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FORE.W)RD 

~£'we are all aware I the field of jail administration is becaning 

increasingly canplex. &'1 array of court decisions and jail standards are 
:1 " 

narrowing the parameters within which jails in the CaooonweaJ.th must
o 

be o~J 

operated. Our canpliance is maooated not only by law, but also by humani- j: 

tarian interests. 

'!he Minimum Standch:ds for IDeal Jails and lockups addresses a wide 

variety of issues, many of which ~ire the existence of a written,,EOlicy 

and procedure. '!his document, the second phase of the staooards develo,Pnent 

process, is offered as a guide to assist the individualljail administrator 

or Sheriff in the develo,Pnent of a l,X)licy and proce,dure manual for his or 
i l • 11, 

her particular jail. 
I'~ )) 

,! 
" 

'!his document i~~irltended only as a tool for guidance in develop­

ment of the manual; II where the·- Standards are mandatot:y, these l,X)licies and 
Ib 

procedures are not. Only the Standards which require written policy and 
\\ 

procedures are addressed herein. It has been a difficult task to write this 
«" ,0 II 

document with enough flexibility that it can t{k utilized and adapted by 

large and small jails alike. 

Use of this document in the formulation of a policy and procedure 
1\ y 

manual will: ensure a degree of uniformity throughout the Carroonweal th as well 

as canpliance with the Standards. ~ bear the resl,X)nsibility to operate our 
., 

jails I~ an effective, efficient and constitutional manner; this document is 
\1 

inteooed to assist in that effort. In employing what this Task Force has 

offered, each Sheriff or jail ad,ministrator is, encouraged to be creative and 

to improve upon this effort. 
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EOLICIES AND PROCEDURES ~R IDCAL JAILS AND UXl{(JPS 

AIl1INIS?i.-:AATION AND MANAGEMENT 

Written procedures should ~;scribe the facility's philosophy, goals 
and objectives. (Essential) , 

tefinitions - Philosoehr: '!he II'OSt general beliefs, concepts, and 
attitudes o~ an individual or group. 

Examples -

',. 

~ Mission: '!he broadest, most comprehensi,,-e ~tatement 
that can be made about central or continuing purpose. 
'!he chief function or responsibility of an organiza­
tion which justifies continuing support of the organ-

(I ization~. society and which provides initial direction 
for the management or administration of the organization. 
'!he purpose of the miss ion statement is to provide a 
focus for the resources of the organization. 

c:! 

Goal: Statement of desired result or end to be achieved. 
A goal may be short or long range. 

Ob~ecti ve: Statement of a measureable result to be 
achieved within a specific time frame. 

Strat~: Statanent of'the means which will be 6ll!?leyed 
to ach1eve the resul~)· sPecified in the objective. 

Action Plan: Program o;f activities for which the 
responsibility and accotmtability have been specifically 
assigned in relation to a mutually acceptable target 
date. '!he desired outcanes have been clearly defined, 
ard are directly rel,ated to a broader objective~ 

Poli~: A defu;ite statement of the organ~zc;ttion' ~ 
posit10p on an 1ssue of concern to the adm1n1strat1on 
or operation of the in$titution. 

Procedure: A detailed, step-~-step description of the 
s,equence of activities necessary for the achievement of 
the p:>llcy which i·t attends~, 

Mission: tt is the mission of the Virginia Department 
of Corrections to provide appropriate supervision of 
persons entrusted to the tepart:ment' s care, to meet 
their basic human needs, and to make available programs 
that will promote positive attitudinal and behavioral 
change. 
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Q)als - 1. 

2. 

3. 

Cbjectives - 1. 

2. 

f} 

TO provide for tile protection of society by the 
safekeeping of persons ccmmi tted to the facil i ty. 

TO provide for the protection, care and welfare 
of inmates. 

TO provide suitable programs for the benefit of 
inmates. 

TO bring the facility into full canpliance with 
Minimum Stal!;]ards as established by ~e Vit:ginia 
State Board of Corrections by July 1/1982. 

TO bring the facility into full canpliance with 
standards and'seek accreditation fran the Carmission 
on Accreditation for Cor:t:"ections (American Correc­
tional Association) by jUly 1,' 1984. 
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Policies and procedures should be written and made available 
to all employees. (Essential) ,~ 

Policy - Policies and procedures should be developed and made 
available to all employees since they serve an impor­
tant function in establishing comprehensive and uniform 
guidelines for deciSion-making and the operation of 
the facility. 

Procedures - 1. All written policies and procedures shall be readily 
availabit:! to all personnel in the facility. 

i, 
t II 

2. 

3. 

4. 

5. 

6. 

7. 

All written policies and procedures shall be iSSUed 
to and signed for by designated personnel in the 
facility. 

~vritten policies and procedures should be developed, 
revised and published under the authority of the 
chief administrative officer of the facility. See 
Standard 1.04. 

Written policies and procedures should be published 
in a uniform numbering system. See Appendix A for 
examples of three format options recommended by 
the Jail Center, National Institute of Corrections. 

Appropriate legal counsel should review the jail 
policies and procedures for conformance with appli­
cable laws and regulations. 

Final drafts of written policies and procedures 
should be reviewed by the appropriate personnel of 
the local govemmental body responsible for funding 
because of their legal responsibility for institu­
tional operations. 

Written policies and procedurec~§hould be coverea 
quring orientation for new emi:~oyees and in-service 
training sessions. t 
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1.04 Written policy shall provide that each institution~s headed 
bX a sin~le chief execut,ive officer to whom all employees and 
functional units are responsible. (Mandatory) 

Pl?licy - It is sound management practice that the institution 
be headed by a single chief ~nist:ative officer ~ 
whom all employees and functional un~ts are responsibl:. 
Lines of authority, camnunicatior and scope of resIX?ns~­
bility must be clearly understooa by all personnel ~n 
order that management decisions and institutional ope~~­
tions may be effectively carried out. 

See Appendiz B for a typical organizational ~art 
reflecting lines of authority and major funct~onal 
uni~_~ the facility. 
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Procedut'es should be developed which provide fur evaluation of 
facility opera~~~. (Essential) 

Policy - It is recognized that proper facility operations 
are critical to the attainment of the administrationo~. 
goals and objectives. The operations of the facility 

/,must, therefore, be systematically and periodically 
··'evaluated. See Standards 1.01 and 1.02. 

Procedures - 1. All operational functions of the facility will be 
subject to periodic review,and evaluation for 
applicability and effectiveness. The frequency 
is to be determi~ bY'-'lthe chief" administrative 
officer of the facilitY., 

2. 1be operations to be rev~iewed and evaluated should 
include, but need oot' be J,imited to, tbe foll~in'l': 

a. 'Security 

b. Treatment 

c. Classification 

d. Medical services 

e. Food service :,.", 

f. Recreation 

g. Counseling 

h. Spiritual guidance 

i.,;, Volunteer services 

j. Maintenance 

3. The review and evaluation process should incorporate 
the chief administrative officer, the supervisor of 
each appropriate division/section and agencies inter- . 
facing with the facility whose objective assessment 
could be beneficial to the evaluation. 

n 

4. All operations should rnaintain ongoing logs or reports 
for the ~se of evaluation. 

5. The data fran the 1095 and reports should be 
organized for statistical analyses. Il:lta should 
then be analyzed, canparing measures of perfomance 
with a.predetermined criteria of success. 

6. Ceficiencies in'" each operation should be identified 
and appropriate adjustme~ts made in order that the 
facility may meet the its:goals and objectives. 

7. During the evaluation process each operation should 
be rejustified. " 
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1.07 
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CITIZEN INVOLVFl-1ENT AND VOtiJNrEER SERVI~ES 

Written policy should state sys-:tematic mechanisms whereby approved 
ci tizen involvement and volunt:ee,'r.' services can be secured for the 
benefit of the facility. (IIr.porJaiiE) 

Policy - The orderly involvement of citizen volunteers, as 
approved bY the chief administrative officer, can 
serve to increase CCmnunications and understaming 
between the Camunity am the facility; to deliver 
human and material services to inmates. 

Definition - Volunteer means any person, who of his or her own free 
will, without any "financial gain, provides goods or 
services to the facility, as provided in the Code of 
Virginia 2.1-554 am 2.1-555. 
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1.08 wnere volunteer~ provide direct services to ll~tes in the facility, 
there should be a written procedure for the recruitment, screening 
to include fingerprinting a11d :r:ecordcheck, selection, training, 
and supervision of volunteers. (Essential) 

I 
Polk~ - Placing the right volunteer in the right assignment, 

properly prepared, am ad~el~ supervised are con­
sidered the lOOst important contributing factors to 
the success of any volunteer pr.-ogram. 

Procedures - 1. Review and o:::mply with Code of Vi:rginia, Chapter 34 
of Title 2.1. 

2. '!he volunteer cxx:>rdinator can use, but need not be 
limited to .the following when recruiting am 

"screening vol~~eer applicants: 

a. 
',' 

Any individual without regard to race, sex, 
religionf age, creed, national origin, or handi­
capping condition, who has the capability of 
making a worthwhile a)ntribution in volunteer 
services, shall be eligible to be considered 
for partici~tion as a voluntear and to have 

, his or herappl ication rece:it';jed and revia>ed for 
appropriate assignment. 

b. Recntitment should be directed to fillipg a 
recognized job need., 

'j 

c. Written job descriptions should exist for each 
job including qualifications when appropriate. 

ds i)Informalccmnunications wit., the canmunity 
should be maintained. 

e. Prospective volunteers should visit the facility. 

f. News media sl;lould be utilized for focused recruit­
ing. 

g. SpeakiI1g engagelllents to various COOlIlIU9Ycy o:rgan­
izations, clubs, schools, colleges, etc. should 
be reql!ested. 

h. Practicing voluntee~ should be encouraged to 
recruit potential vollmteers. 

i. Frequency am methqd of recru'ibnent shall be 
oontingent upon service need or prOgram design. 

3... .'!he chief administrative offi~r should appoint a 
panel to: 

a. Deve~op selection criteria. 
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b. Screen volunteers in tetmS of background includii":g 
fingel:printing, record check, personality, and 
attitude. 

c. Detennine what the facility can offer the volunteer 
as well as what the volunteer can offer the facility. 

d. Select volunteers. 

A written commitment for a desigr~ted period shall be 
signed by the volunteer. 

In order to ensure that each volunteer is properly 
prepared and adequately supervisr=d the volunteer 
ooordinator should consider the following: 

a. Orientation and training should include but 
oot be limited to: 

A review of the Volunteer Act. 
A general review of the Criminal Justice System. 
A review of the administrative structure (chain 

of ccmnaoo) aoo operational process of the 
facility. 

'!he role and responsibilities assigned the 
volunteer. 

TO wham b,e volunteer is directly responsible. 
'!he use and purpose of required forms. 
Liabilities which may be incurred due to client 

complaint. . 
Insurance coverage (and claims procedures) which 

is available via either the Department of 
Corrections or locality ~ 

Specific training (counseling techniques, alcohol 
and substance abuse, etc.) will be p:..)vided 
by designated staff person or other agenci~:? 
such as the Department of Corrections, colleges, 
etc. 

b. A written mutual contract should be utilized 
between the volunteer and volur,teer coordinator 
stating specified number of contacts for iooividual 
consultations, performance evaluations and reten-. . (. 
bon polJ.CY. 'i! 

c. Fb~ and informal recognition should be provided 
to volunteers through: 

Acceptance of volunteers/staff as a team. 

Service pins, certificates, special citations, 
and letters of appreciation. 

Acknowledgement of staff to the success of vol­
unteer services. 
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I 1.09 The volunteer program should be coordinated and administered in 

accordance with written procedures. Each volunteer shall sign 
a statement agreeing to abide by all facility rules and regula­
tions. (Essential) 

Policy .• The volunteer program shall be administered in 
accordance with the VOlunteer Act, Chapter 34, 
Code of Virginia. 

Procedures - 1. Volunt~rs should be given an orientation packet 
which may include, the following: 

a. A copy of the Volunteer Act. 
(I 

b. A statement explaining the jail orientation 
and training procedure for volunteers. 

c. -&lIes and regulations of the facility. 

d. A gescription of volunteer's job functions, 
responsibilities, and expectations. 

e. Information regard4;ng insurance coverage • . ' 
2. Each volunteer shall sign a stat.:ernent agreeing 

to abide by all facility rules/land regulations. 
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FISCAL MANAGEMENT 

1.13 Written policy should be e!:otablished · ... ;ich (lutlines an expenditure 
control system. (Essential) '. -

1:b.licy - An expenditure oontrol s1Tstem should be established 
in order to oontrol and ronitor jail expenditures. 

Procedures - The Budget: 
1. All expendifures shall oonfOtrn with the budget 

adopted by the local govemirg body except for 
special expenditures outside of the budget which 
are approved and funded by the local govemirg 
board. 

2. '!be chief administrative officer shall keep records 
of all expenditures and said expenditures shall be 
deducted fran his annual budgeted amount on a 
monthly basis to detetrnine if expenditures are 
exceeding his pro rata monthly budget. 

3. If monthly expenditures are exceeding plan, pro­
cedures to reduce e~nditures should be ~diately 
implemented to bring said budget in line with plan. 

Purchas:e Orders: 
1. Pur":::ha~e ordets shall be signed by the authorized 

person. I; 

2. Purchase orders shall be used by the sheriff 
and the local governirg body as a oontrol on 
expenditures. 

Bids on Purchases: 
1. Bidding on purchases shall canply with the State 

Code or with local requirements. ',' 

\~\--

\\ 
\\ 
\\ 

(1 ! 
•• t1 I 

j 

I 
I 

Hi 
~ I' 
~ ~ 

~ ~. 
" 0 

H 
~ 

J It 
\ ~ 

r , 
\ , 

e 

11 
'. 

r~ I , . I 

,. , 
r a 

" , ~ .... 

f~ ~ / 
'\ 

'L' I\. 

(/ 
~ 

~ 

}' . [ 
(\ 

/'\ 
\ \ , 

i/ 

1'1 
c 

(,1 

" 

t\ I) 

r~ , 

n 

;) 

" ,1 

ii 

I 
-
'I 

) I 
I 
./ 

1 

~~ 
< 

~ ill ; : 

, .iI> 

• l4~ . it 
1 !: 

) 

j )! 
1 fJ 
jtn; 

'U 
.~ 

: IJ 
./J 
n 
'\ t 

1.16 

'~ 

,,-_ .. ,. '-'-'""T'-'l:J--~"""" 

1:blicy -

MANAGEMENT INFORMATION SYSTEM AND INMATE RECORDS 

the release of information 

\ , 
The release of criminal history intormation shall be 
in compliance with the Virginia Code 519.2-389 and 
the regulations of the Criminal Justice Services 
Caimission. 

Procedures - 1. Authorized personnel may release factual infonnation 
to the public ooncerning: 
a. the status of an investigation. 
b. the arrest, release or prosecution of the 

individual. . • 
c. the adjudication of charges. 
d. the jail status of an individual which is 

related to the current confinement. 

