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INTRODUCTION

In recent years there have been a number of efforts to estab-
lish standards for jail operations and construction. Several
state jail regulatory agencies have drafted or are in the pro-
cess of drafting new or revised standards. In 1974, the National
Sheriffs' Association published seven handbooks covering jail
operations. Much of what we see in standards published today

is a reflection of the content of these handbooks.

At this time, we feel the need to reassess how we can help

local sheriffs and jail administrators cope with the urgent

need to structure and professionalize jail operations. It

has become obvious that formulating sound policy and proce-
dures is necessary. It is just as obvious that without trained
staff who understand and can carry out the policy, managcrment

is vulnerable to court intervention and costly legal compli-
cations. We feel the management tools presented here can be of
great assistance to you in making an internal evaluation of your
operation and in establishing priorities to move forward.

We should all become aware of the goals and expectations drawn
from current standards, as they are certain to have far-reaching
impact on local corrections in the months and years ahead.

This system of audit is not meant as a National Sheriffs' As-
sociation manual of standards. It is simply a collection of
recommended guidelines that have been published by agencies
concerned with Jail Operations.

The guidelines or standards used in this system of audit were

for the most part first addressed in the seven monograms publish-
ed by the National Sheriffs' Association in 1974, and then again
in December 1977 when the American Correctional Association
followed with their publication of recommended Standards For
Adult Local Detention Facilities.

It must be remembered that other than clear Constitutional
issues, or those mandated by the courts, these standards are

to be used as guides when evaluating conditions in your jail.
Much of the audit covers sound correctional practices which those
responsible for managing jails can use as a base to structure
their particular operaticns and hopefully to justify expenses

to improve their institution.

For instance, all standards address the need for emergency
plans relating to fire, riot, and escape; however, these gen-
erally do not assist the reader in determining what is to be
covered in the plan. We feel you will find our approach help-
ful in this area.



. INTRODUCTION

Our audit system for key control, tool control, security in-
spections, and armory can, we think, be helpful in formulat-
ing such procedures when they do not exist.

You should realize that if your operation is challenged in

the courts, nationally recognized standards will be used as
a major tool by those filing complaints. Nationally recog-
nized standards will also be used by the courts as a major

reference source in granting relief.

The National Sheriffs' Association is aware that adoption of
standards will pose problems, more in some jurisdictions than
in others. Nonetheless, we encourage you to begin a program
of self-evaluation and a phased-in program of self-improvement.

The simple management system we are suggesting consists of:

1. A complete auditing system to evaluate your opera-
tion against nationally recognized standards

2. A system to set priorities and help your writer to
formulate policy and procedure

3. A means of using in-house policies and procedures
as training tools, and showing how test keys can be
instituted to certify staff

4. An approach to resolving deficiencies found at the
time of an internal or external audit, and to re-
lating the cost of corrections to a nationally re-
cognized standard

5. A means of monitoring your facility operations on
a continuing basis

The auditing system can be an effective management tool. We
hope you find it both interesting and helpful.
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AUDITING YOUR OPERATION

The audit is designed to evaluate your local facility's
policies and practices against nationally recognized stand-
ards. It is recommended that the facility administrator and
the responsible service head conduct an in-depth audit. The
appropriate block is to be checked atfter each numbered ele-
ment and subelement, as explained in sections 1 through 7
below.

1. The Audit Format - Form A-100

‘The area of the operation being addressed is indicated at
the top of each page. The numbered elements run consecu-
tively from 001 through 361. The asterisk (*) preceding
an element indicates the subject is an issue of special
concern, frequently an issue in class action complaints
that result in court intervention. Should you find your
operation is not in compliance with an area so designated,
give it high priority when formulating an action plan to
correct deficiencies found during the audit. Some ele-
ments are not applicable to a holding facility; others are
not applicable to a detention facility. If an element is
not applicable to a holding facility, H-NA appears under
the element number. If the element is not applicable to
a detention facility, D-NA appears under the element num-
ber. Before you begin the audit, all elements that do
not apply to yvour operations should be distinctly lined
out to avoid confusion.

2. Jn Compliance

If the operation is in compliance, place a check mark in
this block. Note that the audit frequently asks if there
is a written policy. In checking your response, address
only the issue of whether there is or is not a meaningful
written policy. 1In a subelement question, "Is present
practice acceptable?" addresses the actual operation.
Often an acceptable practice is carried out, but there is
no written policy . On the other hand, it may be found
that a written policy has been established but present
practices reveal it is being violated or ignored. If
findings indicate basic compliance but exceptions are
found, both the "in compliance" block and the "exceptions
noted" block are to be checked. The nature of the ex-
ception should be recorded on form N-50 as explained in
section 7.



AUDITING YOUR OPERATION

3.

Not in Compliance

If the operation is clearly not in compliance, check
this block. When this block is checked, a brief state-
ment of findings should be recorded on form N-50. The
method and procedure for recording such statements are
explained in section 7.

Exceptions Noted

As explained in section 2 above, when there is general
compliance but one or more exceptions are found, check
this block and record the nature of the exception(s) as
explained in section 7.

Staff Information

If the person conducting the audit is unable to confirm
visually the presence of a policy or a particular prac-
tice in operation, that person may record what is said
on the matter by a staff person. In such cases, check
the appropriate blocks along with the "staff information"
block ard ricord the identity of the staff member who
gave you the information. This block should not be used
when making an internal audit.

Confirmed

This block is to be checked when the person conducting
the audit personally reviews the particular policy in
question, or makes an on-site determination by witnessing
the particular practice in question and confirming com-
pliance, noncompliance, or compliance with exception.

Racording

Brief explanations and comments should be recorded on the
forms provided (form N-50) any time the "not in compli-
ance" block or the "exceptions noted" block is checked.
The number of the element in the audit being addressed
should precede the explanation for quick reference pur-
poses. The explanations and comments on form N-50 should
run in sequence with the element numbers in the audit.
This method can facilitate uniform reporting.when the
person conducting the audit wishes to submlt a narrative
report of findings.



AUDITING YOUR OPERATION

GUIDE FOR RESOLVING DEFICIENCIES

Form R-200

This form is an instrument to be used in planning a course

of action to correct deficiencies found during the intermnal
audit. The facility administrator will record in the space
provided, by service areas, all elements found in noncompli-
ance and those indicating exceptions noted. Record only the
element number. :

In the block designated for priorities, assign a numerical
priority to each element to indicate the order in which you
expect corrective action to be taken. After the element
numbers have been entered and the priorities established,
check the appropriate block(s) one (1) through four (4) on
the right side of the form. By checking block (1) you are
indicating a new or revised policy is required to correct

the deficiency. By checking block (2) you indicate correct-
ive action will require new or addit!onal equipment, supplies,
clothing, or staff. When block (2) is checked, block (4)
must also be checked. Block (3) should not be used when the
system is used as an internal management tool. The facility
administrator may wish to use the "comment" space for special
instructions and to document a time frame for accomplishing
the task.

The facility administrator will then appoint a committee to

carry out a program of corrective action, and a chairperson

will be named. This committee will work on an ongoing basis
and will meet with the facility administrator monthly to re-
port progress. One member of the committee will be a person
from the fiscal section,

Completed form R-200 will direct the work of the committee.
Committee members will also be given copies of the completed
audit and findings as recorded on forms N-50.

The committee will have the following responsibilities:

1. Work with service heads in drafting new or revised
policy and procedure, and in updating the manual.

2. Identify what equipment, clothing, supplies, and
manpower are required, and estimate their cost.
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3. At the direction cof the facility administrator,
draft letter(s) to the funding agency for the sher-
iff's signature, reguesting supplemental funding to
correct deficiencies.

When drafting policy and procedures, the committee should
solicit input from service heads and line staff. Some ser-
vice heads can assist by formulating rough drafts of those
policies and procedures that regqulate their areas of the
operation.

Policy that has sensitive, legal significance should be re-
viewed and approved by the sheriff's legal advisor, prior to
being placed in effect.

As an internal tool for management, the audit system content
can be modified as the facility administrator deems necessary.

When considerxring whether the content of a policy is adequate,
or when drafting new or revised policy and procedures, you
are urged to use the National Sheriffs' Association hand-
books as excellent sources of information.

Whenever possible, the cost of correcting deficiencies should
be linked to the standard being met. This can make the re-
gquest much more meaningful to the funding agency considering
your requests.

As directed by the facility administrator, the committee
would, when appropriate, draft letters requesting supplemen-
tal funding for the sheriff's signature. Such requests
should be made to support the standard for the remainder of
the current budget year. The fiscal manager should adjust
annual budget requests to maintain the standard. '

Use of Form P-300

The committee appointed by the facility administrator to re-
solve deficiencies found during the internal audit will be
charged with completely revising the manual/policy and pro-
cedures. In addressing the issues found "not in compliance"
or with "exceptions noted," the need for new or revised pol-
icy will be identified. When such is the case, the revised
or new policy will require a new or revised procedure and
could require a change in "the manual.
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The completed audit will indicate if there is or is not an
appropriate policy. Starting with this base, record on
form P-300 only those policies that were checked "in com-
pliance" by placing a check mark in the "yes" block under
the heading, "Is subject covered by formal policy?". Check
the "no" block if the audit reflects "not in compliance" or
"excentions noted," which would indicate a need for new or
revised policy.

Line out all elements that are not applicable to your. opera=
tion as indicated on the audit form A-100.

Keep in mind that those elements preceded by an asterisk (¥*)
should be given priority, as they involve issues of special
concern.

From this base, all policies found during the audit to need.
revision, should be so revised and any new policy written
when indicated. As policies are brought into compliance,
the appropriate check should be recorded on form P-300.

Once a written policy is properly signed and placed in force,
the written procedures that make the policy operational must
be written or revised as required. When this is accomplished,
record a check mark in the "yes" block under the heading,

"Is subject in an operational procedure?". New or revised
policy often regquires a change in the manual. Form P-300

can be used as a check-off system for checking the manual
against current policy and assuring that conflict is identi-
fied and corrected. Aside from elements in the audit that
require written policy, other elements reflect subject mat-
ter that should be addressed in the manual/policy and pro-
cedures. Again the form can act as a guide for those assigned
to accomplish this task.

Emergency Plans

Auditing emergency plans will alert the administration to
important omissions or to the need for revisions. If the
facility does not have written emergency plans, the audit
can be used as a guideline for writing such plan(s).

Control Systems Audit

Auditing present facility systems relating to keys, tools,
armory procedures, security inspections, and control of
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drugs, syringes, needles, and hazardous surgical instruments
can identify omissions or weaknesses in controls. If writ-
ten plans or procedures have not been established, the audit
can be used as a guide to direct the writing of such plans
and procedures.

STAFF TRAINING AND CERTIFICATION

As policy and procedures are developed, all staff should be
required to read and understand the content. Emergency plans
and written policy and procedures are the most effective doc-
uments for class room instructions and in-service training.

A series of testing instruments can be formulated using gues-
tions directly related to your emergency plans and your pol-
icies and procedures. Employees can be tested to assure
management that employees understand policy and procedures.
After successfully passing the test, the employee is required
to sign a statement of certification. (See example, attach-
ment #9E)

MONITORING FACILITY OPERATIONS ON A CONTINUING BASIS

Once an in-depth audit has been conducted, an accurate evalu-
ation of the facility operation against nationally recognized
stanéards can be established. It is the base from which pro-
gress can be measured. This initial audit report should be
retained. Copies of the completed audit and related forms
should be duplicated and shared with responsible service heads
(food service, security, sanitation, medical, etc.). This
knowledge establishes a clear understanding of where the par-
ticular service stands, what needs to be accomplished, and in
what order or priority the deficiencies are to be addressed.

From a base position, all future audits will reflect progress
in measurable terms. Not only can progress in the operation
be monitored, but the ability of service heads to move their
operations into compliance becomes a means by which the
facility administrator can judge the performance of the ser-
vice heads. The sheriff can use the same system to help in
evaluating the facility administrator.
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001 Is there an operations manual or written

policies and procedures for operating and
maintaining the facility?

Is the manual/written policy and proce-
dures made available to all employees?

002

Is there.a system to review and update all
policies and procedures at least annually?

003

Does the facility have a current, accurate
organization chart?

Is the chart reviewed at least annually
and updated as needed?

004

Does written policy provide that the fa-
cility is managed by a single administra-
tive officer to whom all employees or
units of management are responsible?

Is present practice acceptable?

005

Do written policy and procedure delineate
channels of communication?

Is present practice acceptable?

006

Do written policy and procedure specify a
system whereby the facility administrator
or designate monitors operations and pro-
grams through inspections and reviews?

Is present practice acceptable?

007

Do written policy and procedure provide

for periodic evaluations of facility pro-
grams and services to determine their con-
tribution to the mission of the facility?

Is present practice acceptable?
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008 Do written policy and procedure specify a
system of reports, preferably in writing,
to the head of the department?
Do the reports include, but are not limit-
ed to, information on:
Major developments?
Serious incidents?
Population data?
Staff and inmate morale?
Major problems and plans for resolving
them?
Is present practice acceptable?
009 Do written policy and procedure specify
H-NA that the administrator formulates goals
for the facility and translates them into
measurable objectives at least annually?
Is present practice acceptable?
010 Do written policy and procedure ensure
that legal assistance is readily available
to the administrative officer?
Is present practice acceptable?
011 Does the facility furnish information to

the agency at least annually, which is
used for reports on:
System's objectives?

Programs?

Inmate population?

Budget:?

Major developments?

Problems and plans?

