes that “the sheriff, or, in case of his death, removal, or disability, the person by law appointed to supply his place, shall have charge of the county jail of his proper county, and of all persons by law confined therein, ….”
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CHAIN OF COMMAND

The ____________ County Detention Center operates under the authority of the County Sheriff. Most detention deputies are noncertified officers. The Sheriff delegates this authority as follows:


Sheriff
 
Undersheriff
Detention Center Administrator
Assistant Detention Center Administrator Shift Supervisors
Assistant Shift Supervisors Detention Deputies
Civilian Positions (Detention Clerk, Receiving Section Clerk,     Housekeeping/Maintenance 
Supervisor & Staff, Food Service Administrator & Staff

Line authority is the exercise of authority delegated (in a line or chain manner) from the Sheriff to immediate subordinates, such as the Assistant Detention Center Administrator and from them to their subordinates. Staff authority is the direction and instruction given by personnel as a service to a superior. The Detention Clerk acts with staff authority. In a chain of command, authority is delegated by rank to subordinates who are held accountable for carrying out Detention Center policies and procedures.

Each person or link in the chain of command has a span of control over a number of subordinates whom he/she must direct and coordinate. The line of authority, then, extends from the sheriff through each of his subordinates at each level of command down to the level of actions. Along with the specific delegation of authority to subordinates, the chain of command enables the placing of responsibility, which cannot be delegated further. Hence, when authority is delegated to a subordinate, he/she will be held accountable for its use.

The chain of command shall be followed by all Detention Center personnel in all manner of communications. It indicates the proper channels for directions, questions, and control, yet it is not intended to stifle feedback and suggestions.
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STANDARDS

In the “Minimum Inspection Standards for Oklahoma Jails,” standards are set for Detention Center operation. Detention Center Administrators are required to state publicly what the jail does and how it executes its function. To this end, the Detention Center Administrator has developed written policies and procedures for the daily management and operation of the Center. This policy and procedure Manual then, demonstrates compliance with state standards.

In addition, federal law and case law establish other requirements affecting jail operation. These, too, have been incorporated in this Manual. The Manual will be reviewed annually to ensure compliance with current state and federal standards for jail operation.
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ADMINISTRATION -- 1.00

Operational Areas
1.01 Goals and Objectives
1.02 Written Policy and Procedures 
1.03 Personnel

1.04 Staff Training

1.05 Duty Station Descriptions

1.06 Operation of Sheriff's Department Vehicles
1.01 GOALS AND OBJECTIVES

POLICY

The Detention Center Administrator shall review applicable state, federal, and case law annually to establish the legal basis for operating the facility and assure compliance. Based on such review, the Administrator shall develop and communicate institutional goal(s) along with appropriate objectives.

PROCEDURE

1. Review of case law – The​​                              County Detention Center Administrator shall review annually state and federal law and appropriate case law from the Oklahoma Supreme Court, the Tenth Circuit Court of Appeals within the Federal Court System, and relevant Oklahoma law, regulations, and policy. Such review shall be the basis for changes to the facility's policy statements and operating procedures.

2. Goal -The goal of this Detention Center shall be to house inmates in a safe and constitutionally adequate environment, while insuring protection of the surrounding community through the operation of a secure facility.

3. Objectives -

a. To use modern and progressive administrative practices to insure legal and physically sound operation.

b. To insure all inmates are processed into the facility in a consistent and humane manner.

c. To establish and maintain an inmate classification system that will allow for safe and constitutional housing.

d. To maintain security within the institution so as to insure the safety of the surrounding community and the safety of the inmates.

e. To insure that all inmates are afforded opportunities to exercise their right to communicate with persons outside the institution.

f. To provide health care, food service, and other inmate services as designed by the Detention Center Administrator.

g. To maintain grievance and discipline policies procedures.

1-1
h. To maintain and rehearse emergency procedures which will allow for the safe evacuation of the facility and/or its continued operation under adverse circumstances.

i.  Progress in attaining all objectives will be monitored monthly by the Administrator to insure appropriate programs and procedures are in effect.
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1.02 WRITTEN POLICY AND PROCEDURE

POLICY

It shall be the policy of the _____________ County Sheriff Center to establish and maintain a policy and procedure manual which will allow constitutional operation, compliance with state inspection standards, and implementation of the Center's overall goal s) and objectives. The contents of the “Minimum Inspection Standards for Oklahoma Jails” are incorporated into this manual for use by detention center personnel.

PROCEDURE

1. Persons Affected: All personnel employed by the                     County Detention Center will perform their assignments in compliance with the current Policy and Procedure Manual.

2. Maintenance of Manual: All employees will be responsible for maintaining a current Policy and Procedure Manual for use while employed at the Detention Center. The manual shall contain the following information.


a. Policy statements for all sections of the manual;

b. Procedures for all sections of the manual;

c. All active memoranda;
d. All supplements issued to policies and procedures.

3. Adherence to the Policies and Procedures: All employees shall operate based on established written policies and procedures except in the circumstances listed below:

a. When following a procedure could endanger the life or health of an inmate, employee, or visitor;

b. When a direct verbal or written order is issued by a supervisor or a ranking Deputy.

4. Review of Policies and Procedures: Annually, a committee will be appointed by the Administrator to review current policy and procedures, taking into consideration new developments in:

a. Case law;

b. State or federal Standards; 
c. Facility Needs;
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d. Community Needs.

This committee shall report to the Administrator within seventy-five (75) days any recommended changes and an explanation of the need therefore.
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1.03 PERSONNEL
POLICY
The County Sheriff's Department is an Equal Employment Opportunity Employer. It is our policy not to discriminate on the basis of race, color, religion, sex, marital status, handicap, or national origin in the hiring, retention, or promotion of employees; nor in determining their rank or the compensation of fringe benefits paid them. It is, then, our policy to comply with the provisions off the Civil Rights Act.

RECRUITMENT
1.
When positions become available, the Department's Policy is to promote from within. Therefore, all vacancies will be posted in a conspicuous place for five (5) 

business days. All qualified employees are encouraged to apply.
If, however, a qualified or best candidate cannot be found in this manner, the Sheriff reserves the right to recruit candidates from outside the Department in any manner that provides the Department with qualified candidates.
2.
Written examinations may be given to determine whether final candidates pass the general aptitude test for the position. Examination results shall only serve to eliminate candidates who fail the exam.

TERMS AND CONDITIONS OF EMPLOYMENT

A. 
Salary - Starting salaries will be based on the facility's established pay scale at the time of employment.
B. 
Fringe Benefits -- All permanent, full-time employees receive fringe benefits as provided by the county government to its general employees.
C. 
Promotions - Advances in rank and position will be considered by length of service and performance evaluation, in addition to job description and requirements. Department needs and budgetary constraints will also be considered in determining advances in rank.
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FOR FUTURE USE
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1.04 STAFF TRAINING

POLICY

It is the policy of the Sheriff's Department's training program to provide for all levels of training: Basic Recruit, In-Service, and Advanced Specialized Training. Supervision of the Detention Center's training program shall be the responsibility of a designated training officer.

IN-SERVICE

The purpose of an in-service training program is to provide continuing education to employees beyond their initial law enforcement training. Such a program will insure that members have retained the skills necessary to perform their duties while at the same time, providing instruction concerning the latest trends and developments in the field of law enforcement.

The Sheriff's Department shall provide periodic in-service training programs for Detention Center employees. The scope and extent of all such programs will be determined by the Sheriff based on recommendations of the staff and members of the department.

ADVANCED AND SPECIALIZED TRAINING

The purpose of deputies attending advanced and specialized training is to enhance performance quality in the Sheriff's Department. To maximize the benefits of such training, those who have received the education will participate in in-service programs as instructors. The total Department will benefit from the knowledge and materials gained from the advanced and specialized training schools.

Upon completion of training, the employees shall submit a written report within one (1) week after the school, to the Undersheriff. This report shall include:

(1) A critique of the training program to serve as an evaluation of the school; and

(2) A recommendation concerning future attendance by other department personnel.

(3) Books purchased by the department shall be sent to the Sheriff's Library. Other materials, notes, etc., shall be reviewed by the designated training officer and may be duplicated for use as reference material in the Sheriff's Library.
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GUIDELINES FOR INSTRUCTORS

Outlines: Shall be submitted to the training officer at least two (2) weeks in advance of their first scheduled class for approval.

Examination: If any examination is to be given, a copy of the examination and answer key shall be submitted to the Administrative Services Division at least two (2) weeks in advance of the first scheduled training assignment.

Visual Aids, Hand-out material: Instructors shall inform the administrative services division of visual aids or hand out material required one (1) week in advance of training.

Preparation for Classes: Instructors shall be responsible for classroom preparation and for teaching the assigned subject during the entire time scheduled.

Dress: Instructors will be required to dress in their normal duty attire. The only exception will be classes requiring specific dress, i.e. self-defense, etc.

Conflict in Schedule, Absence: If an instructor cannot make a teaching assignment due to illness, conflict of schedule, etc., he will notify his immediate supervisor and the Administrative Services Division.

GUTDELINES FOR PERSONNEL ATTENDING TRAINING

Supplies: Students shall report to class with the necessary supplies to participate in the required course work.

Report for Class: Students shall report to class at the proper time and shall not leave class until dismissed by the instructor at the conclusion of training. If the student becomes ill or is required to miss part of the training due to court, an emergency, or other legitimate reason, he shall notify the training officer.

Dress: Appropriate attire for training sessions will be either departmental uniform or conservative civilian clothes. Shirts will have collars and be free of printed slogan or advertisements. Footwear must be designed to be worn with stockings. T-shirts, shorts, sandals, and similar casual clothing or military garments will not be allowed. The only exception will be classes requiring specific dress (i.e. self-defense).

Refreshments: Refreshments will be allowed in the classroom as long as the room is kept clean and any trash is picked up and thrown away.
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Conflict of Schedule, Absence: If a student cannot make an assigned training session due to a conflicting schedule or illness, he/she shall notify the immediate supervisor as to the reason for their absence. The supervisor will notify the training officer and make arrangements for the person to attend advanced or specialized training.

GUIDELINES FOR TRAINING STAFF

Preparation of Training Room: The training officer shall be responsible for setting up the training room, providing necessary visual aids, hand-outs (if properly notified by instructor), the day prior to the first scheduled class.

Enrollments, Travel, Lodging: The training officer shall arrange for enrollment of personnel in schools, preparation of trip requests, travel and lodging reservations and arrangements.

Roll-call: The training officer shall be responsible for roll-call at scheduled in-service training to insure personnel attending are accredited with training hours.

Scheduling: The training officer shall meet prior to scheduling in-service training to consider staffing of shifts to minimize shortages in patrol and investigations, and to minimize overtime costs for training.

The training officer shall schedule instructors for all training.

ANNOUNCEMENT AND SELECTION FOR TRAINING

The Administrative Service Division will announce upcoming schools and seminars to the executive staff an a weekly basis. Personnel interested in attending specialized or advanced training shall submit a memorandum through the chain of command to the Sheriff expressing their interest. The immediate supervisor should add his/her recommendations concerning the Deputy's request to attend.

The Sheriff's office will then forward a copy of names submitted for schools to the training officer and place the names on staff agenda. The Sheriff and Division commanders may select personnel to attend training. 
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1.05 -- DUTY STATION DESCRIPTIONS

SHIFT SUPERVISOR/ASSISTANT SHIFT SUPERVISOR

The Assistant Shift Supervisor performs all Shift Supervisor duties in his/her absence.

General Responsibilities
Assure the smooth, secure, and proper operation of the facility by Detention personnel under his/her authority.

Brief staff on new policy and directives ensuring that the policy manual is consistently followed.

Assign duty stations and prepare monthly work assignment schedules.

Review all book-ins, transfers, and releases for completeness and accuracy.

Oversee the preparation and distribution of medication and razors.

Assure the neat, clean and well-organized appearance of the Detention Center.

Specific Tasks
Prepare monthly time sheets, review overtime, leave requests, accrued compensatory time, and obtain approval as required. Call in absences to the Assistant Detention Center Administrator: Shift I at 0800; 11 at 0830; 111 at 1545.
Verify accuracy of formal counts, signing approval, and insure that hourly counts are conducted at control stations; insure that inmates requiring increased observation receive it at appropriate intervals.
Oversee the physical and emotional evaluation of inmates at receiving, particularly to determine whether an inmate with injuries should be accepted without medical treatment.

Oversee key control and checks of facility security equipment, locks, doors, cameras, elevators, etc.

Review and approve incident reports; forward completed, accurate reports to the Administrator.

Figure jail time on sentenced prisoners and complete Sheriff's Returns.


1-10

Confirm all holds on inmates.

Review jail rosters for accuracy. Review all book-ins, releases, transfers and any and all documents for accuracy.

In the absence of the Kitchen Supervisor, assign a Deputy to oversee the preparation, distribution, clean-up of kitchen area and securing of the kitchen.
J

Assign Deputies to assist with medical and dental care, and assure medication is dispensed at times required.

Oversee radio distribution and use.

Make barber appointments.

In the absence of Housekeeping, supervise cleaning and maintenance.

Review disciplinary sanctions for rule violations to ensure required duration of sanctions.

Review all book-ins and releases for accuracy and completeness.

Other duties as assigned.
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RECEIVING

General Responsibilities

Perform routine tasks that assure the proper, efficient and secure functioning of this station.

Book, monitor, and release prisoners in a professional, thorough and efficient manner, following procedures set forth in the Detention Center Policy and Procedure Manual.

Maintain accurate, current records on all inmates, their property, and station activities.

Respond to inquiries from the public in a courteous, helpful manner.

Specific Tasks

ROUTINE

Discover any shift carry-over information useful in assuming a shift.

Count inmates and perform Receiving and Holding Section cell check hourly; compare counts with all records in Receiving such as:


Roster

Housing Assignment Chart 
Folders

Log cell checks and all other station activities in the Receiving Log Book. 
For example, log:

Deputy and inmate activities; distribution of medication and food; questions; visitors; movements of inmates; cell cleaning; any maintenance; and any unusual inmate behavior.

Enforce rules fairly; follow Inmate Rules Violation Procedures in Manual when necessary-Assist with meals.

Distribute medication according to schedule.

Count petty cash and compare to Petty Cash Ledger balance.

At beginning of shift confirm balance in ledger with cash on hand. Notify Supervisor of any discrepancies. The Receiving Deputy is personally liable for any errors.

Check accuracy of inmate folder data against other data, such as computer, jail roster, and Housing Assignment Chart​
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Assure inmates are secured as soon as possible.

Assure males and females are separate: note whether male or female on Housing Assignment Chart.

Other duties as assigned.

BOOKING

Address arresting officer immediately and briefly explain if delay is necessary; be responsive and courteous.

Ask whether prisoner has had or needs medical attention and observe prisoner for any physical or behavioral symptoms that require immediate medical attention.

If prisoner is on methadone program, contact Health Services Division, if available, or Facility Administrator.

Complete proper book-in form. Determine from Deputy if charges to be filed are municipal or county.


- Green County 

- Yellow City

Obtain and inventory all prisoner property and document on designated property form. Be precise and note each item.

- Seal all items except cash in bag, list items on property list and place in locker - Count cash and place in envelope, seal, place in money locker. - Give prisoner receipt for property and cash.

Weigh, photograph and fingerprint prisoner if applicable.

Conduct appropriate search of prisoner. Note and document bruises, needletracks, or other symptoms that indicate need for close observation of prisoner.

Shower the prisoner. Disinfect if necessary.

Instruct prisoner to:

- Complete Health Hiqtory Form 
- Complete Visitors slip

- Read and sign Inmate Rules.

Issue clothing.

Issue towel, toothbrush, toothpaste, mattress, blanket, sheet.
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Obtain information from Communications on other wants and warrants. Enter clearance code or other response (note “Hold for X agency”) on book-in.

If unable to complete book-in due to lack of information, turn in the original to Dispatch. When complete information is obtained, make a copy of the book-in card and give the copy to Records or Dispatch.

	RELEASING
	


Take cash, money order, cashier’s checks, or surety bonds. The Money order or cashier’s check must be made out to the __________ County Sheriff’s Department.

Check folder for additional charges and check with Communications for other wants and warrants.

Enter authority for release on book-in; enter time and date of release and sign.

Complete a Jail fond Release Form on inmates who have not made an initial appearance and/or arraignment.

Return personal property and cash, obtaining inmate's signature.

Obtain releasing fingerprint (right index only) and compare to admitting. Report discrepancy to supervisor.

Escort inmates and weekenders to building exit.

INFORMATION/INTERACTION

Respond to telephone calls and visitors in a courteous, helpful manner.

Respond to questions from inmates insofar as possible.

Represent the Detention Center in a manner that reflects good judgment and a calm, professional demeanor. Enforce all rules fairly and consistently.
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MALE AND FEMALE CONTROL 
General Responsibilities

Discover any shift carry over information useful in assuming a shift.

Maintain security in all sections. Control, monitor, and log all movement.

Perform and document sight checks in all sections hourly (not through monitor).

Scan all cameras frequently, paying special attention to staff security.

Conduct Formal Inmate Count at an established time on each of three shifts. Perform visual cell check with Housing Assignment Chart on Shift I and as necessary.

Report inmate violations further action. Document in Log hook and complete

to Supervisor for review and

any lockdown with brief explanation an Incident Report.

Notify inmates of visitors, etc.; call to sell ort and

court appearances, doctor call, log times out and in.

Keep work areas neat, clean and orderly.
Specific Tasks

Document all activities in log book:

Inmate movement out of sections; 
Normal daily activities; (such as meals, dispensing
medications; commissary; housekeeping); 
Visitors, ministers

Maintenance work; 
Unusual incidents or behavior; Attitude changes;
Dayroom time; 
Lockdowns;

Telephone availability; and Razor usage

Operate all electronic doors/gates and identify person requesting pass-through.

Prepare and distribute medication according to times required and log distributions in medication log book and sign.

Maintain a list of personal hygiene items requested by inmates for distribution by Rover.

Be responsive to inmate requests and questions and be fair and consistent.
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In case of escape, secure the section; contact the Supervisor immediately; call for complete lockdown in all sections; turn off phones.

Lock down all inmates during all meals.

Turn phones on and off at designated times and document.

Notify supervisor in response to fire and door alarms; reset as necessary.

Other duties as assigned.
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ROVER

General Responsibilities

Relieve any Deputy at any duty station as needed; particularly assist Deputy- in Receiving with book-ins, photos, fingerprints, strip searches and releases.

Escort attorneys, visitors and inmates to designated areas. Pat search all inmates leaving and returning to sections.

Respond to fire and door alarms and calls for assistance immediately.

Helps to insure the neat, clean and well-organized appearance of the entire Detention Center.

Conduct regular security checks on cells, doors, and windows and do regular inmate counts to assure the safety of inmates and staff and the security of the Detention Center.

Specific Tasks

Relieve Deputies at other stations for scheduled distribution of medications.

Perform visual sight check of cells, day room and shower area hourly.

Assist Control Stations in enforcement of Inmate Rules and Regulations, following established procedures.

Conduct formal count in cooperation with Shift Supervisor.

Assist medical staff during sick call.

Distribute the following:


-Uniforms, linens, personal hygiene items

-Meals (and pick up utensils, dishes, etc. in the absence of the Kitchen Supervisor)

-Commissary items 
-Mail

-Personal property accepted during the day 
-medical slips, PR bond applications, and Appointed Counsel forms.