2. Dissemination logs shall be maintained indicating 
the agency or individuals both in and outside the 
State to which criminal history record information 
is released. '!be log shall contain the following 
information and shall be preserved for a period 

'l of not less than 3 years. Information will be 
released only by authorized personnel. 

a. Date of dissemination. 
b. lIgency ,or individual to which information 

was released. 
c. Name of person to wham information relates. 
d. Items of information released. 
e. Any record of information ocrrection. 

3. Under the provisions of the law the followirg are 
oonsidered as criminal just~ce agencies and entitled 
to receive criminal record hl~tQr,y information for 
the purpose of the administration'cf justice and 
criminal justice employment. 

a. LAW ENroRCEMENT 
]€deraI Investigative Agencies - Commission'of 
Game and Inland Fisheries - Department of Agri­
culture and Carmerce - Department of Alcoholic 
Beverage Control, Enforcement and Inspection 
Divisions - Department of State1:blice -
Division of Motor Vehicles - 1:blice Departments 
(cities, counties, towns) - 1:blice Sergeants 
(towns) - State andIocal Fire Marshals - Sheriffs' 



Departments (county and city) - Police agents 
of steamboat a:xrpanies - Masters of steamships 
or steamboats, and wharfs or landing agents _ 
Police agents of railroad companies - Conductors 
of railroad trains, IOOtorrnen, and station and 
depot agents. 

b. Pr05EalTlOO 
Office of the Attorney General - Ccmoonwealth's 
Attorneys - County and Cit'.l Attorneys. 

c. COUR!'S 
Circuit courts - District Courts - Juvenile and 
Domestic Relations - General - Magistrates 
Virginia Supreme Court. 

d. CORREX:TlOOS 
Department of Corrections and its divisions. 

4. Criminal justice agencies may disseminate informa­
tion to: Agencies of the State or Federal Government .. ' 
which are authorized by statute or executive order 
to condUct investigations deter.mining emplO¥ment 
suitability or eligibility for security clearance. 

S. Juvenile records will not be disseminated~ these 
records are only available to the child's parents, 
attorney and the oourt of competent jurisdiction. 

6. Any individual or his attorney, upon proper identi­
fication, ShcUo:;.l have the righf.;. to inspect criminal 
histoty. record information -being maintained on that 
individual. 
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1.17 
Policies for collecting, recording, organ1z1ng, processing and 
reportiu data should be develo ed for mana ement information 
purposes. (Mandatory) 

Policy -
Each facility should maintain timely and accurate 
criminal history record information for protection of 
individual citizens from the consequences of inaccurate 
and incomplete information and to have factual records 
availabl~ to assist management in policy making, budget 
preparat10n and sec'urity planning. 

Procedures - 1. 
The chief administrative officer shall review and 
monitor, through internal agency procedures all 
criminal history record keeping operations ~o ensure 
that all operational procedures consistently promote 
the completeness, accuracy, proper dissemination, and 
security of all criminal history infgrmation. 

2. If an error is discovered, all known copies of the 
record shall be corrected by notifying appropriate 
criminal justice agencies, nOll-criminal justice 
agencies or individuals in writing of the corrections 
to be m~de. See Procedure 1.16, 2e. 

See Appendix I for Sample Jail Records. 

Revision 2-22-82 
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1.24 

Policy - The purpose of a written grievance procedure is: 
1) to assure that inmate ccmplaints are given full 
opportunity for a fair heariDJ, consideration, and 
resolution. '!bis fotmal procedure is intended to 
supplement, not replace, infocnal methcx:ls of can­
plaint resolution at all levels; 2) to assist jail 
administrators in identifying facility problems. 

Definition - Grievance. A complaint about the substance or appli­
cation of any written or unwritten policy or regula­
tion, about the absense of a policy or regulation, 
or about any behavior or action directed toward an 
irunate by a facility employee or other inmates, or 
a complaint about conditions of confinement. 

Procedures .., Experience~ indicates that there are three important 
considerations in introducing an effective grievance 
mechanism into a correctional facility. The first 
consideration focuses on the theoretical .and practical 
design questions; the second concerns developement of 
a mechanism based on the design principles; and the 
third deals with basic principles that should be 
observed in the ~lementation phase of the intro­
duction of a grievance program. See Appendix c. 

1. Design Principles. '!be follOwing design principles, 
taken together, canprise a framework for a grievance 
rnechanism that is flexible enough to be tailored to 
the needs of any size jail. 

a. Written Responses (Including the Reasons for the 
DeCIsion Ta1{en) Should be Made to All Grievances. 

b. Grievances Should be Responded to Within Prescribed, 
Reasonable Time Limits: Special Provisions Must 
Be Made for Responding to Emergencies. 

c. Outside Review of Grievances Should be Available. 

d. Inmates and Line Staff Should Participate in the 
Design and Operation of the Mechanism. 

e. All Inmates Should Have Acce$s to the Mechanism, 
with Guarantees Against Reprisal. 

() 
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2. ~el Mechanisms Based on the Design Principles. The 
follOiing is an attempt to show what sort of framework 
the design principles create for a grievance mechanism. 
A mechanism for an institution with long-term (three 
nonths or longer) imates that conforms to the prin­
ciples might operate as follows: 

Sl'EP CNE: A carmi ttee cx:xtpOsed of an equal number 
of ifunates and line staff members, run by a neutral, 
non-voting mediating chairperson, (either an out­
sider, a staff member, or an irmate) hears griev­
ances. The ccmnittee decides issues, where !X>ssible, 
or makes reoammendations to the appropriate adninis­
trator. (If appropriate, this committee might be 
an existing inmate liason councilor a committee 
ap!X>inted fran its membership.) 

Sl'EP 1m: The administrator, whether superintendent, 
program director, chief jailer, or sheriff, considers 
recommendations from the committee and makes a 
decision. The administrator also reviews appeals 
and decides on them. 

Sl'EP 'lHREE: Step Two decisions may be appnaled to 
outside review conducted by an anbudsrnan, a profes­
sional arbitrator, a volunteer citizen from the 
general oomnunity, or a panel of such persons. The 
outside reviewer hears the grievance and makes a 
recommendation for solution, which the administrator 
may accept or reject. Rejected recannendations and 
the administrator's reasons for rejection may be 
made public. 

Sl'EP em: VARIATION. ~ institutional or living-unit 
grievance mediator "s~ff member} receives and in­
vestigates ccmplaints and presides over a hearing 
with one voting staff member and one voting inmate 
(selected rarx3anly). This ad hoc canmittee makes 
recommendations to the appropriate administrator. 
Sl'EP ':M) and THREE remain unchanged. 

3. Implementation Principles. The principles enumerated 
above and the sugge,sted nodels are intended as gu~dance 
for the design of 'it ,~anism. A program 01' insti­
tution that ins tall $ a mechanism adhering to all of 
these principles bas a good chance of creating a 
\t.Orkable procedural structure. Designing a mechanism, 
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however, is only half the job. Implementation of the 
design is just as critical and just as demandirg. 
Moreoger, it is easy for administrators to overlook 
the imp::>rtance of implementation and leave it totally 
in the hands of institutional or progran personnel. 
Such a oourse is a1.nost always a mistake. 

There are basic principles to be observed in the 
implementation of a grievance mecllanism, just as in 
its design. Some of these principles may seem camon­
place, but experience with grievance mechanisns through­
out. the oountry, has found them ignored far IOOre often 
than followed. '1l'!e principles of implementation are: 

a. The Administrator Must Lead the Overall Planning 
Process. 

b. Everyone Who will Be Involved With the Mechanism 
Must Be Trained. 

c. Staff and Inmates Must be Introduced to the Mechanism 
and Kept Informed About It. 

d. Operations Must Be Monitored and Evaluated. 

e. The Mechanism Should be Activated in Increments. 

If administrators will apply both the design principles 
and the implementation principles enLunerated abo~,e, 
they can be reasonably sure that the resul tirg mechanism 
will be an effective means for the expression and reso­
lution of imJate grievances. 
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2.01 

2.02 

CIASSIFICATION 

Each facilit should develop written licies and procedures which 
will ensure the class~f~cati~on of ~nmates ~n terms 0 level of 
custody required, housingiiSSignment and participation in correc­
,tional programs. ( Essential) 

Each facilit¥ should develop a written plan fer inmate classification 
which specif~es criteria and procequres for determining and changin~ 
status of an irnnate, inclUding custody, transfer, a'1d major program 
changes. Such plan shall be reviewed at least annually for updating 
purposes. (Essential) 

R:>licy - A good classification program is contingent upon 
obtaining essential information on which to base an 
appraisal which will help reduce many security 
problans, provide safety for staff and innates and 
provide inmates with effective corrections programming. 
See Appendix D for a model classification process. 

Procedures - 1. 'lb determine each innate's degree of security, 
housing assigrment, job assignment, and treatment 
plan, the follCMing items of information are 
required: 

a. Sex. 

b. Age. 

c. Offense. 

d. Pre-trial, awaiting sentence, sentenced. 

e. Past offense (and conviction) history. 

f. Probation/parole. 

g. Medical history, condition and treatment needs. 

h. Mental/emotional condition and needs. 

i. Academic and vocational needs. 

j. Special services and program needs. 

k. Inmates' attitooe regarding himself and others. 

2. Female inmates shall be confined in an area Which is 
separate fram male inmates. 

3. The juvenile shall be held entirely separate and 
r:emoved fram adults. The juvenile shall be so housed 
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as to be separated by a wall or other barrier which 
w:::>uld resul t in preventing visual contact and normal 
verbal oammunication with adult prisoners except 
in instances of casual contact under supervision. 

4. Known homosexuals shall be housed sepal~tely. 
) 

5. '!he mentally or erootionally disturbed or retarded 
inmate shall be housed separately and maintained 
unde~ increased supervision. 

6. Suspected disturbed persons shall be examined by a 
};tlysician, or other canpetent person, and action 
taken to trar~fer them to an ap~riate facility. 

7. Persons sentenced to periodic irnprisorment, work 
release program, -educational release program or 
similar sentences, and trusties should be separated 
fran the general population: 
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2.06 
Each facilit should develop written licies and rocedures 
Specifying an a~als process for claSSification decisions. (Important) 

Policy -
\:Upon canpleting the claSSification process, irmates 

may a~al a decision concerni00' ,- their level of 
custody, or participation in correctional P'rograms. 

Procedures - 1. Classifi~ation a~al procedures will generally 
follow the grievance procedUres of Staooam 
1 .24 and. Appen:Ux c. 

2. ! Inmates may have the option to bypass the Staffl 
Inmate Committee on classification appeals since 
'sane innates prefer not to discuss matters 
relating to their crimes with other irmates. 
(The seriousness of a crime is relevant to the 
claSSification process) 0. 

3. It also may be necessary to restrict the kirrls 
of infonnation made available to irmates. 
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2.07' Each facilit shall develop written licies and rocedures ro­
hib1t1ng the segregat1ono 1nmates by race, co or, creed or 
national origill. (Mandatory) 

Policy -

Procedures -

The segregation ,?finrna~e~ by race, color, creed or 
national origin 1S prohibl.ted and cannot be used for 
classification purposes. 

1. Decisions relating to housing assigmtentsmeds~caluld 
be based only on the inmate' s criminal, 1 

2. 

and social histories. 

All decisions relating to irmates sh~l be free 
fran any discriminatory bias concerrung race, 
oolor, creed or national origin. 

See Procedure 2.02, 1. 
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2.09 

Procedure - 1. 

RECEPrlOO AND ORIENl'ATlOO 

When admitting 'an inmate to the facility the 
following should be done: 

a. Verification of canmitment papers by the 
receiving staff member. See Standards 1.19 
and 1.21. ' 

b. Pat-dam search of the individual and>disposi­
tion of clothing and personal possessions. 
See Standards 2.10, 2.11, 5.13, 5.27 

c. Telephone calls qy inmates. See Standard 2.12. 

d. Photographing, fingerprinting and personal 
history should be taken unless othetwise avail­
able. See Standards 1.21 and 2.13. 

e. Medical screening. See Standard 5.35. 

f. Making proper notations of abnotmal behavior, 
unusual cuts, scars, abrasions., contusions and 
identifying marks. See Standards 4.40 and 5.35. 

g. Screening, interviewing and orientation. Persons 
conducting interviews shall be trained in interview­
ing techniques. See Standards 2.02 and 4.01. 

h. 

i. 

Carplete search of the individual. Shower, issue 
of personal hygiene items, and clean clothing. 
See Standards 2.10, 2.11, 5.55, 5.59, 5.61. 

. Il " 
Classification for ~~signment to a. housing unit 
and assignment to a housing unit. See Standards 
2.Ql and 2.07. 

),1 



2.10 

-------------------------

Policy -

RECEPl'ICN AND REVIEW 

Upon admission to the jail, both the pe;:son and clothin;J 
of all inmates will be searched for the protection, 
health and safety of the staff, the inmates and general 
public •. See Standards 2.09 and 2.11. 

Procedures - 1. '!he correctional officer will thoroughly search the 
inmate using whatever method practical or possible. 
See Appendix H, Code of Virginia, section 19.2-59.1, 
which states the prohibitions, exceptions and require­
ments regardin;J strip searches. See also Standard 
2.11 regardin;J strip searches. 

2. If the inmate beccmes violent, the correctional 
officer, with assist~ce, will transfer that ir,mate 
Unmediately to a secure area. 

3. rben conducting the search, the correctional officer 
will be thorough, paying particular attention to the 
critical areas. 

4. All items discovered in the search will be removed 
from the inmate and placed in a container. 

5. After examination, the resident' s allowable personal 
property may be returned to him. 

6. 'Any items discovered during a sear .. J, or any items of 
personal property turned in by the arrestin;J/trans­
porting officer will be examined by the correctional 
officer. Discovery of any items suspected to be 
stolen, forged, false, illegal, or contraband*, are 
evidence and will be reported to the sheriff or chief 
administrative officer. 

7. Any illegal items found will not be returned to the 
inmate upon release. -

* Contraband - Any item whether intrinSically legal or illegal,that, 
for security reasons, is not allCMed in the correctional 
facility: this will include but not be limited to any 
weapon or material that may be easily transfotmed into 
a weapon, any tool or material that may be easily trans­
formed into a tool, any drug whether prescription or non­
prescription, legal or illegal, that is not ClR;'roved by 
the jail physician, any fonn of explosive, any form of 
alcoholic beverage, any escape plans or diagrans or blue­
prints describing the correctional facility, any item or 
substance whose POssession or use is prohibited by law. 
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2.12 

Policy - During the admission process each newly admitted 
inmate who is physically able, coherent and 50 desires 
will be allowed to OOII'plete ~ telephone calls on 
local exchanges or long distance (collect only), prior 
to incarceration for the purpose of notification of 
family, legal oounsel or other app=opriate persons of 
his/her whereal:lOuts or status. See Standard 2.09. 