10




Form A-100

AUDIT

Page three

JAIL ADMINISTRATION

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

012
H-NA

Do written policy and procedure require
that the sentencing courts be advised, at
least annually, through written reports,
of the extent and availability of services
and program to inmates?

Is present practice acceptable?

013
H-NA

Do written policy and procedure provide
for a public information program that is
reviewed at least annually and updated as
needed?

Is present practice acceptable?

014
H-NA

Does the agency initiate and maintain con-
tact with representatives of the media?

Is present practice acceptable?

015

Do written policy and procedure grant re-
presentatives of the media access to the
facility, consistent with the preservation
of inmate privacy and the maintenance of
order and security to the facility?

Is present practice acceptable?

0lé

Does the facility encourage staff member~
ship and participation in criminal justice
and allied professional associations and
activities on local and national levels?

017

Do written policy and procedure govern
employee-management relations?

Is present practice acceptable?

018

If the facility is designated to operate
any type of pretrial intervention service
or othar type of release program, are that
authority and responsibility stated by
statute or by administrative regulation?

11
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019 Does the facility administrator prepare
and present a budget request that complies
with the policies, procedures, and instruc-
tions of the agency?
020 Does the fanility administrator partici-
pate in budget reviews conducted by. the
facility's agency?
021 Do written policy and procedure govern
budget revision?
Is present practice acceptable?
022 Does the budgetary system link operations
and activities to the cost necessary for
their support?
023 Are the fiscal system accounts for all in-
come and expenditures on an ongoing basis?
024 Does the financing of the facility avoid
dependence on a fee schedule?
025 Does the fiscal process include periodic
audits of the facility as required?
026 Are reports of all monies collected and
disbursed prepared and distributed to the
agency and to other designated authori-
ties?
027 Do written policy and procedure address

at least the following fiscal matters:
Petty cash?

Bonding?

Signature control on, checks?

Inmate funds?

Employee expense reimbursement?

Is present practice acceptable?

12
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028 Does the facility have a procedure to pro-
vide insurance coverage for itself, which
includes coverage for the physical plant
equipment, and for personal and property
injury to employees?
To inmates?
To third parties?
029 Do written policy and procedure govern in-
ventory control of property and assets?
Is present practice acceptable?
030 Do written policy and procedure govern the
requisition and purchase of supplies and
equipment?
Is present practice acceptable?
Do written policy and procedure regulate:

031

Position control?

Personnel records?

Payroll function?

Is present practice acceptable?

13
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032 Do written personnel policy and procedure

require the selection and promotion of all
personnel on the basis of:
Merit?

Specified qualifications?

Competitive examinations?

Is present practice acceptable?

033 Does the administrator review the facili-
ty's personnel policy annually and submit
recommended changes to the government a-
gency?

034

Is there a personnel policy manual which
covers, at a minimum: '
Organization?

Recruitment procedures?

Equal employment opportunity provisions?

Job qualifications, descriptions, and
responsibilities? )

Basis for determining salaries?

Benefits?

Holidays?

Leave and work hours?

Personnel records?

Employee evaluation?

In-service training?

Promotion?

Retirement?

Resignation and termination?

Employee-Management relations?

14
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AUDIT

Page seven

PERSONNEL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

034

'(cont'd)

Physical fitness?

Hostage?

Disciplinary procedures?

Grievance procedures?

035

Is the personnel policy manual available to
each employee?

036

Does the facility have an affirmative ac-
tion program that complies with all laws
and government regulations and has been
approved by the appropriate government
agency?

037

Does the facility document the implementa~
tion of its affirmative action program,
showing annual reviews and necessary
changes required to keep it current?

038

Does written policy specify that equal em-
ployment opportunities exist for all posi-
tions?

Is present practice acceptable?

039

Are all assigned positions within the fa-
cility reexamined, at least annually, by
the administrator to ensure that organiza-
tional objectives are being met?

040

Is a current, accurate, and confidential
personnel record maintained on each em-
ployee?

041

Do written policy and procedure ensure the
confidentiality of the personnel record by
restricting its availability only to the
employee who is the subject of the record
and to others who have a need for the in-
formation in the performance of their
duties?

Is present practice acceptable?

15
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042 Do written policy and procedure exist

whereby employees can challenge informa-
tion in their personnel files and have
it corrected or removed if it is proved
inaccurate?

Is present practice acceptable?

043

Is a written grievance procedure avail-
able to employees which has been approved
by the agency?

Is present practice acceptable?

044

Is the facility administrator appointed
by the chief executive officer of the
governing board of the agency?

045

Are the gualifications, authority, tenure,
and responsibilities of the facility ad-
ministrator specified by the responsible
government agency?

Are the education, operational, and ad-
ministrative qualifications of the facil-
ity administrator specified in writing by
the appointing authority to include:

A baccalaureate degree in one of the

social or behav1oral sciences or a re-
lated field?

Five years of related administrative
experience?

Demonstrated administrative ability
and leadership?

Is present practice acceptable?

047

H-NA

Is the term of the facility administrator
continuous except for assignment to a po-
sition of equal responsibility and termi-
nated only by the appointing authority
for good cause?

16
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PERSONNEL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

048
H-NA

Does written policy outline experience
and education substitutes for pusition
qualifications?

049

Does written policy provide that employ-
ees are appointed initially for a proba-
tionary term of not less than six months
nor more than one year?

050

After a probationary period, is permanent
status granted to facility employees?

Is termination or demotion permitted only
for good cause and subsequent to an open
and formal hearing on specific charges,
conducted using procedures established

by the appropriate authority?

051

Are personnel employed by or transferred
to the facility assigned on the basis of
facility need and their ability to meet
job requirements of the position?

052

Do written policy and procedure provide
for a written annual performance evalua-
tion of all employees, which is based on
defined criteria and is reviewed and dis-
cussed with the employee?

053

If paraprofessionals are employed, do
written policy and procedure establish
career lines for their advancement and
provide gudielines for staff supervisors?

1Is present practice acceptable?

054

Are salary levels and employee benefits
for all facility personnel competitive
with other parts of the criminal justice
system as well as with comparable occu-
pational groups in the private sector?

17
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AUDIT
Page ten

PERSONNET,

In Compliance

Not In Compliance

Exceptiocns Noted

Staff Information

Confirmed

Are salary levels and employee benefits
for correctional officers comparable with
those for law enforcement officers work-
ing in the same organization?

056

Do written policy and procedure provide
for merit pay increases for outstanding
job performance or special achievement?

Is present practice acceptable?

057

Do written policy and procedure provide
for lateral entry as well as promotion
from within the organization?

Is present practice acceptable?

058

Do written policy and procedure provide
that employees be reimbursed for all ap-
proved expenses incurred in the perform-
ance of their duties?

Is present practice acceptable?

059

Does the facility make available to all
employees a written code of ethics that
prohibits employees from using their of-
ficial position to secure privileges for
themselves and from engaging in behavior
that would conflict with the interests of
the facility?

Is present practice acceptable?

060

Do written policy and procedure ensure
the physical fitness of correctional of-
ficers?

Is present practice acceptable?

18




Form A-100
AUDIT
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- TRAINING AND STAFF DEVELOPMENT

Staff Information

Confirmed

061

Do written policy and procedure provide
that the facility's training programs for
all employees be coordinated and super-—
vised by a qualified training officer, at
a supervisory level, in a facility of
over 100 employees?

{1In Compliance

] Not In Compliance

1 Exceptions Noted

Is this person employed full-time for
this purpose?

Is present practice acceptable?

062

Is there a written training and staff de-
velopment plan for all facility employees?

Is present practice acceptable?

063

Do written policy and procedure provide

that all new employees receive 40 hours

of orientation to .the detention facility
prior to job assignment?

Is present practice acceptable?

064

Do written policy and procedure provide
that all employees receive a minimum of
40 hours of training each year after the
first year of employment?

Is present practice acceptable?

065

Do written policy and procedure provide

that all employees who work in direct and

continuing contact with inmates receive

training that covers, at a minimum:
Security procedures?

Supervision of inmates

Report writing?

Significant legal issues?

Inmate rules and regulations?

Grievance and disciplinary procedures?

19
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AUDIT

Page twelve

TRAINING AND STAFF DEVELOPMENT

In Compliance

Not In Compliance

s Noted
Staff InformatiOn

Exception

Confirmed

065
(cont'd)

Rights and responsibilities of inmate

Fire emergency procedures?

First aid?

Communications skills?

Crisis intervention?

Special needs of minorities, women,
and ex-offenders?

Problem solving and guidance?

Is present practice acceptable?

066

Do written policy and procedure provide
that the facility's administrative and
managerial staff receive at least 40
hours of additional training in manage-
ment skills each year?

Is present practice acceptable?

067

Are library and reference services avail-
able to complement the training and staff
development program?

068

For facilities with more than 100 employ-
ees, is there an advisory training com-
mittee composed of the facility training
officer and a representative from each
department?

069

Are all personnel authorized to use fire-
arms trained in weaponry on a continuing,
in-service basis and required to qualify
annually?

070

Are all authorized personnel thoroughly
trained in the use of chemical agents?

071

Are all security personnel trained in ap-

proved methods of applying physical force

to control inmates, where necessary?

20
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AUDIT
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TRAINING AND STAFF DEVELOPMENT

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

072 Does the facility provide official admin-
istrative leave and reimbursement for em-
ployees attending selected professional
meetings, seminars, and similar work-
related activities?

073 Does the budget include funds for compen-
sating staff for additional time spent in
training, or for replacement personnel
when training occurs on the job?
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RECORDS

In Compliance

Not In Compliance

)

Exceptions Noted

Staff Information

Confirmed

074

Does the facility or its-agency collabor-
ate with criminal justice and service
agencies in information gathering, ex-
change, and standardization?

075

Is the facility administrator responsible
for maintaining an inmate population ac-
counting system?

076

Does the facility maintain a daily report
of inmate population movement?

077

Do written policy and procedure require
brompt reporting of all incidents that
result in physical harm to or threaten
the safety of any person in the facility
or that threaten the security of the
facility?

Is present practice acceptable?

078

Is an intake form completed for every per-

son admitted to the facility, containing

at least the following information, un-

less otherwise prohibited by statute:
Picture?

Booking number?

Date and time of intake?

Name and aliases of person?

Last known address?

Date and time of commitment and author-
ity therefo:x?

Name, title, and :rignature of deliver-
ing officer?

Specific charge(s)?

Sex?

Age?

Date of birth?
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RECORDS

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

078
(cont'd)

Place of birth?

Race?

Occupation?

Last place of employment?

Education?

Religion?

Health status?

Name and relationship of next of kin?

Address of next of kin?

Driver's license and social security
number?

Digposition of vehicle, where appli-
cable?

Court and sentence (if sentenced pri-
soner)?

Notation of cash and property?

Space for remarks (to include notation

-of any open wounds or sores requiring

treatment, evidence of disease or body
vermin, or tattoos)?

079

Does the facility maintain records on all
inmates committed or assigned to the fa-
cility, which contain but are not limited

to:

Intake information?

Commitment papers and court orders?

Cash and property receipts?

Reports of disciplinary actions or un-
usual occurrences?

Work records?

Program involvement?

Medical orders issued by the facility
physician?
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080 Are the contents of inmate records iden-

tified and separated according to an es-
tablished foxmat?

081 Do written policy and procedure ensure
the security and govern the maintenance
of inmate records?

Is present practice acceptable?

082 Do written policy and procedure ensure
that inmate records are current and ac-
curate?

Is present practice acceptable?

083 Are inmate records safeguarded from un-
authorized and improper disclosure?

084 Do written policy and procedure provide
that the inmate sign a "release of in-
formation consent form" prior to the re-
lease of information?

Is a copy of the signed consent form main-
tained in the inmate's record?

Is present practice acceptable?
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Form A-100
AUDIT

Page seventeen

PHYSICAL PLANT
(EXISTING AND NEW FACILITIES)

085 Do all housing and activity areas provide
for, at a minimum:

Lighting of at least 30 footcandles in
all housing and all activity areas?

Circulation of at least 10 cubic feet
per minute of fresh or purified air
for each person occupying the facilityj

Toilets, showers, and wash basins ac-
cessible to inmates in all housing and
activity areas?

A heating system and all equipment re-
quired to ensure healthful and com-
fortable living and working conditions
for inmates and staff?

086 Is the reception and release area located
inside the security perimeter but outside
inmate living quarters?

Does it have the following components:

Sally port?

Weapons lockers, located outside the
security area and equipped with indi-
vidual compartments, each with an in-
dividual lock and key?

Temporary holding rooms which have
sufficient fixed benches to seat all
inmates at the facility's rated capa-
city?

Available toilets?

Wash basins?

Drinking fountains?

Booking area?

Medical examination room?

Shower facilities?

25

In Compliance
Not In Compliance
Exceptions Noted
Staff Information
Confirmed
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086 Secure vault or room for the storage
(cont'd) of inmates' personal property?
Telephone facilities?
Interview room?
087 Does the facility have at least one spe-
cial-purpose cell or room to provide for
the temporary detention of persons under
the influence of alcohol or narcotics or
for persons who are uncontrollably vio-
lent or self-destructive?
088 Is space provided for the secure storage
of large items of inmates' personal prop-
erty?
089 Are there storaye rooms for clothing,
bedding, and facility supplies?
090 Do all cells and detention rooms designed
for single occupancy house only one in-
mate?
091 Do single rooms or cells in detention fa-
H~-NA cilities have at least 60 square feet of
floor space, provided inmates spend no
more than 10 hours per day locked in,
exclusive of count?
When confinement exceeds 10 hours per day,
is there at least 70 square feet of floor
space?
092 Do all rooms or cells in detention facil~
H-NA ities have, at a minimum:

Toilet facilities?