Maintain razor control:

Distribute razor request form on Shift 111, 3 times per week. (One razor is set up for each requesting inmate and will be used 5 times before replacement.) Shift I takes form from Shift III and sets up razors (places names on razors). Shift IT distributes and marks usage on razor.
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Shift I pick up outgoing mail and interdepartmental Courthouse correspondence. Check for complete address. Date, time and initial inmate mail for staff and deliver to Supervisor's office. Take outgoing mail to Shift Supervisor's office.

Interact with inmates. Listen. Offer a reasonable perspective. Use good judgment and know your limitations in offering advice.

Deliver and pick up cleaning equipment for sections.

Collect and dispose of garbage from sections and elsewhere as needed. See that inmates tidy their eating areas when finished.

Pat search and escort workers.

Monitor the laundry crew while they work.

Run errands and relieve Deputies for necessary breaks as requested.

Other duties as assigned.
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MASTER CONTROL

General Responsibilities

Maintain security of the Detention Center, controlling movement within the Detention Center. After-hours control access to and exit from the building.

Receive and transfer Detention Center phone calls and promptly greet all visitors in a courteous, helpful manner.

Call for support if needed.

Specific Tasks

Open and close electronic doors and gates after having identified person requesting 
pass-through. Never leave 2 doors/gates open at once.

Scan all cameras frequently to maintain security and assure personnel safety. Contact Supervisor first if Deputy with a problem is observed. Log any incident and sign.

Control and document use of keys.

Control and document use of elevators, doors, and alarms.

Issue and retrieve all visitor badges maintaining visitor's log for anyone in civilian clothes.

Sign in and out anyone entering or leaving the building after hours, or going to administrative areas.

Checks:

1. Are doors, gates, cameras, fire alarms, and phones operating properly? If not, request proper maintenance.

2. Account for each visitor badge.

3. Account for all keys assigned to Master Control. 
Keep work areas clean, neat and orderly.

Other duties as assigned.
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1.06 -- OPERATION OF SHERIFF'S DEPARTMENT VEHICLES

PURPOSE

This directive establishes the following:

A.
Sheriff's Department Vehicles

B.
Emergency Response

C.
Emergency Medical Service

D.
Police Escorts E. Pursuits 
F.
Sheriff's Department vehicle Accidents

POLICY

A.
SHERIFF'S DEPARTMENT VEHICLES

Each member of the Sheriff's Department shall be aware of the provisions of 19 O.S. § 180.43, concerning The Use of County Owned Motor Vehicles.

Vehicles are furnished to Sheriff's Department Personnel only for such use as is necessary to properly perform their official duties. Vehicles shall be used for transportation by members only when on official duties. Vehicles are not to be considered “status symbols” nor are they issued for the purpose of providing additional compensation to an employee.

Improper, unauthorized, or reckless use of vehicles will not be tolerated and such conduct will be considered sufficient grounds for dismissal from the Department.

Only those vehicles designated as Sheriff's Department vehicles will display markings and or equipment of any kind designating it as an Emergency Vehicle.

Authorized personnel, on occasion, may be required to operate a non-designated vehicle utilizing emergency equipment. This will be done only with the approval of the Sheriff, or in his absence, the Undersheriff.

I.
OPERATION OF SHERIFF'S DEPARTMENT VEHICLES

1.
Members shall operate Sheriff's Department Vehicles in a careful and prudent manner and shall obey all laws and all Departmental Orders pertaining to such operation.

2.
Seatbelts shall be worn when operating a Department Vehicle.
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3. No unauthorized driver (person other than Department Personnel) will be permitted to operate any Department Vehicle unless a state of dire emergency exists to make such operation absolutely necessary. (This does not prohibit operation by persons other than Department Personnel as necessary for proper repair and maintenance of Department Vehicles.)

4.
Unauthorized persons shall not be carried in Department Vehicles. (Unauthorized persons are those who have no connection with the Department, but shall not include bonded County Officials and regular Law Enforcement Officers, with whom members deal in the ordinary course of duty nor shall it include those persons who, because of the nature of a member's work, make it necessary to ride in a Department Vehicle in line of duty. However, on occasion other persons such as a close relative of a member MAY be authorized to ride in a Department Vehicle, provided on each such occasion the member specifically requests and receives authorization.

ALTERATION OF DEPARTMENT VEHICLES

Employees shall remove keys from department vehicles when leaving the vehicle unattended. Department vehicles shall be locked when unattended except in emergency situations. Personal vehicles containing departmental equipment should likewise be secured.

INVESTIGATION, REPORTING, REVIEW AND CLASSIFICATION OF SHERIFF'S DEPARTMENT VEHICLE ACCIDENTS:

I.
NOTIFICATION OF SHERIFF'S DEPARTMENT VEHICLE ACCIDENTS

II. INVESTIGATION OF SHERIFF'S DEPARTMENT VEHICLE ACCIDENTS

III. REPORTING ACCIDENTS AND ROUTING DOCUMENTS FOR SHERIFF'S DEPARTMENT VEHICLE ACCIDENTS

I.
NOTIFICATION OF SHERIFF'S DEPARTMENT VEHICLE ACCIDENTS:

A. 
In the event of a Sheriff's Department Vehicle accident, the member involved shall, if able, promptly report the accident to the Sheriff/ Undersheriff.

Should the member involved be unable to report the accident, the first other member having knowledge of the accident shall report it as required herein.
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II. INVESTIGATION OF SHERIFF'S DEPARTMENT VEHICLE ACCIDENT:

A. 
When a member is involved in a Sheriff's Department Vehicle accident, a thorough and impartial investigation of the accident shall be conducted. The Undersheriff shall conduct an internal investigation of all Sheriff's Department Vehicle accidents, unless an exception is granted for just cause by the Sheriff. In the event the Undersheriff is involved in the accident the Sheriff shall designate another member to do the investigation.

III. REPORTING ACCIDENTS AND ROUTING DOCUMENTS FOR SHERIFF'S DEPARTMENT VEHICLE ACCIDENTS:

A. 
The investigating officer shall prepare and submit a report. Statements, witnesses, available photographs, insurance information, estimates, and other relevant data available, along with a statement of the involved member shall be made a part of the investigating officers report.

B.
The Sheriff /Undersheriff shall review, all information and shall include an Accident Review Evaluation Sheet explaining all conclusions and recommendations.

INSPECTION OF VEHICLES

Twice a year, a visual inspection of each Sheriff's Department vehicle and assigned equipment will be made by the Undersheriff.

A unit inspection sheet will be prepared listing the condition of all equipment.

Any damage, missing equipment, abuse of equipment, or neglect will be recorded on the inspection sheet and will be reported to the Sheriff.
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ADMISSION -- 2.00

2.01 Identity of Escorting officer 
2.02 Legality of commitment Documents 
2.03 Condition of Inmate

2.04 Management of Juveniles 
2.05 Frisk Search

2.06 Outside Communication by New Inmate 
2.07 Records and Reports

2.08 Confiscation of Personal Property 
2.09 Issuance of Inmate Rules

2.10 Female Inmates

2.11 Surveillance of Holding Cell 
2.12 Identification of Inmate 
2.13 Short germ inmates

2.14 Confiscation of Inmate Clothing 
2.15 Strip Search

2.16 Shower

2.17 Issuance of Facility Uniform, Linens, and Hygiene Items

2.01 IDENTITY OF ESCORTING OFFICER

No person shall be admitted into the custody of the Detention center unless the officer or person escorting the prisoner is positively identified.

PROCEDURE

1. Request: If the escorting officer is not personally known to the Detention Deputy, he/she shall require the escorting officer to produce the following identification:

a. a badge and photo I.D. for law enforcement officers, showing unit number and signature of agency head;

b. such other identification as the Detention Deputy deems necessary to establish positive identification.

2. Refusal: If the escorting officer cannot or does not produce proper identification, or if the identification produced does not conform to the officer's person, the Deputy shall refuse to accept custody and contact the Supervisor.

3. Reporting: If custody is refused, the facts and circumstances surrounding the refusal will be noted by the Deputy in the Log hook.

4. Other: A bail bondsman must present identification and provide a certified copy of the bail bond to execute a bond surrender. If there is an outstanding bench warrant relating to the same charge, the individual shall be arrested on the warrant, rather than the bond surrender.
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2.02 LEGALITY OF COMMITMENT DOCUMENTS

POLICY

No person shall be accepted into the custody of the County jail without clear and documented legal authority.

PROCEDURE

1. 
Request: Immediately following the review of the escorting officer's identification, the Deputy shall obtain from the escorting officer the legal documents authorizing custody.

2.
Review: The Deputy shall review the documents for proper execution. Such documents shall include one or more of the following:

a.
Writ or Order issued by the Court of execution of sentence;

b.
Court orders or orders from the Attorney General of Oklahoma specifying the detention of state witnesses;

c.
Arrest warrants from Oklahoma counties or municipal courts; within the County;

d. 
Transfer papers or Hold order from the Federal Bureau of Prisons or the Oklahoma Department of Correction;

e. 
Bond forfeiture papers approved by the Court Clerk's Office;

f.
Warrants or teletype message indicating outstanding warrant. This message shall include warrant number and charge.

g.
Teletypes or warrants from out of state or out of county jurisdiction with confirmation of Hold and Intent to Extradite.
h. 
Officers, affidavit.
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2.03 CONDITION OF INMATE

POLICY

No person shall be admitted to the facility in an unconscious state or with any evidence of serious illness or injury.

PROCEDURE

1. Observation: The Detention Deputy shall carefully observe the physical condition and behavior of the inmate being admitted for symptoms that indicate need for medical treatment.

2. Serious Injury If the injury, illness, or emotional state of the inmate appears serious, the Deputy shall first, contact his/her supervisor, and second,

a. Refuse acceptance of custody and recommend that the arresting officer seek medical attention for the inmate;

b. Not accept custody until the arresting officer provides documentation of the inmate's medical treatment.

3. Intoxication: If the inmate's behavior appears to be affected by the use of drugs or alcohol, the Deputy shall determine whether medical treatment is required before accepting custody. If medical treatment is not required, the inmate can be taken into custody and placed in a holding cell for observation.

4. Minor Injury: If the inmate's injury appears minor in nature:

a. The Deputy will make note of the injury on the health history form then take a photo of the inmate, showing the injury.

b. The Deputy will carefully observe the inmate's injury(s) and determine the need for medical treatment.
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2.04 MANAGEMENT OF JUVENILES

POLICY

Juveniles are persons seventeen (17) years of age or younger. Juveniles may be brought to the Sheriff's Department for fingerprints and photos and breathalizer test to be used for identification or evidence. He/she is then removed to be housed elsewhere.

If the person is sixteen (16) or seventeen (17) and has been charged with one of the thirteen (13) major crimes, if detention is authorized, he/she may be detained. Such juveniles shall be housed completely separate from adults. Separation shall be substantial architectural arrangements which permit no visual contact with adult inmates. The 13 major crimes set forth in 10 O.S. § 1104.2 area

1. 
murder;

2.
kidnapping for purposes of extortion;

3.
robbery with a dangerous weapon;

4.
rape in the first degree;

5.
use of firearm or other offensive weapon while committing a felony;

6.
arson in the first degree;

7.
burglary with explosives;

8.
shooting with intent to kill;

9.
discharging a firearm, crossbow or other weapon from a vehicle pursuant to 21 O.S. § 652(B); 
10. 
intimidating a witness;

11. 
manslaughter in the first degree; 
12. 
nonconsentual sodomy;

13. 
manufacturing, distributing, dispensing, or possessing with intent to manufacture, distribute or dispense a controlled dangerous substance.

If the person is a juvenile, he/she may be reverse certified as an adult by the Court and may then be housed in the Detention Center.

To prevent exploitation, juveniles shall not be housed with adults. Juvenile housing shall be separated by sight, sound, and touch from adult housing. Juveniles shall also be processed into the facility separately.

PROCEDURE

When an inmate claims to be a juvenile and is not being held by court order to stand trial as an adult, or when an inmate may be identified as a juvenile by any credible source, the Detention Deputy who first hears or receives such a report will observe the following steps:
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1. Separation: Segregate the inmate from the adult ​inmates.

2. Notification: The Shift Supervisor on duty.

3. Investigation: The Administrator or Shift Supervisor will attempt to determine the true age of the inmate by: (a) questioning the inmate; (b) obtaining from the inmate the names, addresses, and telephone numbers or parents, guardians, or relatives who may confirm the inmate's age; and (c) telephoning the person s) named by the inmate, and advise them that the inmate is in custody and ask them to verify the inmate's age.

4. Non-confirmation: If the inmate is not determined to be seventeen (17) years of age or under by the person s) contacted, prepare a written record of the conversation on an incident report form stating the name and relationship of the person s) contacted,
the date of the inmate's birth, as stated by them, and other pertinent aspects of the conversation; attach the record of the conversation to the inmate's file and direct that the inmate be returned to appropriate section. It will no longer be necessary to segregate the inmate.

5. Information. If the person s) contacted confirms that the inmate is under seventeen (17) years of age, request that they bring proof of the inmate's age to the facility as soon as possible. (Proof of age should be verified by a birth certificate; however, if a birth certificate does not exist, school records or other official documents reflecting date of birth may be substituted). When talking with the

person s) named by the inmate to be contacted, they should also be questioned as to whether or not the inmate has a juvenile record. If affirmed, the Deputy in charge will contact the C.R.C.S. or the Juvenile Division directly and advise that the inmate is in custody and must be housed elsewhere.

6. Separation: The juvenile inmate shall be segregated from all other inmates pending release from or transfer of custody.

7. Documentation and Notification: Upon the receipt of proof of age, the Deputy in charge shall make two copies of the document used to confirm the age of the subject and prepare a written report or incident report form. The officer shall also:
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2.05 FRISK SEARCH

POLICY

Staff members of the Sheriff's Department shall make every reasonable effort to prevent the introduction of contraband to the facility while inspecting persons and property of persons being admitted. Inmates shall be searched by Detention Deputies of the same sex, except in emergency situations.

PROCEDURE

1.Frisk - Search: When an inmate has been accepted into custody, the Receiving Deputy shall immediately conduct a frisk search of the inmate in the entry way while being booked in to determine if any contraband articles are being concealed on the inmate.

2. Conduct: The frisk search shall be performed in accordance with established procedures (See Appendix) and with the greatest degree of dignity possible for the inmate. Under no circumstances shall a Deputy direct any personal remarks to the inmate being frisk searched concerning his person, attire, or physical attributes.

3. Contraband: In the event contraband may be found on an inmate, the Receiving Deputy shall report the contraband to Shift Supervisor. The Shift Supervisor shall then consider whether to conduct a strip search pursuant to the guidelines set forth in section 2.15 of this manual. Any contraband found shall be noted on the inmate's book-in sheet and the 
Supervisor's Log.
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2.06 OUTSIDE COMMUNICATION BY NEW INMATE

POLICY

Staff members of the Sheriff's Department shall afford reasonable opportunity for newly admitted inmates to complete two (2) telephone calls to secure release, seek legal counsel, and provide notification of incarceration to family or friends.

PROCEDURE

1. Access: Following frisk search and before being placed into the regular inmate population, the newly admitted inmate will be asked to complete two (2) Telephone Request slips requesting two (2) calls be placed by a Deputy for the inmate. The inmate will be allowed access to a phone directory.

2. Calls: The inmate will be allowed at least two (2) completed telephone calls. The inmate shall be allowed a reasonable length of time for telephone conversation, depending upon work load of Deputies and number of others desiring to use the telephones,

3. Phone Request Slips: The inmate completes two (2) telephone request slips (between the dotted lines) and a Detention Deputy places the calls, asking for the party named on the slip or anyone at that number if the inmate so requested. The call is “incomplete” if the party refuses to speak to the inmate, the party doesn't answer, the line is busy, or it's a wrong number. The call is “complete” if the party or a substitute acceptable to the inmate will talk with the inmate. The call is “refused” if the inmate doesn't want to make any calls. The inmate must sign the slips to indicate that he was offered the calls. The Deputy signs the slips, indicating date and time, transfers the information to the back of the book-in form and places the slips in the inmate's folder.
4. No Contact: If after several attempts, no contact has been made, additional attempts will 
be made periodically during the remainder of the admissions process until the called parties are reached or the inmate is placed in general housing, whichever comes first.

5. long Distance Calls: The Receiving Deputy will allow long distance calls by the inmate and will place all calls collect for the inmate.

6. Subsequent Calls: If, after completion of the admissions process, no contact has been made via telephone, the inmate will be allowed to place additional calls as soon as practicable after being placed in a regular cell. 
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2.07 RECORDS ADD REPORTS

POLICY

Accurate and complete records will be maintained for all newly admitted inmates to verify that all applicable laws, standards, and procedures have been followed. All inmate records shall be safeguarded in accordance with relevant federal and State laws and regulations.

PROCEDURES

1. Forms and Documents: Before the inmate is placed into the regular Detention Center population, the following records will be completed:

a. Inmate Rules signature;

b. Book-In Form;

c. Property List, Money Envelope and Receipt;

d. Telephone Request Slips;

e. Health History form;

f. Photograph;

g..Fingerprints;

h. Visitors List;

i. Classification Code and Housing Assignment Chart Entry indicating cell assignment; and

j. Log hook.
2. Questioning: The Receiving Deputy will restrict questioning to the information necessary to complete the admissions records. Under no circumstances will the Receiving Deputy question the inmate about the offense for which the inmate is being incarcerated.

3. Possession: At no time during the admissions process will the inmate be allowed to have the booking documents other than the Health History Form, in his possession. Throughout the process, all forms, documents, and other records will be in the sole possession of the Deputy.

4. Verification: If the Deputy suspects that information given by the inmate is inaccurate, he/she will attempt to verify the information by:
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a. Comparing data with inmate identification;

b. Checking existing jail files;

c. Calling other law enforcement agencies;

d. Calling probation or parole agencies; and

e. Asking the Supervisor to call family members named by the inmate.

5. Storage At the completion of the admissions process, the records and reports above will be placed in the appropriate storage area or forwarded to the appropriate agency.
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2.08 CONFISCATION OF PERSONAL PROPERTY

POLICY

The personal property of inmates will be respected by all Detention staff and will be handled with care to prevent loss or damage.

PROCEDURES

1. Confiscation: The Receiving Deputy will, during the frisk search, confiscate all personal property of the newly admitted inmate, including:

a. Money;

b. Belts, ties, hats, jackets, coats and shoes;

c. Medication;

d. All contents of inmate's pockets, and

e. Other items not part of the inmate's clothing (i.e. purses, backpacks, key chains, watches, jewelry, checkbooks).

22. Description: On the inmate property list, the Deputy will list and describe all items confiscated.

3. Envelope: All items, except money and medication, will be placed in the property envelope. If any item is too large to be placed in the property envelope, it will be listed and described on the property list and a property tag will be attached to the item. The prisoner's name and date of admission will be noted on the property tag.

4. Money: The Receiving Deputy will count the inmate's money in the inmate's presence and place money in a separate envelope, noting the amount of money, the inmate's name and date of admission an the face of the envelope and on a receipt for the inmate.

5. Seal and Sign: When steps 3 and 4 have been completed, the Receiving Deputy will then seal both the property and money envelopes and sign each with his name, date and time of day. Deputy is responsible for any discrepancies and will make up any difference.

6. Medication: The receiving Deputy shall count and log the amount of medicine, prescription or non-prescription, on the property sheet. The medical staff shall be placed in a separate envelope and placed in the locker with the rest of the inmate's property.
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The medical staff shall be notified that an inmate has been booked-in with medication. The medical staff shall get the medication from the property locker, log it into the medical records, and return the medicine to the property locker.

7. Inmate's signature: The Receiving Deputy will then obtain the inmate's signature on the book-in card. If the inmate refuses to sign, the Receiving Deputy will secure another Deputy as a witness. The other Deputy will sign his name, date and time of day on the book-in card with the notation “inmate refused to sign”.