Procedures - 1. 'nle phone number and name of the individual called 
is to be recorded on the imates booking reoord. 

2. Long distance collect calls are to be placed 
by the oorrectional officer only to ensure that 
they are made at no cost to the locality. 

3. Abusive, threatening or vulgar language will 
oot be per.mitted; if this begins, the call is to 
be terminated by the correctional officer. 

4. Calls to judges sitting within the jurisdiction 
will not be allowed unless the judges indicate 
in writing their willin;Jness to receive calls 
from irmates. 



2.13 Each facility should develop and imPlement written policy and 
procedure which requires that, prior to an inmate's release, 

itive identifieation is made of the releasee, authorit for 
release verI.f1ed and a eck for Ids 1n other Junschct10ns 
canpleted. (Essential) 

Policy - In order to insure the proper processing9f imtates 
prior to release fran the jail, positive identification 
shall be made of eadl imtate, the autb::>rity for release 
verified, am a check for holds in other jurisdictions 
cc:mpletErl. See Stamard 2.09. 

Procedures - 1. When an irmate is dischar:ged, or releasErl to the 
custody of another officer, a record of the time 
when and the autb::>ri ty by whidl he was dischar:ged 
or removed fran the jail must be made. 

2. A check for outstanding wants or warrants will be 
made through NCIC and other sources. 

3. If released to another jurisdiction, p:>sitive 
identification will be made of the receiving 
officer and authenticity of the releasing document 
verified. . 

4~ The releasing officer shall make positive identi­
fication of the inmate through the use of photo­
graphs, fil'l3'etprints, identifying marks or personal 
recognition. 

5. A physidal inspection will be conducted so that a 
record can be made of any wounds or injuries at 
the time of release. 

6. A seat:ch will be made of the imtate and his 
property. 

7. All imlates released fran the jail should sign a 
receipt. for property, valuables and cash returned 
at the time of release. 

INMATE SERVICES AND PRCG.'~i8 

'. 
The facility administrator shall develop a written plan to provide 
inmates with an array of programs that include, at a minimum social 
services, religious services, recreation, leisure-time, vocational 
counselin , education courses, and volunteer services~ and shall 
request the und1ng agenc1es to assist in the i§P ementation thereof. 
(Essential) 

Policy - In order to be responsive to the needs of the inmates, 
programs shall be provided which will enable the indiv­
idual to rope with the stress of incarceration and the 
reality of isolation fran family and corrmunity, and to 
assist the inmate in a meaningful change in behavior. 

Procedures - 1. All resources within the facility , including admin­
istrator, supervisor, line staff, clerical and client 
personnel should be identified. Questionnaires, 
surveys, interviews and meetings may be used for 
assimilating information. 

2. All available funding and other resources in 
the canrnunity should be identified such as: 

a. Social service bureaus 

b. Junior Chamber of Commerce 

c. Cnurch groups 

d. Ieague of Wallen Voters 

e. Offender Aid and Restoration 

f. District planning councils 

g. Colleges and other schools 

h. Alcoholics Anonymous 

i. Mental Health 

j. Virginia Employment Commission 

k. Catprehensive Employment and Training Act 

1. Divisibn of Justice and Crime Prevention 

m. National Institute of Corrections 
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3. The specific needs of the inmates should be iqentified. 
':--' 

4. Programs and ongoil'XJ planning, which reflects and 
is responsive to new developnents, new problems or 
solutions, and any relevant changes in thecstatus 
of the dnmates, facility or camnunity should 
be oonsidered. 

() 

, " 

3.02 In providing inmate services and P':ograms, reasonable consideration 
sould be given to the utilization Ol~ existing carmunity' services, 
public and private. (Essential) 

Policy - '~isting carmunity resourc:.",es should be utilized to 
I maximize cost-effectiveness and reduce possible 
, duplication of services. See Starrlaro 3.01. 

Procedures - 1. ' In CCimIlunities t«lere such services are available, 
the chief a1ministrative officer is encouraged 
to contract:~ with cannunity and volunteer oIgan­
izations. ~, 

2. If no ccmnunity organization exists to contract 
for the delivery of services, the chief adminis­
trative officer is encouraged to appoint a staff 

" menber to carry out these responsibilities. 

" 

: ' 



3.07 

"~ 

INMATE ~RK PRCGRAMS 

The facility should maintain writ~en ~riteri~ for eligibil~tl 
for work assi runents and shall mamtam a wr1tten work asS1 runent 
plan that es 1nto account aC111~~ s.~!lr1~!' e 1nmates' .. 
needs and abilities and the number 0 a~ailab e work opportun1t1es. 
(Essential) 

Policy - 'Ib ensure the opportunity for imtates to participate in 
work assignment and work or education release programs 
written criteria should be developed am utilized. See 
Standards 1.05, 1.07, 2.01, 2.02, 3.01 and 3.02. 

Procedur~ - 1. ~e following criteria may be utilized to select 
sentenced inmates for these programs. 

Work Assigrunent 
a. Persons who are well known and recamrended by 

staff. 

b. Persons who have earned favorable considerations 
fran their jail performance. 

c. Persons who have job skills and are physically 
able and willing to do the assignment., 

d. '!he work assigrment plan should include a list of 
jobs such as: clean-up, maintenance, laundry, 
kitchen, etc. 

Work or Education Release 
a. Persons selected should not have detainers filed 

against them f:ran other jurisdictions. 

b. Persons selected should not have. additional cases 
pending. 

c. Persons selected should have a good jail record 
and agree to abide by the rules and regulations 
of the program. 

d. Persons selected should have a job or need to 
continue working in order not to lose their job 
or be accepted into an education or training 
program. 

e. W:>rk and education release rules shall be provided for 
each releasee. 

See Department of Corrections. Standards for Work! 
Study Release, 1981. 
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3.08 When a local work or education release program is developed, 
ad te staff should administer these rams. Writtenpolicies 
and procedures sho developed to admin1ster such programs. 
(Essential ) 

Policy - There should be adequate staff or designated persons 
to administer a work release program in order to 
ensure an effective program. 

Procedures ... 1. '!he work release supervisor is responsible to the 
chief administrative officer or designee. 

2. '!he supervisor is responsible for screeni1'XJ I:oth 
enployers and irJnates for the program. 

3. '!he supervisor is responsible for overseei1'XJ the 
policy, procedures, operations and supervision 
of personnel in ttie work release program. 

4. ~e su~rvisor is responsible for setting up job 
mterv1ews and follow-up with employer to 
deteDmine the releasee's progress. 

5. '!he work release counselor is to review 
inmate records to deteDmine eligibility. 

6. All personnel at the jail should be made aware 
of all work release placements, departure and 
return schedules, and other details of each work 
releasee. 

7 • '!he staff, or a designated person should provide 
counseling for the work releasee and attenpt 
to prepare them for their return to society. 

8. '!he staff, or a designated person should provide 
financial advisement for the work releasee~ '!his 
may include periodic conferences with the releasee 
to help them decide how their IiOney should be 
spent. 

9. '!he staff or designated person should keep good 
carmunications with the courts, social services, 
probation officers, and other people who might be 
involved with work release. 

\) 
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3.09 An accountiI}9 procedure for reporting work releasp. earnings 
and allocatlons should be maintained whenever earnings are paid 
to the facility administrator or his designee. (Es~ntial) 

Policy - In order to ensure an effective accounting system 
l"ecords will be kept of all work releasees' earnings 
and allocations. 

Procedures - 1. '!he work releaSee shall pay a rcx:xn and board fee 
for each day if ordered by the court. 

2. '!he work releasee shall be required to pay on his 
court. costs and fines if ordered by the court. 

3. '!he work releasee shall be required to pay on the 
support of his family if ordered by the court. 

4. '!he work releasee shall be required to pay travel 
and other expe~es made necessary by his \\Ork 
release employment if ordered by the court. See 
Code of Virginia §53-166.1. 

5. '!here will be a person in charge of records to 
insure that each releasee gets the proper 
receipts and credit for all expenditures and 
nonies rece i ved. 
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4.01 

o 

INMATE RULES AND DISCIPLINE 

Each facility shall develop written rules for inmate conduct. Also, 
the facility sh~l develop, in writing, a set of policies and pro-' 
cedures governing violations of the rules of inmate conduct and a 
copy of same is to be iSSUed to all inmates. (Mandatory) 

Policy - The facility cannot operate safely or effectively 
unless the behavior of the inmate population conforms 
to the mit'limlDll st,.andards of conduct set forth by the 
Inmate Rules aI?'.f Regulations of the jail. 

Jail personnel will hold inmates accountable'for c0n­
duct that violates inmate rules and regulations by 
implementing disciplinary procegures in order to: 

a. Maintain security, cont'z."'Ol and safety. 

b. Ensure the inmates' due process rights. 

c. Ensure fair and consistent disciplinary practices. 

d. Ensure proper documentation of violations. 

Defi'nition - Violations are divided in two categories. MAJOR AND 
MIIDR. 

a. MAJOR violations are serious in nature, requ1rug 
a hearing urper due process procedures by an trn­
partial officer, board or panel. See Standard 
4.07. 

b. MIOOR violations are not as serious as major viola­
tions and can be handled by an officer. Punishment 
can be fran a reprimaoo to loss of privileges. 
See Standard 4.07. 

Procedures - 1. Jail rules are issued to all irrnates. 

2. Rules will ~ explained to those irrnates unable to 
read or speak English.i. 

3. '!he following are to be considered violations of 
the rules and disciplinary action can result with 
appropriate punishment.' 

\ \. 
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c. 
d. 
e. 

f. 
g. 
h. 

i. 
j. 

,k. 
1. 
m. 
n. 

o. 
p. 
q. 

r. 
s. 

t. 

u. 
v. 
w. 
x. 

---------------------~~------',_i 

1/ 
OFFENSFS 

POssession of a weapon or sharpened instrument. 
Inciting to riot or rioting. 
Setting a fire. 
Assault upon any person. 
Escape, attemped escapa, or leaving oonfinement without per­
mission. 
Making forcible sexual advances toward another. 
Stealing. 
Interferring with ananployee in the perfonnance of his/ 
her duties. 
L¥ing or giving false information to an employee. 
POssession of unauthorized drugs, drug paraphernalia, or in- ," 
toxicants. 
Being uOOer the influence of drugs or intoxicants. 
Destroying or destruction of jail property. 
'lhreatening bodily harm to any person. " 
Aiding am/or abetting or enoouraging aoother to a:mnit a 
violation. 
RefuS'ing to cbey a direCt order. 
Being in an unauthorized area. 
Using vulgar or insolent language toward an employee or 
non-inmate. . 
Failure to keep one I s person or quarters clean am neat. 
Gambling, possession of gant>ling equipnent or paraphernalia, or 
operating a gambling pool. 
POssession of oontraband, i. e., anything not specifically 
authorized. 
tl'lauthorizecFuse of mail or telephone. (, 
Unauthorized (AOntact with visitors or public. 
Failure to ~ollow posted safety or sanitation regulations~ 
Failure to follow posted institutional rules and regulations. 
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4. 

5. 

The following are penalties or disciplinary actions 
wilic!) may be imposed for violations of Inmate Rules 
and Regulations: 

MIWR' VIOIATIONS 

a. ReprimaOO;' the fact of which may be reduced to 
writing and entered in the inmate~s record. 

b. Loss of access to any of the follOWing privileges 
for a maximum of IS days: 

Unit corrmissary: or 
Mo"ies: or 
Recreation and/or extracurricular 

activities: or 
Television, telephone, radio 
Visitation 

NOTE: Only one privilege may be restricted: 
multiple losses are prohibited. 

c. Confiscation of personal radio, television, 
stereo or cassette reoorder for a ma.;(imum 
of 15 days. II l,i 

)' 

d. Cell restriction or quarters restr~ltion 
for a maximum of 15 days. j( 

MAJOR VIOIATIONS 

a. Penal ties a through d of the above. 

b. Isolation fram one to fifteen calendar days. 

c. Loss of good conduct time of up to total 
accumulated n~r of days previously earned 
and/or isolation from one to fifteen days. 

ll' It' 'I'" ~I~ OYllB pena l.e,S approprl.ate y l.S an extremely 
~1rtant task inVOlve"d" in maintaining a construc­
tive~climate within an" institution~ 
~' , 

a. Ifisciplinary penalties shall oot be imposed in 
lim arbitrary or capr,icious manner. 

I; 



c. 

d. 

e. 

f. 

g. 

Penal ties are to be :i.mp::>sed in an impartial 
and consistent manner. 

Penalties need be ~sed only at such times 
and to such a degree as are necessary to 
regulate the behavior of inmates. 

Penalties should be :i.mp::>sed in a manner con­
sistent with nature of the offense oammitted, 
taking into consideration the irmate, his/her 
past record, and the effect of the penalty on 
that inmate's future behavior. 

Cotp:>ral punishment {punishment awl,ied to the 
body of the offender.) is strictly forbidden. 

Limitations cn written corresfX)ndence are oot 
to be used as a penalty or punishment. 
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4.02 

Policy -

licies and rocedures which 
1nfract10ns 0 1nmates. 

In order to ensure proper documentation, disciplinary 
infractions by the inmates should be accurately and 
promptly reported. 

Procedures - 1. When an errployee oI::l$erves or receives reliable 
information that an irmate is canmitting or has 
cxmnitted an offense specified in the Irrnate 
Rules and Regulations, such employee may initiate 
procedures to charge the irmate with a violation • 

2. ,'!he employee shall subnit a refX)rt, in writing, 
'providing the follCMing information: 

a. Date the offense was allegedly carmitted. 

b. Time the offense was allegedly committed. 

c~. Name of the inmate charged. 

d. Accused irmate's cell or area living assign­
ment, if applicable. 

e. Offense charged by category atnd offense 
number. 

f. A sUIrmary of all pertinent details. '!he 
. factual account may be written by follCMing 
a for:mula of "who, what, when, where, why 
and how" • 

g. Names of others who witnessed the alleged 
violation. 

I' 
h. Signature of the reporting officer (name 

CCUl be typed or printed bela>! signature). 

3. '!he refX)rting employee shall submit the refX)rt 
to the o,fficer irl charge of the shift or of the 
facility, as appropriate. '!he officer in charge 
shall render assistance, if necessary, in making 
sure that all necessary and relevant informa­
tion is supplied in the report. 
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4.03 The facility shall develop, in written f<?Im, th7 policy, procedures, 
and provisions, for a pre-hearing detent~on of ~nrnates who are 
charged with rule violations. (Mandatory) 

Policy - Pre-hearing detention should not be punitive; it should 
be used only when necessary to ensure. tl;te safety of 
the inmate or the secwdtyof the fac~l~ty. 

Procedures - 1. The officer must determine whether the acc~ 
inmate is to be placed in pre-hearing detent~on. 

2. 

3. 

An accused inmate may be held in pre:hearing ~ten­
tion for 00 longer than two (2) workulg da~s w~ t:h-:' 
out bringing it to the attention of the ch~ef adm~n­
istrative officer. See Standarcl 4.04 Procedures 
1 and 6. 