Wash basin with hot and cold running
water, unless there is ready access
to one?

Lighting of at least 30 footcandles,
which is both occupant-and centrally

controlled? ‘
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Page nineteen

PHYSICAL PLANT
(EXISTING AND NEW FACILITIES)

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

092
{cont'd)

Circulation of at least 10 cubic feet
per minute of fresh or purified air?

Acoustics that ensure noise levels
that do not interfere with normal hu-
man activities (65-70 decibels in day-
time; 40-45 decibels at night)?

Bunk?

Desk?

Shelf, hooks, or closet space?

Chair or stool?

093
D-NA

Do single rooms or cells in holding fa-
cilities have, at a minimum:
50 square feet of floor space?

Toilet facilities?

Wash basin with hot and cold running
water, unless there is ready access to
one?

Lighting of at least 30 footcandles?

Circulation of at least 10 cubic feet-
per minute of fresh or purified air?

Acoustics that ensure noise levels
that do not interfere with normal hu-
man activities (65-70 decibels in day-
time; 40-45 decibels at night)?

094
H-NA

Are multiple cells designed to house no
more than 16 inmates?

Is there a minimum of 50 square feet of
floor space per inmate in the sleeping
area? '

095
- H-NA

Are dormitory living units designed for
a capacity of no more than 50 inmates?

Is there a minimum of 50 square feet of
floor space per inmate in the sleeping
area?
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096 Is there a separate day room for each
H-NA cell block or detention room cluster?
097 Does the facility have at least one
H~NA single-occupancy cell or room for in-
mates who must be under constant medical
supervision?
098 Do designated exits in the facility per-

mit prompt evacuation of inmates and
staff members in an emergency?

099 In a large facility, is space provided
H-NA for:

Administrative, professional, and
clerical staff?

Conference rooms?

Employee lounge?

Storage room for records?

Public lobby?

Toilet facilities?

100 If the facility provides food service,
does the kitchen have at least 200 square
feet of floor space?

101 Is space provided for janitor's closets,
which are equipped with sinks and clean-
ing implements?

102 Is space provided for all mechanical
equipment?
103 Does the faclility have a written plan for

preventive maintenance that is reviewed
and updated annually?




o =
Ol °j O
Form A-100 =1 1
AUDIT of -] o] m
Page 21 [s:): "& = E
°| E| v O

Al O] g} Wi ©

499 5 8

PHYSICAL PLANT gl s ¥ ~

O H| &1 ¢ A

(EXISTING AND NEW FACILITIES) Ol of o Bl %

g O M¥p & 0O

Hi &l || w] O

104 Do written policy and procedure specify

that the administrator reviews space and
equipment requirements at least annually,
and plans for the effective use of space
and equipment?

Is present practice acceptable?

105 If the facility maintains an arsenal, is
it located within the administrative area
but outside the security perimeter of the
inmate housing and activity areas?

Are provisions made for the secure stor-=
age, care, and issuance of weapons, chem-
ical agents, and other related security
equipment?

106 Is space provided for conducting programs

H~NA for inmates?

107 Is space provided for inmate exercise?

H~-NA

108 Is space provided for inmate commissary

or canteen, or are provisions made for
a mobile commissary service?
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109 Is the facility geographically accessible
to criminal Jjustice agencies (law enforce+
ment, prosecutor, courts), community
agencies, and inmates' lawyers, familieg,
and friends.
110 Are all cells and detention rooms de-
signed for single occupancy only?
111 Do all cells and detention rooms have, at
a minimum:
Seventy square feet of floor space?
No less than 7 feet between walls?
Toilet facilities?
Wash basin with hot and cold running
water?
Lighting of at least 30 footcandles,
which is both occupant and centrally
controlled?
Circulation of at least 10 cubic feet
per minute of fresh or purified air?
Acoustics that ensure noise -levels
that do not interfere with normal hu-
man activities (65-75 decibels in day-
time; 40-45 decibels at-night)?
Bunk?
Desk?
Storage space?
Chair or stool?
Natural light?
112 Is the facility designed and constructed
so that inmates can be segregated accord-
ing to existing laws and regulations, or
according to the facility's classifica-
tion plan?

30



o o| &
Form A-100 (%: B ﬂ
AUDIT 8. : g g
Page 23 2l 2 g
@l Ef n| O
2 3 8 9 3
PHYSICAL PLANT % - 3 i E
(NEW FACILITIES ONLY) Of H| & W] -~
0 O] Wl W
2 ol °f &
g} of ¥ 8] ©
HE & || v O
113 Do special-purpose cells or rooms have:
Maximum rated capacity of one inmate?
Seventy square feet of floor space?
Stationary bed?
Combination security toilet and wash
basin? , -
114 Is there a day room, which accommodates

T

to 16 inmates; for esach cell block or
detention room cluster?

Does the room have a minimum of 35 square
feet of floor space per inmate, and is it
separate and distinct from the sleeping
area but immediately adjacent to and
accessible from it?

115 Is the facility contructed with floor

drains in all living and activity areas,
equipped with emergency water shut-off
valves?
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SAFETY AND SANITATION

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

116 *

Does the facility comply with federal,
state, and local sanitation, safety, and
health codes?

117 *

Do written policy and procedure specify
the facility's fire prevention regula-
tions and practices to ensure the safety
of staff, inmates, and visitors?

Do they include, but are not limited to:
Provision for an adequate fire inspec-
tion service?

A system of fire inspection and test-
ing of equipment by a local fire of-
ficial at least quarterly?

Availability of fire hoses or exting-
uishers at appropriate locations
throughout the facility?

Is present practice acceptable?

118

Does the facility have an automatic fire
alarm and heat and smoke detection sys-
tem that is approved by the state fire
marshall and tested on a regular basis?

119

Does the facility provide noncombustible
receptacles for smoking paraphernalia and
separate containers for other refuse in
inmate living quarters and at appropriate
locations throughout the facility?

120 *

Is there a housekeeping plan for the fa-
cility's physical plant?

Is present practice acceptable?

121 *

Does the facility provide for the control
of vermin and pests?

Is present practice acceptable?
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122 Does the facility provide for waste dis-

posal?

Is present practice acceptabie?

123

Do written policy and prccedure require
frequent sanitation inspections of 'all
facility areas?

Is present practice acceptable?

124

Does the water s weet all applicable
laws and regulations of the governing
jurisdiction?

125 *

Does the facility have a written evacua-
tion plan in the event of a fire or major
emergency?

126 *

Is there a written procedure which speci-
fies the means for the prompt release of
inmates from locked areas in case of
emergency?

127

Does the facility have travel distance to
exits within the limits specified by the
Life Safety Code, as follows:

Area Nonsprinkled
Cell blocks/dormitory 100 feet
Work area 100 feet
High hazard areas 75 feet
Dining, recreation areas 150 feet
Infirmary/hospital 100 feet
Office areas 100 feet
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127 Area Sprinkled
(cont'd) Cell blocks/dormitory 150 feet
Work area 150 feet
High hazard areas 75 feet
Dining, recreation areas 200 feet
Infirmary/hospital 150 feet
Office areas 300 feet
128 * | Does the facility have exits which are

distinctly marked, continuously illumi-

nated, and kept clear and in usable con-

dition?

129

Are selection and approval of facility
furnishings based on known performance
characteristics of materials selected,

to ensure they are flame retardant?

130

Are facility floors kept clean, dry, and

free of hazardous substances?
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131 Do written policy and procedure provide
H-NA for the issue of suitable clothing to new
inmates?
Is present practice acceptable?
132 Do written policy and procedure provide
H~NA for the issue of special clothing to in-
mates participating in special work as-
signments?
Is present practice acceptable?
133 Do written policy and procedure provide
for the issue of suitable bedding, linen,
and towals to new inmates?
Is present practice acceptable?
134 Does written policy specify accountabil-
ity for inmate clothing and bedding?
Is present practice acceptable?
125 Are laundry services sufficient to permit
H-wA regular exchange of all inmate clothing,
bedding, linen, and towels?
136 Does the store of clothing, linen, and
bedding exceed that reguired for the fa-
cility's maximum inmate population?
137 Are there sufficient facilities in the
housing areas to permit inmates to bathe
upon admission to the facility and at
least three times a week thereafter?
138 Are hair care services available to in-
H-NA mates?
139 Does the facility provide articles nec-
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INMATE CLOTHING AND HYGIENIC LIVING CONDITIONS

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

140 *! Does the facility provide for the clean-

H-NA ing and disinfecting of inmate personal
clothing before storage, when necessary?
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141 -|*| Is a physician, licensed in the state,

responsible for the facility's medical
services pursuant to a written agreement
between the agency responsible for the
facility or the facility administrator
and the responsible physician or gquali-
fied medical authority?

142

Is the physician free to practice medi-’
cine without restrictions imposed on him/
her by facility administrators?

143

Do security regulations applicable to
facility personnel apply also to medical
personnel?

144

Is there a quarterly report on the health
delivery system and the health environ-
ment of the facility, and an annual sta—
tistical summary?

145 ¥

Do written standard operating procedures,
approved by the responsible physician,
exist for the following:

Receiving screening?

Health appraisal data collection?

Nonemergency medical services?

Emergency medical and dental services?

Decision on emergency nature of ill-
ness or injury?

Dental screening, examination, and
treatment?

Provision of medical and dental pro-
sthetics?

Pirst aid?

Notification of next of kin or legal
guardian in case of serious illness,
~injury, or death?
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145 Provision for chronic care?
(cont'd)

Provision for convalescent care?

Screening, referral, and care of men-
tally ill and retarded inmates?

Implementation of special medical pro-
gram?

Delousing procedures?

Detoxification procedure?

Pharmaceuticals?

Is present practice acceptable?

146

Do state certification requirements and
restrictions apply to health care per-
sonnel working in the facility as they do
to those working in the community?

Are copies of licensing and certification
credentials on file in the facility?

147

Is the work of qualified medical person-
nel governed by written job descriptions
which are approved by the responsible
physician?

1438 *

Is treatment by medical personnel other
than the responsible physician performed
pursuant to written standing or direct
orders from the physician?

149

If medical services are delivered in the
facility, are adequate space, eguipment,
supplies, and materials, as determined by
the responsible physician, provided for
the performance of primary health care
delivery?
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150 Are first aid kit (s) available in all fa-

cilities?

Does the responsible physician approve

the contents, number, location, and pro-
cedure for periodic inspections of kits?

151 *

Is intake screening performed on all in-
mates upon admission to the facility and

before their placement in the general
population or housing?

Are the findings recorded on a printed

screening form approved by the responsi-

ble physician?

Does the‘screening include inquiry into:
Current illnesses and health problems,

including those specific to women?

Medications taken and special health

requirements?

Screening of other health problems

designated by the responsible physi-~

cian?

Behavioral observation, including
state of consciousness and mental
status?

Notation of body deformities, trauma
markings, bruises, lesions, jaundice,

ease of movement, etc.?

Condition of skin and body orifices,
including rashes and infestations?

Disposition/referral of inmates to
gualified medical personnel on an
emergency basis? :

152
H-NA

Does the health appraisal data collection,
which is completed for each inmate within
14 days after admission to the facility
include:
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MEDICAL AND HEALTH CARE SERVICES

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

152
(cont?td)

Review of the earlier receiving
screening?

Additional data to complete the medi-
cal and psychiatric history?

Laboratory and diagnostic tests to de-
tect communicable diseases, including
venereal diseases and tuberculosis?

Height?

Weight?

Pulse?

Blood pressure and temperature?

Other tests and examinations as appro-
priate?

A standardized medical examination
with appropriate comments about mental
and dental status?

153
H-NA

Do qualified medical personnel collect
inmate health histories, vital signs, and
other health appraisal data?

Are all health appraisal data recorded on
the health data forms approved by the
responsible physician?

Does the responsible physician or desig-
nated medical personnel review the re-
sults of the medical examination, tests,
and problem identification?

154

At the time of admission to the facility, |

are inmates informed in writing of the
procedures for gaining access to medical
services?

155

Are inmates' medical complaints collected
daily and responded to by medically
trained personnel?
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156 Is sick call, conducted by a physician or
H-NA other gualified medical personnel, avail-
able to each inmate as follows:
Do small facilities of fewer than 50
inmates hold sick call once per week,
at a minimum?
Do medium-size facilities of 50-200
inmates hold sick call at least three
times per week?
Do large-size facilities of more- than
200 inmates hold sick call a minumum
of five times per week?
157 Is a physician available at least once a
H-NA week to respond to inmate complaints re-
garding service received from other med-
ical providers?
158 Does the facility provide 24-~hour emer-
gency medical and dental care, as out-
lined in a written plan?
Does the plan provide arrangements for:
Emergency evacuation of the inmate
from the facility?
Use of an emergency vehicle?
Use of one or more designated hospital
emergency rooms or other appropriate
health facilities?
Emergency on-call physican and dental
service when facility is not located
in a nearby community?
Is present practice acceptable?
159 Are facilify personnel trained in emer-

gency care procedures?
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159 Do written standards, operating proce-

(cont'd)

dures, and training of staff incorporate
the following steps:
Awareness of potential emergency situ-
ations?

Notification or observation-determina-
tion that an emergency is in progress?

First aid and resuscitation?

Call for help?

Transfer to appropriate medical pro-
vider?

160

Do all personnel have current training in
basic first aid equivalent to that de-
fined by the American Red Cross?

16l

Does at least one person per shift have
training in intake screening, basic life
support, cardiopulmonary resuscitation
(CPR), and recognition of symptoms of
the illnesses most common to the facility?