8. Storage: When steps 5 and 6 have been completed, the Receiving Deputy will place all personal property in the inmate's locker in the property room. The money envelope goes in the money locker.
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2.09 ISSUANCE OF INMATE RULES

POLICY

Inmates of the Sheriff’s Department have the right to be informed in writing of the rules, regulations, and disciplinary procedures in the facility.

PROCEDURE

1. Rules: The Receiving Deputy will give a copy of the Rules to each newly admitted inmate, pointing out to the inmate the sections on rules, privileges, and sanctions.

2, Receipt Form: The Receiving Deputy will obtain the signature of the inmate on the Rules form, verifying the inmate has received the Rules and can understand them. The bottom of the form with the signature is torn off and remains in the inmate's file.

3. Non-Readers: The Receiving Deputy must determine whether the inmate is able to read by questioning the inmate. If the Receiving Deputy suspects that the inmate cannot read, he or she will request the inmate to read a few lines. If it is then clear that the inmate cannot read, the Receiving Deputy will read aloud the Rules sheet for the inmate. The Receiving Deputy will note on The “Receipt of Rules” form, that the reading took place and then obtain the inmate's signature as specified in step 2.

4. Intoxication: If an inmate has been admitted who is intoxicated or is under the influence of alcohol or drugs, the Receiving Deputy will note in the Daily Log, for the attention of the staff on the next shift, that the inmate's condition prevented the execution of the “Receipt of Rules” form. It will then be the responsibility of the Deputy on the next shift to seek the proper execution of this form.
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2.10 FEMALE INMATES

POLICY

Female inmates shall be separated from male inmates from the point of entry into the Detention Center until the time of release.

PROCEDURE

1. Staff: When a female inmate is brought to the Detention renter for admission, the Receiving Deputy will contact a female officer to conduct the pat or strip search for the female inmate.

2. Separation: In the event that females and males are brought to the Detention Center at the same time, the male inmate will be placed in holding cell while the female inmate is processed by a female Deputy. If a female Deputy is not readily available, then the female inmate will be placed in a holding cell pending the arrival of the female Deputy and the male inmate will be processed first.
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2.11 SURVEILLANCE OF HOLDING CELLS

POLICY

Given that newly admitted prisoners are often unknown to the Detention staff and are often experiencing increased stress, it is the policy of the Sheriff’s Department that, when

inmates are placed in holding cells during the admissions process, such inmates will be given more frequent surveillance.

PROCEDURE

1. Holding for Processing: If more than one inmate is to be processed through admission, the Receiving Deputy will process only one (1) inmate at a time, placing the other inmates in a holding cell. The Receiving Deputy shall make a quick visual search of the holding cell and frisk search the inmates before placing them into the holding cell.

2. Frequency of Surveillance: The Receiving Deputy will visually observe each holding cell at least once every sixty (60) minutes, unless otherwise required or instructed.

3, Separation and Increased Frequency: If the Receiving Deputy suspects that an inmate may be suicidal assaultive, or in need of medical observation, the receiving deputy shall:

a. Process the suicidal inmate first;

b. Reflect the observation in the inmate's classification code;

c. Place the assaultive inmate in a holding cell separate from others being held; and

d. Observe the holding cell every fifteen (15) minutes or more frequently if 
necessary.
.

4. Documentation: Sight checks of holding cells shall be documented when completed.

5. Assistance If more than four (4) male inmates or four (4) female inmates are awaiting processing, the Receiving Deputy will request assistance in processing from the Supervisor.
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2.12 IDENTIFICATION OF INMATE

POLICY

Every inmate who is taken into custody, including those with whom admission personnel are already familiar, shall be photographed. All inmates shall also be fingerprinted.

PROCEDURE

1. Photographed: The Receiving Deputy shall:

a. Instruct the inmate to take the proper position in front of the camera;

b. Prepare the I.D. card clearly and instruct subject to hold card by lower left and right corners with thumb and forefinger so as not to obscure any information;

2. Fingerprints: The Receiving Deputy shall take at least one (1) complete set of fingerprints for each inmate. More may be needed, depending upon the offense. Follow the criteria below in determining how many sets of prints to take:

SO print card - done on all prisoners booked-in. Other sets are in addition to this set.

OSBI print card - done on prisoners with non-traffic charges.

FBI print card - done on anyone with a felony charge (use another SO card).

Fingerprints of all right and left hand digits shall be taken following these guidelines:

a. Roll ink onto slab with a smooth, even consistency too much or too little will ruin the print. Make sure all ridges or deltas are visible.

b. Take print of right thumb first, and, holding inmate's finger, roll fingertip in ink and onto paper from one side of the nail to the other. Move in sequence from right thumb to right little finger, then left thumb to left little finger,

c. Make certain that the print extends one-quarter (1/4) inch past the finger's first joint from the tip down.

d. Place fingerprints in inmate folder and place all others in designated trays.
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2.13 SHORT TERM INMATES

POLICY

If cell space exists to separate short term inmates (12 hours or less), those inmates may retain their own clothing and be housed at Receiving. Inmates will be showered and dressed-out within 48 hours of book-in in Receiving. Inmates shall not be placed in sections unless so dressed out.
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2.14 CONFISCATION OF INMATE CLOTHING

POLICY

For the health, safety, and security of the Sheriff's Department and its inmates, inmates shall not be allowed to wear personal outer clothing while confined, unless their stay is less than 12 hours.

PROCEDURE

1. Removal: The Receiving Deputy will escort the inmate to the assigned area and instruct the inmate to remove all items of personal clothing.

2. Inspection: The Receiving Deputy will inspect each separate item of clothing for contraband. (If contraband is found, the procedures set forth in 4.02 are to be followed).

3. Book-in Card: All clothing except underwear will be placed in a property bag or tagged 
and placed in inmate locker. All personal property shall be listed on the inmate's property list.

4. Signature: The inmate will be requested to sign the property list.

5. Storage: The Receiving Deputy will subsequently (after the inmate showers and is issued an inmate's uniform) place the bag and any tagged clothing in the inmate's locker in the property room.
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2.15 STRIP SEARCH

POLICY

The Sheriff's Department strives to protect and preserve the dignity and civil rights of all pre-trial detainees and convicted inmates to the greatest extent possible while ensuring the security of the facility and safety of the personnel and other inmates. Strip searches will only be conducted in the appropriate circumstances and in accordance with written procedure.

PROCEDURE

1. Reasonable Suspicion Required: No strip search shall be performed on any arrestee or inmate unless a Deputy has reasonable suspicion that the person possesses a weapon or contraband. Reasonable suspicion may be based on factors such as:

a. Nature of offense charged; and,

b. Arrestee's appearance and conduct; and,

c. Prior arrest record.

Reasonable suspicion may not be based solely on the nature of the offense charged.

2. Notify Shift Supervisor: Once the Deputy has formed a basis for reasonable suspicion that a detainee/inmate has contraband or a weapon concealed on his/her person, the Deputy shall notify the Shift Supervisor. The Shift Supervisor must give approval in writing before a strip search may be performed.

3. Search Procedure: The following procedure shall be used when conducting strip searches:

a. Instruct inmate to remove all clothing;

b. Instruct inmate to brush out hair with hands;

c. Instruct inmate to stand facing Deputy with arms extended outward from his/her body;

d. Visually inspect anterior of body for any marks, bruises, cuts, lacerations, or contraband;

e. Instruct inmate to turn his/her back to the Deputy, arms extended outward from his/her body;

f. Visually inspect posterior of body for any marks, bruises, cuts, lacerations, or contraband;
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g. Instruct inmate to raise feet and visually inspect soles for marks, bruises, cuts;, lacerations or contraband;

h. Instruct inmate to dress in provided detention center clothing;

i. Inventory inmate's clothing, exercising caution to avoid being cut by concealed sharp instruments, and place in inmate's locker.

4. Incident Report: The Deputy who performs the strip search shall immediately prepare a written incident report. The incident report shall document:

a. The factors which support the determination of reasonable suspicion;

b. A description of the search;

c. Detailed description of any contraband found; and,

d. Any other unusual or notable occurrences.

The incident report must be signed by both the Shift Supervisor and the Deputy conducting the search.

5. Prohibited Actions: The following prohibitions must be observed during a strip search:

a. Deputies shall not touch an inmate's body;

b. Deputies shall not search an inmate's body cavities or body orifices;

c. Deputies shall not make personal remarks regarding the inmate's personal or physical characteristics;

d. No other inmates shall be present.
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2.16 SHOWER

POLICY

To prevent the introduction of disease and to promote a healthy environment, inmates will be required to shower before being housed with the general population.

PROCEDURE

1. Shower: The Receiving Deputy will give the inmate one (1) bar of soap, and one (1) towel, and instruct the inmate to enter the shower and clean both his/her hair and body thoroughly.

2. Observation. The Receiving Deputy shall observe the inmate for any signs of injury (cuts or bruises). If signs of injury are observed, the procedures set forth in procedure 2.18 shall be followed.
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2.17 ISSUANCE OF INMATE'S UNIFORMS, LINENS & HYGIENE ITEMS

POLICY

To maintain a healthful environment and to protect the personal property of inmates, all inmates are to be housed with the general population will be required to wear a uniform issued by the Sheriff's Department.

PROCEDURE

1. Sequence: After the inmate showers, the Deputy will:

a. Return the inmate's personal underwear to him/her; and

b. Obtain a clean facility uniform of the appropriate size (S, M, L) from the storage cabinet in the strip search room.

2. Instruction: Instruct the inmate to get dressed in the uniform and put on his/her shoes.

3. Bedding and Linens: The Deputy will obtain and give to the inmate the following:

a. Two (2) sheets;

b. One (1) towel;

c. One (1) blanket (during colder months);

d. One (1) mattress.

Note: Note bedding linens must have been cleaned prior to their re-issue.

4. Personal Hygiene Items: The Deputy will obtain a personal hygiene kit and be sure it contains the following items before giving it to the inmate:

a. Toothbrush; 
b. Toothpaste; 
c. Soap;

d. Feminine hygiene items (as appropriate).
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3.01 CLASSIFICATION OF INNATES

POLICY

For the preservation of security and order of the Detention renter, its staff and inmates, every inmate will be classified upon admission to the facility and will be assigned housing according to the classification whenever it is reasonable to do so. There shall be no discrimination by race, creed, or national origin.

PROCEDURE

1. Review of Records: The Receiving Deputy will review the admission records (See procedure 2.07) and any existing facility records concerning the inmate for the following information:

a. Sex

b. Age

c. offense

d. Legal status

1. Sentenced 
2. Unsentenced 
3. State Witness 
4. Worker

e. History of violent or disruptive behavior

f. Evidence of homosexuality or vulnerability to attack

g. Evidence of mental or physical handicap or contagious disease

h. Evidence of suicidal tendency.

2. Classification Code: The Receiving Deputy will then assign a classification code, in the order listed below:

a. Sex = ''M'' (male) or “F” (female)

b Age = ''A' (adult) or “J” (juvenile)

c. Violence = “V” (potentially violent) or “N” (non-violent)
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CLASSIFICATION -- 3.00
3.01 Classification of Inmates

3.02 Housing Assignment

3.03 Administrative Segregation

d. Legal Status = “P” (pre-trial) 
''S'' (sentenced) or

“W” (worker status) 
''MW'' (material witness)

e. Handicapped = “H” (mental retardation or physical handicap)

f. Observation -

Medical or Psychological Profile= “D” (Disorders)

g. Body Fluid Precaution = “BFP''

NOTE: BFP should be printed in red on the inmate's folder and on the Housing Assignment Chart.

3. Example: For example, a female, pre-trial adult with no physical or emotional handicap would be assigned the classification code “FANP.” A male, sentenced adult with a history of institutional violence would be assigned the classification code “MAYS,„ and so on.

4. Recording: The classification code shall be written on the Book-in Card, Housing Assignment Chart, and on the of the inmate's File along with the date the code was assigned.

cover

5 Review of Classification: An inmate's classification shall be reviewed:

a. At the request of the Detention or Physician;

Center Administrator

b. Following the court appearance;

c. Following disciplinary action for a major or serious rule violation.

NOTE: The Facility Administrator or Supervisor must approve re-classification of any inmate who falls under one or more of the provisions outlined in Section 1, sub-sections e,f,g, or h or this section.

The administrator shall all consider those factors outlined in Policy No. 3.03, sub-section 9(a) {b) (c) and (d).

If a reclassified inmate objects to his changed status, the procedures for due process as outlined in procedure 9.03 shall be followed.
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3.02 HOUSING ASSIGNMENT

POLICY

Housing of inmates in the County jail shall conform to the established classification system to the extent reasonable and possible considering the size of the inmate population, for reasons of consistency, fairness, security, and safety.

PROCEDURE

1. Housing Assignment Chart: Prior to assigning a cell to the new inmate, the Receiving Deputy will check cell assignments to determine which cells or bunks are currently available.

2. Assignment: A Housing Assignment Chart will be used to assign the inmate to a cell. The classification code shown after the section letters indicate the preferred use of the section.

3. Book-In Card: When the assignment has been made, the Receiving Deputy will note the assignment on the Book-In Card.

4. Notice: The Receiving Deputy will then notify the appropriate control station as to the cell assignment. A Deputy will escort the inmate to the specific section and cell. The Receiving Deputy will then notify Master Control as to cell assignment for further communication of cell assignment to Receptionist, Kitchen Supervisor, Housekeeping Supervisor, and the other Control Stations.

5. Escort: A Deputy will escort the inmate to the assigned cell.
6. File and Cards The inmate’s file will be placed in the appropriate section rack after cell assignment. The inmate’s file should contain the Book-In Card with cell assignment noted. The proper Control Station will adjust its Housing Assignment Chart to reflect the new inmate.

NOTE: Prior to changing a housing assignment, a review of plicable classification criteria will be reviewed.


3-3

3.03 ADMINISTRATIVE SEGREGATION

POLICY

Administrative segregation shall be used to separate those inmates who need to be isolated from the general inmate population. Inmates placed into Administrative Segregation will receive all privileges granted to inmates of the general population (with the exception that certain materials or activities which may constitute a threat to the inmate's own safety or the safety of others may be withheld). Depending on the reason for separation, inmates in Administrative Segregation may require increased surveillance.

PROCEDURE

1. Criteria: Administrative Segregation shall be employed to separate from the general population inmates who:

a. Cannot adjust to the general population;

b. Pose a serious threat to themselves and/or others;

c. Present a valid need for protection from other inmates as determined by the Detention Center Administrator or other ranking Deputy;

d. Have a communicable disease;

e. Are persons charged with infamous crimes; or

f. Are witnesses.

2. Identification: The recommendation to Administratively Segregate an inmate shall be referred to the Detention Center Administrator or in the event that immediate isolation is required, referral will be made to the supervisor. Identification of such inmates shall be made as follows:

a. Each Deputy has the responsibility to observe the behavior of each inmate and identify those who meet the criteria listed above.

b. The Facility Physician or other trained health personnel shall identify those 
needing to be isolated for medical/mental reasons.

c. The District Attorney or Judges of the Courts in Oklahoma may order the segregation of witnesses or other special inmates being housed at the Detention Center.
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3. Decision: The decision to place an inmate in Administrative Segregation will be made by the Administrator on the basis of the following:

a. A request for segregation by the inmate. Such a request shall be made in writing, signed, and dated by the inmate;

b. Observations or reports from Deputies of persistently disruptive or potentially disruptive behavior, or abnormal behavior which requires removal of the inmate from the general inmate population;

c. A report from the Facility Physician;

d. Apparent need for protection; or

e. Recommendation of Judge, District Attorney or arresting agency.

4. Housing The Detention Center Administrator shall determine cell assignments for inmates in need of Administrative Segregation. In emergency situations, the an duty supervisor shall assign such inmates to isolation cells.

5. Increased Surveillance: The Supervisor shall determine what intervals persons in Administrative Segregation will be visually observed by the staff. Such decisions will be made an individual basis. Segregated persons will be visually observed every fifteen (15) or thirty (30) minutes as determined by the Supervisor. All surveillance checks will be recorded in the Daily Log for that Control Station.

6. Notification Prior to placing an inmate in Administrative Segregation, when reasonable to do so, the Administrator or Supervisor will fully explain to the inmate the nature and conditions of their status.

7. Change of Mind: If an inmate who is in Administrative segregation by his/her own request, decides that he/she no longer wants to be segregated, the Administrator shall reassign him/her to a regular cell upon receipt of a written request. The request must be signed and dated by the inmate.

8. Records: Upon removal of the inmate from Administrative Segregation and reassignment to a regular cell, the Administrator or Supervisor will record the action in the Daily Log.
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9. Review of Assigned to Segregation: When an inmate is assigned to Administrative Segregation, his or her status shall be reviewed at least every seven ( 7 ) days for the first two ( 2 ) months, and at least every thirty (30) days thereafter to determine if return to normal detention is possible.

The Administrator shall consider the following factors in the review:

a. Whether or not the conditions or circumstances which led to segregation still exist;

b. Observations of the behavior, attitude, and physical condition during segregation;

c. Change in the risk present to the inmate by placement in the general population; and

d. The presence or absence of continued risk to the general population if the inmate is removed from segregation.

10. Documentation: Each time a review is conducted, the process and the results of that review will be written on the Due Process Form and placed in the inmate's file. It will also be noted on the Log.
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SECURITY -- 4.00

4.01 Weapons 
4.02 Contraband 
4.03 Security Inspections 
4.04 Surveillance of Inmates 
4.05 Inmate Counts

4.06 Key Control

4.07 Control of Tools and Hazardous Materials 
4.08 Use of Force

4.09 Use of Physical Restraining Devices

4.01 WEAPONS

POLICY

To insure the safety and security of Detention Staff and inmates, no firearms, chemical agents, or weapon(s) shall be worn or carried in the Detention renter unless under emergency conditions, and then only upon the authorization of the Administrator/Undersheriff/Sheriff.

PROCEDURE

1. Entry: Deputies supervising entry into the Detention Center shall require those wishing to enter to remove and deposit firearms, weapons, and chemical agents into the gun locker.

2. Refusal​

a. The Supervisor shall be summoned immediately if any person refuses to comply with such security precautions. The Deputy shall report (in writing) any resistance to security procedures to the Detention Center Administrator for appropriate follow-up action (e.g., contact with the person's employing agency).
b. Persons refusing to secure weapons in the gun locker shall not be asked to leave the premises immediately.
3. Gun Locker: The Detention Center utilizes a Gun packer for storage of weapons.
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4.02 CONTRABAND

POLICY

Contraband is any item which is declared illegal by the law or which has been expressly prohibited by those legally charged with the responsibility for administration and operation of the Detention Center. The introduction of contraband into the Center or the possession of contraband is a severe threat to the security of the Center and the safety of its staff, inmates and visitors. Detention Center Staff will take all reasonable precautions to prevent the introduction of contraband and will in no way hinder the discipline or prosecution of persons possessing contraband.

PROCEDURE

1. Definition: Any item not appearing an the Cgmmissary List or approve
y the Detention Center Administrator shall be considered contraband.

2. Confiscation and Recording: When contraband is found on an inmate or in the Detention Center, the Deputy who first discovers the item s) shall:

a. Remove the contraband from the inmate or location;

b. If possession constitutes a major or serious violation, the inmate will be moved to a disciplinary isolation cell;

c. Place a tag on the contraband showing the date, the name of the inmate from whom taken, and the location from which removed;

d. On the book-in sheet and supervisor's log, note the specific location in the clothing where the contraband is found (ex. Left front. pants pocket).

e. Deliver the contraband to the Property Custody Locker in the Detention Center and immediately notify the Detention Administrator on call; or

f. Note the incident and the transfer of the contraband in the Log hook.