It is desirable for all,. parties concerned to 
oamplete the disciplinary process as soon as 
p:>ssible. 
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4.04 

Policy -
I,e 

In order to pro~r9~de for an objective hearing, the 
disciplinar.y hearing shall be before an inpartial 
person or ccmnittee. 

Procedures - 1. The inmate will be given written notice of any 
major charge and the factual basis of the charge 
within two (2) working days after the infraction 
and at least 24 hours prior to the hearing and 
the hearing should not be held any later than 
seven (7) days after the charge has been served 
on the accused ilTRate. . 

2. The inmate will be present when the ch~~ge or 
charges are heard by an impartial officer or 
carmittee. 

3. The inmate may be given an OPPOrtunity to have 
the assistance of a staff member or fellow inmate 
in defendil'XJ the charges against him if he is' 
illiterate or if the case if corrplex. 

4. The inmate may be permitted to have w:itnesses 
testify or present statements in his defense and 
to present documentary evidence, prOViding that 
the calling of witnesses or the disclosure of 
documentary evidence would oot jeopardize or 
threaten institutional security. The chai:rrnan 
will call only those witnesses he/she deems 
reasonably available and necessary. If witnesses 
are not called, the Board will list the reason 
in the findings. 

5. Cross-examination is not required in this ~ 
of hearing. In ~lff v. McI:k>nnel, 418, U. S. 539, 
the U. S. Supreme Court called cross-examiration 
in this oon-adversaJ:y ~ hearing the ngreat 
unwisdan. n 

6. The hearing officer, Board of panel, shall consider 
the testimony of the reporting officer, the accused 
inmate and witnesses, if any, and based only I.lp)n 
facts presented, shall find the i\accused ilTRate 
either gUilty or not guilty. i 
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7. If the irrnate is found guilty, a penalty adopted 
by the jail shall be imposed. Any time spent in 
prehearing detention may be credited to the penalty 
imposed. 

8. '!he heariDJ officet", Board or panel, will dismiss 
any chatges if the irrnate is found not guilty, and 
order the recorq of charges expunged. 

9. Different evidence must be heard, for each charge 
in dete~niniDJ guilt or innocence. 

/ 

10. No ,;person hearing the testitoony should have first­
hand knowledge of the, offense charged. 

11. A heariDJ may be conducted in the absence of an 
inmate only when the imate refuses to appear anrl 
he/she cannot be brought to the hearing without 
the use of force. 

12. A written record will be kept of the hearing 
includiDJ the evidence relied up:>n to arrive 
at the final decision. 

See Appendix G for a Sarrple illnmate Violation Report". 
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4.06 The facility shall develop written policy and procedures which will 
rant the ri ht, and describe the process in which an inmate or 

lnmates are a orded the opportunlty to appeal the decision 0 the 
hearing officer, the panel, or bOard, renderin the contested 
declsl0n. (Mandatory) 

Policy - 1b further protect the rights of the irrnate and to 
give another party the right to review the facts, an 
appeal process must be available. 

Procedures - 1. An irrnate, if found guilty, is notified of his 
right to appeal aqy decision to the chief adminis­
trative officer. 

2. An appeal must be in writing and not later than 
five days after the inmate has been notified of 
the. decision in the case. 

3. An appeal shall be acccmpanied by a written state­
ment containing all the reasons why a finding of 
guil t or a penalty should be reversed or reduced, 
respectively. 

4. '1he facility administrator shall review all pertinent 
materials in rendering a decision and notify the 
irunate of his decision within seven (7) days. '1his 
notification may be verbal followed by a written 
statement. 

5. '1here is no further appeal after the head of the 
institution has rendered his decision. 

6. In aqy appeal, the severity of the penalty can be 
reduced but never increased. 



4.13 

SECURITY AND CONTROL 

The facility should develop written policy and procedures which 
require that all securi perimeter entrances, control center doors, 
cell bl doors and al doors openlllg mto a corrl.dor are ept 
locked exce t when used for admission or exit of 1 ees, inmates 
or vl.sl.tors, or l.n emergencl.es. (Essentl. ) 

Policy - To ensure the security of the facility, all perimeter 
entrances, control center doors, cellblock doors and 
all doors opening into a corridor, are to be kept 
locked except when used for admission or exit of 
employees, imates, visitors, or in emergencies. 
See Standard 4.10. 

Procedures - 1. Facility staff should knc:M which doors are to be 
locked and under what circumstances they are to be 
opened. 

2. In the use of sallyports, staff should ensure that 
lx>th doors are not opened at the same time. 
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4.14 

Policy - To ensure against irunates obtaining fir~arms, 
personnel canying fireatms should limit their 
mvement to areas inaccessable to irunates. 

Procedure - 1. When an officer enters the security perimater, 
he should not be in possession of his firearm. 
He should place his weapon in: 

a. a gun !::ox, located outsl.de the /::x:)Qking 
area, or 

b. inside the control center or in such other 
location inaccessible to the inmates. 
See Standard 4.10 



4.15 The facility should develop written policy and procedures which 
speci!r the conditions Under which an oficer can enter a maximlD'll 
securlty cell or cell block. (Essential) 

Policy - An officer should enter a maximlD'll security cell or 
cell block only Under specified circumstances in 
order to safeguard the security of the staff, il'l1lates 
and the £acility. 

Procedures - 1 0 '!he correctional officer should not enter the 
maximlln security cell block alone. 

2. '!he correctional officer should not enter the 
maximllll security cell block while in possession 
of any facility keyse 

3 •.. If the correctional officer mpst enter the 
maximlD'll security cell block,alone, he should 
notify the control center pcior to entry and 
after he exits. 
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4.18 The facility should develop written policy and procedures to count 
inmqtes accurately and systematically, including strict account­
ability for thOSe assigned to work release and other temporaq 
release programs. (Important) 

Policy - In order to ensure proper security, each facility 
should maintain an accurate method of accounting for 
the number of inmate~ assigned to that facility. 

Procedures - 1. An accurate count of the inmates will be made at 
least three times a day. 

2. '!he inmates should be physically counted in the 
early rnorninJ and at bedtime, with an additional 
oount occurring sanetime between the early and 
late oounts. 

3. '!here shall be no m:>vement during counts. 

4. '!hose inmates assigned to work release or other 
unaccanpanied release programs away fran the 
facility should be required to sign out when 
leaving and sign L~ upon return to the facility. 
Personnel should m:>nitor the sign injout pro­
cedure and count these inmates at departure 
and return times. 

5. '!he head oount should be verified with the 
administratJve count. 

6. Records should be maintained of all counts. 

7. '!he chief adlllinistrative officer or designee 
should verify and sign at least one count per 
day. 

See Standard 4.10 



4.19 The facility should develop written policy and PpOC!dures which 
if that, at least week! , a careful examination be made of 

al securi ty devices, and that malntenance routlne y per-
foxmed to ensure their proper operation. (Essential) 

Policy - In omer to ensure that security devices are in 
proper worki~ order a method of inspection six>u1d 
be established. 

Procedures - 1. At least once a \Eek, all bars, locks, windows, 
walls, floors, ventilator CO\Ters, gl;.tsspanels, 
access plates, protective screens, doors and 
other security devices should be checked care­
fully for operational wear and innate tanperirg. 

2. Results of these inspections should be sub­
mitted in writing to the chief administrative 
officer. 

3. All defective security equipnent should be 
replaced or repaired tmmediately. 

See Standard 4.10 
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4.20 

'.::.,' 

The facili.ty should develop written POli~ and procedures for 
conductimsearches of the facility cllld 0 the irunates assigned 
or otberwlse lodged in t.~e facility, inclUding, but not limited 
to the following: 

(a) unannounced and irregularly timed searches of cells, inmates 
and inmate work areas: 

(b) ft'eqllent search and careful supervision of irunate trusties: 

(c) inspection of all vehicular traffic and supplies caning 
into or leaving the institution: 

(d) use of metal detectors at canpound gates and entrances into 
cell blocks: and 

(e) complete search and inspection of each cell prior to OC(;Upancy 
by a new irunate. (Essential) ,: 

Policy - Searches should be made for the purpose of detect­
ing contraband and other items that might be a 
threat to the security and safety of the staff, 
irunates or the facility. See Standard 4.21 

Procedures - 1. Unannounced, irregularly tilned searches should be 
made of the cells, . irmates and the inmates I 
YtOrk areas. 

2. '!here should be frequent searches and careful 
supervision of trusties. 

3. '!here should be close supervision and searches 
of all vehicular traffic and supplies coming 
into or leaving the facility. 

4. ',lhere should be a canplete search and inspec­
tion of each cell p+ior to occupancy by a new 
inmate. c 

5. Metal detectors should be usec1 at canpound 
gates cmd entranc.,~s to security areas. 

6. Routine searches of inmates shall be made by 
oorrectional officers of the same sex. 

7.A record should be kept of all searches shatling 
the date, ,time and results. 

8. 'lbe facility should post. for staff use, its policy 
tegarding searches and ~view same at least 
annWJlly.( \ ..• 

see Standard 4.10 
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4.22 

· ... ~ 

The facility should develop written poliC"t and procedures which 
govero the availability, control and use of firearms, anmunition, 
chemical a ents, and related securi devices'; and ensure that 
s l.Cl.ent securl.ty equ1pment 1S ava11able to meet the aC111.~ 
needS. ( Essential), 

Policy - In order to ensure the security of the facility, 
an adequate arsenal including firearms, chemical 
agents and security devices shall be available for 
use. 

Procedures - 1. All weapons and chemical agents are to I:e secured 
in an area inaccessible to the inmates.' 

2. An inventoty will be maintained to include expira­
tion dates of chemical agents and the shelf-life 
of ammunition. . 

\ 
\' 

3. Issue of any of the above is to be slcJned for and 
recorded. 

4. If the facility has chemical agents appropriate 
protective equipnent sl)ould be available. 

5. All, staff should be properly trained in the use 
of chemical agents, protective equipnent and 
weapons. 

6. In the event firearms, anmunition or chemical 
agents are used the procedures in Standard 4.24 
should be follC7Ned. 

7. Control of the arsenal shall be the resp:)nsibility 
of the correctional officer in charge. 

8. Security devices shall be available and readily 
accessible to the staff. They shall be used only 
for purpose of restraint and in no instance shall 
they be utilized as a means of punishment. See 
Standard 4.35. 

See Standard 4.10 
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4.24 The facility should develop written peliC""j and procedures that 
require p;rsonnel who discharge fireaDT'.s~or use chemfiCal. agents 
submit wrl.tten reports, to the admiI1~~tratot'or designated sub­
ordinate no later than the conclUSion of the SE!E"' 9uring which 
same are discharged or us...-=-d. (Essential) ;,' 

Policy - To ensure the safety and protect the rights of 
the public, staff and irunates, a written report 
should he subnitted by personnel who discharge a 
fire~;tm or use a ch~ical agent. 

" 

Procedures - 1. '!he report submitted prior to the end of the 
shift shall include: what, when, where, why, 
who, and hall. ' 

2. The chief administrative officer should conduct an 
inquizy and write and maintain a report as to the 
resul ts and conclusions of his in:;Juity. 

1.1 

See Standard 4.10 
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4.25 

\\ 
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The facility should develop written policy and procedures for \~h~. H 
control and use of facility keys. (Essential) ,. )q~': ", , 

""">~1+=~ 
r~ I 

It>licy - To ensure the security of the facility, all keys 
shall be secured in a central location inaccessible 
to inmates and other unauthorized persons. 

Procedures - 1. Keys obtained fran a central location shall 
be returned upon completion of the shift or 
specific task. 

2. No key shall be entn,sted to any imaate at any 
time. 

3. All keys to the facility must be accounted for 
by the officer in charge of the shift at all 
times. . 

4. Keys passed from officer to officer at shift 
change shall be recorded and accounted for. 

5. A dUplicate set of keys shall be kept in a 
secure, separate location for use in an emergency. 

6. A coding system should be used for marking keys. 

7. If a staff member loses a key or discovers a key 
missing he will ~diately notify ~~e officer 
in charge of the shift and submit a written 
report. 

See Standard 4.10 
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4.26 Thf;!J~~ility should develop wri,tten policy and procedures that 
governs the control and use o~; tools and culinary equipnent. 
( Impot'tal1ot) 

It>licy - 'lb ensure the safety and security of the facility, 
the imates, staff and other users of the facility, 
strict control must be maintained in the storage of, 
access to and use of maintenance tools, culinaty 
implements, containers and other items which have 
the potential of being used as weapons or means 
for escape. 

Procedures - Tools and Maintenance Equipnenc 
1. All maintenance tools shall be stored outside 

the security area, in an appropriate locked 
closet or locker. 

2. All tools shall be counted as they are taken 
into the security area, and fully accounted for 
after they are removed fran the area. 

3. Key control for tool storage shall be the respon­
sibility of the chief administrative officer. 

4. No tools will be left in the security area. 

5. A periodic inventoty of all tools should be made. 

6. Any missing or unaccounted for tools and mainten­
ance equipnent will be immediately reported to the 
correctional officer in charge who shall take 
necessaty steps to locate them. 

Culinaty Implements and Containers 

1. Culinary in1;>lements shall be stored in a secure 
area inaccessable to all but authorized persons. 

2. Culinaty in1;>lements shall be inventoried by the 
person in chal~e on a continuing basis after each 
usage or issue. 

(\ 
3. Any missing or unaccounted for implements or con­

tainers will be in1nediately reported to the 
cort:ectional officer in charge who shall take 
necessaty steps to locate them. 

'See Standa~4 .10 

o 

" 



4.27 

Policy - it> ensure the safety and security of the facility, 
inmates and .staff, no flcmnable; toxic, or caustic 
materials will be stored in the security area of 
the facility. 

Procedures - 1. Materials will be stored in an area reooved fran 
the security area and will be kept locked at all 
times. 

2. Materials will be issued on an as needed basis; 
unused portions returned and a strict inventoty 
control will be maintained. 

See Standards 4.10 and 5.46 
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4.28 

Policy - In order to help management provide safety and 
security for the staff and iI'lI\ates, each facility 
should have written orders of instruction including 
duties and responsibilities, for each position 
within the facility. 

Procedures - 1. The Procedures for,cartying out a specific du~ 
assigrunent constitute a post order. 

2. The post order should include but need not be 
Ibnited to: 

a. Obtaining all pertinent information relative 
to the post fran person being relieved. 

b. Making the necessaty security check of 
doors, keys, controls and other i terns 
necessaty for security and safetiY .of 
inmates, staff and facility. ' 

c. Reporting to the supervisor a"ly and all 
trouble areas or unusual findings immediately. 

3. Copies of post orders shall be made available 
to all staff members. 



4.29 

,"" .. -: 

'!be ~acil+ty should develop written policy and procedures for 
dealmg Wl.th escapes and attempted escapes. These policies and 
,procedures should be reviewed at least annually and upJated as 
necessary. ( Essential ) 

Policy - 'lb ensure the security of the facility and safety of 
the c:xmnunity, all personnel will oonstantly be aware 
of the FOtential for escapes. 