162

Are chronic care and convalescent care
provided to inmates?

163
H-NA

As determined by the responsible physi-
cian, is medical or dental prosthesis
provided when the health of the inmate-
patient would otherwise be adversely af-
fected?

164
H-NA

Is dental care provided to each inmate

under the direction and supervision of a

dentist, licensed in the state as follows:
Dental screening within 14 days of
admission?

Dental hygiene services within 30 days

of admission?
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164 Dental examinations within three
{cont'd) months of admission?
Dental treatment, not limited to ex-
tractions, within three months of ad-
mission when health of inmate would
otherwise be adversely affected?
165 Are screening and referral for care pro-

vided to mentally ill or retarded inmates
whose adaptation to the detention en-
vironment is significantly impaired?

Does the responsible —hysician provide a
written list of symptoms or behaviors in-
dicative of mental illness and retarda-
tion and designate, in advance, specific
referral sources?

166

Are facility personnel trained regarding
recognition of symptoms of mental illness
and retardation?

167

Does a special program exist for inmates
requiring close medical supervision?

Is a treatment plan developed by a phy-
sician which includes directions to med-
ical and nonmedical personnel regarding
their roles in the care and supervision
of those patients addicted to alcohol,
opiates, barbiturates, and similar drugs?

168

Do the facility's standard operating pro-
cedures for the proper management of
pharmaceuticals include:
Requirements that the facility adhere
to regulations established by the statsq
board of pharmacy regarding medica-
tions?

Policies regarding medication dis-
pensing and administration?
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168 Policies regarding the maximum secur-
(cont'd) ity storage and weekly inventory of

all controlled substances, syringes,
needles, and surgical instruments?

Is present practice acceptable? (See
attachment #8)

169 *

Has the person administering medications
received training from the responsible
physician and the facility administrator?

Is this person accountable for admini-
stering medications according to orders
and recording the administration of medi-
cations in a manner and on a form ap-
proved by the responsible physician?

170 *

Does the medical record file contain:
The completed receiving screening
forms?

Health appraisal data collection formsj

All findings, diagnoses, trestments,
dispositions, prescriptions, and ad-
ministration of medications? -

Notations of place, date, and time of
medical encounters and discharges from
medical treatment?

171 *

Is access to the medical record con-
trolled by the responsible physician?

.the medical recordz

Does physician-patient privilege apply to

172 *

Is the medical record file kept separate
from the confinement record?

173

Are summaries or copies of the medical
record file routinely sent to the facil-

ity to which the inmate is transferred?
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173 Is written authorization by the inmate
(cont’d) necessary for transfer of medical record
information unless otherwise provided by
law or administrative regulation having
the force and effect of law?
Is medical record information transmitted
to specific and designated physicians or
medical facilities in the community upon
written authorization of the inmate?
174 *| Are all examinations, treatments, and

procedures affected by informed consent
standards in the community likewise ob-
served for the inmate?
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175 *| Can the facility document that its food

service meets or exceeds the dietary al-
lowance stated in the Recommended Dietary
Allowances of the National Academy of
Sciences?

176 *

Do written policy and procedure specify

that meal preparation consider food fla-
vor, texture, temperature, appearances,

and palatability?

Is present practice acceptable?

177 *

Do written policy and procedure require
advance menu preparation?

Is present practice acceptable?

178 *

Do written policy and procedure provide
for special diets as prescribed by ap-
propriate medical personnel?

Is present practice acceptable?

179 If inmates' religious beliefs require

H~NA their -adherence to dietary laws, is pro-
vision made for such special diets?

180 Do written policy and procedure require

H-NA that accurate records are maintained of
all meals served?

Is present practice acceptable?

181 * | Does written policy provide for no more
than 14 hours between the evening meal
and breakfast and a minimum of two hot
meals every 24 hours?

Is present practice acceptable?
182 *| Does written policy preclude the use of

food as a reward or disciplinary measure?

Is present practice acceptable?
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AUDIT
Page 395

FOCD SERVICES

In Compliance

Not In Ccmpliance

Exceptions Noted

staff Information

Confirmed

183
H-NA

Is space provided for group dining, ex-
cept when security or safety considera-
tions justify otherwise?

184 *

Do written policy and procedure require
that all meals are served under direct
supervision of staff members? :

Is present practice acceptable?

185 *

Do written policy and procedure provide
that only carefully screened inmates are
assigned food service work?

Is present practice acceptable?

186 *

Does the facility have sanitary, tempera-
ture-controlled storage facilities for
the storage of all foods?

187 *

Is the facility's food ssrvice operation
supervised by a designated staff member
who is selected based on interest and
demonstrated ability in food service?

188 *

Does written policy specify that all food
service personnel comply with applicable
federal, state, and local health laws

and regulations?

Is present practice acceptable?

189 *

Do written policy and procedure require
daily inspecticn of all food service
areas and equipment by administrative or
dietary personnel?

Is present practice acceptable?

190

Do food service facilities and equipment
meet established safety and protection
standards and reguirements?

47




NATIONAL
SHERIFFS’
ASSOCIATION

e

Lianv ALiEnd3s



F4NA3DO0Ud TOHULNOD
B SNVId ADNIDHINI -
SINIWHIVLLY ™™

Y AR I N L

A T T e ) . NYp

.Z'U‘”"".'--"‘--‘
Al L2 I A

_ eY
¢ - . ®. - e
"9 .Y +Xp o= _ DPIU"°

Vv‘r."’. -.-'-

NATIONAL
SHERIFFS’
ASSOCIATION



10

11

INDEX

EMERGENCY PLANS AND CONTROL PROCEDURES

INSTRUCTIONS ON USE OF AUDIT FORMS FOR EMERGENCY PLANS

FIRE PLAN
ESCAPE PLAN

RIOT PLAN

INSTRUCTIONS ON USE. OF AUDIT

KEY CONTROL

TOOL CONTROL

SECURITY INSPECTIONS
ARMORY

CONTROL OF DRUGS, SYRINGES,
NEEDLES, AND HAZARDOUS
SURGICAL INSTRUMENTS
EXAMPLE OF CORRECTION

OFFICERS' TEST ON POLICY
AND PROCEDURE

Element 213 - Attachment #1
Element 212 - Attachment #2
Element 213A - Attachment #3
FORMS FOR CONTROL PROCEDURES
Element 208 - Attachment #4
Element 209 - Attachment #5
Element 197 - Attachment #6

Element 201 - Attachment #7

Element 168 - Attachment #8

Attachment #9



FIRE PLAN, ESCAPE PLAN, RIOT PLAN

Instructions for Using the Audit Forms

Read the facility plan; then address each question of
the audit and £ill in the appropriate blocks as follows:

In compliance:

If the written plan clearly addresses the subject as
required, place a check mark in this block.

Not in compliance:

If the plan does not address the subject, place a check
mark in this block.

Exceptions noted:

If the plan does address the subject and is in general
compliance but is vague or not completely satisfactory,
check both the "in compliance” block and the "exceptions
noted" block.

Staff information:

In making an interxnal audit, this block is not used.
The only time the block is used is when a person who is
charged with making an external audit uses staff infor-
mation instead of personally reviewing the plan. In
such cases, the block would be checked and the identity
of the person supplying the information recorded.

Confirmed:

This block is to be checked when the person conducting
the audit documents findings by personally reviewing

the plan. This block should always be used by the person
charged with making an internal audit.

Eprm N-50:

Any time an element is checked "not in compliance" or
"exceptions noted," a brief written description of
findings should be recorded on form N-50 attached to the
audit. Always write the appropriate audit element being
addressed when recording findings. The date the audit
is conducted and the name of the person conducting the
audit should be recorded at the top of this form.



Fire
Page

Note:

Plan, Escape Plan, Riot Plan
two

When a written plan has not been formulated, the audit
can be used as a guide to formulating the plan.



AUDIT OF FIRE PLAN
213

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Prevention:

Does the plan cover the need for
good housekeeping standards, constant
vigilance by staff, and regular
scheduled fire inspections by the
facility administrator and the local
fire marshall?

Fire drills and evacuation:

Does the plan define clear procedures
for evaucation of facility, cowvering
all pertinent details beginning with
the alarm, staff responsibility, per-
imeter security, etc.?

Floor plan drawings:

Does the plan require floor plan
drawings?

Do floor plan drawings indicate loca-
tion of:
All entrances, exits, windows, and
doors?

Perimeter fences and gates?

All fire extinguishers?

High voltage electrical lines?

Emergency equipment?

Numbered emergency exits and emer-
gency key number to fit lock?

Records and valuables?

Storage of volatile chemicals and
fluids?

Pertinent electrical switch con-~-
trols?

Emergency guard posts?

Fire hose boxes and key location,
if locked?

Attachment #1




AUDIT OF FIRE PLAN
213

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Alarm system:
Has an alarm system been established?

Notification List:
Does the plan require a list of names
addresses, and phone numbers of per-
sons to be contacted, in order of
priority, in case of fire?

Emergerncy keys:
Does the plan cover the location and
proper use of emergency keys?

Contingency plans:
Does the plan include a provision for
moving inmates to an alternate facil-
ity in case the need arises?

Are procedures outiined as to how the
inmates would be moved?

Personnel accountability:
Does the plan cover a system for
checking the presence and welfare of
each employee as soon as possible
after the alarm is signaled and at
set intervals during the emergency?

Inmate accountability:
Does the plan cover a system of
checking the presence and welfare of
each inmate as soon as possible after
the alarm is signaled and at set
intervals during the emergency?

Containment of fire:
Does the plan indicate the doors to
close, the fans to turn off or on,
and the electrical switches to deact-~
ivate in case of fire?

Attachment #1
page two




AUDIT OF FIRE PLAN
213

Tn Compliance

Not In Compliance

Exceptions Noted

staff Information}]

Confirmed

Training requirements:

Does the plan require that each
employee receive special training in
fire plan procedures?

Does the plan reguire cross-training
with the fire department that would
respond in a fire emergency?

Support agencies:

In addition to the notification list
as required in (E), does the plan

list agencies that could be called on
for predetermined types of services?

Are the following agencies listed
with phone numbers:

Electric company?

Gas company?

Water company?

Ambulance service?

Red Cross?

National Guard?

Others?

Post-fire procedures:

Are post-fire procedures covered in
the plan?

Investigation:

Does the plan require an investiga-
tion of each fire incident?

Does the plan require each employee
involved to write and submit a report
to the facility administrator?

Attachment #1
Page Three




AUDIT OF FIRE PLAN
213

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Review:
Does the plan require an annual review

and updating when needed?

Does the plan require that all employ-
ees read and initial it, to signify
they have read and understand the planij

Does the plan require the signature of
the facility administrator and the lo-~
cal fire marshall?

Attachment #1
Page Four



Form N~-50
DESCRIPTION OF
DEFICIENCIES

Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
~Washington, D. C, ‘




. Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the
deficiencies found at the time of
the audit. Record the eslement
number in space provided.

National Sheriffs' Association
Washington, D. C.



AUDIT OF ESCAPE PLAN
212

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Prevention:
Is there a section in the plan that
stresses good security procedures and
good staff-inmate communications?

Types of escapes:
Does the plan address the following

types of escapes:

Escape from facility?

Escape from premises by trusty?

Escape from work release?

Escape while in transit or under
escort?

Responsibility for execution of plan:
Does the plan designate the senior of-
ficer-in-charge at the time of an es-
cape, the facility administrator, or a
designated employee to place the plan
in action?

Actions to be taken on notification of an
escape: ‘

Are the following actions taken:

Sounding of alarm?

Notification of superiors?

Notification of law enforcement of-
ficials?

Notification of prosecutor?

Notification of TV, radio, and
other news media?

Are names and telephone -numbers
listed for all the above parties?

Hostages:
Does the plan make clear that a hos-.

tage has no authority regardless of
rank while under duress?

Attachment #2



AUDIT OF ESCAPE PLAN
212

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

F Firearms:
Does the plan describe conditions un-—
der which firearms can be used?

Is there provision for the issue of
and receipting for firearms?

G Escape posts and patrols:

Does the plan list the most llkely
avenues of escape and escape posts and
-patrols for rapid assignment of staff?

H Written reports:

Does the plan outline the responsibil-
ity of staff in writing and submitting
reports?

I Investigation:
Does the plan require an investigation
of escapes and attempted escapes?

Does the plan indicate the distribu-
tion of investigation reports?

Does the plan require that any weak-
ness found in the facility or in pro-
cedures, as well as staff failures, be
identified where warranted?

Does the plan require that the inves-
tigation reports be submitted to the
prosecutoxr?

J Review:

Does the plan require a review at
least annually and updating whenever
needed?

Does the plan require all staff to
read and initial, to signify they have
read and understand the plan?

Is the escape plan dated and signed by
the facility administrator?

Attachment #2
Page Two




Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C,




Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C.




AUDIT OF RIOT PLAN
2137

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Types of disturbances:
Does the plan cover:

Disturbance of a riotous nature be-
tween two or more inmate factions?

Disturbance of a general nature, in-
tent on correction of some real or
fancied grievances? ‘

Disturbance used as a diversionary
tactic to facilitate an escape at-
tempt?

Contributing factors:
Are the following contributing factors
covered in the plan:

Racial problems?

Food complaints?

Complaints regarding:
Medical attention or treatment?

Recreation?

Visiting?

Mail privileges?

Sex pressure and group problems?

Misinformation relayed to inmates?

Signs of tension:
Are the following signs of tension ad-
dressed in the plan:
Increase in the number of sullen
inmates?

Unusual restlessness?

Sudden increase in disciplinary
infractions?