Note: Under no circumstances shall a Deputy or other employee keep or destroy contraband.

g. Complete an incident report;
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h. The Detention Center Administrator shall determine whether the possession of the item s) and the Incident Report to the appropriate Division for investigation and the possible filing of charges;

i. Whether or not criminal charges are to be filed, the Detention Center Administrator may elect to begin disciplinary procedures. The contraband shall not be destroyed until such time as all charges or proceedings surrounding the incident are resolved;

j. If possible, photograph contraband for future reference and/or prosecution.
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4.03 SECURITY INSPECTION
POLICY
All officers assigned to the Detention Center shall  be constantly alert to the need for safety and security and shall use all necessary means for maintaining safety and security.

PROCEDURE

a. Special: Any Deputy shall conduct a cell search whenever he or she has reason to believe that
contraband may have been introduced into the Section
(e.g., via informants, personal observation of inmates, unaccounted for utensils, tools, or other supplies).

b. Routine: At varied times but not less frequently than once per week, the Detention Center Administrator shall order a systematic cell search and shall assign Deputies accordingly.

c. Removal: Inmates will be removed to the Day Room or an unoccupied secure area during special and routine searches.

d. Contraband: If contraband is found during special or routine cell searches, the 
Procedures set forth under Section 4.02 “Contraband” will be followed.

2. Inspections, The Detention renter Administrator will inspect or assign Deputies to inspect weekly the security and safety equipment. That inspection will include:

a. All locks;

b. All doors to the cells, cell area and the security perimeter;

c. All video and audio monitoring devices; d. First Aid Kits;

e. Fire extinguisher and hoses;

f. Smoke Detectors and Fire Alarms; g. Window casings and coverings;

h. Emergency breathing Apparatus (Air Pacs);
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i. Emergency Electrical - Generator(s);

j. Emergency Communication Equipment.

3. Searches for Contraband: Searches of inmates and the facility to control contraband shall be unannounced and at irregular intervals. These searches shall be documented.

4. Recording: If, during cell searches, surveillance tours, or weekly or monthly security inspections, any irregularities in safety or security are discovered (such as inoperable locks, damaged equipment, evidence of tampering (each such irregularity will be noted in the wily Log and reported as soon as possible to the Administrator. An Incident Report of the irregularity shall be made. Dates and times of cell searches and monthly inspection shall be recorded in the Daily Log by the Deputy in charge of the search. REPORTS AND ENTRIES INTO THE DAILY LOG ARE REQUIRED.

5. Charges: If criminal charges are to be brought against an inmate, the Deputy bringing the charges should follow Procedures in “Inmate Grievances and Discipline.''
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4.04 SURVEILLANCE OF INMATES

POLICY

It is the affirmative duty of every Detention Center Deputy on duty to maintain regular surveillance of the inmates and their activities to insure the safety and security of the Facility, staff, and the inmates.

PROCEDURE

1. Formal Count: The Shift Supervisor and shall cause a formal inmate count three (3) times per day, assisted by all control stations and roving Deputies. During such counts, inmates will stand outside their cells, and there shall be no movement between or within sections during the count and until after the formal count has been verified by the Master Control Deputy and the Shift Supervisor. The Control Station Deputy shall make the section counts and call them into Master Control. Master Control will check the section counts and account for every other area where inmate might be (i.e. kitchen, garage, laundry), verify inmate presence in those areas through the roving Deputy or Shift Supervisor, who shall verify the inmate's presence by visual identification of the inmate.

2. Regular Surveillance: The Deputy on duty will conduct a tour of each cell (or other area where inmates are present) checking each inmate at least once every hour on an

irregular schedule. During lockdowns, cell check must be compared to housing assignment to insure inmates are properly housed. Hourly sight checks shall be documented.

3. Special Surveillance: Mentally or emotionally disturbed inmates, inmates identified as escape risks, inmates identified as suicide risk (see no. 4 below), and all inmates housed in disciplinary isolation will be observed more frequently, at least once every thirty (30) minutes.

4. Suicide Precautions: Hold the inmate in holding and observe every fifteen (15) minutes.

5.  Observation- During a surveillance tour, the Deputy will observe inmate's behavior and appearance for unusual or questionable situations (e.g., bruises or cuts on inmate's faces or arms, expressions of hostility, signs of depression).

6 Spot Checks: During one or more of the tours required above, the Deputy will also spot check the security devices (locks, doors, bars, lights). Any irregularities discovered will be reported to the Shift Supervisor and documented in the Log.


4-6

7. Records: The Deputy will note in each Section's Log all significant or unusual events occurring during the shift. The times when each surveillance tour is conducted and the area s) checked will be noted in the Log Book.

8. Change of Shift: When the Relief Deputy reports for duty, the Deputy being relieved will direct the attention of the Relief Deputy to any significant entries in the Log during the shift change briefing.
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4.05 INMATE COUNTS

POLICY

To prevent escapes and to insure that inmates are accounted

for at all times, the Detention Deputy on duty must make frequent and accurate counts. In each eight (8) hour shift, at least one (1) head count must be conducted. In each twenty-four (24) hour day, three scheduled Formal Counts shall be conducted. The identity of inmates moving within the facility and escorted from and to the facility shall be verified and logged.

PROCEDURE

1. Inmate Count: Before an inmate can be regarded as

present, the Deputy conducting the count must see the inmate in person.

2. Schedule: Three (3) times per day the Master Control

Deputy and the Shift Supervisor together will verify the number of inmates present in the Detention Center by means of a Formal Count. There shall be no movement in the facility until the count has been verified by Master Control and the Shift Supervisor. Counts will also be verified during the service of meals by the Deputies on duty.

3. Recording: The count will be recorded in the Daily Log

and on the Inmate Accounting Form and signed by the Shift End Relief Deputy. The Deputy going off duty will verbally relay the count to the Deputy of the appropriate Control Station.

4. Re-Count- If, after all counts are relayed, the Control Station Deputy finds that the count does not agree with the previous shift's count and any subsequent recorded movement of inmates, the Control Station Deputy will order a lockdown and re​count.

5. Upkeep of records: All admissions to and removals from

each housing area will be recorded an each Count Form by the Shift Supervisor.
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4.06 KEY CONTROL

POLICY

The control and accounting of keys is crucial to the maintenance of the Detention Center's security. At no time shall any inmate be allowed to possess any-key. The Master Control Deputy(s) has the responsibility for supervising the issuance and return of keys.

PROCEDURE

1. Key Cabinet: All keys for locks within the security perimeter, when not in use, will be kept in the key cabinet in Master Control.

2. Tags: Each Deputy will have three (3) metal tags stamped with the Deputy's name. Each key will have an engraved marking and be color coded, identifying its respective locking mechanism.

3.Exchange: Each time a Deputy needs to use a key, he or she will give the Master Control Deputy an identifying tag. The Master Control Deputy will remove the key from the hook in the key cabinet and replace the key with the Deputy's tag.

4. Return: All keys must be returned to the Master Control Deputy by the end of each shift. When key s) are returned, the Deputy's tag s) will be removed from the hook, replaced by the key s) and the tag s) returned to the Deputy.

5- Back-up Keys

a. Locations: one complete set of keys to the confinement area will be maintained in the Detention Center's safe and a third set will be maintained in the Detention Center Administrator's safe for use in emergencies. An emergency release key will be maintained at Master Control and will only be used in the event of an emergency.

b. Access to: The Administrator and the Assistant Administrator are authorized to use the second set of keys (in the Center's safe) in case of an emergency. The third set may be obtained by contacting the Sheriff or Undersheriff.

C. Perimeter Keys: Keys which control the doors through the security perimeter will be kept at Master Control in the key cabinet. These keys will be issued only when the electronic door control system fails.
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d. Lost or Damaged Keys or Lacks: The loss or damage of a key or lock will be reported in writing to the Detention Center Administrator immediately. If a loss appears to have occurred within the security perimeter, the Detention Center Administrator (or the Shift Supervisor on duty in the Administrator's absence) will order a lockdown and conduct a search for the missing key.
j

6. Key Tracking Log: A Key Tracking Log will be maintained at Master Control. This Log will indicate who is in possession of each key at any given time. All keys must be signed in and out. Note: Rotation of emergency keys in daily use will allow for longer overall key life.
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4.07 CONTROL OF TOOLS AND HAZARDOUS MATERIALS

POLICY

No inmates except those on worker status shall be given or have access to any tools or hazardous agents (e.g., toxic cleaning fluids, drain cleanser, pressurized aerosol cans, or any substance labeled poisonous).

PROCEDURE

1. Supervision: who are assigned certain duties involving the use of tools or hazardous or toxic agents will only use them under direct supervision of a Deputy.
2. Inventory: The Deputy who supervises the workers will be responsible for accounting for all tools and supplies when the work is completed.

a. Checkout: The supervising Deputy will, when issuing supplies from the storage closet, check off the item s) on the inventory sheet.

b. Check-in: When work has been completed, the Deputy will check the returned materials against the inventory sheet.

3. Discipline: If there is any misuse or attempted misuse of tools or hazardous materials, the Deputy will submit a written report to the Detention Center Administrator.
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4.08 USE OF FORCE

POLICY

Only that amount of physical force necessary to maintain or regain control of any inmate will be used by the staff of the Detention Center. Physical force may be used only when an attack by an inmate s) on a facility employee(s), visitor(s), or other inmate s) is actually occurring,
is clearly imminent, or when other lesser means have failed to achieve a legitimate and necessary objective. Physical punishment of an inmate shall not be permitted under any circumstances.

PROCEDURE

The following procedural guidelines are designed to illustrate that Deputies have a number of choices in handling violent or potentially violent situations in order to give an inmate every opportunity to cease his/her disruptive or assaultive activity and cooperate with the Deputy. The following steps should be followed whenever possible in sequence:

1. Uncooperative innate: The Deputy who encounters an uncooperative inmate (e.g. refuses to enter cell, refuses frisk search, refuses to be removed from cell) will take following actions:

a. Verbal Persuasion: Attempt to convince the inmate to cooperate.

b. Verbal Warnings: If verbal persuasion fails, warn the inmate of the consequences of non-cooperation (use of force, disciplinary sanctions).

c. Show of Force: If warnings are not effective, call for backup personnel in an attempt to intimidate the inmate through a show of force.

d. Control Holds: If a show of force is insufficient (or impossible) the Deputy shall attempt to use the physical holds designed to gain control of the inmate (no blows will be struck by the Deputy unless the resisting inmate becomes an attacker).

2. Attacking Prisoner. If at any point in the above process, inmate attempts to physically attack a staff member, visitor, another inmate, or any other person(s), the following steps shall be taken:

a. Backup: Call for backup personnel, if not already present.
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b. Blocks Block the blows or kicks of the inmate, giving the inmate opportunity to reconsider and clearly establishing that the inmate is in fact the aggressor.

c. Take Dawn: If after the inmate's initial blows or kicks have been blocked, the inmate persists, the Deputy will attempt to take the inmate down by using take down techniques (specified in the facility training courses) designed to gain control over the inmate.

d. Blows and Kicks: If the Deputy's strength and agility are such that the take down techniques are not effective (or if the physical setting renders their use ineffective), only then may the Deputy resort to kicks or blows. The following blows are to be avoided categorically unless a Deputy's life or the life of another person is clearly in danger:

1. Knuckle blows to the temple;

2. Base of hand blows to the nose; 

3. Cupped hand blows to the ears;

4. Kicks to the groin or head areas; and
5. Blows or gouges to the eye.

When a Deputy resorts to blows or kicks, only the type and number sufficient to bring the inmate under control shall be used. Such tactics may not be used with the intent to inflict unnecessary or permanent injury (thus, the prohibition of I through 5 above), but only to temporarily disable and only after other means have failed.

e. Retreat: Deputies may, if all else fails and if an escape route is open to the Deputy and if no other persons are or would be open to attack from the inmate, retreat from the scene.

f. Use of Baton Night/Stick: The baton is for defensive purposes and the same procedure apply to the baton as applies to hands and feet.

3. Records: Any disruptive or assaultive behavior will be noted in the Section Log books and in the inmate's file. Any evasive or defensive measures taken by a Deputy will also be noted in the Log and the inmate's file. A written report shall be prepared and submitted to the Detention Center Administrator.

4. Excessive Force: Excessive force means physical force which exceeds the degree of physical force permitted by law or by the policies and procedures of the Sheriff's Department. Any Deputy who uses excessive force will be subject to the criminal laws of this state. 22 O.S. S 34.1. 
4-13

4.09 USE OF PHYSICAL RESTRAINING DEVICES

POLICY:

Restraining devices such as handcuffs, leg chains, belly chains, four-way restraints will never be used for purposes of punishment. They will be used only for the purposes of prevention of escape, the protection of a prisoner from self injury, or to prevent an inmate from injuring others.

PROCEDURE:

1.  PROTECTION FROM SELF HARM:
a. Isolation cell: When an inmate’s behavior indicates a potential for an actual attempted injury to him or herself, the inmate will be removed to an isolation cell for frequent observation.

b. Restraints: If, after placement in an isolation cell, the inmate's behavior is still directed toward or indicative of self harm or harm to others, the inmate will be placed in physical restraints. When restraints are used in such a manner, they will be used to restrict the movement of the inmate only to the degree necessary and will be affixed in such a way as to cause minimal discomfort and avoid their injuring the inmate.

c. Surveillance: Inmates placed in restraints will be subjected to more frequent observation by the deputies assigned to the section. They will observe the inmate at least every 15 to 30 minutes, as determined by the Supervisor. Inmates in four-point restraints shall be given a "hands-on" check every 5 to 10 minutes. All checks shall be documented by the observing deputy.

2. MEDICAL STAFF OBSERVATION: No inmate will remain in restraint for more than 6 hours without observation by the Medical Staff.: Inmates in four point restraints shall be observed by the Medical Staff within the first hour of restraint.

3. REVIEW OF DECISION TO RESTRAIN; The decision to restrain shall be reviewed frequently to determine when the inmate is no longer in need of restraint.

4. REPORTING: The removal of an inmate to isolation and the placement of the inmate in restraints for self protection will be reported immediately to the Detention Center Administrator. A written incident report will be filed with the Administrator within 24 hours of the incident.
5. PREVENTION 0F ESCAPE OR ASSAULT: Transportation to court or hospital and transfer to other law enforcement or correctional agency: When an inmate is being transferred into the custody of another law enforcement agency or correctional agency, the deputy will inform the escorting officer(s) of the inmate’s history and behavior and any indication of the risk posed by the inmate. Restraints will be used when an inmate leaves the secured area.
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INMATE COMMUNICATIONS   5. 0

5. 01 
Mail

5.02 
Use of Telephone While in Custody

5.03 
Inmate Communications – Visitation

5 .04 
Emergency Messages to Inmate

5.01 MAIL

POLICY:

It is the policy of the Sheriff's Department to impose no restrictions, formal or informal, on the ability of an inmate to communicate with persons outside the Detention Center, except where such restrictions are clearly necessary to the maintenance of the order and security of the facility.
PROCEDURE:
Outgoing and Internal Mail:  Any inmate may correspond with anyone outside the Detention Center, as long as each letter or parcel bears the proper postage, except when the letter or parcel poses a threat to the security of the facility.

1.  Indigent Inmates:  If an inmate who is without funds wishes to send mail, the Deputy receiving a request for postage and writing material will:

a. Check the face of the inmate's money envelope to be sure there are no funds available to the inmate,

b. Supply the inmate with two envelopes, ten sheets of paper, and a pencil (such supplies may be replenished no more than once per week per inmate). Two free stamps are provided to indigent inmates per week.

2. Inmate-to-Inmate: Any inmate who wishes to correspond in writing with another inmate in the facility must make a verbal or written request to a Deputy. The Deputy will refer the request to the Administrator who will make a decision within 5 days and notify the Deputy who in turn will notify the inmate of the decision. If the inmate is allowed to correspond with another inmate, a notation to that affect will be made in each inmate's file.

3. Letters: All letters addressed to inmates will be opened and inspected for contraband by the Detention Clerk. Letters from attorneys, the court, or other public officials will be opened and inspected for contraband in the inmate's presence during the routine mail delivery. Clerk Letters from attorneys, courts, or other public officials will not be read by the Detention or Deputies unless so requested by an illiterate inmate.

4.  Parcels: Parcels will be opened by the Detention Clerk and inspected for contraband.

5.  Paperback Books: Paperback books will be inspected for contraband and subject to censorship by the Detention Staff.
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6. Delivery: Incoming mail will be picked up by a Detention Deputy Monday through Saturday. Incoming mail be distributed to the inmates daily with the exception of, Sunday or holidays. If incoming mail is hand delivered (e.g., from the courts) it will be delivered to the inmate by a Deputy immediately.

7. Contraband- If a letter, parcel, or other incoming mail is discovered to contain contraband, the letter or parcel in its entirety will be returned to the sender.

For example, if a letter contains cash and/or a photograph or newspaper clipping, the entire letter will be returned to the sender with the notation that cash and photographs, etc. are considered contraband.

8. Money Order, stamps: A letter with a money order, however, is sent to receiving to be added to the inmate's money envelope and an inmate receipt is prepared. The receipt and the letter are then delivered to the inmate. Any stamps are logged by a Deputy in charge of the property log-in sheet and then delivered to the inmate.
9. Undeliverable: If any incoming mail is undeliverable (e.g., the inmate to whom addressed is no longer in custody) the staff will stamp NIC (not in custody) on the mail and return it to the sender. If the addressee is NIC and there is no return address, the letter or parcel is returned to the post office.
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5.02 USE OF TELEPHONE WHILE IN CUSTODY

POLICY:

Each inmate shall have equal and adequate access to a telephone. To maintain community ties and contacts with attorney’s telephone calls will be permitted.

PROCEDURE:

1, Telephone Access:  Inmates have access to the collect only telephone during its scheduled "on" periods. The control Station deputies will turn phones on and off according to the established schedule.

2. For circumstances under which telephone privileges may be denied or restricted, see procedures under "discipline".

3. Use of telephone by inmates shall be suspended during emergencies.












5-3

5.03 INMATE COMMUNICATIONS -VISITATION

POLICY:

It is the policy of the Detention Center to enable and encourage inmates to maintain contact with family and friends through non-contact visitation. Restrictions on visits are for the limited purposes of using judiciously and maintaining the security and order of the facility.

PROCEDURE

Note: procedures one (1) through four (4) shall be posted in the Detention Center.

1. Times: Families, friends, and relatives of inmates may visit on indicated days and times of visitation, provided their names appear on the inmate's Visitor's List, completed during admissions.

2. Frequency: Each inmate is permitted two visits per week.

3. Duration.   No visit may exceed 45 minutes and may be limited to as short as 30 minutes if the number and visitors requires such limitation.

4, Identification:  Receptionist, when screening will:

a. Obtain identification from the visitor(s),
b. Have the visitor(s) sign the Visitors Log, noting the visitor's name, relationship to the inmate, the name of the inmate, date and time.

5. Notification:   The receptionist will notify the Rover the first group of visitors is ready for particular inmates. The Control Station will notify the inmate and see that he/she is escorted by a Roving Deputy to the visiting room.

6. Supervision: A Roving Deputy will go to the lobby and escort the visitors (no more than two per inmate per visiting day) to the visiting room. The Control room will visually observe the visiting room during visitation.

7. Assistance: Should an inmate or a visitor become disruptive during the visit, the Deputy will notify Master Control, if necessary, to assist in removing the visitor(s) and the inmate.