Procedures - 1. When a staff member suspects or discovers that an 
escape has occurred, he/she will notify the iIrme­
diate supetvisor using the quickest means of cern­
l'IIlllication available. If the supetviS'Or is unavail­
able then the person(s) next in camnarrl is to be 
ootified. 

2. When the escape is fran the jail: 

a. A general lockup of all inmates will be imple­
mented. 

b. A head oount will be conducted to identify any 
inmates(s) not present or accounted for. 

c. A search of the entire facility will be made in 
order to: 

Cbnfirm that inmat.es unaccounted for are 
not within the facility. 

IDeate and secure the means of escape. 

Insure that all areas are secure. 

3. As soon as ,FOssible the sheriff or person(s) in 
authority will be given the following information: 

a. 'Ibe name(s) of any innate(s) unaccounted for. 

b. 'Ibe means of escape if known. 

c. 'Ibe inmate's description. 

d. Any other information which may be useful. 

4. Sufficient personnel will remain within the jail 
to supetvise inmates until relieved. 
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s. A log of al~ events will be maintained for the 
duration of the emergency. 

6. Field personnel will be notified of the escape. 

7. 'Ibe following information will be disseminated to 
all surrounding jurisdictions, the jurisdiction of 
the sentencing court, and appropriate law enforcement 
cgencies to include those of the inmate's residence 
and family. 

a. Name of escapee(s). 

b. Description of escapee(s), physical and clothing. 

c. Whether escapee(s) are considered dal'XJe:rous 
and/or armed. 

d. ~st known 'residence of the escapee ( s). 

e. Addresses of escapee's family and known friendS. 

f. Information relating to the ,FOssible direction 
of travel. 

g. Any other information which may assist in the 
capture of the escapee(s). 

'8. When appropriate, the sheriff, or person in 
authority, will contact surrounding law enforcement 
agencies for the establishment of roadblocks on 
primary and secondary roads leading out of the area. 

9. 'Ibe sheriff, or person in authority, will prepare 
and issue a public announcement through the local 
nedia. 'Ibis armouncement will: 

a. Inform the public of an escape and of the 
precautions which should be taken. 

b. Give a description of the escapee(s). 

c. Enoourage the public to reFOt:i: immediately 
any unusual situations or FOssible sightings 
of the escapee ( s) • 

10. 'Ibe sheriff, or perSon in authority will, upon the 
awrehension of the escapee ( s) : 

a. Check the physical oondition of the escapee. 

b. Notify all personnel, law enforcement agencies 
and the media of the inmate's capture. 

c. Provide for rore secure ilbusil'XJ of the escapee(s). 



d. Take steps necessary for the prosecution of the 
escapee(s). 

11. A canprehensive J:eport of the escape should be 
submitted to the proper authorities. 

12. A critique of· the implenentation of the escape . 
procedures should be made as sOon as possible after 
the incident. /J;r> 

/51'/ 

See Sta.~:!aixr4. 10 
lJ 

Policy - In order to safely and effectively handle group 
arrests above the capacity of the facility, a pre­
planned procedure should be developed. 

Procedures - 1. Identi~ a suitable containment space at or near 
the facility. 

2. 
\ ~ 

If ~~ area is not equiR;>ed with toile~s am 
drinking water, provisions for portablf! units 
should be made. . 

3. '!he nutritional needs of the inmates must be 
provided for. . 

4. Adequate internal and external security must be 
provided. 

5. Adequate bedding must be furnished if detainees 
are kept overnight. 

6. Provisions for nedical care should be made. 

'.,j 



4.31 The facility should develop policy and procedures b? be followed in 
emergen~ situations, i.e.: fire, disturbance, takmg of hos~ges; 
these will be made available to all persomel and shall be rev1ewed 
and updated annually. (Mandatory) 

Policy - In order to ensure safe and effective operation in 
emez:gency situations, polidy and pr~ures should be 
developed and Bade available to all personnel. 

Procedures - 1. Develop written policy and procedure for emergencies. 
See Standard 5.49 for fire and major emergency 
situations. See appeooix E' for a ~el hostage plan. 

2. Make policies and procedures available to and train 
all staff in their ~lementation. 

3. Make other appropriate agencies aware of the pro­
C'edures and be sure they understand their roles 
during the emergency. 
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4.32 The facilit 

Policy - To. ensure adequate personnel are available in emer­
gencies, special persons fran outside the jail should 
be identified and appropriately oriented as to their 
roles in an emergency. 

Procedure - See Standard 5.49 procedure l.b. 



4.33 1\ 

Policy - To ensure against total disruption or closedC:Mn of 
the facility, written plans are needed to provide for 
ccntinuiD3 operation in the" event of a work stoppage 
i:¥ staff or inmates. 

Procedures - 1. Determine which duties are essential for continued 
operation. 

2. Provide for crosstraining of staff in essential 
duties. 

3. Maintain records for t.OOse who have been cross­
trained in essential duties. 

\' 

Policy - In order to ensure that emergency lights and catmunica­
tions are available an alternative power source is 
essential.' , 

Procedures - 1. Identi~ SC?urce. of power for emergency lights and 
OCllll'IU.lIUcat10n, 1.e. purchase, rental, POrtable 
type equipnent. 

/' .J 

'0 

'2. Test, the emergency p:JWer source and camnunications 
equit...~nt periodical,ly. " 

,', 



4.35 

Policy - '!he use of physical force against an inmate or visitor 
Qy jail personnel is restricted to prevention of escape, 
assault, or threat of assauI't, and destruction of 
property. 

Procedures - 1. Jail personnel will use acceptable techniques, or 
approved special equipnent when the use of physical 
force is necessaty. 

2. Jail personnel will use physical force only as a 
last resort and only after fair warning. 

3. When jail personnel use physical force, they will 
submi t a written incident report to the chief 
administrative officer before going off duty. 
'!his report will include at a minimum: 

a. a description of the incident; 

b. justification for the use of physical force 
and type used: 

c. any impairment or injuty caused by the use 
of physical force: 

d. any other ~iate action taken by' the staff 
person using physical force, such as, medical 
attention, segL~ation, etc. 

4. The staff person using physical force and the inmate 
the force is ~sed against will receive ~diate 
medical attention if necessaty. 

5. '!he submission of an incident report by a staff 
person in a situation where physical force is used 
will))e handled in accordance with facility 
policies and procedures. 

6. '!he chief administrative officer will meke inquity 
into the use of phys~cal force by a suiff p~rson. 

~.\ 

7. '!he chief administrative officer will take i!lction 
against a staff person who uses unjustified' 
physical force. 

See Standard 4.10 
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4.36 

;/ 

The facil.:i.ty should develop policy and procedures to govern the. 
use of r~straint equipnent. (Esseptial) , 

Policy - Instnunents of restrail1t, such as qandcuffs, chains, 
irons, am straitjackets will not be applied as a 
~I".alty, and such instruments shall net be applied 
for any longer tUne than is necessaty nor shall any 
inmate so restr.:ained be left unsupervised. 

PrOcedures - 1. Olains or irons . will not be used as restraints 
within the security area ~xcept when rnoviltg the 
inmate in am out of the a,tea. , 

.r 2. Other instruments of restraint shall not be 
used except: 

~ 

, a. as precaution agains-t escape during a transfer; 

b. on medical grounds by direction of a physician; 

c. by order. of the chief administrative officer 
in order to prevent an inmate from injuring 
hbnself or others or from damaging or destrqy­
ing property. 

See Standard· 4.10 
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4.37 

4.38 

SPECIAL MANAGEMENl' 

The facility should develop written poligy and procedures for dis­
ciplina;r detention of inmates who require tempora;x separation 
from the rest of the inmate population. (Essential) 

Each facility shoUld develop and implement written ~liCY and pro­
cedure~ to p~vide for administrative segregation 0 inmates who 
pose a, 'securit~ threat to the facility or other irunates and for 
inmates requir~ng p~tective custOOy. (Mandatory) 

Policy - 'Ib insure the health, safety and security of the 
general population of the facility, any innate: whose 
conduct is detrimental to the security of the inmates 
and facility or who requires p~tective custody shall 
be removed fran the general population and placed in 
disciplinary detention or in administrative segregation. 

Procedures - 1. Disciplinary detention or administrative segrega­
tion can be initiated by: 

a. Identification b¥ staff of a violation of rules 
or cr~inal statutes. 

b. Identification upon admission to the facility of 
any inmate who is a known security risk or is a 
threat to the other inmates of the facility. 
Also see Standard 4.40 in reference to mentally 
ill irunates. 

c. Administrative request received in writing 
fran the inmate stating his reas~n for being 
removed fran the general populat~ion. Action 
taken on the request shall be as soon as 
possible. '!be inmate will receive in writing 
a reply as to whether his request is approved 
or denied. 

2. T.be inmate will be notified at the time of his/her 
separation as to the reason for removal fran the 
general population. 

3. The inmate is returned to the general population: 

a. At the canpletion of disciplinary period. 

b. By his/her request, found to be valid, in the 
case of voluntary admission. 

c. At such time his/her actions and behavior indicate 
that there is 00 further need for segregation. 

4. An inmate who is placed on disciplinary detention may 
also ,be denied privileges such as visitation, canteen, 
recreation, etc. 

1/ 
;/ 

, 
. , 

~ : i 

ff i 
j ! 
" 

f 
! ' 
r 

p 
~ . 

i ! 
( i" : 

I: 
r;!) 

4.39 Each facility should develop and implement policies and procedures 
to ensure that, inmate behavior eennitting, the disciplinary deten­
tion and administrative segregat~on units p~vide physical living 
conditions that approximate those offered the general inmate pop­
ulation. (Essential) 

Policy - In order to ensure that inmates are treated equally, 
the disciplinary and administrative segregation units 
should provide physical living conditions that approx­
~te those offered in the general inmate population, 
inmate behavior pennitting. 

Definition - Physical structure of units. 
1. An area of a size consistent with the other cells 

in the facility. 

2. Adequate ventilation, heating and lighting. 

Secured objects instde cell area. 
1. One jail-type bed. 

2. One fully operative toilet and'..,ash basin. 

Procedures - 1. Unsecured objects inside the cell area may vary 
depending upon the behaviors of the inmate and 
the reason(s} he/she has been placed in the unit. 

2. Inmates exhibiting tendencies towards destruction 
of materials such as matresses, bed linens, 
blankets and pillows should oot be afforded these 
items. 

3. Inmates exhibiting tendencies toward suicide or 
self injury with any items should not be afforded 
them. 

4. Records should be kept of the reasons for denial 
of any unsecured items. 

j,' 
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4.40 

Policy - In order to ensure the safety and welfare of il'lllates 
~o request, or appear to be in need of mental 
health care, jail personnel will immediately assign 
and place an innate in a medical, segregation or 
isolation cell. 'lhe court of jurisdiction will be 
ootified iJnnediately or not later than 9:00 a.m. 
of the court's next \tlOrking day. 

Procedures - 1. Correctional officers will immediately notify 
the medical supervisor on duty and the officer 
in dlarge if an innate: 

a. Appears to" be disoriented (does not knc::M the 
date, \¥here he/she is, what is hawening to 
him/her) ; 

b. Displays uncontrollable or inappropriate 
behavior (uncontrolled crying, anger, having 
visions or hallucinations); 

c. Appears to be seriously depressed or exhibit­
ing suicidal actions. 

2. '!be oorrectional officer will describe the irmate's 
behavior to the medical supervisor or officer in 
charge. 

3. '!be officer in chatge will notify the court of 
jurisdiction. 

4. '!he oorrectional officer/medic will p,lt the innate 
in the holding cell and observe his/her behavior 
until the mental health emergency is terminated. 

5. The oorrectional officer will ensure that all 
itens ~idl could be used by the irmate to 
inflict self ham are taken fran the inmate am 
fran the holding cell. 

NOl'E: Policy and procedure should exist under Medical and Health Care 
Services to cover mental health emergencies. 

r.I'--, 
J i 
t .. .: 

~ i 

~L! 

I 

t ' 

L 
I 

I ,', \ : 
, ! 

I 
" 

f' 

1-

ft. 

f : 

I ! i 
I ;' i 

I,> I , 

. i 

I 

I 
',I ~, 

- ' I", ,: 
, 

I 1 
t

f .. 

,! I., 
I u. 

,-: 1 
, It, 

f I', , ..• 
t ,'1 
i: ~ 
l' 

I,

',: ;,-iii, 
:I'~ 

, ..... 
\ 

}~M 
dJJ 

; 

, WI! 
: ~~ 
$ ~;~: 
) 

;~ 
I~ 
I 

, I 
I 

l~ 

4.41 Each facility should develop and implement written policy and pro­
cedures to ensure that staff members in disciplinary detention and 
administrative segregation units maintain a pennanent log. 
(Essential) 

Policy - A written record or log, with entries in ink, 
or a timeclock record, shall be maintained by staff 
members assigned to disciplinary detention or adminis­
trative segregation duty. 

Procedures - 1. Entries shall be macie in a pennanently bound 
volume. 

2. Entries shall show: 

a. '!he time of security check by the staff member. 

b. His/her. signature or initials. 

c. Any relevant remarks. 

, 



4.42 

Eblicy - In order to assess the inmate's health and well­
being every irJnate shall receive a medical 
evaluation and personal interview after fifteen 
(15) days in administrative segregation or dis­
ciplinary detention and every fifteen (15) days 
thereafter. 

Procedures - 1. The chief administrative officer or a desig­
nated representative should conduct a personal 
interview with the inmate and make a written 
report. 

2. The medical personnel should make a physical 
examination and medical evaluation of the 
inmate. 

3. In no case shall an inmate be held in disciplinary 
detention in excess of 30 days. 
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The facility should devel~p writte~ R81icies and erocedures that 
regulate the IlOvement of Inmates WIthIn the facUlty. (Essential) 

Eblicy - In order to ensure safety and security, movement 
of inmates within the facility should OCcur in 
an orderly fashion. 

Procedures - 1. When IlOvements are to be conducted there should 
be adequate staff to provide supervisiG~'. 

2. Advance notification should be given the inmates 
before time for the JOOvement. 

3. The area into which the irrnates are to be 
roved should be thoroughly checked and secured. 

4. The route of movement should be checked and 
secured. 

5. '!he inmates to be moved should be counted before 
and after IlOvement. 

6. Min~um security and rnax~um security inmates 
should not be rrcved together. 

7 • Male and female inmates who are unsupervised 
should not be moved together. 

8. Juveniles shall not be roved at times when 
they may routinely coma in contact with adult 
inmates. 



4.46 

::f! 