Preventive actions: ,
Does the plan stress the need for

prompt reporting of a bad "climate" in|.

the facility?

Attachment #3



AUDIT OF RIOT PLAN
213A

In Compliance

Not. In Compliance

Exceptions Noted

Staff Information

Confirmed

D
(cont'd)

Preventive actions (cont'd):

Does the plan address positive staff

actions that tend to prevent riots,

such as good communications concerning:
Plans?

Programs?

Procedures?

Does the plan address prompt reporting
methods designed to keep supervisors
informed of unrest in the inmate group?

Does the plan stress the need for:
An understanding relationship be-
tween staff and inmate?

Constructive activities, recreation|
and execise programs? .

Fair and impartial treatment of in-
mates?

Order of responsibility:
In deciding on a course of action, are
responsibilities considered in the
following order:
General public?

Safety and welfare of hostages?

Prevention of loss of life or in-
jury to personnel?

Inmate welfare?

Protection of property?

Steps to be taken to activate riot plan:
Does the plan cover:
Immediate steps to close all ave-
nues of escape?

Methods of localizing a disturbance
by cutting off access from an af-
fected area to an unaffected area?

Notification list of persons and
agencies to be notified, in order
of priority, along with phone num-

bers?

Attachment #3
Page Two
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F Steps to be taken to activate riot plan

(cont'd)| (cont'd):

Does the notification 1list include:
Facility administrator?

Sheriff?

City police?

Fire department?

Prosecutoxr?

Call for reenforcements?

Assembly of reenforcements and
equipment?

Planning the immediate objective
during the delay while reenforce-
ments and eguipment are assembled?

The decision to use force as one to
be made only by the facility admin-
istrator or by a designated repre-
sentative?

G Hostages: ‘

Does the plan make clear that any per-
son held hostage has no authority re-
gardless of rank while under duress?

H Nonparticipants:

Does the plan address the need for
giving inmates who do not wish to par-
ticipate in the disturbance an oppor-
tunity to withdraw from the disturbed
area? N

Does the plan provide for a means of
safe conduct to a nonaffected secure
area?

I Communications with inmates:

Does the plan address the need for
urging rioters to select a spokesper-
son to confer with the facility admin-
istrator or the designated represen-
tative?

: : Attachment #3
- ' ’ Page Three




AUDIT QF RIOT PLAN
213A

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Ringleaders:

Does the plan direct employees to ob-
serve actions of inmates closely to
determine agitators and ringleaders,
to provide evidence that will be help-
ful later?

Subjugation of the rioters:

Does the plan make clear that the a-
mount of force to be used will be dic-
tated by the situation, but only the
force necessary to control the situa-.
tion is to be used?

Equipment:

Does the plan address proper equipment)|

Water:

location, pretesting gas masks, etc.?

Because fire often occurs during a ri-
ot, does the plan include the location
of:

Hydrants?

Extinguishers?

Hose?

Other fire fighting equipment? -

Is the use of water to disperse par-
ticipants covered in the plan?

Is the use of water to cieate dampness
necessary to the most effective con-
centration of gas covered?

Gas:

Does the plan make clear that only the
facility administrator or a designated
representative can make the decision
to use gas?

Does theplan stress the need to use
sufficient gas on the first attempt to
break all resistance?

Attachment #3
Page Four




AUDIT OF RIOT PLAN
213a

In Compliance

Not In Compliance

Exceptions Noted
Staff Information

Confirmed

N Gas (cont'd):

(cont'd] Does the plan cover the need to allow
the gas to develop fully but not dis-
sipate before sending in personnel?
Does the plan cover an after-care med-
ical procedure to treat staff and in-
mates exposed to heavy concentration
of gas?

0 Firearms: '
Does the plan cover conditions and
situations when the use of flrearms
may be authorized?

P Post-riot:

Does the plan cover:

Confinement of participants and as-
signment of sufficient staff to
maintain control? ~

Immediate medical attention for all
reported injuries?

An accounting of all inmates?

Segregation of agitators?

Curtailment of activities and in-
mate movement, i1f warranted?

The investigation?

The requirement that all employees
on duty write and submit a report
to the facility administrator?

The need to get written statements
of witnesses (staff and inmates)?

Photographs of damaged area?

The immediate steps to be taken to
repair damage?

The collecting and securing of per-
sonal property?

Attachment #3
Page Five




AUDIT OF RIOT PLAN
21324

Review:
Does the plan cover a procedure for
all personnel to read the plan and
initial it, signifying they have read
and understand the plan?

Does the plan require a review at
least annually and as changes require?

Is the plan dated and signed by the
facility administrator?

Attachment #3
Page Six

In Compliance

Not In Compliance
Exceptions Noted
Staff Information
Confirmed




. Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the

deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C.



Form N-50
DESCRIPTION OF
DEFICIENCIES

Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C.




.TOOL CONTROL, KEY CONTROL, CONTRQL OF DRUGS,

.SYRINGES, NEEDLES, AND HAZARDOUS SURGICAIL INSTRUMENTS,

ARMORY PROCEDURES, AND SECURITY INSPECTION PROCEDURES

Instruction for Using the Audit Forms

This audit consists of reviewing the written plan for compliance
and then reviewing the actual practice in operation for compliance.

aAudit of Plans

Thoroughly read each plan to ascertain if the plan addresses the
subject and fill in the appropriate block.

In compliance:

If the plan does address the subject, place a check mark
in this block.

Not in compliance:

- If the plan or procedure does not address the subject,

place a check mark in this block.

Exceptions noted:

If the plan or procedure does address the subject and

is in general compliance but is vague, incomplete, or

not completely satisfactory, check both the "in compliance"
block and the "exceptions noted" block.

Staff information:

This block should not be used when making an internal
audit. The only time the bleck is used is when a person
who is charged with an external audit uses staff infor-
mation instead of personally reviewing the plan or pro-
cedure. In such cases the block would be checked and
the identity of the person supplying the information
recorded.

Confirmed:

Form

This block is to be checked when the person condugtipg
the audit documents findings after personally reviewing
the plan or procedure.

N-50:

Any time a block is checked "not in compliance" or
"exceptions noted," a brief written description should
be recorded on this form attached to. the audit. All
descriptions and comments should be preceded by the
appropriate letter found in the element column of the



Tool control, etc. ‘ Page two
audit. The date and name of the person conducting the
audit should be recorded on this form.

Note:
When written plans and procedures have not been formulated,
the audit format can be used as a guide to formulating

them.

Audit of Operational Practices

After conducting an audit of the written plans and procedures,
go into the facility and personally check practices as they
relate to the audit. The same recording principle should be
used as described above.



AUDIT OF KEY CONTROL
208

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Types of keys:

Does the plan cover:
Security keys?

Emergency keys?

Master keys?

Pattern keys?

Storage or inactive keys?

Vehicle keys?

Restricted keys?

Inventorz:

Is a written master inventory of all
keys maintained? ‘

Is there a written inventory of all
locks?

Are inventories accurate, dated, and
signed by the facility administrator?

Does the plan require that only the
facility administrator can approve a
change in the inventory?

Are pattern key blanks kept on inven-
tory?

Cross-indexing of keYs:

Key number to lock and location?

Location and lock to key number?

Key number to key ring number?

Key ring number to assigned keys?

Key issue and control:

Are receipts required whenever key(s)
are issued?

Are keys issued form only one control
point? '

Attachment #4
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D . Does the plan require written reports
(Cont'd) to be submitted on lost or broken keys

and malfunctioning locks?

Does the plan prohibit inmates from
handling keys?

Deces the plan require that all employ-
ees return issued keys to the control
point at the end of their tour of duty
and at any time they leave the
facility?

E Emergency keys:

Is a complete set of emergency keys
maintained in a secure area to be used
only in an emergency?

Does each key have an individual tag,
designating the lock it fits and the
location of the lock?

Does the plan require that emergsncy
keys are frequently checked toc assure
they work?

F Restricted keys:

Does the plan designate certain keys
as restricted that can be issued only
to certain responsible staff named by
the officer in charge?

Are the following keys restricted:

Personal property storage?

Valuables storage?

Evidence storage?

Personnel records storage?

Commissary and commissary storage?

Armory?

Dry and cold food storage?

Others, as indicated by the facil-
ity administrator?

Attachment #4
Page Two



AUDIT OF KEY CONTROL
208

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Key rings:
Does each key ring tag have the key
board number stamped in it, along with
the number of keys assigned to the
ring?

4

Key ring directory:

Is there a written key ring directory
available to staff, at the control
point, that lists the key ring num-
bers for the different jail opera-
tions?

Key storage:

Does the plan prohibit anyone other
than the person assigned by the facil-
ity administrator access to inactive
key storage, the key-making machine,
and pattern keys?

Internal audit:

Does the plan require an internal
audit at established intervals by the
facility administrator, shift super-
visors, and control room officers?

Review:

Does the plan require an annual re-
view?

Are all personnel required to read
the plan and document by their ini-
tials that they understand the plan?

Key control practices:

Are the present key control practices
acceptable?

-Attachment #4
Page Three




' Form N-50

DESCRIPTION OF

DEFICIENCIES ' Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington D. C.



. Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the

deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C.




AUDIT OF TOOL CONTROL
209

Definition:

Does "tool" as used in the plan in-
clude all instruments of manual oper-
ations, minor equipment, and imple-
ments such as knives used in the
kitchen?

Need for control:

Does the plan make clear that good
tool control will improve security,
place responsibility for losses,
improve tool maintenance, and reduce
cost?

Responsibilities for control:

Has the facility administrator desig-
nated one individual to be responsible
for the control of tools?

Storage:

Are adequate provisions made for the
secure and convenient storage of tools
in order to expedite withdrawal and
return for persons using them?

txi

Control:

Does the tool control plan include the
following general principles and
procedures:

Care and maintenance of tcols?

Inventory?

Color code or other designation?

Control and issue?

Classification (hazardous or non-
hazardous) ?

Replacements and additions?

Attachment #5

In Compliance
Not In Compliance

Exceptions Noted
Staff Information

Confirmed




AUDIT OF TOOL CONTROL
209

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

(cont'd

Requirements for immediate report-
ing of lost tools?

Control of tools brought in from
the outside by maintenance workers?

A master inventory of all tools to
be maintained by the facility ad-
ministrator, dated, and signed by
the tool control officer?

Kitchen tools:

Is there a secure, locked storage
cabinet for tools?

Is there an accurate, dated inventory
signed by the head of the food service
department and the tool control
officer?

Is there a log maintained to document
the issue and return of hazardous
tools?

When a hazardous tool is checked out
to an inmate, are the date, inmate's
name, time checked out, time checked
in, and the issuing officer's initials
recorded?

Small jails and lock-up:

When facilities do not maintain tools,
is there a written procedure to ensure
that tools brought in by maintenance
personnel are properly checked in and
out and properly supervised while in
the facility?

Review:

Does the plan require that internal
audits be carried out by the tool
control officer?

Does the plan require an annual
review?

Attachment #5
Page Two
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H Does the plan require that all person-
(cont'd) nel read, date, and initial to indicat
they have read and understand the tool
control plan?
I Tool control practices:

Are present tool control practites
acceptable?

Attachment #5
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. Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C.



‘ Form N-50

DESCRIPTION OF

DEFICIENCIES Record a brief description of the
deficiencies found at the time of
the audit. Record the element
number in space provided.

National Sheriffs' Association
Washington, D. C.




AUDIT OF SECURITY INSPECTIONS
197

In Compliance

Not In Compliance

1 Exceptions Noted

Staff Information

Confirmed

Policy:

Is there a written policy covering
facility security inspections?

Areas of responsibility:

Is the facility zoned to establish
areas of responsibility that encompass
all areas of the facility and premises?

Inspection forms:

Are inspection forms formulated for
each zone?

Does the inspection form for each zone
list everything that the officer is
required to check, such as windows,
grilles, doors, locks, ventilation
ducts, tunnel entrances, walls, etc.?

Is there a requirement that the offi-
cer making the inspection check off
each item as inspected, then record
the time and date the inspection was
made, along with the inspector's ini-
tials? :

Responsiblity of staff and supervisors:

Does the policy designate the facility
administrator or a designated repre-
sentative as security supervisor to
maintain security records and be re-
sponsible for the security inspection
system?

Does the security supervisor maintain
a master check-off list of all zoned
areas to be inspected and the required
intervals of inspection to assure
compliance?

Attachment #6




AUDIT OF SECURITY INSPECTIONS
197

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

B Records:

Does the policy require that records
of all zoned inspections be maintained
for 60 days?

Does the policy require that the su-

records be maintained for one year?

pervisor's master security check sheet

F Present practices:

Are the present security inspection
practices acceptable?

Attachment #6
Page Two
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AUDIT OF ARMORY
201

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Policy:
Is there a policy covering the armory
operation?

Inventorx:

Does the policy require a current
written inventory of all emergency
equipment?

Is the inventory dated and signed by
the facility administrator?

Does the inventory list all:

Firearms?

Aerosol gas dispensers?

Gas guns?

Night sticks?

Ammunition?

Gas masks?

Gas grenades?

Gas canisters?

Other emergency equipment?

Are firearms listed by type and ser-
ial number?

Gas:

Is there a complete separation of
CS and CN gas in the storage area?

Is outdated gas separated and desig-
nated for training only?

Restrlcted entry:

Does the policy restrict entry 1nto
the armory to all persons except those
designated by the fa0111ty adm1n1—
stratoxr?

‘Attachment #7.
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AUDIT OF ARMORY
201

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Receipt system:

Does the policy mandate that a signed

receipt is required any time a weapon

or other piece of equipment is removed
from the armory? ~

Documented surveys:

When emergency equipment is destroyed
because of wear or obsolescence, is a
formal survey conducted and recorded
with date and signatures?