8. Denial of Visits: The Detention Center Administrator may deny visits if, to include the following but not limited to:
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a. The visitor is disruptive, engages in improper behavior, or is dangerous,

b. The visitor has a recent history of disruptive behavior at the facility,

c. The visitor is under the influence of alcohol or drugs,

d. The visitor refuses to show identification, or

e. The inmate refuses the visit or is denied visitors for disciplinary reasons.

Any such denial is documented on the Visitor's Request Form held. The Roving Deputy files an incident report and makes a notation in the log.

10. Official Visits: Official visits shall be granted for particular persons, at times other than regular visiting hours, as specified below.

Officials and Attorneys: Upon presentation of valid identification, Judges of the Court within the County, Probation Officers, and members of the Grand Jury, the District Attorney or his staff, Staff of the Department of Corrections, Law Enforcement Officers, clergy, and the Attorney of Record will be allowed to visit with an inmate at any reasonable time during daytime and evening hours. Such visits may be delayed by the Shift Supervisor if staff is busy. If the official or attorney requests, staff will arrange for the visit to take place in an interview room.

11. Visits or Interviews by Representatives of News Media: News Media representatives are not allowed in the facility, unless granted specific permission by Sheriff or designee.

12. Special Visits: Family, relatives, and friends of inmates may be allowed to visit at times other than regular visiting hours if approved by the supervisor, administrator, undersheriff or sheriff..

13. Circumstances: The following circumstances will be taken into account in deciding whether to grant a visit at times other than at the regularly scheduled visiting times:
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a. The visitors have traveled a long distance and were unaware of, or legitimately unable to comply with the regular visiting schedule,

b. An event of personal significance has occurred for the inmate (e.g., death of a close relative) and the visit may help to reduce the ill effects of the event on the inmate, or
c. Other such circumstances which have prevented or will prevent a visit from taking place in the regular schedule.
Note: A record of all inmate visits shall be recorded on the Record of Visits Log.
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5.04 EMERGENCY MESSAGES TO INMATES

POLICY

No employee of the Sheriff's Department will knowingly withhold from an inmate or impede an emergency message of a personal nature, but will use special care in the delivery of such a message.

PROCEDURE

1.  Referral: Any employee, who receives by telephone, in person, or by mail or telegram an emergency message for an inmate, will refer the message to the supervisor on duty.

2.Verification: If the supervisor has reason to suspect the accuracy or truthfulness of such message he/she will attempt to verify the message through whatever means are available (jail records, court records, telephone calls, other officers, etc.).

3.Delivery: If the emergency message is a notification of a death or serious injury of a loved one or other message which may cause trauma to the inmate recipient, the supervisor will call Master Control to arrange to have the inmate brought to an interview room and will deliver the message there.

4. Recording: The Deputy who delivers the emergency message will note the action on the Log.

5. Observation: Instructions for increased observation will be noted in the Log and the inmate's file so that all staff are put on notice and are instructed to pay close attention to the inmate for signs of potential suicide, emotional breakdown, or possible escape attempt.

6. Temporary Release:  No Deputy has the authority to release an inmate who has received an emergency message for the purpose of going to a funeral, visiting a hospital, or any other similar purposes.
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INMATE SERVICES -- 6.00 

6.01
Medical Services

6.02 
Health Appraisal

6.03 
Emergency Medical Care

6.04 
Non-emergency Care and Daily Medical Complaints 

6.05
 Non-emergency Transportation

6.06 
Medications/Pharmaceuticals 
6.07 
Inmate Dental Services 
6.08 
Psychological/Psychiatric

6.09 
Miscellaneous Services and Procedures 
6.10
 Food Service
6.11 
Inmate Hygiene
6.01 MEDICAL SERVICES

POLICY

All County jail inmates shall be entitled to health care comparable to that available to citizens in the surrounding community. Medical care at the facility shall be delivered under the direction of a licensed physician and through the use of trained health care personnel. No Deputy or other employee will ever summarily or arbitrarily deny an inmate's request for medical services.

PROCEDURES

1. Staff: The Director of Medical Services at the Detention Center is a medical doctor licensed in the State of Oklahoma and shall be referred to as the Facility Physician.

a. The schedule for sick call shall be established and published, to inmates.

b. The medical staff and, as appropriate, Deputies shall deliver services as ordered by the attending Facility Physician.

c. Emergency treatment is available through the hospital emergency room,

d. Any qualified health personnel will provide the Detention center Administrator with copies of current state licenses and/or certifications which will be part of the employee's personnel file.

2.  Review-Reports: The Detention Center Administrator shall review annually statistics he/she has compiled in concert with the Facility Physician indicating the number of inmates receiving medical services by category of care. At least quarterly, the Administrator and Physician will review:
a. Effectiveness and efficiency of medical care;

b. Changes implemented;

c. Cost effectiveness of programs; and

d. Any recommended changes.

County Health Department findings are one source of data to be considered in this review.

3. Training: All Deputies shall be trained in emergency first aid and cardiopulmonary resuscitation (CPR), with updated training yearly.
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6.02 HEALTH APPRAISAL

POLICY

Health appraisal data for each inmate shall be collected in order to properly classify the inmates, promote awareness of and respond to their medical conditions, and maintain adequate records of the inmate's health status.

PROCEDURE

1.  Preliminary Health Screening: A Receiving Deputy will conduct the initial health screening at Book-in.

2.  Health History:  The inmate's health history is a self administered form completed by the inmate at Receiving. If the inmate cannot read or write, or does not understand the questions, a Deputy may administer the form and make appropriate notations. The completed form is placed in the Physician's basket. The health history will be filed in the inmate's medical file in the medical room.

NOTE:  The Detention Center Administrator can arrange for the County Public Health Department to visit the facility to perform VD, and other tests provided by the Health Department upon the request of the Facility Physician. The inmate must sign a release of information form in order for the Health Department to release the test or other data so that the inmate can be properly treated by the Facility Physician.

3.  Pregnancy:  The following steps shall be followed for inmates who are or claim to be pregnant:
a. Test: The County Health Department will be asked by the Receiving Deputy or Facility Physician to perform a pregnancy test within 48 hours of the inmate's admission to the Detention Center. The inmate must sign a release of information form in order for the Health Department to release test results to the Facility Physician.

b. The Facility Physician shall dictate any special medication or diet a pregnant inmate shall receive and the respective Control station Deputy will ensure follow-through.
c. Any emergency medical situation that may arise regarding the pregnant inmate will be handled in accordance with the Emergency Medical Care Plan.
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6.03 EMERGENCY MEDICAL CARE

POLICY

Emergency Medical Services are available 24 hours a day to inmates of the Sheriff's Department to insure prompt emergency medical attention. All Deputies are trained to respond to medical emergencies since an inmate's life may depend on quick action.

PROCEDURE

1.  Emergency Definition- Any of the following occurrences will shall constitute an emergency, and their presence initiates the Emergency Medical Care Plan.

a. Severe bleeding
b. Unconsciousness
c. Serious breathing difficulties
d. Head injury
e. Severe burns 
f. Severe pain
g. Suicide attempt
h. Sudden onset of bizarre behavior
i. Health or life threatening situations
2.  Notification: The Deputy confronted with a medical emergency will:

a. Immediately notify the supervisor on duty and request assistance in administering first aid.

b. Request the Master Control Deputy to call the Facility Physician, if on the premises, in accordance with the Emergency Medical Care Plan that follows, or to contact an ambulance. All emergency numbers are posted in the Master Control Area.

NOTE: If the inmate is ambulatory, he/she shall be taken to Receiving for treatment or to the medical treatment room if the Facility Physician so requests.

3.  Isolation: When possible, the Deputy shall move the inmate to a holding cell or remove other inmates from the scene, either by lockdown if the emergency is in a section or by returning inmates to their sections.
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4.  First A id:   All Deputies are instructed in First Aid and cardiopulmonary Resuscitation (CPR). First Aid boxes are located in all control rooms.

fM@Xqenc Instructions* The Shift Supervisor or Facility y

5.  Emergency Instructions:  The Shift Supervisor or Facility Physician will relay to Master Control or Communications instructions to:
a. Contact an ambulance to transport the inmate to the hospital, or

b. Transport to the Hospital, or

c. Treat at the facility in accordance with medical orders from the Facility Physician.

6. Transport: If the inmate is transported to the hospital by ambulance, a Deputy may be designated by the Shift Supervisor to accompany the inmate. If the inmate is transported by a field Deputy, that Deputy is responsible for securing the inmate.

7. Records:  The Deputy initially shall file an incident report as well as the Shift Supervisor.

EMERGENCY MEDICAL CARE PLAN

1.  BE AWARE THAT AN EMERGENCY CAN OCCUR AT ANY TIME.
2. BE READY TO OBSERVE OR BE NOTIFIED OF AN EMERGENCY.

3. FIRST AID MUST BE GIVEN IMMEDIATELY.
4. CONTACT THE FACILITY PHYSICIAN IF ON THE PREMISES IF NOT CONTACT AN EMT.

5. NOTIFY THE SHIFT SUPERVISOR, WHO WILL TAKE CHARGE OR DESIGNATE A CONTROL STATION TO DO SO.
6. WHEN THE INMATE IS TRANSPORTED TO A FACILITY FOR EMERGENCY CARE, DETERMINE WHETHER THE PATIENT HAS RESOURCES TO RECOVER COSTS AND IF NOT THE JURISDICTION FROM WHICH COSTS SHOULD BE RECOVERED. THE DEPUTY FIRST RESPONDING TO THE EMERGENCY IS RESPONSIBLE FOR PLACING THIS INFORMATION IN THE IDDIATE'S FILE AND RELAYING THIS INFORMATION TO MASTER CONTROL.
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6.04 NON-EMERGENCY CARE AND DAILY MEDICAL COMPLAINTS

POLICY

County jail inmates can make medical complaints daily for review by qualified medical personnel to insure appropriate medical attention.

PROCEDURE

1. Notification of Access:  At the time of admission the Receiving Deputy shall inform inmates both verbally and in writing of the procedures for obtaining medical care.

2. Requests:  Inmate requests for medical care shall be documented on the requests slip. The slips shall be provided by a Deputy upon request and shall be collected daily at breakfast. Complaints made at other times shall be collected by a Deputy and placed in the Facility Physician's box.

3. Notification of Complaint:  Cases shall be referred according to the Facility procedures:

a. To the appropriate hospital emergency room, or

b. To the regularly scheduled sick call visit by the Facility Physician.

4. Sick Call:  The Facility Physician shall visit the facility to examine those inmates who require attention. The Supervisor on duty will prepare a list of inmates requiring medical attention before the Facility Physician arrives.

5. Escort: Inmates will be brought to the medical treatment room by the escorting Deputy in the order requested by the Physician.

NOTE:  If any Deputy believes it is inadvisable to escort an isolation inmate to the medical treatment room, the Facility Physician will examine the inmate in his own cell with two Deputies stationed (one inside and one immediately outside the cell) for security.

6. Records:  The Facility Physician will record all examinations, treatments, etc. in the inmate's medical file. Inmates' sick call visits are recorded on the Daily Log.

7. Orders:  A treatment slip is completed for an inmate and kept in the appropriate control station. Special diet information is kept in the kitchen. Refillable prescriptions are handled by the Nurse.
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6.05 NON-EMERGENCY TRANSPORTATION

POLICY

Inmates who must be transported to an appropriate medical facility shall be transported in a manner that is safe, secure, yet does not endanger the inmate's health or medical condition.

PROCEDURE

1.  Supervision:  If the facility Physician orders an inmate to be transported to the hospital for examination or treatment of a non-emergency nature, the Facility administrator receiving the written order will make arrangements to transport the inmate at the designated time.

2.  Notification of Hospitalization:
If a pre-trial inmate's stay in the hospital exceeds 24 hours, the Administrator will notify the District attorney's office.

3.  Restraints:  Physical restraints are used in transporting an inmate to the hospital. Once at the hospital and during the inmate's stay, physical restraints are used to secure the inmate.
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APPENDIX II
6.06 MEDICATION/PHARMACEUTICAL,

POLICY

Medications and medical supplies shall be administered and stored so as to minimize the possibility of their misuse and abuse.

PROCEDURE

1.  Physician Order:  Medications, both prescription and nonprescription, shall only be administered per the Facility Physician's direct written order.

2. Staff:  The Control Station Deputy is the only staff which has approval from the Facility Physician to administer medications. They are responsible for handling and administering the medications under the Facility Physician's direct orders. No other staff may administer medications.

3.  Storage:  All medication, both prescription and non-prescription, and all needles/syringes are stored in the locked cabinet in the medical treatment room.

All narcotics shall be double-locked in a box inside the cabinet in the medical treatment room. The key to the cabinet shall only be issued to the Shift Supervisor. The Facility Physician also has a key to the cabinet and the narcotics box and is the only person authorized to carry keys on his/her person. The Facility Physician has developed a written medication storage format for the Facility which is on file in the medical room.

4.  Unaccounted for Medication Equipment:  Lost, stolen, misplaced, or otherwise unaccounted for prescription medication or equipment shall be the cause of a special shakedown.

5.  Schedule:  Medication times are as ordered by the Facility Physician. A time allowance of 45 minutes before or after scheduled times of doses is permitted except when medication must be taken before or with meals or when such time lapse is life threatening. Longer time allowances of scheduled doses shall be noted on the inmate's medication log.

6.  Setting-Up Medications:  Medications will be set-up by the Ranking Deputy on duty in accordance with the Facility Physician's written orders. The Control Station Deputy will:
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a. Review the composite list of inmates receiving medications and the completed health screening forms of inmates admitted on the previous shift who might have a prescription at Receiving. All inmates currently taking medications shall have Medication Log sheets in the active medication file.

b. If an inmate was admitted with medication on his/hek possession, confirm that the prescription has been verified with the original physician and approved by the Facility Physician before it is administered.

c. Pull the Medication Log sheets from the active medication file for inmates due to receive medication during that shift. Prepare any Log sheets needed for newly admitted inmates.

d. All medications shall be kept in labeled prescription bottles. Medications shall be placed in dosage containers and labeled with the inmate's name.

e. All medications, either in the dosage container or in bottles, shall be locked in the cabinet time of distribution.


7.  Administering Prescription Medication:  At the scheduled medication times, the Detention Deputy shall:

a. Identify the inmates to receive medications on the Housing Assignment Chart. Upon approaching the inmate, verify the inmate's identity.

b. Have the inmate take the medication in the Deputy's presence. If taken by mouth, the Deputy shall observe swallowing, check mouth, and ensure ingestion of the medication by having the inmate talk immediately after swallowing.

c. Record administered medication in the Medication Log oak.

8. Refusal:  If an inmate refuses medication, the Detention Deputy will note this fact on the medication log sheet and initial it. The Control Station Deputy shall also note the refusal in the Log Book. The inmate will continue to be offered the medication at scheduled times. The Detention Deputy will place the inmate on the list to see the Facility Physician at the next scheduled sick call period.

9.  Administering Non-Prescription Medication:   The Detention Deputy may administer the following non prescription medication to inmates in accordance with the Facility Physician's written standing orders, in amounts and time intervals specified as follows:
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a. Simple Headaches: Two tablets of aspirin or acetaminophen may be given to an inmate every 3 to 4 hours for minor pains. Use acetaminophen if any history of allergy to aspirin, ulcers or bleeding tendency is present. Do not exceed 8 tablets per 24 hour period.
b. Minor Cuts: Clean with beta dine or equivalent. Apply one band aid every 12 hours not to exceed a 24 hour period.
c. Minor Stomach Upset: Give antacid tablets, before or after meals as needed. Do not exceed a 24 hour period. If pain persists, notify the Facility Physician.
Refer complaints to the Facility Physician. Record the administration of non-prescription medication in the same manner as for prescription medications.

All Deputies should always check for allergies to nonprescription medication by asking the inmate before giving any medication and noting allergies on the medication log.

NOTE: In using non-prescription drugs, do not exceed recommended dose on the drug label and observe any warnings, limitations or restrictions stated on the label.

10. Security, Confidentiality, and Maintenance of Medical Records:  Medical records are kept in a locked file cabinet in the medical room. Access to the medical record files shall be controlled by the Facility Physician. Inmates shall be excluded from access to all medical records.

The Physician-Patient privilege applies to the medical record file. The medical record file shall not be in any way a part of the inmate's confinement record. Summaries of an inmate's medical records shall be sent to the facility to which the inmate is transferred.

11. Release of Inmate with Prescription Medication.  All prescription medication which is not used by the inmate to whom it was prescribed shall be given to the inmate when the inmate is released.
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6.07 INMATE DENTAL SERVICES

POLICY

Inasmuch as dental health directly affects an individual's total health and medical status, inmates of the Detention Center shall receive emergency dental care and other dental treatment as deemed necessary to maintaining the inmate's health by the Facility Physician or Dentist.

PROCEDURE

1.  Emergency Treatment:  Dental care is available for those inmates experiencing acute dental problems (i.e. severe pain, infection, bleeding gums, or broken bridge of false teeth necessary for eating). Inmates requesting dental care will be handled in accordance with the medical complaint procedure. If the Facility Physician determines that the services of a Dentist or an Oral burgeon are needed, the Facility Administrator will make the necessary arrangements.
2.  Supplies:  Dental hygiene items are available through the Detention Center.
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6.08 PSYCHOLOGICAL/PSYCHIATRIC

POLICY

Many persons committed to a Facility bring with them serious mental problems while others begin to experience such problems after being confined in a Facility. This necessitates close observation and appropriate referral on treatment.

PROCEDURE

1.   Requests:  An inmate may request counseling or other psychological services. If the inmate wishes to see a physician regarding emotional problems, he/she may so request on a medical request slip. If the inmate requests to see a counselor, he/she may do so by completing a medical request slip.
2.  Referrals:  If a Deputy observes an inmate exhibiting signs of emotional instability or psychological distress, the Deputy will contact the Shift Supervisor immediately and the inmate will be placed in administrative segregation. The Facility Physician shall be notified immediately if on the premises.
If a Deputy observes an inmate exhibiting SEVERE signs of emotional instability or psychological distress the Shift Supervisor and Facility Administrator shall immediately be notified and an emergency order of detention (E.O.D.) to release custody of the prisoner to the Department of Mental Health may be required, or, upon request, Department of Mental Health Staff may come to the Facility to evaluate an inmate as needed.

3.  Orders:  The Facility Physician or Shift Supervisor shall determine the appropriate medical actions to be taken, and shall notify the Facility Administrator what security precautions must be followed.

4.  Suicidal Precautions:  Appropriate measures as directed by the Detention Center Administrator depending upon the level of risk involved shall be taken to safeguard the inmate.

Deputies shall routinely observe all inmates, especially those newly admitted or just sentenced, for abnormal behavior indicative potential suicide, such as:

a. Depression

b. Sleeping difficulties
c. Withdrawal from others
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d. Apathy, despondency 
e. Slow walking
f. Slumped sitting 
g. Frequent crying 
h. Easily fatigued 
i. Weight loss
 j. Loss of appetite 
k. Talks of suicide
1. Sudden mood changes 
m. Agitation
n. Overt psychosis
Deputies shall inform the Shift Supervisor and his/her relief Deputy at the change of shift of any such observations. If it is decided that an inmate may be suicidal, the inmate shall be placed in an area where he/she can be constantly observed and communication encouraged.
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6.09 MISCELLANEOUS SERVICES AND PROCEDURES

POLICY

At times the medical staff must work closely with security staff to insure the inmates' health and dignity and the security of the Facility. Areas requiring this close coordination include: cavity searches, use of prosthetic devices, treatment by personal physician, and handling of detoxification.