Written policy should be developed that epohibits inmates fvom 
supervising, controlling, or exerting any authQrity over other 
inwates. (Essential) 

:Eblicy - In order to keep supervision and control of inmates 
in the hands of the jail staff, N) il1llate shall be 
allowed to supeJ:Vise, control, or exert any type of 
'authority over other innates. 
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5.01 

FACILITY DESIGN AND OPERATIONS 

FOOD SERVICES 

Written Ii and rocedures should assure a food service ram 
that meets e d1etaty allowances as stated 1n e "Reccmnended 
Dietary Allowances, National ACa~ of Sciences" on file with the 
Department of Corrections. (Essent1al) 

Policy -
co 

A f()().j service program which meets the Recomnended 
Dietaty Allowances, National Academy of Sciences, is 
essential, to praoote a positive jail atmosphere and 
ensure the health of the innates. 

Definitions - Recx:Jlt1lrended Dietaty Allowances 

1. Fruits - t\\1O or oore servings daily. 

a. Should serve juice once a day. 

bw Should have a citrus fruit or juice daily. 

c. Should seJ:Ve fresh fruits several t~s 
a week. 

d. Should, incorporate fruits into desserts/ 
puddings/jello. 

2. Vegetables - t\\1O or oore servings daily. 

a. Should Snphasize dark green, leafy and 
yellow vegetables. 

b. Should serve a variety of vegetables. 

3 ~ Breads and Cereal::; - four or no~e servings daily. 

a. Include whole grain bread, biscuits/muffins, 
pasta products, etc. 

4. Meats/Poul tty/Fish and Beans - two or oore 
servings (4 6z.) daily. 

5. Milk and cheese - soould have two 8 oz. glasses 
of milk per day. 

6.1)), Sweets - These should be limited. 

Procedures - 1. '!be jail facility should utilize a person qualified 
in food serVice as the jail cook/food s~rvice 
supervisor or cont~actor. " 
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2. '!he oook/supervisor will ensure that the food 
service program canplies with the following 
standards: 

a. IDeal, State and federal heal~codes. 

b. ;, IDeal, State and federal fire oodes. 

3. '!he oook/supervisor will maintain a system of 
inspections, both internal11\ and by outside 
agencies. E-eeStandard 5.46' " 

4. '!he oook/supetvisor will supervise aM train 
kitchen workers and be familiar with security 
aspects of jail operations. 

5. '!he cookjsupervisor is direcUy responsible for 
the preparation and service of all meals. 
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5.03 

II 

Written policy should ensure advance menu preparation. (Essential) 

I=Olicy - '!be facility should prepare menus sufficienUy in 
advance to ensure econany in purchasing, supply and 
inventory control of foodstuffs. 

Definitions - Menu Plans 

1. '!he Department of Corrections will make available 
to the facilities a 28 day Cycle master menu on 
a bi-yearly basis. '!hese menus are balanced 
nutritionally and ecornnically. 

2. '!he facilities can make their own menus using 
the master rnenu as a guide. '!hese menus should 
show a four-week cycle also and should be 
balanced nutritionally. 

3. Menus should be };Osted. 

4. Meal items can be changed on the menu, provided 
they are noted on the menu. '!he menu guidelines 
should be followed when making a substitution. 

5. If there is any question whether a menu is nutri­
tionally balanced, it can be submitted to the 
Department of Corrections Food Service Consultant 
for analysis. 

catered Meals 

1. All meals that are catered should meet the require­
ments for: 

a. ReCXll1l'lended Dietary Allowances. 

b. Virginia Department of Health Sanitation Code. 
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Written policiesaoo procedures should ensure that all meals ,are 
served under direct supervision of staff members. (Ess~ntial) 

Policy - Al~ jail meals should be served under direct sUfer­
vision of staff members to ensure that sanitation 
is maintained aOO favoritism, careless servirg aOO 
waste are avoided. 

ProcedUre - 1. All jail meal service should be monitored by 
the jail cook/food service sUfervisor 0r other 
jail fersonnel. 

I) .' 

,5.05 Written policies, procedu~s, and screening criteria shall allow 
orily imnates in . good h~aIth and free fran .. ccmnunica:ble disease 
and open, infected wounds to be assigned to food service work. 
(l-farx:latory ) 

Policy -
" 

In order to ensure hygienic food handliBJ only 
imnates in good health and free fran ccmnunicable 
disease and open infected wounds are to be assigned 
to food service work. 

" 

Procedures - 1. Inmates are to be cleared through the doctor/ 
inf iITRary before becaniBJ assigned to food 
service. 

2. No person while infected with a disease in a 
a:rmnunicable fonn that can be transmitted by 
foods or who is a carrier of organisms that 
cause such a disease or while afflicted with 
a boil, an infected Wound, or an acute respira­
tory infection shall work in food service in 
any capacity in which there is a likelihood of 
such person contaminating food, or food-contact 
surfaces with pathogenic organlsms or transmit­
ting disease to other persons. 

3. Imnates shall thoroughly wash their hands and 
the exposed portions of their aImS with soap 

4. 

5. 

6. 

o and wann water before starting work, during 
work or as often as is necessary to keep them 
clean, arx:lafter snoking , eating, drinking 
or using the toilet. Imnates shall keep their 
fingernails 'clean and trirrured. 

'!be clothing of all imates in food service 
becJ.ean. 

lrunates shall use effective hair restraints 
to prevent ~e contamination of food or food 
contact surfaces. 

'!here shall be 00 SIOClking in food service areas 
while food is being prepared. 

/1 ;, 



5.06 written policies and procedures should allow for modification 
in menus based on inmates' medical or reasonable reUqious 
requirements. (Essential) 

Policy - In order to ensure health and irmate rights, the 
jail food services should allow for modification 
in menus based on irmates' medical or reasonable 
religious requirements. . 

Procedures - Reasonable Religious Requirement 

1. '!he jail . food service may consult with local 
clet:gy to ensure that a~opriate meals are 
planned for inmates with special religious 
beliefs. 

2. '!he jail food service will record all special 
meals served' because of irmates' religious 
beliefs. 

Special Therapeutic Diet 

1. The jail cook will p~epare special diets for 
inmates with special therapeutic needs as 
directed by jail physician. 

2. '!he special diet menu should adhere to the 
regular menu as closely as possible. 

3. The jail food service will keep a 'record of 
special diets served to irmates with special 
therapeutic needs. 
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5.06 

c 

written" ~licr and procedures should provide for at least three 
meals da~ly w~ th no more than 14 hours between evening meal and 
breakfast, and a minimum of two fiOt meals wi thin every 24 hOurs. 
(Essential) 

Policy - In order a:; ensure good health and morale, the jail 
food service soould provide at least t_hree meals 
daily with no more than 14 hours between the evening 
meal am breakfast and a minimum of two hot meals 
wi thin eve~ 24 hours. 

Procedures - 1. '!he jail food service will schedule meals wi til 
no IIDre than 14 hours between the evenipg am 
breakfast meal. 

2. The jail food service will provide an imtate 
returnipg to the jail after scheduled meals 
wi th a canparable meal. 
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5.09 

!) 

Written p:>licy shall preclude the use of food as a disciplinary 
measure. (Mandatory) 

Policy - Proper nutrition is essential to inmate health and 
llOral; under 00 circumstances shall food be withheld 
for disciplinary reasons. 
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5.13 

, 0-

INMATE t-DlEY AND PJ.VPERTY CCN1roL 

Written eolicy and p~~ures shall state ~t items ,the inmate 
may retal.n', in his p:>ssession. (Mandatory) 

Policy - It is recognized that an inrrate cannot live '~ 'life 
of i,Complete austerity while in confinement. Custody, 
sa;!!ety and security considerations, however, dictate 
the need to limit the nllilber and/or nature of items 
an innate may be petmitted to retain While incar­
cerated. 

Procedures - 1. '!he items which an iI'ltlate may retain in his 
p::>ssession should be determined by the chief 
administrative officer of the facility. 

2. A l~sting of these items should be published 
and ''disseminated to all irrnates and staff. 

3. '!he list of appro,!)ed items shall be formulated 
with consideration being given to the following: 

a. Space available for storage in the irrnate' s 
cell area. 

b. Capability to conceal contriband. 

c. Applicat,le building and fire codes. 

" 

e. Legal defense preparation. 

f. Religiousconvictio~~ and practice. 
1\ 

4. An~ clothing or personal p:>ssessions taken from 
the inmate upon admission shall be accurately 
recorded, securely stored (or disP9~ of as 
directed by the inmate) and returned to the 

c, irrnate up:>n release. 
Co 



5.17 

MAIL, VISI'I'ING AND TELEPHONE 

Written poli~i ~9 procedures governing inmate correspondence shall 
ensure that all In'tlates, regardless of their jail status, shall be 
':lfforded the same con;esp:mdence priv~es: correspondence priv­
lIeges shall not be wlthdrawn as punis nt. (Manaato~r) 

Policy .~ It is essential to norale, maintenance of family 
ties and legal right'S that comnunication by mail 
wi th family, friends and others concerned with the 
inmate be unrestricted, except as provided by law. 

Procedures - 1. An inmate with no mney with which to buy paper, 
envelopes, or stamps will be suppl ied with these 
materials for correspondence with those special 
persons or grouJ::S listed in #2 below. Inmates 
who cannot purchase these materials shall be 
supplied a reasonable quantity of same for other 
general corresI;X>ndence. Limited to 5 letters per 
week. See Standard 5.22. 

2. All letters fran the following special categories 
will not be read and may be inspected only in 
the presence of the inmate: 

a. Attorneys. 

b. Federal and state elected or law enforcement 
officials. 

c. Court officials. 

d. Officials of the Depurbnent of Corrections. 

e. American Civil Liberties Union, National 
Association for the Advancement of Colored 
People, Urban League, Offender Aid and 
Restora,tion, and other such established 
social action organizations as may be 
designated qy the facility. 

3. Inmates may subscribe to or receive through the 
mail any newspaper, magazine or I:xx>k with the 
exception of publicationS' which con'Stitute a clear 
threat to the security of the facility. 

4. If the inmate is 00 longer incarcerated, the 
ineaning mail will be pranptly forwarded or 
returned to the sf~nder. 
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NCIl'E: 

5. Notary services shall be provided. 

6. Mail will not be censored oor read unless there is 
reasonable suspicion that sllch oorresf.Qndence poses 
a clear threat to the safety and security of the 
facility. 

7. When mail is withheld from an inmate, the inmate 
will be given ootification of the mail withheld, 
its contents, and the reason for it being withheld. 

8. Indigent inmates shall be provided with postage for 
special category mail as noted in Procedure #2 above. 

9. Incx:rning mail: 

a. Incomin:j mail is to be opened and shall l'e 
examined for contraband but the letters will 
oot be read or censored. 

b. Any cash, certified checks or mail mney 
orders will be applied to the inmates per­
sonal property records and a receipt will 
be issued to inmate for all monies accepted. 

c. Incoming packages will be opened and inspected 
for contraband. 

d. 

e. 

Contraband is logged and reported to the 
chief administrative officer. 

'!he inmate in question is ootified that the 
oontraband mailed to him has been oonfiscated. 

f. '!he chief administrative officer notifies the 
sender and inmate in writing of the confisca­
tion. The notification gives the reason for 
the seizure, a description of the contraband 
and states that the sender has the opportunity 
to challenge the seizure before the jail 
administrator or sheriff. 

g. The contraband will then be stored, destroyed 
or returned to sender. 

10. Outgoing mail: 

a. Mail fran irtnates will be picked up on a 
scheduled basis and checked to see that all 
mail is sealed, has a ~/.:urn address and correct 
p:>stage. Each outgoing letter may be stamped 
with the name of the jailor facility. 

b. Outgoing mail will not be opened or insp.:cted. 

The above policy and procedures also apply to Standards 5.18 through 5.22. 



5.23 Written policy and procedures shall ensure inmates reasonable access 
to telephone facilities. (Mandator:y) 

IUlicy - It is essential to rrorale and maintenance of family 
ties that Ol.ltgoing COIIIIIW1ication by telephone, with 
family, friends and others concerned with the inmate, 
be made available. 

Procedures - 1. On a schedule approved by the administration, each 
inmate will be allowed the use of a telephone to 
make personal calls. 

2. IDcal calls are to be free of charge unless a pay 
telephone is being used; long distance calls are 
to be oollect. 

3. A notation will·be maintained as to when access 
was given to the telephone. 

4. For special calls which carmot be made during 
reguJ.ar telephone tbne, the inmate must make a 
writ',l:en request stating why the call could not 
be rnclde at the regular time, whom he wishes to 
speak with, and any other relevant information. 
'Ibis written request should be retained. Security 
shoul.d not be ccmpranised in allowing an irtnate 
use ,of the telephone at Uilscheduled times. 

See Standards 2.09 and 2.12 
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5.24 Written policy and procedures should ensure that emergency messages 
to inmates are delivered pmretly and recorded. (Essential) 

Policy - RecogniziBJ the need for the receipt of emergency 
infonnation, messages of this nature will be pranptly 
delivered and recorded. 

Procedures - 1. Messages will be logged when received, and 
delivered to the il'lllate. 

2. '!be logged notification can be either kept on an 
individual basis, stored in the il1llate's folder 
or in the daily log. 



5.25 Wri tten policy am ~ures which <Jovern visiting should be 
reviewed at least annually. (Essentlal) 

Policy - In order to assess the effectiveness, awropriate­
ness and applicability of procedures related to the 
visitation of innates, such procedures should be 
periodically reviewed and evaluated. 

Procedures - 1 • '!he frequency of the review process is to be 
dete~ned ~ the chief administrative officer 
of the facility. '!he review OOwever RUst occur 
at least aJ"l.nually. 

2. '!he canposi tion of the review panel or board is 
to be dete~ned by the chief administrative 
officer, but should include staff members who 
must work with the procedures on a daily basis. 

3. Notification of any dlaIl3es should be made wi thin 
a reasonable t~ to ensure compliance b¥ staff, 
inmates and visitors. 

f 

l 
1 
c 

! 

) 

~ 

g 
t 

, 

I 

i 
, 

I 
r, 
'. 

L I 
. ( \ I~;:;" 
t; I 
~ 1 i 

- I 

I j ! 

I 

f: (( 
I 
II 

f 

t 
I 

~.,), ; 
I 

f:' I I I 

I 
I 

., I 
I 
~, 

i 1 
\.,...-

l 3 
-" 

~. !I' 
t JE 
t 

l~ 
, 

t . I 

~ .... 

! -" 
~. (\; I 

I': 
.,..!.J 

7""r1 

;'(1 
(~j 

I ij~ 
; - .. )0' 

.; .",. . 

"" ; ijl 

Iii 
,~ 
:~ (J~ 

1 ~J 
I (~ 

~J 

5.26 Written WHcy and proc.~ures ~l~ ensure maximLnn viSiting .. 
opportun:a.ties limited only by facu.llty schedules, and space aoo 
personnel constraints. (Essential) 

Policy - It is recognized that visitation of inmates can 
prove valuable to both roorale and imate adjust­
ment. Visitation soould be facilitated as much 
as possible, limited only as necessary. 