Care and cleaning:

Does the policy fix the responsibility
for the care and cleaning of emergency
equipment and the armory facility?

Present practices:

Are present practices acceptable?

Attachment #7
Page Two
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AUDIT OF
DRUG, MEDICATION, SYRINGE, NEEDLE,
AND . HAZARDOUS SURGICAL INSTRUMENT CONTROL
168

Iin Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Policy:
Is there a written policy that governs
the control of drugs, medications,
syringes, needles, and hazardous
surgical instruments?

Is the policy dated and signed by the
medical officer and the facility
administrator?

Storage:
Is there a vault, safe, or secure
storage room with security doors and
lock provided?

Kezs:

Are kevs to drug cabinets and storage
areas restricted to assure that only
the designated medical employee has
access?

Inventorx:

Is an accurate running inventory main-
tained on:

Drugs?

Needles?

Syringes?

Hazardous surgival instruments?

To avoid the possible large losses of
drugs, is only a one-day supply re-
moved from the safe or vault and main-
tained in the locked cabinet of the
out-patient area? '

Attachment #8



AUDIT OF

DRUG, MEDICATION, SYRINGE, NEEDLE,
AND HAZARDOUS SURGICAL INSTRUMENT CONTROL

168

In Compliance

Not In Compliance

Exceptions Noted

Sta“

f Information

X

Confirmed

Recordq:

Are records maintained on drugs,
needles, syringes, and hazardous
surgical instruments as follows:

All purchase orders?

All items delivered to the facility

or received by mail?

All prescription drugs sent in and

approved by the medical officex?

The date of delivery and the sig-
nature of party who receipted for
drugs, needles, syringes, or
hAzardous surgical instruments?

All drugs prescribed by a physi-
cian?

The date and time when drugs were
dispensed, name of the inmate re-

ceiving the drug, and the signature

or initials of the employee who
dispensed the drug?

Should contraband drugs, needles,

or syringes be found in the facil-

ity, could records determine if
items were illegally smuggled in
or were stolen from the facility
medical supply?

Disposable needles and syringes:

Are there written procedures to assure
that used disposable needles and syr-

inges are properly removed from the
facility and destroyed?

Are records kept of the number de-
stroyed and of signatures of the
medical staff member responsible?

Attachment #8
Page Two



“AUDIT OF
DRUG, MEDICATION, SYRINGE, NEEDLE,
AND HAZARDOUS SURGICAL INSTRUMENT CONTROL
168

Disposal of outdated drugs:

Are there written procedures to dis-
pose of safely outdated or unusable
drugs?

In Compliance

Not In Compliance
Exceptions Noted
Staff Information
Confirmed

Are records of disposal and signature
of the employee responsible reguired?

Internal and external audits:

Does the policy reguire that all drugs,
‘needles, syringes, and hazardous sur-
gical instruments be frequently checked
against the inventory by a member of
the medical staff?

Does the policy require the facility
administrator to make unscheduled
audits?

Dispensing of drugs:

Does the policy require that employees
responsible for dispensing drugs wit-
ness the inmate's taking the drug?

Present practices:
Are present practices acceptable?

Attachment #8
Page Three
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STATEMENT

I, , do hereby certify that I

have reviewed a copy of the policies and procedures regulat-

ing the operation of the jaili. I

further éertify that I reviewed these policies and procedures
prior to taking the attached Correction Officers' Test. I
understand that the Correction Officers' Test consists of

questions taken directly from these policies and procedures.

Dated: .

Signed:




CORRECTION OFFICERS' TEST
- ON
POLICY AND PROCEDURES
OF THE
JATL

TEST NUMBER - 1

The following questions are multiple choice. Indicate the cor-
rect answer in the space provided by using (a), (b), (¢}, (4),
or (e). Each corract answer is worth ten (10) points.

1. Policy and procedures specify that when an alleged rule
violation is reported an investigation is begun within:

(a) 8 hours (d) 36 hours
(b) 24 hours (e) 48 hours
(c¢) 12 hours

Answer

2, Policy and procedures require that an inmate charged with
a violation o»f facility rules be given a written copy of

the alleged violation at least prior tc a hearing.
(a) 48 hours (d) 24 hours
(b) 16 hours (e) 12 hours

{c¢) 72 hours

Answer

3. Inmates charged with a major rule violation are to be
granted a hearing within ;, excluding weekends and

holidays.
(a) 3 days (d) 10 days
(b) 5 days : (e) 12 days

(c) 7 days
Answer

4, Aththe request of an inmate, who can represent him/her at
disciplinary hearings?

(a) Another inmate (d) Reporter
(b) ‘His/her attorney (e) Staff member
{c) The chaplain

Answer



~3

TEST NUMBER - 1

page two

The inmate has the right to appeal decisions of the
disciplinary hearing officer tothe facility administratoxr

or designate within of the decision.
(a) 3 days (d) 30 days , ‘
(b) 7 days (e) 60 days ‘
(¢) 10 days
Answer
Inmates are permitted of exercise per day outside

the cell block.

(a) % hour : (d) 3 hours
(b) 1 hour (e) 4 hours
(c) 2 hours
Answer

Policy and procedures provide that all new employees re-
ceive of orientation to the detention facility
prior to job assignment.

(a) 20 hours (d) 40 hours

(b) - 60 hours (e) 120 hours
(c) 30 hours o !
Answer
Policy provides for no more than between the
evening meal and breakfast.
(a) 8 hours (d8) 14 hours
(b) 10 hours (e) 16 hours
{c) 12 hours
Answer

Inmates classified "minimum custody" are to be personally
observed by a correctional officer at least every:

(a) 2 hours (d) 30 minutes
(b) 4 hours (e) 60 minutes
(c) 8 hours

Answer




TEST NUMBER - 1

page three

10. Housing and activity areas should have at least
footcandles of lighting.

(a) 15 (d) 30

(b) 20 (e) 60
(c)}y 25 .

Answer
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SECURITY AND CONTROL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

191

Is there a manual or written policy and
nrocedure covering security and control?

Is the manual/policy and procedure made
available to all personnel and reviewed
and updated as needed?

192

Does the facility maintain a control cen-
ter to ensure order and security?

192Aa

Does the facility have a system for phys-
ically counting inmates?

Is present -practice acceptable?

193

Do written policy and procedure require
all security perimeter entrances, control
center doors, cell block doocrs, and all
doors opening into a corridor to be kept
locked except when used for admission or
exit of employees, inmates, or visitors,
and in emergencies?

Is present practice acceptable?

194

Do written policy and procedure specify
that no correctional officer enter a high
security cell block without backup assist-
ance from another staff member?

Is present practice acceptable?

195

Does the facility have an audio communi-
cation system between the control center
and the inmate living areas?

196

Does the facility have a comprehensive
emergency alarm system linked to the con-
trol center?

Are.signal devices ‘located throughout
the facility?

197

Do written policy and procedure require
at least weekly inspection of all secur-
ity facilities? (See Attachment #6)

Is present practice acceptable?

48
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SECURITY AND CONTROL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

198

Do written policy and procedure provide
for continuous inspection and malntenance
of all locks?

Is present practice acceptable?

199

Do written policy and procedure provide
for searches of facilities and inmates to
control contraband?

Is present practice acceptable?

200

Do written policy and procedure govern
the availability, control, and use of
firearms, ammunition, chemical agents,
and related security devices, and ensure
sufficient security equlpment to meet
facility needs?

Is present practice acceptable?

201

Do written policy and procedure provide
that firearms, ammunition, chemical
agents, and related security equipment
are stored in a secure but readily acces-
sible depository?

Is present practice acceptable? (See
Attachment #7)

202

Do written policy and procedure require
that firearms, ammunition, chemical
agents, and related security equipment
are inventoried at least monthly to de-
termine their condition and expiration
date?

Is present practice acceptable?

203

Does written policy require that in emer-
gency situations personnel on duty use
only weapons apprxoved by the facility
administrator?

Is present practice acceptable?

49
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SECURITY AND CONTROL

In Compliance

npliance

In Comp

b

No’

Exceptions Noted

Staff Information

Confirmed

204

Do written policy and procedure provide
that the facility maintain a written
record of routine and emergency distri-
butitns of security equipment?

Is present practice acceptable?

205 |*:

Do written policy and procedure require

that personnel discharging firearms and

using chemical agents submit written re-
ports to the administrator or designated
subordinate?

Is present practice acceptable?

206 |*

Do written policy and i cocedure require
that all persons injured in an incident
in which a weapon is used, or exposed to
a chemical agent, receive immediate med-
ical examination and treatment?

Is present practice acceptable?”

207

Except in emergency situations, are
weapons prohibited in areas to which in-
mates have access?

208

Does the key control plan cover all ele-
ments as indicated in the audit of Xkey
control? (See Attachment #5 for the
audit)

I= present practice acceptable?

209

Does the tool control plan address all
elements as indicated in the audit of
tool control? (See Attachment #5 for
the audit)

Is present practice acceptable?

210

Do written policy and procedure govern
+the control and use of all fammable,
toxic, and caustic materials? '

.Is present practice acceptable?

50
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SECURITY AND CONTROL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

211

Are there written post orders for évery
correctional officer position in the
facility?

Are post crders reviewed and updated at
least annually?

212

Do the written procedures that govern the
handling of escapes cover all elements

as required in the audit of the escape
plan? (See Attachment #2 for the audit)

213 *

Does the written fire plan cover all ele-
ments as required in the audit of the
fire plan? (See Attachment #1 for the
audit) .

213A

Does the written procedure to be followed
in case of a riot or disturbance cover
all elements as required in the audit of
the riot plan?  (See Attachment #3 for
the audit)

214

Do written plans govern space arrange-
ments and procedures to follow in the
event of a group arrest that exceeds max-
imum capacity of the local detention
facility?

215

Are all facility personnel trained in the
execution of written emergency plans?

216

Does the facility have equipment neces-
sary to maintain essential lights, power,
and communications in an emergency?

217

Is emergency equipment tested at least
quarterly for effectiveness and repaired
or replaced as necessary?

51




Form A-100
‘ AUDIT

Page 44

SECURITY AND CONTROL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

218

Do written policy and procedure restrict
the use of physical force by facility
personnel to instances of justifiable
self-protection, protection of others,
protection of property, and prevention
of escapes, and to only the degree nec-
essary, and in accordance with appropri-
ate statutory authority?

Are written reports prepared following
all uses of force and submitted to the
facility administrator?

219

Do written policy and procedure govern
the use of restraint equipment?

Are written reports prepared following
all uses of restraint equipment and sub-
mitted to the facility administrator?

Is present practice acceptable?

220

Do written policy and procedure govern
the use of facility vehicles?

Is present practice acceptable?

Do written policy and procedure govern
the transportation of inmates outside
the facility and from one jurisdiction
to another?

Is present practice acceptable?

222

Are there pedestrian and vehicular sally
ports between the inmate areas and ac-
cess to the street?

223

Does the facility have perimeter security
which prevents access by the general
public without appropriate authorization?

52
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SUPERVISION OF INMATES

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

224

Does written procedure specify how in-
mates proceed from one area of the facil-
ity to another during daytime and evening
hours?

Is present practice acceptable?

225 | *

Do written policy and procedure provide
for around-the-clock supervision of in-
mates by trained correctional personnel?

Is present practice acceptable?

226 | *

Are correctional officer posts located
immediately adjacent to inmate living
areas to permit officers to hear and re-
spond promptly to calls for help?

227 | *

Po written policy and procedure require
that each inmate classified as high or
medium security is personally observed
by a correctional officer at least every
30 minutes, but on an irregular schedule?

Is present practice acceptable?

228
H-NA

Do written peolicy and procedure require
that each inmate classified as minimum
security is personally observed by a
correctional officer at least every 60
minutes, but on an irregular schedule?

Is present practice acceptable?

229

If audio or visual electronic surveil-
lance is used, is it located primarily
in hallways, elevators, corridors, or

at points on the security perimeter, such
as entrances and exits?

230 | *

Does the facility have sufficient staff
to perform all functions relating to the
security, control, custody, and super-
vision of inmates?
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SUPERVISION OF INMATES

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

231

Do written policy and procedure require
that all inmates are searched thoroughly
whenever entering or leaving the security
perimetexr?

Is present practice acceptable?

232

Do written policy and procedure specify
procedures for the supervision of female
inmates by male staff and of male inmates
by female staff that are in conformance
with equal opportunity employment cri-
teria and the privacy needs of inmates?

Is present practice acceptable?

233

Do written policy and procedure dictate
a program of visitation to all areas of
the facility by the administrator at
least weekly and by supervisors daily?

234

Does written policy prohibit inmates
from supervising, controlling, or exert-
ing or assuming any authority over other
inmates?

Is present practice aéceptable?

235

Does the facility administrator maintain
a written record of the following:

Personnel on duty?

Inmate population count?

Admissions and releases of inmates?

Shift activities?

Entry and exit of physicians, attor-
neys, and other visitors?

Unusual occurrences?
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SPECIAL-MANAGEMENT INMATES

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

236 | *

Do written policy and procedure provide
for administrative segregation for in-
mates with serious behavior problems and
for inmates requiring protective custody?

Is present practice acceptable?

237 |*

Do written policy. and procedure specify
that, behavior permitting, inmates housed
in administrative segregation are afford-
ed living conditions and privileges ap-
proximating those available to the gener-
al inmate population unless exceptions
are justified by clear and substantiated
evidence?

Is present practice acceptable?