PROCEDURE

1. Personal Physician:  An inmate may request to see his/her personal physician. The officer who receives such a request will:

a. Write a message to the Facility Physician for his/her approval.

b. If the Facility Physician denies the request, the Facility Physician will specify in writing the reasons, and these will be transmitted to the inmate.

c. If the Facility Physician approves the request, verbally or in writing, the Physician will telephone the inmate's personal physician and make the necessary arrangements.

d. The Health Services Division will notify Administration as to the date, time, and location of the visit. If the physician is coming to the Facility to see the inmate, the visit may take place in the medical room under the supervision of a Deputy. If the inmate is being transported to the physician's office, Procedure 6.05 will be followed.

e. If the personal physician wishes to consult with the Health Services Division regarding the inmate's care, a message may be left for Health Services Division.

f. If the personal physician wishes to review the inmate's medical file, he/she must contact Health Services Division.

2.  Prosthetic Devices:  Inmates who are admitted wearing prosthetic devices (artificial limbs) will have those devices searched. The Shift Supervisor will take the following steps:

a. Inspect the device and review the inmate's file to determine whether or not the device itself or the inmate's history and behavior with the device pose any security risk.
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b. If a security risk exists, consult with the Facility physician to determine the inmate's medical need for the device. If the Facility physician orders that the device remain with the inmate and/or the inmate be placed in administrative segregation, that order will be followed. If the Facility Physician decides that the inmate's health will not be jeopardized by the removal of the device during confinement, the device will be removed, tagged, and stored. The shift supervisor will then determine if administrative segregation is necessary.
3.  Detoxification:  Any inmate who is charged with being under the influence of alcohol or drugs or who has alcohol on his breath at the time of booking should be considered as a possible alcoholic. Inmates requiring detoxification will be placed in a holding cell and closely observed for 4 to 6 hours or until sober. If medical problems occur during this time, the inmate may require transport to emergency Room.

Medical observations are too recorded in the book-in form. Check for physical signs of withdrawal during the detoxification period. Certain symptoms signify the need for immediate medical attention, because untreated withdrawal can lead to a medical emergency.

NOTE:  Be careful not to mistake a Diabetic for an alcoholic. The Diabetic often has a sweet smell on his/her breath.
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6.10 FOOD SERVICE

POLICY

To maintain the health of the inmates, foods served in the Facility will be of the highest quality and the greatest variety possible. Food shall not be withheld as punishment, except desserts or snacks, and then only when they are unnecessary to meet nutritive needs.

PROCEDURE

1. Schedule: Three meals per day will be served to all inmates, including those in disciplinary isolation and administrative segregation.

2. Service: All food service aspects will be under the supervision of the Kitchen Supervisor. This is to insure security and also to insure that equal portions will be provided for each inmate.

3. Refusal: Inmates may accept or decline any food offered them. The Kitchen Log will be used to record the fact that an inmate refused a meal.

4. Tray Return: When the meal has been completed, and each tray is returned, the Deputy will check to insure that all plates and utensils are accounted for.

5._ Record: The Kitchen Staff will count the number of meals served and add this to the permanent record. Records of food served at each meal shall be maintained in permanent Facility records.

6. Special Diets:

a. Medical: If an inmate requests a special diet, the Deputy completes a medical request form and gives it to the Health Services Division within 48 hours of the request. If determined at book-in that special diet is required, such diet requirements (i.e. snacks for diabetics) will go into effect immediately and Health Services will be notified. The Physician will review the inmate's medical records and, if necessary, examine the inmate. If the Facility Physician finds that a modified diet is appropriate, the Facility Physician will notify the Shift Supervisor and prepare a written order. The Shift Supervisor will insure that food service personnel receive the Physician's order.

NOTE: If more information is needed on special diets, contact a registered dietician in the County Health Department.
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b. Religious: Requests for special diets for religious reasons shall be forwarded to the Kitchen Supervisor and reasonable provisions will be made for such diets.

7.  Planning: The Kitchen Supervisor will plan menus for each month.

8. Inspection: The Health Department may conduct an inspection of the food service program at any time for sanitation and safety. No Deputy or Kitchen staff will impede any such inspection. The Facility Administrator will also conduct a walkthrough inspection at random times on a weekly basis.

2.  Complaints: Complaints from inmates about the Facility's food are common. However, persistent complaints from more than one inmate are to be described in writing by the Deputies who receive the complaints. They shall be forwarded to the Facility Administrator for disposition. Inmates may also use the grievance mechanism.

10. Preparation food: Recipes and standard preparation guidelines should be available in the food service area. The food service, preparation, and storage area shall be thoroughly cleaned after each meal service.
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6.11 INMATE HYGIENE

POLICY

All inmates of the County jail shall be encouraged to maintain their personal hygiene and shall be provided all necessary opportunities and supplies to do so.

PROCEDURE

1. Shower Schedule: Shower stalls are available for inmates' use at established times. Inmates shall shower three times per week and change clothing, bedding, and towels two times per week.

Inmates in disciplinary isolation or administrative segregation will be allowed to shower during their day room time.

2. Hygiene Item Replacement: The Deputy will replace those items issued at Receiving whenever an inmate gives the Deputy the empty container (e.g. toothpaste tube).

3. Shaving: Shaving equipment is secured in each Control Station and will be issued on Shift II three times weekly. Inmates going to jury trial or workers may shave daily. Fifteen minutes after issue, the Deputy will collect and recount the shaving equipment. Inmates in isolation may shave as part of their shower routine. Inmates who are a threat to themselves or others shall be supervised by a Deputy while shaving.

4. Haircuts: Haircuts are arranged through attorneys or family and are prepaid. The Barber makes an appointment to come to the Facility through the Shift Supervisor Monday, Wednesday, and Thursday from 8-10:30 a.m.

5. Linen and Uniform Exchange: Inmates bring sheets and towels down to the day room to a Deputy. They are given clean linen and coveralls and returned to their cells to put them on. Inmates may have three pair of underwear brought in.
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INMATE PROGRAMS--7.00
 7.01 
County and DOC Work Assignments 
7.02 
Leisure

7.03 
Reading Material 
7.04 
Religious Services 
7.05 
Other Services 
7.06 
Commissary
7.01 COUNTY AND DOC WORK ASSIGNMENTS

POLICY

In order to reduce idleness, vandalism, and to encourage individual responsibility, sentenced county and DOC inmates in the County jail will be provided opportunity to engage in meaningful work. All inmates are expected to keep their own quarters in clean, sanitary order.

PROCEDURE:

1.  Inspection:  Inmate living areas are inspected daily by the control station Deputy to ensure that:

a.
Floors have been swept.

b.
Books are stored neatly.

c.
Cell fronts are clear of blankets, paper, or other materials.
d.
The plumbing fixtures are clean.
e.
Personal articles are properly stored.

f.
Bedding is properly placed on the bunks.

2.  Non-Compliance: The control station Deputy will first issue a specific verbal request to correct any problems and note same in the log. If after the verbal warning, the inmate has not rectified a deficiency, the Deputy will inform the inmate and the disciplinary sanctions described in the Inmate Rules will be imposed.

3.  County and DOC Workers: Sentenced County and DOC inmates may be designated as "workers" by a Supervisor. Any Deputy who wishes to recommend an inmate for worker status will make a verbal or written report to the Administrator. The following factors will be considered before an inmate may have worker status:

a. The inmate has never attempted escape while in custody of the Detention Center or has no "holds" from other agencies.

b. No inmate convicted of a felony may be designated a worker unless authorized by the Facility Administrator.

c. Preference will be given to those inmates serving a sentence longer than thirty days.
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d. The Shift Supervisor or the work station Supervisor will have interviewed the inmate and reviewed the inmate's record to determine the inmate's willingness and ability to perform work as assigned.
4.  Duties of Workers: Duties may involve the following areas:

a. Kitchen (requires a minimum of 3 workers and normally uses 4)

b. Garage (under close supervision)

c. Housekeeping

NOTE: Under no circumstances will a worker or any other inmate be allowed to possess keys or to exert any degree of supervision over any other inmate.

5.  Supervision of County Workers:

a. When workers are performing duties within sections or in close physical proximity to non-worker inmates, a Deputy will be within sight and hearing distance of the workers.

b. When workers are performing duties within the facility but are outside the sections and are not in close physical proximity to non-worker inmates, the supervising Deputy will visually and verbally contact the workers at least every 15 minutes.

c. When workers are performing duties outside the building, a Deputy designated by the Shift Supervisor will accompany the workers at all times, never allowing the workers to be out of sight.

6.  Supervision of DOC Workers: DOC workers are assigned tasks and perform without close supervision. The Shift Supervisor evaluates DOC inmates to determine whether worker status is appropriate.

7.  Worker Behavior- While performing worker duties, workers shall not speak unless spoken to or converse with others while -working. Workers shall be escorted to and from sections. Rule violations and failure to perform require that the worker be immediately dismissed from work detail. The Deputy first noticing the rule violation shall file an incident report.
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7.02 LEISURE
POLICY

Recognizing that idleness produces stress and unrest among inmates, the Detention center provides opportunity for inmates to exercise and communicate with others in the Day Room.

j

PROCEDURE:

1. Schedule:  Inmates may be in the Day Room whenever they are not locked down for meals between 8:00 a.m. and 11:00 p.m., formal counts, or other reasons. Inmates who locked down for disciplinary or security reasons shall have access to the Day Room from 8:00 a.m. to 9:00 a.m.

2. Television: An inmate may have a portable television (brought in by relative or friend) in the Day Room, not in the cell. Only one T.V. may be in the Day Room, so that another may not come in until the other has been taken away. The portable T.V. must be small enough for one person to carry. It must also have a cable adapter and have a 16 foot cable for hook-up to the Facility antenna.

3. Other Leisure Supplies or Activities:  All other leisure supplies or activities must be approved by the Administrator or his Assistant.
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7. 03 READING MATERIAL

POLICY

To reduce idleness and to allow inmates to pursue personal interests, reading material is permitted in the form of paperback books so long as the reading material is consistent with the need for order and safety in the Facility.

PROCEDURE:

Friends or relatives of an inmate may bring paperback books to the Facility for a particular inmate. An inmate may have no more than 3 paperbacks in his/her possession at one time. The books will be subject to inspection for contraband and to limited censorship.
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7.04 RELIGIOUS SERVICES
POLICY

Every reasonable attempt shall be made by the Facility's staff to facilitate the free exercise of religious belief by an inmate. The exercise of religious belief shall be limited only by security and operational considerations.

PROCEDURE:

Regular Services:

1.  Schedule:  Arrangements have been made with local ministers to conduct regular ecumenical services each Sunday. Services shall last one hour from the time inmates are called out to the Day Room. A ten minute warning shall be given prior to the end of the service.
2. Call Out:  When the ministry has been identified by a Deputy and escorted to the designated areas, the appropriate Control Station will contact each section and announce that the service will be held. Inmates who wish to participate will be allowed in the Day Room. All other inmates will remain in their cells. Televisions and phones will be turned off during the service.

3. Supervision:  The Rover will periodically check the Day Room during the service.

4. Female Inmates:  Ecumenical services for female inmates shall follow the same procedure as above (either just prior to or immediately after services for male inmates). Services for females must be conducted by females. If females are unavailable and female inmates request a religious service, then males may conduct the service under the supervision of a female Deputy.

5. Return: When the service is completed, the clergy will be escorted from the Day Room and normal Day Room activity will resume.

Individual Services:

If an inmate wishes to meet with his/her own pastor or with a representative of a religion for purposes of confession, pastoral counseling or worship, the Deputy who receives such a request will relay it to the Shift Supervisor. The Shift Supervisor will contact a minister for assistance. When arrangements have been made for the appropriate representative to visit the inmate, Reception and, if appropriate, Master Control will be notified of the appointment. The appointment and the visit shall be logged in the Master Log Book in the Supervisor's office.
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7.06 COMMISSARY

POLICY

All inmates will have the opportunity to make purchases of items through the commissary service of the Facility, but the Facility retains the right to limit the nature and amount of such purchases for operational, security, and disciplinary reasons.
PROCEDURE:

1. List: A list of available commissary items will be made available to inmates. A weekly schedule for ordering and distribution of commissary items will be posted for all inmates. Inmate requests shall be taken according to the published schedule. A copy of unapproved requests will be returned to the inmate with appropriate explanation. If the inmate disagrees, he/she may utilize the standard grievance procedure.

2.  Payment and Recording: The amount of the order is deducted from the inmate's cash fund prior to delivery. Transactions are noted in the inmate ledger. Signed orders are filed by the Detention Clerk. A receipt is provided reflecting the amount deducted and the balance.

3.  Signature: As each inmate receives the items, he/she will sign the original written order next to his/her name.
4.  Delivery: A Deputy will be designated to check the delivery against the order and to distribute it.

5.  Extra Commissary: Disposition of any commissary received after the transfer or release of an inmate and not picked up within 72 hours of delivery, will be left to the discretion of the Detention Center Administrator.
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OTHER ROUTINE DUTIES AND CONCERNS --8.00
 8.01 
Control of Inmate Funds

8.02 
Release of Inmate Property to Third Parties 
8.03 
Preparing Inmates for court

8.04 Communicable Disease Precautions
8.01 CONTROL OF INMATE FUNDS

POLICY

No inmate will be permitted to keep cash on his person or in his cell while in confinement. All inmate funds will be controlled by Detention Center personnel in a fair, ethical, and honest manner.

PROCEDURE:

1.  Storage: Inmate funds are to be stored in the inmate's money envelope in Receiving and locked in the money locker, until such time as the Detention Clerk creates an inmate account in the ledger and places the inmate's cash in the Main Cash Box.

2.Deposits: If a deposit is made on behalf of an inmate, the Receptionist will prepare a receipt for the person depositing the money; place the money (cash, money order or cashier's check only) in the locked box provided at his/her desk. The receipt will be delivered to the inmate by the Roving Deputy. The Detention Clerk will pick up all deposits and receipts daily and check receipt total against cash and sign form signifying balance. The Clerk then enters the amount deposited, date, and indicates the person who delivered the money in the main account book and on the individual inmate account cards.

3.  Expenditures:  Inmates may release money to third parties and spend money through the Commissary. All such releases will follow procedures established for releases of property to third parties.











8-1

8.02 RELEASE OF INMATE PROPERTY TO THIRD PARTIES

POLICY
Inmates may be allowed certain control over personal property, but may not transfer any personal property item held by the Facility to another inmate in the Facility. Detention personnel shall exercise due care in recording the release, transfer, and handling of inmate property. Property releases shall occur according to an established schedule.

PROCEDURE:

The inmate contacts the person to receive property and arranges for him/her to pick up said property during scheduled time. A Deputy identifies the person requesting the property. A Deputy will then check with the inmate for approval of release. If approved, the inmate signs the property withdrawal section of the book-in card; and the Deputy takes the property and the card to the person picking it up. The Deputy will date and time the book-in card and obtain the signature of the person picking up the property. The Deputy initials the card. All property releases shall be documented on the book-in card, to include the signature of the recipient and the date and the time as well as the Deputy's initials.
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8.03 PREPARING INMATES FOR COURT

POLICY

Inmates will be prepared for and transported to Court appearances in a timely fashion and in strict accordance with the orders of the Court.

PROCEDURE:

1. Court Time: An authorized person notifies the Detention Center of inmates scheduled to appear in Court that day. Receiving area personnel complete a Court Call farm specifying who called, the date, time and destination of inmates and escorting officers' names. Appropriate Control stations are notified. Information regarding court appearances is documented in the inmate's file.

2. Supervision: The Receiving Deputy, Roving Deputy, and/or Master Control Deputy will supervise the inmates while they await transport. One Deputy may supervise five (5) inmates.

3. Restraints:

a. Inmates transported outside the Facility to court shall be handcuffed. If an inmate meets the criteria noted below in paragraph 5, "Potential Escapee" the use of additional restraints or additional Deputies shall be considered.

4. Potential Escapee: If any of the following factors apply to an inmate, he is to be considered a potential escape risk:

a. History of escape or attempted escape,

b. History or other indication of violence during transportation, or

c. Refusal to cooperate with an officer during call-out or other procedures associated with court appearances.

5. Records: All inmate movement to court will be noted in the Log.

6. Clothing: If the court, the defense attorney District Attorney requests special clothing for a jury trial, the inmate will be allowed to make his/her own arrangements for the timely delivery of the clothing. The items will be subject to inspection by a Deputy before being 
given to the inmate prior to appearance in court.
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7. Information: The Receiving Deputy will provide the Escorting Deputy with the court list, showing the courts and times of appearance for each inmate. The Receiving Deputy will turn over the inmates to the escorting Deputy who will take the inmates to court and remain with them for supervision.

8.  Return:  Upon return to the Facility, the escorting Deputy will provide documents and information necessary to update the records. Receiving will update the Book-in cards and the inmate files noting where applicable:

a. Bond set

b. Sentence imposed

c. Any other information which affects the inmate's status.

9.  Alert- The escorting Deputy will inform the Receiving Deputy of any events which occurred during the court appearance which may negatively affect the behavior of an inmate (e.g. especially a severe sentence, denial of bond, unexpected verdict etc.). The Receiving Deputy will alert the appropriate Control Station Deputy who will in turn note these circumstances in the log.
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8.04 COMIMNICABLE DISEASE PRECAUTIONS

POLICY

It is the policy of the Sheriff's Department to provide an environment which minimizes the risk of infection from communicable diseases. These risk factors not only include transmission of disease among those in custody, but also from those in custody to staff. Accordingly, the following procedures shall be followed when a situation exists with the potential for body fluid exchange between staff or persons in custody or between inmates.

PROCEDURE

To preserve life and minimize the risk of contagion to the extent possible, the Detention Center provides the following equipment and training for its proper use.

1. Equipment:  Gloves, masks, protective clothing, and first aid equipment.

a. These supplies are available from the Shift Supervisor.

b. The Shift Supervisor will issue equipment as necessary and maintain inventory control.
c. Disposable resuscitation devices are available in Receiving. These resuscitation units are to be used in the place of mouth-to-mouth resuscitation. They will be equipped for continuous use if transport by ambulance is required and oxygen is necessary.
The resuscitation units are disposable, and replacements are to be obtained from the hospital to which the individual is transported.

2. Training: The training units will provide in-service training in the use of all equipment, including the disposable resuscitation unit.

3.  Body Fluids: All body fluids should be treated as  potential contaminants.

a. Blood and semen have particularly high concentrations of various infectious agents, such as AIDS virus.
b. Other body fluids, such as urine and feces also have concentration of infectious agents, such as AIDS and hepatitis. Saliva and perspiration have relatively less or no concentration of infectious agents.
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c. All-body fluids are to be handled in the following manner on a regular basis:

1. Upon contact with any body fluid in routine tour of duty, the Deputy is to use soap and water to thoroughly cleanse and disinfect any part of his or her body which has had contact.

2. Upon mucous membrane contact with body fluids (i.e., eyes and mouth) the Deputy is to report to the Shift Supervisor who will determine whether:

a. To notify the Facility Physician for immediate emergency medical care (a Body Fluid Precaution Report will be completed by medical staff and forwarded to Personnel) or

b. To transport the employee to the local Hospital.

c. This decision will depend on a number of factors including, but not limited to:

1.  BFP (Body Fluid Precautions) status of inmate.

2. Nature of body fluids.

3. Extent of exposure

4. Choice and emotional composure of Deputy.

d. Upon dealing with an inmate who is known to throw body fluids, the following steps will be taken as necessary:

1. Determine BFP

2. Obtain appropriate equipment (gloves, masks, shields, coveralls, all of which are available from the Shift Supervisor).

e. When any member of the staff or a county worker deals with body fluid cleanup, appropriate equipment is to be used. A Decontamination (cleanup) kit, particularly for BFP is provided at Control Stations, with enclosed instructions. Decontamination procedures are set out in the kit for housekeeping personnel.
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NOTE: Decontamination is not the exclusive responsibility of the housekeeping staff. Workers and in some circumstances Deputies will be required to decontaminate an area or work in a contaminated area prior to clean up. It is therefore imperative that all personnel be familiar with Decontamination Procedures. The responsibility for a decontamination assignment will be resolved by the Shift Supervisor.