Pr()02dures - 1 • '!he area and times designated for innate 
visitation will be dete~ned bf the chief 
administrative officer of the facility. 

2. Visitation soould be incorporated into the 
total facility scheduling of progrCltlS and 
activities. 

3. '!he sche1l1le and lel'l3th of visitation should 
prOlTide for optimLnn dialogue 'Nhile takil'l3 into 
account such factors as: 

a. NLnnber of inmates receiving visitors. 

b. Number of visitors per i1'll\ate. 

c. Staff members on hand. 

d. NlmIber of persons who can be acr:ormrociated 
in the visiting area. 
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5.27 

Policy -

Procedures -

\' .J 

In order to ensure the safety and security of the 
facility each item accepted must be on an approved 
item list and be inspected for contraband before 
it can be delivered to an inmate. 

1. A list approved qy the chief administrative 
officer will be posted, and available to innates 
and visitors. 

2. Itans not acceptable will be returned to the 
visitor. 

3. Each item will be subject to search for contraband. 
If the item cannot be·searched without serious 
damage, it will not be accepted even though 
it may be on the approved item list. 

{ 

[. 
I 
I 

I I 

{ .. 
\ I t! 

r
" 

.. f 
f" 

.' 

n 

! 

:1 
I 
I'···.·· . ' , 

,r{ 'l 

n 
0 

Jj 

, fl 
• 9 

n 
{1 

r .. 1 
') 

'r: 

5.28 Written poli and rocedures shall speci visitor r istration 
upon entt:( mto the acill.ty and the Cl.rcumstances and method under 
which visl.tors may be searched. (Mandatory) 

Policy -

Procedures -

In order to ensure the safety and security of the 
facility all visits shall be logged and visitors 
may be searched prior to enterin3 the security area. 

1. Appropriate signs will be posted advising that entry 
beyond a security point will make a person sub-
ject to search. 

2. Written procedures approved by the chief admin­
istrative officer will designate the type of 
search and by wban it will be conducted. 

3. Each vi9itor shall be logged. 

4. Contraband found during a search will be kept 
outside the security area and returned upon the 
visitor's departure unless it is an illegal 
item at which time proper criminal procedures 
may be initiated. 

5. A visitor !vho refuses to be searched will be 
denied access to the facility. This action 
should .be logged providing adequate documentation. 

:) 

;~\ 



5.33 

MEDICAL AND HEAt/lH CARE SERVICES 

Written policy shall provide 24-hour emergency medical care 
availability. (Mandatory) 

Policy - '1b ensure proper inmate health care the chief admin­
istrative officer will assure that energency medical 
services are available on a 24-hour a day basis. 

Procedures - 1. In the absence of on-duty medical personnel it may 
be necessaty to transport an inmate to receive 
medical attention. 

2. When necessaty an emergency medical vehicle or 
rescue squad shall be used. 

3. Appropriate security measures will be used in all 
medical transportations. 

See Standard 5.37. 
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5.35 

(' 

Policy -

Procedure - 1. Receiving screening may include but not be limited 
to: 

II 
/1 

/1 

a. current illness or health problems. 

b. Medications and special health requirements. 

c. Substance abuse and. histoty thereof. 

d. Observation of behaviors and physical appear­
ance and examination of obvious or stated 
medical conditions. 

e. Survey of past medical histoty. 

f. Dete~ne if medical and/or hospitalization 
insurance is carried. 

See Standard 2.09, procedure 1, e and f. 
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5.36 

------~~--~------------------------------~------~/~~i--------------------------------------------------~("--~----------------
! c 1/ 

~ritten proc~ures should be developed. whereby inmates can be 
mformed,c>at the time of admission to the facility, of the pro­
cedures for gai9ing access to medical services. (Essential) 

Policy - 'lb".::ssure inmate access to medical services each 
facility should ensure ,that information regarding 
access to health care services is canmunicated to 
inma~es at the time of admission to the facility. 

Procedures - 1. Upon admiss~on inmates will be informed orally 
and in writing of the procedures for gaining 

. access to medical services including emeJ:gency 
services. 

2. Irunate requests for non-emeJ:gency services will 
be submitted on a];:propriate foIli!S. 

3. Request forms will be collected at least daily. 
'!hese forms should be retained. 

4. Arrangements should be made for the inmate to 
obtain medical attention. 

5. '!he inmate should be informed that he may call a 
licensed physician of his choice who must provide 
the service at the fac:i,.\ i ty subject to the approval 
of the facility physician. It must be understood 
by both, doctor and inmate that the inmate is 
res,FOnsible for the cost of the medical care and 
treatment. 

r:.1 
.' ~i> 

I 
f J 

:t 

ij 

:?~l 
i """ 

iO 
t 

In 
In 
,Jj 

;fj 

II 

5.40 

-,'j 

Policy - While it is rec::x:>gnized that phaITnaceuticals are an 
integral part of a total health care system, an ! 

~roved system for the/management of phanaaceuticals 
15 necessaty for th~ hi'alth and safety of imates and 
scaff. 

Procedures - 1. PhaITnaceuticals shall be brought into the facility 
only through a valid prescription b¥ a licensed 

!( 

'\ 
',\ \\ 

physician fora documented medical need. ' 

2. Phatmaceutica1s shall be pi:UCured only fran a 
licensed phannacy. 

3. PhaITnaceuticals shall be dispensed in accordance 
with the ~dividual:prescription. 

4. PhaITna~uticals shall be maintained in a secure 
oondition with only the individuals responsible 
for their administration having access thereto. 

5. 

6. 

7. 

8. 

Medication shall be administered only to the 
individual for wham it was prescribed. 

When an inm.:ite is released fran the facility, an~~< 
unused }nedication for.::hat inmate shall be returned, 
to the issuing phaITnaCY wi thin 15. days or otherwfsf! 
destroyed according to law. . 

A ~ v , 
Records shall be m,fintained which reflect:' each 
medication prescribed, times to be c.>.dministered, 
number of times ,) taken or refused and total doses 
oonsurned. ,All dosages or refusals shall be signed 
for b¥ a];:propriate personnel. 

If the facility obtains prescription itew~ f~ the 
Depa~nt of Correctio~ PhaITnaCY, the provisions 
of Board of (Pharmacy RegtUation 27.3 shall be 
followed. See ApperXiix F. 

" "". '""-",",,,,,--,,,,,, .. ,,;,,,,-.,,,,,-,,,",,,,.,, ._ .. __ . ___ . ____ . _______ ~.~~~~~~~~~_~~_~~~ __ ~~~_~_~_~~ ____ ~~ __ ~ _____ ___'__--'--____ ~~l\.\_--'--___ _i_ __ ~~~_~____'~_._I 



5.46 

II 

L 

Written. policy and procedu~s should establish a scheduled semi­
annual examination of all fi~, safety, and health related areas 
of the facil:i.t~ by a sueIifieCi'person and,written reports filed 
with the faci,~l.ty adinml.strator. (Essantl.al) 

~licy - In order to ensure the safety and security of the 
inmates, staf~ and other users of the facility, th~, 
chief administrative officer shall estc'J~lish a 
schedule of inspections of all fire, safety and 
health related areas of the facility. 

PrOCedures - 1. Inspections are to be conducted at least semi­
annually. 

\\ 

2. Inspections shall include all areas of the 
facility. 

3. Inspections shall be conducted by qualified> 
personnel consisting of the following: 

4. 

5. 

a. Fire - Fire Marshal, Fire Chief or such 
person designated by local fire code or 
other applicable standard for fire safety. 

b. Safety - IDeal safety engineer, building 
-co inspector or such person designated by 

local safety or other applkable safety 
standards. 

5) 
c. Health"..- I.Dcal health department, sanitarian 

or sanitation inspector or such other person 
as may be designated by} the local health 
services director. 

The chief administrative officer shall receive 
~ ma~tain a file, of the rep:;>rts\\of these 
inSpectl.ons. \\" 

The chief administrative ,officer upd~ receipt 
of reports of deficiencies in the f~birity 

" shall cause to be made :i.rmeCliately, such correc-
tions as may be necessary to bring the facility 
into full canpliance with fire, safety and 
heal th code requirements or obti~in the necessary 
waiver. 
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5.47 