238 | *

Do written policy and procedure specify
that the status of inmates in administra-
tive segregation be reviewed by the clas-
sification officer or other authorized
body at least every 7 days for the first
2 months and at least every 30 days
thereafter? )

Is present practice acceptable?

239 | *

Do written classification policy and
procedure specify the review process that
is used to release inmates from admini-
strative segregation to the general in-
mate population?

Is present practice acceptable?.

240 | *

Do written policy and procedure provide
for disciplinary detention for inmates
who require separation from the general
inmate population for serious violations
of facility rules and regulations?

Is present practice acceptable?
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241 | *| Do written policy and procedure provide
that staff members in the disciplinary
detention and administrative segregation
units maintain a permanent log?
Is present practice acceptable?
242 | *| If permanent special housing units are

maintained, do written policy and pro-
cedure provide that all staff members who
work with inmates in disciplinary deten-
tion and administrative segregation re-
ceive preservice training in the manage-
ment and supervision of special inmates?

Is present practice acceptable?
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INMATE RIGHTS

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

243 *

Do written policy and procedure ensure
the right of inmates to have access to
courts?

Is present practice acceptable?

244 *

Do written policy and procedure ensure
the right of inmates to have confidential
access to attorneys and their authorized
representatives?

Is present practice acceptable?

245 *

Do written policy and procedure grant in-
mates accgess to legal assistance from in-
dividuals with legal training or from law
library facilities, and to supplies and
services related to legal matters?

Is present practice acceptable?

Do written policy and procedure provide
that persons held in custody awaiting
arraignment or trial are ensured their
legal right to remain silent, are managed
separately from sentenced inmates, where
necessary, and are not required to par-
ticipate in facility programs or do work
other than personal housekeeping?

Is present practice acceptable?

247 *

Do written policy and procedure state
guidelines designed to protect inmates
from personal abuse and corporal punish-
ment?

Is present practice acceptable?

248 *

Do written policy and procedure require
a healthful environment for inmates that
inc¢ludes, at a minimum:

Continuous supervision of living unitsj
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248 Clean and orderly surroundings?
(cont'd) : - -
Toilet, bathing, handwashing, and
laundry facilities?
Lighting, ventilation, and heating?
Compliance with all federal, state,
and local fire and safety regulations?
Wholesome and nutritionally adequate
diet?
Clothing, mattress, and bedding?
249 Does the facility provide inmates with

basic medical and dental care?

. 250

Is an inmate desiring medical treatment
accorded the same right to bodily inte-
grity that would be granted at a commun-
ity hospital facility?

251

Do written policy and procedure grant in-
mate access to recreational opportunities
and equipment, including, when the cli-
mate permits, outdoor exercise?

Is present practice acceptable?

252

Does written policy prohibit the facility
from conducting medical or pharmaceutical
testing for experimental or research pur-
poses?

Is present practice acceptable?

253

Do written policy and procedure govern
voluntary inmate participation in non-
medical and nonpharmaceutical testing?

Is present practice acceptable?
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INMATE RIGHTS

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

254 *

Has the written plan for regular searches
of the facility and persons confined in

the facility been reviewed by legal coun-
sel to ascertain the legality of the planj

255 *

If a new crime is suspected, do written
policy and procedure govern searches and
the preservation of evidence?

Are searches authorized only by the ad-
ministrator or designate?

256 *

Do written policy and procedure ensure
that inmates are not subjected to dis-
crimination based on race, national ori-
gin, color, creed, sex, economic status,
or political belief?

Is present practice acceptable?

257 *

Is there equal access to programs and
services for male and female inmates?

258 *

Do written rules of inmate conduct speci-
fy prohibited behavior and penalties
that may be imposed for rule violations?

Do procedures exist for ensuring that all
inmates understand these rules?

Is present practice acceptable?

259 *

Does the plan for handling minor rule
violations by inmates provide that of-
fenders are informed of the specific
charges of misconduct and are given an
opportunity to explain or deny them?

Are offenders notified if reports of vio-
lation are placed in their file?

Can offenders request a review of the ap-
propriateness of the action?
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259 If inamtes are found not guilty, are all
(cont'd) references to the incident removed from

their files?

260 *| Does the plan for handling major rule vi-

olations by inmates include at least the
following administrative due process pro-
cedures: '

Written rules specify offenses?

Rules provide sanctions?

Inmate is made aware of rules and
sanctions?

Inmate receives written notice of
charges prior to hearing?

Inmate receives prior notice of hear-
ing?

Continuance is allowed to prepare for
defense?

Impartial officer or board conducts
hearing?

Inmate appears at hearing?

Inmate hears evidence, except confi=-
dential information?

Inmate makes own statement?

Inmate calls relevant witnesses, if
doing so does not threaten security?

Inmate may be represented by staff
member?

Decision is based solely on evidence?

Decision is rendered in writing?

Record is made of hearing?

Appeals process is available?

Inmate may appeal decision?
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INMATE RIGHTS

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

260
(cont'd)

Decision is reviewed by facility ad-
ministrator?

Record is expunged if guilt is not
established? :

Is present practice acceptable?

£

261 *

Is there a written inmate grievancé pro-
cedure, which is made available to all
inmates?

'Is present practice acceptable?

262 *

Do written policy and procedure ensure
the Constitutional right of inmates to
practice their religion, subject only to
the limitations necessary to maintain
order and security?

Is present practice acceptable?

263 *

Do written policy and procedure grant in-
mates the right to receive visitors, sub-
ject only to the limitations necessary to
maintain order and security?

Is present practice adceptable?

264 *

Do written policy and procedure grant in-
mates the right to communicate or corre-
spond with persons or organizations, sub-
ject only to limitations necessary to
maintain order and security?

Is present practice acceptable?

265 *

Do written policy and procedure ensure
inmates access to the general public
through media, subject only to the limi-
tations necessary to maintain order and
security?

Are media requests for interviews and in-
mate consent required in writing?
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266 *! Do written policy and procedure grant all

detainees the right to make at least two
local or collect long distance calls to
family members, friends, or attorneys
during the admissions process?

Is present practice acceptable?

267 *
H-NA

Do written policy and procedure provide
inmates and former inmates of facilities
aceess to their files and records?

Is present practice acceptable?
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268 *! Do written rules of inmate conduct speci-

fy acts prohibited within the facility
and penalties that may be imposed for
various degrees of violations?

269 *

Are written facility rules, listing all
chargeable offenses, the range of sanc-
tions, and disciplinary procedures to be
followed, posted conspicuously in facil-
ity housing areas?

Do staff members assist illiterate in-
mates in understanding the rules?

Are the rules translated into languages
spoken by significant numbers of inmates?

Is present practice acceptable?

270 *

Are there written guidelines for inform-
ally resolving minhor- inmate misbehavior?

271 *

Do all personnel who deal with inmates
receive sufficient training so that they
are thoroughly familiar with the rules
of inmate conduct, the sanctions avail-
able, and the rationale for the rules?

N
~1
N

A

Do written policy and procedure require
that employees prepare a disciplinary re-
port when they have a reasonable belief
that an inmate has committed a major vio-
lation of facility rules or several minor
violations?

Is present praciice acceptable?

273 *

Do the disciplinary repwrts prepared by

staff members include, but are not limit-

ed to, the following information:
Specific rules violated?

Time, date, and place of violation?

A formal statement of the charge?
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273 Unusual inmate behavior?
(cont'd)

Staff or inmate witnesses?

Disposition of any physical evidence?

Any immediate action taken, including
the use of force?

Reporting staff member's signature and
date and time report is made?

274 *#1 Is there a written set of disciplinary

procedures governing major violations of
rules of inmate conduct?

Do these procedures, which are reviewed
and updated annually, include, but are
not limited to, the following administra-
tive due process procedures?

Written rules specify offenses?

Rules provide sanctior...?

Inmate is made aware of rules and
sanctions?

Inmate receives written notice of
charges prior to hearing?

Inmate receives prior notice of time
of hearing?

Continuance is allowed to prepare for
defense?

Impartial officer or board conducts
hearing?

Inmate appears at hearing?

Inmate hears evidence, except confi-
dential information?

Inmate makes own statement?

Inmate calls relevant witnesses, if so
doing does not threaten security?

Inmate may be represented by a staff
member?
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274 Decision is based solely on evidence?
(cont'd)

Decision is vendered in writing?

Record is made of hearing?

Appeals process is available?

Inmate may appeal decision?

Decision is reviewed by facility ad-
ministrator?

Record is expunged if guilt is not
established?

Is present practice acceptable?

. 275 * | Do written policy and procedure specify

H-NA that when an alleged rule violation is
reported, an investigation is begun with-
in 48 hours of the time the violation is
reported, except when there are extraor-
dinary circumstances?

Is present practice acceptable?

276 * 1 Is an inmate charged with a violation of
H-NA facility rules given a written copy of
the alleged rule violation(s) at least 24
hours prior to hearing?

277 * | Is there provision for prehearing deten-
H-NA tion of inmates who are charged with a
rule violation?

Is present practice acceptable?

278 * | Do written policy and procedure provide
that, when an inmate allegedly commits

an act covered by statutory law, the case
is referred for consideration for crimi-
nal prosecution?

Is present practice acceptable?
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In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

279 *

Does the facility administrator delegate
authority, in writing, to one or more
subordinates to conduct hearings for vio-
lations of facility rules?

Is present practice acceptable?

280 *
H-NA

Are those charged with major rule viola-
tions granted a hearing within seven
days, excluding weekends and holidays?

281 *

Do written policy and procedure provide
that inmates charged with rule violations
are present at the hearing, unless they
waive their right to attend the hearing
or their behavior justifies their removal
from the hearing?

Is the absence of an inmate from a hear-
ing documented?

Is preseni: practice acceptable?

282 *

Do written policy and procedure allow in-
mates to call witnesses and present doc-
umentary evidence in their defense at
disciplinary hearings?

Is present practice acceptable?

283 *

Do written policy and procedure allow in-
mates, at their request, the services of
a staff member to represent them at dis-
ciplinary hearings?

Is present practice acceptable?

284 *

Does the inmate receive a copy of the
disciplinary decision?

Are other copies kept in the inmate's re-
cord?
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In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

Do written policy and procedure specify
that inmates are placed in disciplinary
detention for a major rule violation only
after a hearing by the disciplinary com-
mittee?

Does the facility have a sanctioning sche-
dule which sets limits on disciplinary
detention?

Is present practice acceptable?

286 *
H-NA

Do written policy and procedure grant in-
mates the right to appeal decisions of
the disciplinary hearing officer to the
administrator or designate within 10 days
of the decision?

Is present practice acceptable?

287 *

Do written policy and procedure provide
that the disciplinary report is removed
from all files on inmates found not
guilty of the alleged rule violation?

Is present practice acceptable?

288
H-NA

If statute permits, is there an admini-
strative provision for sentence reduction
based on evidence of good behavior and
satisfactory work program performance?
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In Compliance

Not In Compliance

Exceptions Noted

Staff Informaticn

Confirmed

289 *

Do written policy and procedure go%ern
inmate correspondence?

290 *

Is there no limitation on the volume of
mail an inmate may send or receive, ex-
cept when there is clear and convincing
evidence to justify such limitations?

291 *

Is inmate mail, both incoming and outgo-
ing, not read or censored, except when
there is clear and convincing evidence to
justify such actions?

292 *

Do written policy and procedure provide
for the inspection of inmate mail to in-
tercept cash, checks, money orders, and
contraband?

Is present practice acceptable?

293 *

Do written policy and procedure specify
that inmates are permitted to send sealed
letters to a specified class of persons
and organizations, including, but not
limited to:

Courts?

Counsel?

Officials of the confining authority?

Government officials?

Administrators of grievance systems?

Members of the patroling authority?

294 *

Do written policy and procedure require
that incoming and outgoing mail not be
held for more than 24 hours, sxcluding
weekends and holidays?

Is present practice acceptable?
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In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

295 *

Do written policy and procedure provide
that indigent inmates receive a postage

allowance sufficient to maintain communi-

ty ties?

Is present practice acceptable?

296 *

Do written policy and procedure provide
for inmate access to the telephone?

Is present practice acceptable?

297

Are written policy and procedure govern-
ing visiting reviewed annually?

Is present practice acceptable?

298 *

Are the number of visitors an inmate may
receive and the length of visits limited
only by facility schedules and space and
personnel constraints, except when there
are substantial reasons to justify such
limitations?

299 *
H-NA

For inmates who do not represent a sub-
stantial security risk, do policy and
procedure provide visiting facilities to
permit open visitation?

300 *

Do written policy and procedure govern
visiting for high risk inmates?

Is present practice acceptable?

301 *

Do written policy and procedure govern
special visits?

Is present practice acceptable?

302 *

Do written policy and procedure specify
visitor registration upon entry intoc the
facility and the circumstances under
which visitors are searched?

Is present practice acceptable?
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RECEPTION, ORIENTATION, RELEASE, AND
PROPERTY CONTROL

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

303 *! Do written policy and procedure govern

the reception and orientation of newly
admitted inmates?

Is present practice acceptable?

304 *| Do written procedures for admitting new
H-NA inmates to a detention facility include,

but are not limited to:

Verification of commitment papers?

Complete search of the individual?

Disposition of clothing and personal
possessions?

Medical screening including tests for
infectious diseases?

Telephone calls by inmates?

Shower and hair care if necessary?

Issue of clean clothing?

Photographing and fingerprinting, in-
cluding notation of identifying marks
or unusual characteristics?

Interview for obtaining identifying
data?

Screening interview by counselor?

Orientation?

Issue of personal hygiene items?

Classification for assignment to a
housing unit?