4.  BFP Body Fluid Precautions): When it is determined that any inmate has an infectious disease, the nature of which indicates a high concentration of the infectious agent in body fluids, the following procedure will be in effect:

a. Book-in card, files, and Housing Assignment Chart: All will be marked "BFP" in red above the individual's name. Staff and other criminal justice personnel are to be made aware of the BFP determination and alerted to take appropriate precautions.

b. Precautions:

1. When it is apparent that a BFP identified individual intends to engage in an activity (i.e. physical violence) where there is potential for blood exchange, certain precautions are required. In contained situations, proper equipment (minimum of gloves, maximum equipment established by the Shift Supervisor) is to be obtained prior to engaging the individual.

2. In unanticipated situations, the individual is to be subdued as quickly as possible and these procedures followed:

a. Decontamination of any affected body area with soap and water, or other disinfectant.

b. Consultation with the Facility Physician or local Hospital for immediate emergency medical care.

c. Provision of appropriate tests to ascertain infection from the incident (i.e. AIDS test will be administered immediately, and every 90 days thereafter for 1 year).

d. Complete reports will be maintained by the Detention Center.

3. Casual contact during normal duties is not to be considered as a high risk activity requiring precautions. However, gloves are available from the Shift Supervisor.
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NOTE: Inmates with BFP notations are not considered medically contagious to the point where they must be prohibited from some routine functions and privileges and services. The designation of BFP is for staff use only and not disclosed to others except on a medically determined need to know basis. Any staff member who discloses the BFP status of an inmate without proper authority will be subject to suspension.

Any equipment used regarding a BFP individual, or under the general body fluid precautions, is to be documented in a report and logged at the Control Station by the shift supervisor. A running inventory on all supplies shall be kept.
5.  Testing for Contamination:  If all the precautionary measures above do not preclude contamination and an incident occurs where a staff person is at risk of contamination

(i.e. subcutaneous puncture by contaminated object, mucous membrane contact with contaminated material, contact with contaminated material to an open sore or wound) follow these steps:

a. Immediate decontamination by cleansing and disinfecting the contaminated tissue.

b. Full documentation of the incident and subsequent actions.

c. Voluntary submission for tests, including blood tests, for indication of contamination. In the instance of testing for seropositivity to H.I.V., a test is to be taken initially and subsequently every 90 days, the last test to be taken a year from the occurrence. This will provide the maximum clinical evidence that the infection, if any, was directly related to the incident. All medical testing will remain confidential, even if disclosed by the staff member for the purpose of filing for benefits of duty-related disability.

6.  Precautions Related to Contagious Disease: In order to provide a comprehensive and effective procedure for the handling of all infected inmates, these procedures are to be followed in dealing with inmates identified BFP or as 'having body or head lice.

a. Book-in: If an inmate is identified as having a communicable disease prior to the Book-in process, the Deputy shall minimize intimate contact with such individual. If physical contact is required, the Deputy should use plastic or rubber gloves. If gloves are not available or not feasible under the circumstances, the Deputy is to disinfect his hands by washing.
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NOTE: All commercial hand soaps have a PH level high enough to neutralize contagious agents.

b. Clothing of contaminated individuals will be sealed by the individuals themselves in a plastic bag. This bag is to be handled separately from the routine inmate clothing and destroyed or exchanged with the inmate's family for freshly laundered or new clothing.
j

NOTE: Laundering with commercial detergents will neutralize contagious agents.

c. The Facility Physician is to be notified immediately of any inmate identified as a known or suspected case,

d. Processing: If an inmate is identified as having a contagious condition before or during processing, the following precautions are to be implemented.

1. Avoid physical contact and take precautions outlined above as such contact is made.

2. Extreme caution should be used during venipuncture and drawing of blood. Gloves should be used when dealing with inmates with open wounds or sores. Contamination by body fluids on any skin surface should be disinfected immediately with soap and water. Syringes used on known infectious cases or suspect cases are to be resheathed to avoid accidental puncture. ALL ACCIDENTAL PUNCTURES WITH CONTAMINATED SYRINGES (ANY USED SYRINGE) ARE TO BE REPORTED AND DOCUMENTED.

e. Classification and Housing: Inmates diagnosed or suspected of having a communicable disease may be housed separately, the cards marked appropriately, and precaution levels determined by the Facility Physician for each individual clearly noted on the medical report.

1. Deputies are to avoid intimate contact and disinfecting with soap and water should occur if contact is unavoidable.

2. All eating utensils are to be disposable.

3. All trash is to be marked "contaminated" and handled separately:

a. This trash is to be sealed in a plastic bag by the inmates prior to handling by staff.
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b. Staff handling this trash must disinfect hands with soap and water or wear appropriate protective gloves.

4. All cells are to be disinfected by housekeeping staff prior to reuse by another inmate.

5. All linen and clothing exchanges are to be handled separately and marked "contaminated" to notify the laundry.

6. Individuals will be placed on lockdown status per the Shift Supervisor's orders and are not to have physical contact with other inmates in the area. The Facility Physician will evaluate as soon as possible to determine segregation needs. They may have normal commissary, telephone, visiting but with non contact precautions.

7. Special precautions related to court appearances, etc., will be established by the Facility Physician. In some cases, the individual may not be permitted to go to court depending upon orders from the presiding judge; in others, only with precautions as determined by the Facility Physician.

f. Discharge and/or Transfer of infectious inmates will require appropriate notification by the Shift Supervisor to the appropriate authorities.

g. General Precautions:

1. Bites inflicted by infectious inmates will be cleansed by medical staff and the appropriate emergency medical procedures followed, an incident report filed, and disciplinary sanctions imposed or considered.

2. Contamination by body fluids and/or excretions by an infectious inmate shall be disinfected with soap and water by the affected person, the Facility Physician notified, if on premises, and/or treatment arranged at local Hospital.

NOTE: Information available regarding these prevailing contagious diseases indicates that there is a low-risk factor related to casual contact with the suspected or diagnosed case of a communicable disease. It is prudent to take the outlined precautions to further minimize the risk of contamination. Testing is available through the County Department of Health for any employee who has reason to believe that they have been contaminated. If, however, the contamination is believed to be work related, full documentation will be required to process any claim.
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INMATE GRIEVANCES AND DISCIPLINE -- 9.00
 9.01 Inmate Grievances

9.02 Discipline - Definitions & Offenses
 9.03 Due Process
9.01 INMATE GRIEVANCES

POLICY

Any inmate shall be allowed to file a grievance at such time as the inmate believes he or she has been subject to abuse, harassment, abridgement of civil rights or denied privileges specified in the posted rules.
I

PROCEDURE:

1.  Transmittal: A grievance shall be made in the form of a written statement by the inmate promptly following the incident, sealed in an unstamped envelope and addressed to the Facility Administrator or Sheriff. Such statement shall be delivered promptly and without interference to the Facility Administrator or Sheriff by a Deputy or staff member to whom the grievance is given.

2.  Contents: The grievance shall state fully the time, date and names of those Deputies and/or staff members involved, and pertinent details of the incident including the names of any witnesses.

3.  Review: Upon receipt of a grievance by the Facility administrator or Sheriff, they shall review the grievance, and determine if it constitutes:

a. A prohibited act by a Deputy or staff member,

b. A violation of the inmate's civil rights,

c. A criminal act, or

d. An abridgement of inmate privilege as cited in the posted rules.

4.  If the grievance constitutes a prohibited act by a Deputy or staff member, criminal act, or a violation of the inmate's civil rights, the Facility Administrator or Sheriff shall order a prompt investigation.

5.  Investigation:  If the grievance constitutes an abridgement of the inmate's privileges specified in the Inmate Rules, the Facility Administrator or Sheriff may appoint an impartial member of the staff to investigate the grievance and make a report of findings.

NOTE:  Any Deputy or staff member who subjects an inmate to harassment, curtailment of privileges or any type of punishment because of a grievance, or attempts to prevent or interfere with the reporting of a grievance, shall be subject to disciplinary action.
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6.  Response: Any inmate who submits a grievance to the facility Administrator or Sheriff shall receive a response within a reasonable period of time following the investigation of the grievance to include findings and actions taken.

7.  Review: All cases may be forwarded to and received by the Sheriff.
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9.02 DISCIPLINE - DEFINITIONS AND OFFENSES
POLICY

Every inmate of the Sheriff's Department has the right to know what behavior is expected and the penalties for misbehavior. The disciplinary process must be fair and systematic so that no person, staff or inmate may plead ignorance of the rules or bias in the procedure. Hasty, arbitrary and/or corporal punishment shall not be allowed.

DEFINITIONS AND CLASSES OF DISCIPLINARY OFFENSES:

1. Violations: An inmate shall only be subject to discipline for those violations described in the posted rules, or those which have been, or may be prescribed by state law. If the offense committed constitutes a crime, the Facility Administrator shall refer the case to the Sheriff who may contact the appropriate prosecuting attorney for possible charges. Whether or not the offense constitutes a crime, the inmate shall be subject to disciplinary action.

2. Violation Classification: Violations shall be classified as Minor, Major or Serious according to the following descriptions:

a. Minor violations shall include acts which do not constitute a present and immediate threat to the security of the facility, its staff, inmates, visitors, or the inmate who committed the violation. Such violations shall include but not be limited to:

(1) Failure to comply with a Deputy's lawful orders.

(2) Profanity, derogatory remarks or gestures to any member of the staff, visitors, or fellow inmates.

(3) Unnecessary noise such as arguing, shouting, whistling, rattling or pounding on doors or windows.

(4) Loud talking or unnecessary noise after lights out.

(5) Talking through windows to person s) on the exterior of the jail.

(6) Failure to perform routine duties such as cleaning cell and making beds during prescribed hours.
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(7) "Horse playing", teasing or verbally harassing another inmate.

b. Major offenses shall include persistent minor rule infractions, cases where a determination is made that the remedy for a minor violation serves no deterrent effect, and rule violations which cannot be considered minor but do not constitute a present and immediate threat to the security of the facility, its staff, inmates, visitor, or the inmate committing the offense. Such violations shall include but not be limited to:

(1) Repeated minor violations. 
(2) Disobeying a Deputy.

(3) Lying to a Deputy. 
(4) Fighting, molesting. 
(5) Minor damage of facility property (less than $50).
(6) Abusing commissary, visiting, telephone and/or leisure privileges.

(7) Abusing food services.

(8) Attempting to control the behavior of other inmates through coercion, force, or threat. Assigning work to other inmates.

(9) Disrupting religious, medical or food services, or any other facility activity or program.

(10) Smoking in bed, or any other prohibited area.

(11) Retention of any medication issued at this facility or from any other source.

(12) Writing on the walls or furniture.

(13) Possession of anything not an the list of "Permitted Items" or unauthorized by the facility staff.

c. Serious violations shall include acts which constitute violations of statutory law and/or present an immediate threat to the security of the facility, its staff, inmates, visitors, or the inmate committing the violation. Such acts shall include but not be limited to:
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(1) Repeated major violations.

(2) Assault on another inmate or staff member.

(3) Escape, attempted escape.

(4) Possession of alcoholic beverages or unauthorized drugs.

(5) Theft.

(6) Damage of facility property (in excess of $50).

(7) Interfering with the secure operation of the facility.

(8) Arson.

(9) Possession of a weapon or chemical agent or any object which has been modified so that it may be used as a weapon.

(10) Creating or inciting a riot.

(11) Malicious destruction, alteration or misuse of property.

(12) Stoppage or placement of foreign matters into toilet or sinks.

3. Records: Acts which constitute violations shall be described in detail on a Disciplinary Action Form and placed in the inmate's file. Names of witnesses, when available, shall also be included. Any disciplinary action taken shall be described and entered in the inmate's file.
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9.03 DUE PROCESS

POLICY

Pre-trial detainees and convicted inmates are guaranteed due process by the Fifth and Fourteenth Amendments to the United States Constitution. Due process procedures are initiated to prevent the arbitrary application of discipline while maintaining the security of the facility. At no time will a detainee or inmate be punished, harassed, neglected, or ignored in his/her pursuit of the right to due process during disciplinary proceedings.

PROCEDURE

1. Notice and Classification of Violation: A Deputy receives notice of a rules violation when he/she either observes a violation or receives a report from another staff member or inmate who observed a violation. Upon receiving notice of a rules violation, the Deputy shall use Section 9.02 to make a preliminary classification of the violation as either "minor", "major" or "serious". Once the violation is classified, the due process procedure for that class of violation will be followed.

a. Minor Rule Violation: The following procedure is to be followed for a minor rule violation:

a. Inform the inmate of the specific charge(s) of misconduct;

b. Allow the inmate an opportunity to explain or deny the charge(s);

c Notify the inmate if a report of the violation is to be placed in his/her file;

d. Provide an informal hearing if the inmate requ hearing regarding the appropriateness of the disciplinary action;

e. If an inmate is found "not guilty" after an informal hearing, the finding of "not guilty" shall be placed in his/her file.

3. Major or Serious Rule Violation: Due process requires a hearing before disciplinary action may be taken for a major or serious rule violation. The following procedure is to be followed:

a. At least 24 hours prior to the due process hearing, provide the inmate with a written notice which specifies the charge(s) and time of hearing;

9-6
b. At the due process hearing, the inmate:

1. Shall be present and hear evidence (except for confidential 

4. May be assisted by a willing inmate or staff member of his/her choosing;

c. The hearing adjudicator (s) shall be objective with no direct prior involvement in the alleged incident. The Sheriff shall not act as an adjudicator; information);

2. Shall have the right to make his/her own statement;
3. Shall have the right to call relevant witnesses;
c. The hearing adjudicator(s) shall be objective with no direct prior involvement in the alleged incident.  The sheriff shall not act as an adjudicator;
d. The decision shall be made solely on the evidence presented during the due process hearing and a written opinion shall state the disciplinary decision and the factual basis underlying the decision. The decision shall be reviewed by the facility Administrator;

e. A record shall be made of the hearing;

f. The inmate shall have the right to appeal the decision within 24 hours. Such appeal may be made in writing to the Sheriff, or the Sheriff's designee, who shall review the record within 3 working days after the appeal. When an appeal is commenced, disciplinary action shall be suspended until the Sheriff, or the Sheriff's designee, renders a final opinion;

g. When an inmate is found "not guilty" the decision shall be entered into his/her file.

4.  Punishment Only 12 Follow Due Process: No inmate shall be punished for a rule violation until the appropriate due process procedure has been followed. Violent inmates may be appropriately restrained solely for the purpose of protecting the safety of themselves, other inmates or Deputies.

5. Penalties: The only allowable penalties include the denial of privileges, placement in isolation, or a combination of both. Penalties shall be proportionate to the offense and shall be assessed for a specific length of time. Penalties may be less than, but shall not exceed, the following maximum time limits:
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TRANSFER AND RELEASE -- 10-00
10.01 General Procedures
10.02 Authority to Transfer or Release
a. Minor Violations: 48 hours (2 days) maximum. 
b. Major Violations: 120 hours (5 days) maximum. 
c. Serious Violations: 240 hours (10 days) maximum.











9-8

10.01 GENERAL PROCEDURES

POLICY

No inmate of the County jail will be released or transferred unless the legality of the action is clearly established and the identity of the inmate is certain. The procedures specified for release will be followed in the prescribed sequence.

PROCEDURE

General procedure applicable to all non-emergency transfers and releases:

1. Authority to Release: All documents providing for the release of an inmate shall be forwarded immediately to Receiving.

1. Examination of Document: If the Receiving Deputy has reason to question the validity of the documents presented for transfer or release, the Shift Supervisor will be called or, in the Shift Supervisor's absence, the Facility Administrator.

3. Book-in Card: The Receiving Deputy will remove the Booking card, noting on it the date and time of the scheduled release or transfer.

4. Retainer Check: The Receiving Deputy will then make certain that no detainers, holds or warrants are pending which might prevent the release or transfer by:

a. Checking the inmate's Book-in card,

b. Checking the inmate's file.

If on a transfer, additional detainers, holds or warrants are discovered (other than those on which this transfer is being made) and, if there is no indication of the priority of those detainers, holds or warrants, the Shift Supervisor will be called (or, in the Shift Supervisor's absence, the Facility Administrator) in order to resolve the conflict. The inmate will be temporarily placed in a holding cell.

If any release detainers, holds or warrants are discovered, the Receiving Deputy will notify, by the most rapid means possible (teletype, telephone, telegram), the agency from which the detainer, hold or warrant was issued. If the agency wishes to take custody, the inmate will be returned to his/her cell to await pickup.
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5. Inmate Notification: If all records are in order the Receiving Deputy will notify the appropriate Control Station of the inmate's hour and date of release.

6. Processing:  An hour before the inmate's scheduled release, the control Station Deputy will inform the inmate he/she is to get ready to be released. If no specific release time is noted on the authorizing document, the inmate shall be released.

7 Verification of Inmate's Identity: The Receiving Deputy will verify the inmate's identity by taking a right index fingerprint and comparing it to the print on file, as well as comparing the person to the photograph on file.
.8. Cell Belongings: The inmate will be told to clean the cell and to gather his/her personal belongings from the cell (e.g., books, letters, commissary items) and his/her issued bedding and linens. The deputy will check each cell for writing on walls, cleanliness and contraband.

29-. Escort: A Deputy will escort the inmate to Receiving.

10. Clothing/Laundry:  The Receiving Deputy or the designated Deputy will:

a. observe the inmate changing into street clothes in order to detect contraband, physical injury, illness or any other abnormality which may have occurred during confinement. If anything unusual is observed, the Deputy shall summon the Shift Supervisor or Facility Administrator immediately.

b. Check the inmate's bedding and linen. If any are missing or damaged, the release process shall stop and the inmate shall be placed in a holding cell. The Deputy shall notify the Facility Administrator, who shall determine the next course of action.

c. Place accounted for bedding, linens and issued clothing in the appropriate location for housekeeping.

11. Inmate Property: All inmates being released shall be issued their personal property in the following manner:
a. The Receiving Deputy will secure the inmate's property bag and tagged property from the inmate's locker in the property room and shall inventory the items.

b. The inmate will sign the reverse of book-in card to acknowledge receipt of all property.
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c. The Receiving Deputy will secure the inmate's money envelope or ledger card, count the money in the inmate's presence, and compare the total with the

account sheet.

d. The inmate will sign to verify that he/she has received his/her money.

Exceptions:
e. If the inmate is being released or transferred to another agency for a period in excess of 24 hours, steps (a) - (d) shall be followed; however, the inmate shall not take actual possession of his/her property. The Escorting Deputy shall also sign the inventory acknowledging receipt of the property.

f. If the inmate is being released or transferred to another agency and will be returned to the facility within 24 hours, he/she will be dressed out, but shall be given his/her personal property. His/her cell will be held open until his/her return. Upon return, his/her classification status will be reviewed.

12. Refusal to Sign: In the event an inmate refuses to sign to verify receipt of his/her property/money the Receiving Deputy will summon another Deputy to sign and date the form s) witnessing the return of the listed items.

13. Inmate Com2laints: If the inmate wishes to complain in any way about allegedly missing or damaged property/money, he/she shall be informed that complaint must be made in writing within 48 hours and addressed to the facility Administrator. He/she shall be provided paper, pencil and an envelope and requested to write the complaint immediately.

14. Identity of Escorting Deputy or Agent: In transfer of custody, the identity of the person into whose custody the inmate is being transferred must be verified by the Receiving Deputy.

15. escort Release Authorization, When an inmate is being released or transferred to another agency, the escorting Deputy must sign a statement accepting custody of the inmate.

16. Release: When the inmate is ready to be released the Receiving Deputy shall inform the water control Deputy and escort the inmate to the entry/exit security vestibule. Complete the Jail Bond Release form.
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17. Update Facility records:

a. When an inmate is released or transferred to another agency for a period in excess of 24 hours, such action shall be noted on the hook-in card by the Receiving Deputy. All receipts go into inmate's file. File goes to Records Division. Receiving deputy transmits it to Dispatch.

b. When an inmate is released from custody, such action shall be noted on the Book-in card and in the inmate's file. All inmate property lists, tags, and receipts, shall be placed in the inmate's file and placed in Dispatch. Then, the inmate's name shall be removed from the Housing Assignment sheet and the roster.

18. Cell and Mattress Cleaning: The control station Deputy shall arrange for the inmate's cell to be cleaned and the mattress cleaned and stored for reissuance.
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10.02 AUTHORITY TO TRANSFER OR RELEASE

POLICY

The proper authority for release or transfer of an inmate is critical to the protection of the public and the maintenance of security. No inmate will be released without such authority.

PROCEDURE

1, Pro-Trial Release.
a. Bail bond (via bondsmen, cash, property or other surety): Bail bonds will have been posted with the Court Clerk, and the inmate and a representative may present to the Receiving Deputy a signed Order of Release notarized by the Clerk. Should the Clerk's office be closed or charges not yet filed, bond may be posted at receiving.

b. Bond release by court (on recognizance, conditional release): The Court will have drawn an order and the Clerk will have prepared an order of Release which will be signed, notarized, and presented to the Receiving Deputy.

c. Dismissal of charges: The prosecutor will have notified the court of the dismissal and the court will have entered the dismissal into the docket. A D.A. Decline or Order of Release will be accepted by the Receiving Deputy as proof of the dismissal.

2. Post-Trial Release:
a. Acquittal: The Court will have entered the finding of not guilty on the docket, and the Receiving Deputy will accept an order of Release as. authorization for release. (In circumstances where the inmate is returned to the jail by a Deputy and the Deputy reports a finding of not guilty, the finding shall be verified by the Receiving Deputy by calling the Clerk of Court or the Prosecutor's Office. The release process may begin on such verbal confirmation, but actual release must await a true copy of the Order of Release).

b. Placed on probation: The same authorization as that described above will be required to release those inmates placed on probation after conviction.
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c. Payment of fine: Where the inmate has paid a fine as specified by the court upon conviction, the Clerk will have made an entry on the court docket and will have issued a receipt. The docket entry or the receipt will be accepted by the Receiving Deputy as authority for

d. Completed sentence: Each day, the Detention Clerk or Receiving Deputy will review Book-in cards for all sentenced inmates and will list all those to be released on the following day. (If any questions by Deputies or inmates arise as to the proper date of release, confirmation will be sought from the Clerk of the Court from which the inmate was sentenced.)
2. Transfer:
a. To another county or state institution (as witness, defendant, or suspect): A detainer, hold or warrant will have been lodged and the detainer, hold or warrant (if not expired) will be used as the authority for transfer.

b. The court which sentenced the inmate will have entered the sentence on the docket and will have prepared orders to the Detention Center to convey the in-mate. If an officer or attorney known to the Receiving Deputy returns with the inmate from court after sentencing and verbally states the sentence, the Receiving Deputy will verify the sentence with the Court Clerk and begin the transfer process, but official documents to convey will be necessary for final transfer.

c. To designated Hospital (for competency evaluation or after finding of incompetency or after finding of insanity): the Court will have prepared an Order to Convey. The probate judge will have issued an Order to commit, and these documents will be used by the Receiving Deputy as authority for the transfer.

NOTE: In all above instances, the Receiving Deputy will retain a copy of the appropriate document and will place that copy in the inmate's file.
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EMERGENCY PROCEDURES --11.00

11.01 
Riot or Disorder

11.02
 Fire

11.03
 Escape


11.04 Attempted Suicide, Suicide, or Death of an Inmate in Confinement
11.01 RIOT OR DISORDER

POLICY

It is the policy of the Sheriff's Department to attempt to quell inmate disturbances as quickly as possible and with the minimum amount of force necessary to bring the situation under control,

PROCEDURE

1. Definitions:
a. Disorder - A disturbance involving any number of inmates but limited to acts of passive resistance without engaging in property destruction, assault and/or attempts to escape (i.e., hunger strikes, refusal to obey orders).

b. Riot - A violent disturbance involving three or more inmates accompanied by the commission of acts of property destruction, arson, assaults, civil disobedience to lawful orders, and/or attempted escape from the facility in conjunction with any or all of the above offenses.

c. Hostage - Any person seized against his/her will by inmates for the purpose of affecting their escape from detention, and/or dictating or extorting terms, conditions relating to their treatment, sentence, release, privileges, or other reasons will be classified as a hostage. Any official, regardless of his/her rank or position, seized, or a hostage, will, from the moment of seizure, cease to exercise the authority vested in his office or rank, and any orders issued by him/her while a hostage will be disregarded by other detention personnel.

2. Warning Signs. Prior to any organized outbreak or disturbance, certain warning signs may be detected by experienced detention personnel. A few of the signals are, inmates:

a. Become uncommunicative,

b. Cease talking upon the approach of an employee,

c. Complain about treatment, food, racial disputes, or conditions in general,

d. Are tense and nervous.
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When any combination of these symptoms are observed in the facility, the Deputy or staff member shall immediately report the problem areas to the Shift Supervisor, and all detention staff must be especially alert while handling, moving and controlling inmates until the situation is resolved.
3. Responsibilities:

a. All detention staff is responsible for assisting in the suppression or prevention of a disorder or riot and will immediately report such an incident to the Shift Supervisor. Prior knowledge/information of an impending disorder/riot will be personally reported to the Facility Administrator without delay.
b. The Facility Administrator and/or Shift Supervisor are responsible for the control and/or quelling of riots or disorders and for the issuance and/or use of chemical agents/firearms in any suppression attempt(s).

c. The Master Control Deputy is responsible for notification of personnel and/or agencies outlined in #4.b when so ordered by the Shift Supervisor. In the event the Shift Supervisor has been taken hostage or incapacitated in any manner, the Receiving Deputy assumes temporary command.

4. Notification:
a. Any Deputy/employee discovering a riot in progress or a riot about to start will immediately notify Master Control by the most rapid means, stating the location of the riot, approximate number of inmates involved, the weapon s)
if any
being used and if any Deputy or another person has been trapped among the rioting inmates.

b. The Master Control Deputy, upon receipt of a report of a riot, will take the following immediate actions:

1. Notify the Shift Supervisor on duty of the existence of the riot, number of inmates involved, location, weapons being used by the inmates (if any) and the status of the employees at the riot scene.

2. Notify the Facility Administrator of the riot, requesting assistance when it appears that detention personnel on duty will be unable to cope with the situation. In addition, the following persons or agencies will be notified by the Master Control Deputy in the following order:
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- Undersheriff 
- Sheriff (Additional police and emergency services as directed by the proper authority).

c. These emergency codes will be used to quickly communicate specific emergency situations. They should also be posted at duty stations.

j

CODE I MINIMUM SECURITY RISK

Normal operating procedures. No unusual activity.
CODE II MEDIUM SECURITY RISK

One (01) Section on hock-Down

1. Disciplinary problem with section 
2. Medical reasons

3. Fight or confrontation between two (02) or more inmates 
4. Isolated mechanical problems

5. Isolated fire
6. Contraband or suspected contraband isolated to one (01) Section

CODE III MAXIMUM SECURITY RISK

Two (02) or more Sections on Lock-Down

1. Disciplinary problem between two (02) or more Sections 
2. A fire or fire alarm that has activated the evacuation system

3. Contraband or suspected contraband in two (02) or more Sections or being passed between two (02) or more Sections

CODE IV EXTREMELY HIGH MAXIM'UT4 SECURITY RISK

A. Entire Detention center is on Lock-Down. No entrance or exits without approval

1. Riot or uprising amongst the inmate population 2. Hostage situation 3. Escape or attempted escape

B. Evacuation of any portion of the Detention Center from the building

1. Fire

2. Natural disaster
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5, Inmate Control:  

a. The officer/employee discovering a riot in progress will not attempt to subdue or quell the rioters alone.

b. The Master Control Deputy will secure all electrically controlled doors, denying passage to all inmates unless escorted by detention personnel. He shall have staff members establish the identity of escort personnel to insure himself/herself that the escort is not being forced into accompanying the inmates in an escape attempt. No door will be opened until the Master Control, Deputy is satisfied that it is safe to do so. He/she will record all information pertaining to the riot, (i.e., time reported, by whom, names of persons notified, etc.), and will not, under any circumstances, relinquish Master Control to an inmate under threat of force or threats of bodily harm to a hostage, nor unlock the security door to the facility unless he/she has assured himself that it is safe to do so.

6. Hostage: In the event it appears that an employee is about to be seized as a hostage by the rioters and/or subject to assault, he will attempt to dispose of any keys in his/her possession by throwing them into an inaccessible area (locked safety vestibule and/or area which is controlled by other detention personnel). Any employee who is isolated among rioting inmates will take such action necessary to report the incident and take advantage of any protective cover immediately available. During this period, he/she will mentally note the identity of inmates involved.

7. Riot Measures: The Shift Supervisor will be responsible for the following actions until such time as he/she is relieved by the physical presence of the Facility Administrator or Sheriff:

a. Cause the inmates not actively participating in the riot to return to their cells. Announcement will be made over the intercom system to all inmates to cease rioting, and to return to their cells. Inmates will be instructed to approach detention personnel or law enforcement officers in single file with their hands clasped on top of their heads for search. All inmates not participating in the riot will be evacuated first if evacuation becomes necessary.

b. Terminate all work details in the facility and return workers to their sections. Prior to departing from work areas, all dangerous implements, tools, or knives will be removed to a safe area and secured.
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c. Terminate all visits, regular or professional. All inmates occupying the visiting area will remain locked therein or will be locked in cells remote from the riot scene.

d. Check to determine whether all perimeter doors are secure.

e. Assemble all available detention personnel in an area safe from the riot scene and organize immediate defensive measures to contain or restrict the rioters and/or prevent their escape. The use of passive measures (i.e., securing gates, doors, maintenance of communications, evacuation of visitors, etc.) will be affected pending the arrival of reinforcements.

f. Upon arrival, reinforcements will be directed to initially surround the perimeter of the facility to prevent the escape of inmates.

g. An assault force, when so directed by the Sheriff, Undersheriff or Facility Administrator, shall employ such riot control means as necessary to regain control. In no case will this be attempted until proper forces are available.

8.  Follow-Up Measures:

a. Once subdued, the rioters will be required to line-up facing walls, hands extended over their heads, and be strip searched. They will be removed in small groups, for control purposes, to secure cells for lock-up.

b. In the event chemical agents were utilized, windows will be opened and exhaust fans activated to ventilate the area, and the inmates will be permitted to bathe at the earliest possible time. Clean clothing should be, issued without delay.

c. A head count will be taken to verify the presence or absence of inmate s) who may have escaped during the course of the riot. A roll call of detention staff and law enforcement officers participating or present when the riot commenced will be taken to ensure that no person who may have been injured or incapacitated remains undetected.

d. First aid and medical treatment will be rendered to any person who might have been injured.
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e. Agitators and ringleaders who provoked the riot will be segregated, isolated and secured.

f. A thorough shakedown of all cells, and those areas where the riot occurred, will be conducted to detect abandoned or concealed weapons or contraband.

g. Damage assessment and security survey will be conducted and a list of damages prepared. Maintenance personnel will be directed to begin making repairs as soon as photographs have been taken.

h. An immediate investigation at the direction of the sheriff will be started to fix responsibility in preparation for the filing of charges against participants. In the event of serious injury or death of an inmate, a formal investigation will be conducted in accordance with section 11.04 of this manual.

DISORDER

9. Notification/Observation: Any Deputy/employee having knowledge of and/or discovering the existence of a disorder shall immediately report the incident to the Shift Supervisor. He will remain at the scene and watch such openings, then existing, which would afford passage to inmates and will then attempt to quell the disorder pending the arrival of reinforcements. Deputies will exercise caution in approaching inmates participating in a disorder to prevent the seizure of keys or himself/herself as a hostage. In any case, a single Deputy will not enter a cell block to quell a disorder.

10. Reinforcements: The ranking Deputy on duty, upon report of a disorder, will proceed to the scene with such additional Deputies who are available to assist the quelling of the disorder. Upon arrival at the scene, he/she will assess the extent of the disorder and, depending upon the situation, will quell the disorder provided sufficient personnel are present to effectively control the inmates without endangering the security of the facility. Lacking sufficient force to quell the disorder, the ranking Deputies shall act as observers to identify agitators or ringleaders, notify Master Control and request assistance. Master Control will notify those persons and agencies listed under "Notification" (riots) 4.b.
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11.02 FIRE

POLICY

Detention personnel shall make every effort to prevent the occurrence of fires in the facility through proper supervision of inmates and control of flammable materials in all sections of the facility, particularly inmate occupied sections. In the event of fire, the primary objective shall be the protection of lives of inmates, staff and visitors. No rule or set of rules can completely cover procedures to be utilized in the event of fire, but the following steps should be taken.

PROCEDURE

1. Prevention: The Facility Administrator shall be responsible for:

a. Ensuring that the facility is inspected by the State Fire Marshal's Office on a semi-annual basis,

b. Ensuring that all fire fighting, detection, and alarm equipment is inspected and/or tested on a weekly basis;

c. Ensuring that a floor plan showing evacuation routes and location of firefighting equipment is kept current and available; and

d. Ensuring that the control Station Deputies enforce the following rules:

(1) Trash will be disposed of on at least a daily basis,

(2) There will be no hoarding or storing of paper products of other flammable materials (i.e., toilet paper, etc.)

2. Fire Zones: For ease in pinpointing a fire and simplifying evacuation, the facility is divided into fire zones:

Zone 1: Basement 
Zone 2: Kitchen 
Zone 3: Receiving dayroom 
Zone 4: F - Receiving 
Zone 5: Unknown
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Zone 6: Elevator

Zone 7: A Section

Zone 8: B Section

Zone 9: C Section

Zone 10: D Section

Zone 11: North Control

Zone 12: E Section

Zone 13: G Section

Zone 14: H Section

Zone 15: South Control

Zone 16: Unknown

Zone 17: Unknown

Zone 18: Receiving Control

Zone 19: Master control

3. Discovery:

a. When a detention employee discovers a fire, he/she shall inform the appropriate Control Station via the intercom immediately, stating the zone the fire is in, its exact location, and the nature of the fire.

b. When a detention employee is informed by an inmate or visitor that there is a fire, he/she shall alert the appropriate Control Station via intercom that he/she is investigating the possibility of a fire.

c. When the fire alarm(s) activates, Master Control shall notify the Control Stations as to which area is signaled by the alarm. He/she shall request that the Control Stations investigate the fire(s) and report back the exact location and nature of the fire.

4. Notification: Upon being informed of a fire, the appropriate Control Station shall:

a. Notify the Shift Supervisor of the fire, who will determine what further actions need be taken. The Shift Supervisor will notify others if necessary. The Facility Administrator will be notified of all fir-8
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b. Call the Fire Department and request that it provide back-up assistance,

c. Call the Police Department and request that it provide back-up assistance,

d. Notify all patrol units to respond to the facility.

5.  Response:
a. The Control Station Deputies shall remove all inmates located within the affected fire zone s) o the appropriate evacuation area(s).

b. All other Deputies will secure inmates in their cells in unaffected areas, escort visitors out of the building, and then proceed to the affected fire zone to provide assistance.

c. The Receiving Deputy and Roving Deputy should obtain self-contained breathing masks, and proceed to the affected fire zone to assist the Control Station Deputy in evacuating the inmates.

d. The ranking Deputy shall be responsible for directing and coordinating the efforts of the field units, city police, and fire fighters until the facility Administrator arrives at the scene. He/she shall assign an employee to be stationed at the facility entrance to admit the fire-fighters and escort them to the scene of the fire.
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11-03 ESCAPE

POLICY

Since the custody of the inmates is the primary mission of the
County Detention Center, whenever such custody is breached, the Deputies and personnel shall give the highest priority to the apprehension of the escapee.

PROCEDURE

1._Discover : The Deputy who first discovers an escape or apparent escape will:

a. Immediately advise Master Control and the Shift Supervisor,

b. Secure the area, from which the escape was made, c. Lock up all inmates,

d. Place a freeze on all inmate movement and conduct a count, and

e. Relay the following information to Master Control:

(1) The name (s) of the escapee (s)
(2) The mode of transportation of the escapee(s)
(3) The time of the escape.

NOTE:
If the name of the escapee s) is not known, identify the escapee (s) by matching physical characteristics of present inmates to the Book-in Cards and Housing Assignment Chart.

2. Notification: Master Control immediately upon being notified of an escape, will:

a. Ask Dispatch to broadcast the description and other pertinent information from the inmates’ Book-in Card to Sheriff's Patrol units, City Police, and State Patrol, and
b. Notify, by radio or telephone, the Facility Administrator and the Sheriff

In the event of an escape, the Detention Center Administrator shall notify the Jail Inspection Division or Jail Inspector immediately or no later than the next working day.
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3. Investigation. The Facility Administrator will initiate an immediate investigation and order that all personnel involved file written reports as soon as possible.
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11.04 ATTEMPTED SUICIDE, SUICIDE OR DEATH OF INNATE IN CONFINEMENT

POLICY

In the event of the attempted suicide, suicide or death of any inmate, the Deputies and personnel of the facility shall take all actions necessary to provide necessary medical assistance and to preserve the scene and cooperate with all medical and investigative authorities.

PROCEDURE

1. Discovery;  The Deputy who first witnesses, or otherwise discovers an inmate who appears dead or has made a physical attempt at suicide, will:

a. Check for signs of life immediately.

b. Use the emergency medical procedures and if necessary, contact ambulance service.

c. Secure housing areas and call for back-up assistance.

d. Inmates who have attempted suicide will be referred to Detention medical staff for evaluation.

2. Identification and Investigation:

a. Seal off the scene in order to preserve it. This will require removing any inmates present from the area.

b. Notify the Facility Administrator, Sheriff, Facility Physician and the medical examiner.

c. The Facility Administrator or Sheriff shall:

(1) Notify the District Attorney's office that a death has occurred;

(2) Notify the State Jail Inspection division;

(3) Arrange for a complete investigation by the County Sheriff's Investigation division;

(4) Determine the status of the deceased (county, federal, military or other inmate).

3.  Follow Up:  The Facility Administrator will assign staff to complete the following tasks:
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a. If the deceased is a federal, immigration or military inmate, notify the appropriate agency immediately to advise it of the death,

b. If the deceased was being held on a warrant from another jurisdiction, notify that jurisdiction,

c. Obtain the name, address and telephone number of the relative s)
shown in the inmate's file (if a relative is not shown on any form in the file, check the visitors' Log to determine names of appropriate persons to notify),

d. Notify the appropriate relative or other person and tell them whether or not the inmate's property may be released (as instructed by the or Investigative Division),

f. Implement routine "Book-out" procedures in order to complete facility records;

g. Collect all property of the deceased.

4. Reports: All detention personnel involved shall file incident reports.
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