Assignment to a housing unit?

Is present practice acceptable?

305 * | Do written procedures for admitting new
D~NA inmates to a holding facility include,

but are not limited to:

Verification of arrest?

70




) g
ol gl o
oy o] A
o |
Form A-100 oy Rt B
AUDIT =] B of ~
Page 63 -94 8 ‘3 uc-a’ o]
~ O] O] /] @
o1 i Ball:
I s e
RECEPTION, ORIENTATION, RELEASE, AND O | g ury
PROPERTY CONTROL St et alal 8
305 Complete search of the individual?
{cont'd)

Inventory and storage of personal
property?

Medical screening? =

7

Telephone calls by inmate?

Photographing and fingerprinting?

Interview for obtaining identifying
data?

Issue of bedding and personal hygiene
items?

Assignment to a housing unit?

Is present practice acceptable?

306 Is positive identification made of the
arresting or committing officer, includ-
ing verification of the officer's author-
ity to make the commitment?

307 Do written policy and procedure require
that all newly admitted inmates are
thoroughly searched?

Is present practice acceptable?

308 Is a formal orientation in their own
H-NA language provided newly admitted inmates?

Is completion of orientation documented
by the dated signature of the inmate?

309 * | Do written policy and procedure specify
that newly admitted inmates are permitted
to complete at least two local or collect
long distance telephone calls during the
admission process?

Is present practice acceptable?
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310 *! When applicable, are newly admitted in-
mates provided an opportunity to consult
with bail bondsmen as soon as possible
after admission?

311 When statutes permit, are written pro-
cedures developed with the court and the
probation department for initial screen-
ing and evaluation of individuals for
possible release or diversion to inter-
vention programs?

In Compliance

Not In Compliance
Exceptions Noted
Staff Information
Confirmed

Is present practice acceptable?

312 *¥*1 Do written policy and procedure regquire
that newly admitted inmates receive med-
ical screening?

Is present practice acceptable?

313 * | Does the admission procedure provide for
H~NA a screening interview with a counselor,
a social service worker, or another per-
son trained in interview techniques?

Is present practice acceptable?

314 * | Do written policy and procedure govern
control of inmate personal property?

Is present practice acceptable?

315 * | Do written policy and procedure provide
for a written, itemized inventory of all
personal property of newly admitted in-
mates and secure storage of inmate prop-
erty, including money and other wvaluablesj

Is inmate given a receipt for all proper-
ty held until release?

Is present practice acceptable?
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316 Do written policy and procedure require

that, before an inmate ig released, posi-
tive identification is made of the in-
mate to be released and authority for
release is verified?

Is present practice acceptable?

317 *

Does written procedure govern the return
of inmates' personal property upon re=-
lease? .

Is present practice acceptable?

73




®

0] =]
ol ml o
gl @f A
(] ]
Form A-100 8 - g g
AUDIT g %4 o g
Page 66 -~ O gl Wi =
ra ol o 5| ¢
&l <l D 7| B
Of H| of wiaf A
O o} Wi w
CLASSIFICATION «l Bl B 8 §
Hl 2l | o] O
318 *! Is there a written plan for classifying

inmates in terms of:
Level of custody required?

Housing assignment?

Participation in correctional programs?

Is present practice acceptable?

319 *

H-NA

Does the written plan for inmate classi-
fication specify criteria and procedures
for determining and changing the status
of an inmate, including custody, trans-
fers, and major changes in programs?

Is present practice acceptable?

320 *

H-NA

Does the facility provide for the separate
management of the following categories
of inmates:

Unsentenced females?

Sentenced females?

Unsentenced males?

Sentenced males?

Witnesses?

Civil prisoners?

Community custody inmates?

Work releases, weekenders, trusties?

Alcoholics?

Narcotics addicts?

Mentally disturbed persons?

Physically handicapped persons?

Persons with communicable diseases?

Inmates requiring disciplinary deten-
tion?
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320 Inmates regquiring administrative seg-
(cont'd) regation?
Juveniles?
321 Are juveniles in custody provided living

quarters separate from those of adult in-
mates, although these may be in the same
structure?

322

Are female inmates provided living guart-
ers separate from those of male inmates,

although these may be in the same struc~

ture? :

323
H-NA

Do written policy and procedure specify
an appeals process for classification
decisions?

Is present practice acceptable?

324

Do written policy and procedure prchibit
segregation of inmates by race, color,
creed, or national origin?

Is present practice acceptable?

325

Do male and female inmates have equal
access to all programs and activities?
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326 Does the facility maintain a written in-

H-NA

mate work assignment plan that provides
for inmate employment, subject to the
number of work opportunities available
and the maintenance of facility security?

Is present practice acceptable?

327 *

Does written policy provide that unsen-
tenced detainees are not required to work
except to do personal housekeeping?

Is present practice acceptable?

328
H-NA

Does the inmate work plan include provi-
Sion for inmate employment in facility
maintenance and operation?

Is present practice acceptable?

329
H-NA

Does the inmate work plan provide for in-
mate employment in public works projects?

Is present practice acceptable?

330
H-NA

When statute permits, does the inmate
work plan include provision for earning
credits toward a reduction in sentence?
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331 *l1 Is there a written plan to provide in-
H-NA mates an array of programs that include,
at a minimum:
Social services?
Religious services?
Recreation and leisure-time activi-
ties?
Library services?
Vocational counseling?
Education courses?
Is present practice acceptable?
332 If facility staff do not provide social
services, are arrangements made to secure
this service from the community?
333 * | Does the plan for inmate programs provide
H-NA counseling and program services for in-
mates with drug and alcochol addiction
problems?
334 * | Does the plan for inmate programs provide
for inmates to participate in religious
services and counseling on a voluntary
basis?
335 * | Does the plan for inmate programs provide
H~NA for opportunities for all inmates to par-
ticipate in leisure-time activities, in-
cluding one hour of physical exercise per
day outside the cell block?
336 Does the plan for inmate programs include
H~-NA provisions for wvocational counseling and,
where available, vocational training?
337 | *| Does the plah for inmate programs include
H-NA provision for academic education courses?
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338 *¥1 Are library services available to all in-
mates?
339 Does the facility have a staff member oxr
trained volunteer who coordinates and
supervises library services?
340 Do library services provide, at a mini-
H~NA mum:
Materials responsive to the interests
and educational needs of users?
Information service to locate facts
needed?
341 When statutes permit, does the facility
administrator operate a diversion or re-
lease on recognizance (ROR) program?
Is present practice acceptable?
342 When a pretrial intervention program, di-
version program, or parole program is
conducted in the facility, are sufficient
staff, space, and equipment provided to
service the program?
343 Does the plan for inmate programs empha-
size the use of community resources?
344 Is there an inmate commissary or canteen
H-NA where inmates can purchase an approved
list of items not furnished by the facil-
ity?
345 Are strict controls maintained over oper-
H-NA ation of the inmate commissary or canteen/
and are regular procedures followed?
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346 Is a program of release preparation
H-NA available to all inmates to prepare them
for release from the facility?
347 If statute permits, do written policy and
H~-NA procedure govern the temporary release
of selected inmates?
Is present practice dcceptable?
348 If statute permits, do written policy and
H-NA procedure allow inmates escorted and un-
escorted leaves into the community?
Is present practice acceptable?
349 If statute permits, do written policy and
H-NA procedure allow for inmate participation
in work or study release programs?
Is present practice acceptable?
350 Do temporary release programs require:
H~NA Written operational procedure?
Careful screening and selection pro-
cedures?
Written rules of inmate conduct?
A system of supervision to minimize ]
inmate abuse of program privileges?
A complete record-keeping system?
A system for evaluating program ef-
fectiveness?
Efforts to obtain community coopera-
tion and support?
351 . Are inmates participating in work or
H-NA study release programs housed apart from

other inmates?
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RELEASE PREPARATION AND TEMPORARY RELEASE

In Compliance

Not In Compliance

Exceptions Noted

Staff Information

Confirmed

352
H~-NA

Do written policy and procedure specify
behavior that is unacceptable during
temporary release and sanctions that may
be applied to inmates who exhibit this
behavior?

Is present practice acceptable?

80




] o]
ol ©l o
af of -
EEE
Form A-100 ol S =l B
AUDIT g % o g
Page 73 Al Ol gf Wi o
~f Ol O] & @
ot -HHE
gl = ?ﬂ
of 7l 8w d
COMMUNITY RESOURCES o 3 &l e
=l of %l | ©
Hi{ Z| |} v} O
353 Do written policy and procedute exist for
H-NA securing citizen involvement in programs?
354 Is there a staff member who is responsi-
H-NA ble for administering the volunteer ser-
vices program?
355 Do written policy and procedure specify
H~-NA the lines of authority, responsibility,
and accountability for the volunteer
services programs?
Is present practice acceptable?
356 Are volunteers recruited from all cul-
H-NA tural and socio-economic segments of the
community?
Are the procedures for selecting volun-
teers similar to those used for selecting
paid personnel?
357 Prior to assignment, does each volunteer
H-NA complete an orientation and training pro-
gram appropriate to the nature of the
assignment?
358 Is there a system for identification of
H-NA volunteers?
359 Do volunteers agree in writing to abide
H-NA by all facility policies, particularly
those relating to confidentiality?
360 Are volunteers providing professional
H-NA services qualified to provide these
services?
361 Do written policy and procedure provide
H-NA that the administrator curtails, post-
pones, or discontinues the services of a
volunteer or volunteer organization when
there are substantial reasons for doing
507 '
Is present practice acceptable?
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INSTRUCTIONS IN THE USE OF FORM R-~200

Form R-200 is used by the facility administrator to
direct the work of the committee appointed to resolve
deficiencies found during an internal audit.

Step one:
The facility administrator records all elements of the
internal audit found "not in compliance," or those found
in compliance with "exceptions noted," in space provided
on form R-200. Record only the element number.

Step two:
The facility administrator records a numerical priority
in the space provided. This number indicates the order
in which deficiencies will be addressed for resolution.

Step three:

The facility administrator may wish to establish a time
frame for resolution in the "comments" space provided,
along with any special “instructions.

Step four:

The facility administrator checks the appropriate block(s)
at the right of the form to indicate what action is
needed to resolve the déficiency. Do not use block (3).

Step five:

The facility administrator appoints a committee to
address, by priority, the deficiencies found in the »
operations. One member of the committee should be an |
employee from the fiscal section, and a chairperson
should be named.

Step six:

The facility administrator should give the committee the
following documents:

a. The completed audit that would include forms A-100
and all findings as recorded on form N-50

b. The complefed audit forms on the emergency plans

and control procedures and the findings, as related,
en attached forms N-50

B2



Instruction in the Use of Form R-200
Page two

c. A completed set of forms R-200

d. A set of forms P-300

Instructions to the Committee

Committee members will use completed form R-200 as their
guide to ‘address deficiencies found during the audit process.

Step one:

Address deficiencies in the priority established by the
facility administrator.

Step two:

If block (1) is checked, draft a new or revised policy/
procedure as required for the facility administrator's
signature.

Step tnree.

If block (2) is checked, identify the equipment, clothing,
supplies, or personnel required and establish the esti-
mated costs as required when block (4) is checked.

Step four:
Block (3) is not to be used by the committee.

If directed to do so by the facility administrator, the
committee should calculate the cost of resolving deficiencies
through the end of the current budget year and draft a request
to the agency for supplemental funding, for approval of the
facility administrator and signature of the sheriff. When-
ever possible, link costs directly to malntalnlng standards
for particular elements.

The fiscal manager should take appropriate steps to adjust
the annual budget to maintain standards on a yearly basis.

With regard to policy of legal significance, the final

draft should be reviewed by an appropriate legal advisor
to assure that the policy is legally sound and can be defended.
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Will require new or re-
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INSTRUCTIONS IN THE USE OF FORM P-300

Form P-300 is used to record the status of current policy,
procedures, and the manual as they relate to the standards
reflected in the audit.

Form P-300 should be completed by the committée appointed
by the facility administrator.

Step one:

Line out all elements on form P-300 not applicable to
your operation as indicated on the audit forms.

Step two:

Review the completed audit and address only those elements
that require a policy. If the audit findings indicate )
an adequate written policy is in force, check the "yes"
block under the heading "Is subject covered by formal
policy?". If there is no written policy, place a check

in the "no" block.

Step three:

Some elements of the audit require written policy and are
recorded on form P-300 as indicated in step two above.
Other elements and subelements address issues that

should appear in policy. If the issue is addressed in
written policy, check the "yes" block. If the issue is
not addressed, check the "no" block.

Step four:

Generally a written procedure is required to make a

policy operaticnal. Using this principle, review the

present written procedures and record findings in the

appropriate block under the heading "Is subject in an
" operational procedure?".

Step five:
Review the manual and check each element to determine

if the manual addresses the issue; check the appropriate
block.
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Instructions in the Use of Form P-300
Page two

Always refer to the audit questions to determine the con-
tent of elements and subelements.

Once this form is filled out properly, it will reflect
what written information is made available to the staff in
directing the operation.

It is not necessary or appropriate that all subject mat-
ter in the audit be addressed in the manual. What is important
is that staff members are fully informed and given clear written
direction in a manner that will facilitate uniform application
of standards to the operations.

When form P-300 is completed properly, it is used as a
guide to direct the writing of policy/procedures and of the
manual.

When no written policy exists, the subject matter addressed
in the audit can assist the writer in drafting policy.

Note that elements designated with an asterisk(¥*) are
issues of special concern.

By maintaining the original completed form P-300, the

facility administrator can evaluate the progress of committee
members in accomplishing their assigned task.
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