r ,I 

~~~ten procedures should Specify the facility's fire prevention 
practices to ensure the safety of staff, inmates" and the public. 
They shoUld be eXaInl.ned seml.-annuaIly. (Essentl.aI) 

~licy - Each facility should utilize fire prevention practice~ 
for the safety of staff, iJ'lllates, am public. \\ 

Procedures - 1. Each facility should have appropriate fire 
extinguishing equi~nt on each floor. 

a. '!he equipnent should be accessible to staff 
m::mbers and not to the inmates. 

b. Staff members should be familiar with 
locc:ttion and use of all fire fighting> 
eqUipnent. 

2. eaCh facility should have a fire alarm or alerting 
system to the fire department dispatch center. 

3. Each facility should have the appropriate 
containers for trash and cigarette remains. 

4. Each facility ~hould have in use non-combustible 
materials whenever possible~ 

5. '!he equifment and alarm system should be inspected 
at least twice per year. 

6. '!he local fire marshall should inspect the facility 
at least twice per year. See Standard 5.46. 

/(J. ,_, 

7. All local am 'state; fire codes should be met. 
,,' 

See Standanr' 5.49. 

--....----



5.49 

R>licy - Fire plans and emet:gency evacuation procedures 
should be developed to reduce injuries, loss of 
life and property. 

Procedure - 1. The chief administrative officer will develop 
and maintain a w-ritten plan for the safe and 
orderly evacuation of the facility, This plan 
will include at a min~um: 
a. Immediate Action: 

Nature and location of fire or major 
emet:gency • 

l'btification of other staff members and 
supervisor that an emet:gency exists. 

l'btification by designated person of 
Emet:gency Services (fire dept., emet:gency 
nedical services, medical officers or 
hospital) if fire is beyond control and 
capability of in-house equipment and 
staff. 

Designated person begins notification of 
personnel to execute evacuation and 
relocation. Those notified include staff 

" and agencies which are included as mutual 
aid in the plan (i.e. local p:>lice dept., 
State R>lice, sheriff's depts.) This must 
be done quickly and a fan-out notification 
type ~lstem is suggested. 
Definiti.on "fan-out": Designated person 
calls amther person or persons who is 
assigned a pre-arraD3ed group to notify. 

Establish Command R>st at designated location 
manned by designated staff and officer in 
chat:ge. 

b. Coordination with Staff and Other Agencies: 
Carmaoo R>st - This is .the area for overall 

c::x:x>rdination, control\\and execution of 
the plan. It may be located outside 
the facility at a prearraD3ed location -
all efforts are directed through the 
Camlaoo R>st and all accountings of th~ 
q;lerations are made to the c:anmaooer. 

Staff J¥;signnents - staff members ~hould be 
assigned specific p:>sts and must kna;'l the 
poSt duties and resp:>nsibilities. 
W.I'E: When making staff assignnents, 

J:emember that you ',are including 
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c. 

outside agencies who are not 
familiar with jail operations and 
must be directed by staff members 
as to the operation and locations 
within the facility. 

other Agencies - includes fire dept., emet:gency 
madical service, rescue squad, p:>lice agencies, 
hospital, transportation systems r and relocation 
site staff. All agencies should be traineQ 
in the execution of the evacuation plan, and 
should be provided with an adequate number 
of copies of the plan with their specific 
as~ignnents and resp:>nsibilities outlined. 

Evacuation and Relocation: 
Evacuation - when the plan is put into effect, 

the facility or such areas of the facility 
as necessary should be evacuated quickly 
and canpletely, accounting for all inmates 
and staff as soon as each area evacuation 
is canpleted. A head count of inmates \\ 
and staff is imperative as each area is \' 
canpleted. The staff aoo inmate count mui~t 

'ckl J1 be rep:>rted ':0 the Commaoo Post as qu~ y. 
as p:>ssible. ' 

Relocation - inmates r~ved from the facility 
must be relocated in a secured area desirably 
near the jail facility. Temporary facilities 
may be located in any securable area such as 
outdoor exercise area, a court roan, p:>lice 
lockup, Clerk of Courts, vault area, basement 
area of the courthouse, National Guard Al:m:>ry, 
etc. Such facilities should have adequate 
lighting, heating and at least minimal toilet 
facilities. The temporary facility should 
be uSed for no longer than is necessary to 
repair the evacuated facility. 
In the event the jail is not available for 
reoccupancy, efforts for housing of inmates 
should be directed to jails in other juris­
dictions and Department of Corrections 
facilities. 

l'btification of Department of Corrections and 
Board of Corrections. 

d. Transportation During Evacuation arxl Relocation: 
By walking under g~~rdto the temporaty facility. 

eh '1 - ,- • .L.' t.. 'lud By v l,Cu..;~t:_g,ansp:>rtatJ:Oil wu~cumay ~c e: 
jail vans!!or buses 
patrol vehicles 

() •• __ , __ ,~ ____ ~~~~ _____ --'--_________ L~ __ --'-___ ~ _______ _ 
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e. 

f. 

g. 

governmental agency vehicles 
school buses or public buses 
securable van type trucks 
private motor vehicles - under guard 

Security During Emergency Evacuation: 
Eve~ reasonable effort should be made to main­

tain security during the evacuation and 
relocation of inmates; however, the safety 
of the inmate is of first priority and 
security at",times may have to be forfeited 
in lieu of safety. 

In chooSing a relocation site for irJna.tes 
of a jail several factors should be con­
sidered: 
Fireresistant construction. 
Minimum nunber of exits - basement area 

desirable. 
t-1inimum number of windCMs - or high un­

reachable windCMS., 
Sanita~ facilities in reaSonable proxirnity 

to security area. 
Visibility of inmates while in the security 

area. 
Positioning of security guards while in 

relocation facility. 
Facility should be evaluated for maximum 

security with minimum personnel. 
Proximity of toilet and sanitary facilities 

to housing area. 
safety of regular users of the building. 111

1

" 

Potential for securing weapons of any type 
3!!! you find ~ closer and better site? 

Emergency Staff Assigrunents for Security: 
Staff should be assigned specific duties and 

duty posts in the plan and understand what 
their duties are. 

'!he staff should have an understanding of other 
assigrments in the plan in order that they 
do oot assume a task will be accanplished. 

Staff should be assigned in a manner to provide 
maximum SeCurity with rsgard to the irtnate 
yet placing the staff pSrson in the least 
accessable position to the inmate. 

Use of Security Devices: 
Use of security devices i.e. handcuffs, leg 

irons, belts, etc. is oot tmreasonable. 
However, time should oot be wasted during 
the initial evacuation from a danger zone 
to put them in use; this should be delayed 
until the inmate is in a safe area. 
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2. 

3. 

h. Equipnent and oth~r needs: 
Fire Alatm System - whether by telephone or 

('ther means for contact with Etire, Dept. 
Hoses and Fire Extinguishers - must be appro­

priate type in operable condition and 
stored in a secure and appropriate manner 
available for instant use - locations 
should be noted on floor plan with key 
nunber if in a locked area. 

Exhaust and Ventilation System - must be 
operable, if dependent on manual oper­
ation. '!he location of device~ and con­
trols should be shown on floor plan. 
tUl'E: Should oot be operated until fire 

is contained. 
Fire Exits, Fire Doors and Evacuation Routes _ 

must be operable and shown on floor plan. 
NJl'E: Copies of current floor plan must 

be p:>sted and available for distri­
bution from ~and Post. 

Spare Keys - a oamplete set of spare keys with 
a guide as to the key numbers and what they 
open must be stored outside the security 
area of the facility; they should be stored 
in a secure place but accessible to staff 
and Corrmand Post personnel. 
In li;lrge facilities grouping of keys b~" 
floor or area may be desirable. . " ' 

Oammunications - location of communications 
equiI;ment (phones, intercirns, TV noni tors, 
etc.) should be shown on floor plan. 

Power and Water Controls - should be clearly 
marked and shown on Floor Plan including 
key number if a locked area. 

Self-contained breathing apparatus and other 
safety equipment - should be stored outside 
security area and location shown on floor 
plan with key nunbers if in a locked area. 

Fire drills and emergency evacuation procedure$"'~r 
jail staff should be conducted at least quarterly on 
each shift. 

Documentation of quarterly fire drills and emergency 
evacuation procedures will include at a minimum: 
a. Date.and type of activity (trainin;, fire drill, 

inspection) • 

b. 

c. 

d. 

'!he results of all activities (including any 
identified problem). 

ReCClnlIended corrective plan of action. 

Date and a.ction taken to correct problem areas. --.-,.~ " ", 
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'\\ 

Written policy and procedures should specify the time, manner, and 
number of bedding, linen and towels issued to irunates. ('Essential) 

Policy - In order td naintain a clean, sanitary and healthy 
envirorunent, aoo control linen and towel supplies, the 
facility will schedule the issue and return of bedding, 
linen and towels. 

Procedures - 1. Upon admissi.::>n, an irvnate will be is:.~-Bed a nattress, 
pillOW, mattress cover and sheets (oli sheets only), 
pillow case, towel, wash cloth and blanket or 
blankets. 

(; 

/' 

2. 

3. 

4. 

5. 

(If clean nattress and pillow are already in livin] 
area, the issue of these items can be anitted.) 

At least once weekly, linen, towels and wash cloths 
will be exchanged for clean laundered items. 

All exchanges of clean items will be on a one for 
one basis. 

The facility will have a schedule for the exchange 
of bedding and l'inen. 

If the facility does not have in-house laundry 
service, a regular exchange of bed linen and 
towels, and the laundering of personal items will 
be provided for. 

See Standard 5.59. 
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5.58 

~; 

Wri tten policy and J'roceCIures should specify that the issue of all 
clothing and beddi~ shall be recorded, and inmates should be held 
accountable for the~r use. (Essential) 

o 

Policy - For control and accountability of clothirg and beddirg, 
the facility will record the initial issue of such 
items and the accurate exchange of same. 

- . 

Procedures ~=h~~'~~e irmate will be held resp:>nsible for danage or 
loss of items. 

2. The imtate will sign or initial tOl',the original 
issue and exdlarge i tan for i tan' there~~r. 

3. UflOn release or transfer, all i tans of clothing 
and beddirg will be accounted for and recorded. 

4. Clothing an::1 linen should be inspected for danage 
~en iSSUed and returned. 

.) r) 



5.63 The facilit' should make av~llable inmate commissa services where 
lnrnates may purchase ran an approved llst 0 ltems. ,(Essentlal). 

It>licy - To achieve a balance between imate norale and jail 
security, camnissaty services will be offered so that 
inmates may purchase fran an approved list of items. 

Procedures - 1. The cammissat:y may include items such as: t~cco, 
postage and writing materials, toilet articles and 
supplies, candy, snacks, greeting cards and 
playing cards. 

2. The "-;:''missary should be financially self-sustaining. 

3. The commissaty services should be available to each 
inmate at least weekly either by taking written 
orders or qy a personal visit. 

4. 'The inmate must use his personal L.'1ds to purchase 
commissary items. 

5. All profits from the oammissaty will be expended 
for the inmates' general welfare and no personal 
gain for the staff shall res,ul t directly or 
irxlirectly. 

6. An inmate must sign or initial the withdrawal of 
his funds for oammissaty purchases. 

7. The number of callTIissary items in };X)ssession of, 
the inmate should be controlled. 

8. Care should be taken to minimize the use of 
oammissary items for. gambling, barteriD:;J or buyiD:;J 
favors fran other inmates.~1 

'.[ 

9. The chief administrative officer may ~~t a maximum 
arcount that an inmate may spend during \each purchase 
period. 
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5.72 The facilit~ should have acwritten plan for preventive maintenance 
that is revlewed and updated annually. (Essential) 

It>licy - In>order to ensure the efficient, o:!:,derly, and secure 
~ration of the facility, all equipment, security 
devices, plumbing, heating and lighting shall be 
maintained in operating condition. 

Procedures - J,.. Preventive maintenance requirements of all equip­
nent within the facility should be in accordance 
with the manufacturer's retr.mnended maintenance 
procedures and should be ,Performed by qualified 
personnel within the time n~cannended by the 
manufacturer. 

2. 

3. 

4. 

5. 

Facility st~f members should notify their super­
visors and submit work orders when maintenance 
work is required. 

A repair order shall be issued immediately fer any 
defective, or malfunctioning equipment. 

On special equipment maintenance instructions 
shall be attached or };X)sted 9n or near the equip­
nent stating the maintenance for the specific 
equipment. 

A log shall be maintained by the chief adminis­
trative officer on each piece of equipment, which 
contains th~ manufacturer's name, the serial number', 
rrodel, number, and maintenance instructions of the 
equipment. The manufacturer's area representative 
and service organization, including addrfpss and 
telephone number for emergency repair arB a listing 
of the .persons for maintenance of the p&tticular 
piece of equipnent, should be included. 'Ibis infor­
mation should be available to all personnel in order 
that the emergency repairs of essential equipnent 
be initiated immediately in the event of failure. 

;,1 , 

6. The chief administrative officer shall review main­
tenance and preventive maintenance schedules for 
all equipnent at least annually. Necessary changes 
in maintenance procedures will be implemented. 
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5.73 

\) 

Written PSllicy and procedures should require that the ~inistrator " 
review spac~ and E:qUipnent requir.emen~ at least annually. (Essential) 

Policy .. 

Procedure -

"'j/. .' In order to ensure. ;!the rrost effect~ve use of b-pace 
and equipnen~ the"ChJef administrative officer should 
review such req9item\lnts at least ann~ly. " 

'0 C) 
1. Deficiencies in space and equipnent requirements 

should be noted and a plan of action develqled for 
required cha6:Jes. Space and equipnent needs should 
be incorporated into the facility budget, process. 
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7.13 

~~ 

MINIMUM S'1'ANI:lARDS FOR IOCAL IDCKUPS 

Reasonable rules should be established and posted regarding the 
conditions of such visits. (Essential) 

Policy - Reasonable rules should be established and posted 
to provide for a unifonn system of visitation while 
a person is being held in a lockup. 

Procedures - . 1. Visitation rules should be posted so that an 
inmate can ~ad them from his cell area. 

2. Visitation rules should be posted so they can be 
read b¥ the visitors. 

3. Rules should be brief~ statirY:J specific conditions 
and requirements. 

4. I.QGkup personnel should be f~~miliar with visiting 
conditions and requirements • 

See Standard 7.12 
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APPENDIX A 

fig. 2 Memorandum Format with Paragraph Procedure Style 

1~~~YR~gTtt~rJ; rn e rn D ran durn 
lOA,. E: __ ....:M;;:.;a~r:..;c~h~1=-r... _1~9","7 ... 9",--____ _ 

All Policy and Procedure Manual Holders 

"

TO: 

FRO M: __ ~J..:;o::.:.h:.:.n.:....:.M~.:....;:D:;';lo;;r"e;;:.""~' ... t~..,~~o-=-r-=-r.;;;;e.:::c-.::t:.=i,.;::o;.:.;nt.:;;s:....:.A~d::.::m::.:i::.:r.,.;.; .. i::.:s::.tr~a;:.""~lIo:::.r::.... _____________ _ 

it sua.Je~T: POlibY No,,-, .1: .. 005 Develonment/Revision of Policies and Procedures 

r 
c-
I. 

r 
,e 

[~ 

r-
f' 

r 

(' 
L 

The Any County Corrections Center recognizes that policies and proce­
~ures serve an important function in establishing comprehensive and 
uniform guidelines for decision-making and the day-to-day operation 
of the facility. It is also recognized that policiias and procedures 
are an important communicatiqn tool~ 

Accordingly, policies shall be developed by appropriate personnel when 
it is determined. that the need for such policies exists. Existing 
policies shall bl revised by appropriate personnel when necessary. 
Procedures shall be developed or revised in conjunction with the de­
velopment or revision of the related policy. 

The policy and procedure manual shall be reviewed in its entirety on 
an amlu2.l basis. 

Defini ti ons 

Policy - A definitive statement of the organization's position on an 
issue of concern to the administration or operation of th~ facility. 

Procedure - A detailed, step-by-step description of the sequence of 
activities necessary for the achievement of the policy which it at­
tends. 

Appropriate Personnel - Any secti~n chief, functional unit manager, 
or any member of a policy and procedure task force. 

mcedure 1 

I;, • 
'lJ 

Development/Revision of Policies and Procedures 

When the need for a new policy or the revision of an existing one 
has been determined, appropriate personnel shall prepare or have 
prepared a draft of the policy and any necessary procedure's). The 
draft of the policy and procedure(s) shall be forwarded, via internal 
mail, to the chairperson of the appropriate policy and procedure 
task force. 0 

The chairperson shall distribute, via internal mail, copies of the 
policy and procedure(s) draft to all task force members, and shall 
convene a meeting ·of the task force. to review and approve the draft. 
The task force is empowered to make any changes in 'the draft it deems 
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Policy No. 1-005 
Development/Revision of Policies and Pr;ocedures 

necessary. 

Once approved by the task force, the draft shall be subm~tted to the 
task forces coordinator, via internal mail. for preparat10n of the, 
final draft. The final draft of the policy and procedure{s) shall ' 
be prepared on the policy and procedure form using the proper format. 

The final draft shall be submitted by"the task forces coo:-dinator 
to the facility administrator, via intern~l mail, for reV1ew a~d ap­
proval. The facility ~dministrator shall e.ith~r approve the ~1nal. 
draft or make recommendatiqns for change. If changes are recommenaed, 
the final draft shall be returned to the task force by the task 

. forces coordinator for rewri t~ng· (i 

Once approved, the final draft shall be/printed, and distributed, 
via internal mail, to all policy and procedure manual holders by 
the task forces coordinator. 

(? 
, ,=-<). 

Effective 
Date I Ma~ch151 1979 
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fig. 3 Manuscript Format with Paragraph Procedure Style 

Policy No. 1-00 5 Development/Revision of Poli(tes and Procedures , \ 

\ \ 
The Any County Corrections Center recognizes that policies 

and procedures serve an important function in establishing com­
prehensive and uniform guidelines for decision-making and the 
day-to-day operation of the facility. It ,is also recognized that 
policies and procedures are an important communication tool. 

Accordingly, policies shall be developed by appropriate per­
sonnel when it is determined that the need for such policies exists. 
Existing policies shall be revised by appropriate personnel when 
necessary. Procedures shall be developed or revised in conjunc­
tion with the development or revision of the related policy. 

T,he policy and procedure manual shall be reviewed in its en­
tirety on an annual basis • 

Definitions 

Policy - A definitive statement of the organization's position on 
an issue of concern to the administration or operation of the fa- ., 
cil! ty. ':/ 

Procedure - A det~iled, step-by-step description of tlfe sequence 
of activities necessary for the achievement of the policy which 
it attends. 

Appropriate Personnel - Any section chief, functional unit manager, 
or any member of a policy and procedure task force. 

Procedure 1 Development/Revision of Policies and Procedures 
'~ 

When the need for a new policy or the revisl"orr'",<g an existi:ng 
one has been determined, appropriate personnel shall prepare or 
have prepared a draft of the policy and any necessary procedure(s). 
The draft of the policy and procedure(s) shall be forwarded, via 
i~ternal mail, to the chairperson of the appropriata policy and 
procedure task force., 

The chairperson shall distribute, via internal mail, copies 
of the policy and procedure (s) draft to all, task force members, 
and shall convene a meeting of the task force to ~,eview and ap­
prove ,the draft~ The task f orce i~ empowered to make any changes 
it deems necessary. 

to 
u of 

Once approved by the task force, the draft shall be submitted 
the task forces coordinator, via internal mail, for preparation 
the f'~nal drar:. (he fi,!""l draft of' the ''Policy and procedure ( s ) 

() 

c) 
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\ ) 

shall be prepared on the policy and procedure form using the pro­
per format. 

The final draft shall be ~ubmitted by the task forces coor­
dinator to the facility administrator, via i~ternal mail. for re­
v.iew and approval. The facility administrator shall either approve 
the final draft or make recommendations for change. If changes 
are recommended, the final draft shall be returned to the task 
force by the task forces coordinator for rewriting. 

Once approved, the final draft shall be printed, and distri­
buted, via internal mail. to all policy and procedure manual hol­
ders by the task forces coordinator.,~ 

Effective Date 

This policy and the attendant procedure shall become" effecti ~7e 
on March 15, 1979. 

~ -
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JI/~ John M. Doe 
\. .. Corrections 
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Nq: 1-00 c; Date: Effective March 15, 1979 

Ap[':2rov~d lb,,: John M. Doe, Corrections Administrator 

Diet .': All Policy and Procedure Manual Holders 

POLICY 

DEFINITIONS 

PROCEDURE 1 

(j 

C' 

The Any County Corrections Center recognizes that poli­
cies and procedures serve an important function in es­
tablishing comprehensi'IJe and uhiform guidelines for 
decision-making and the· day-i;o-day opera·t~,.-on of the 
facili ty. It is also recognized that pO,!'icies and pro­
cedures'are an important communication tool. 

Accordingly, policies shall be developed by appropriate 
personnel when it is deT.ermined that the need for such 
policies exists. Existing policies shall be revised 
by appropriate personnel when necessary. Procedures 
shall be developed or revised in conjunction with the 
development or revision of the related policy. 

The policy'and procedure manual shall be reviewed in 
its entirety on an annual basis. 

- ,I 

1/ d 

Policy - A defini~i've stat~ment of the organization's 
posi tion on an issue ,of concern to the administration 
or operation of the facilit1. 

Procedure - A detailed, step'~by-s tep descript~on of the 
sequence of activities necessary for the achievement of 
the policy which it attends. 

(\ " 

Appropriate:';Personnel - Any section chief, functional 
unit manager, or any member of a policy and procedure 
task force0. 

DEVELOPMENT/REVIS I ON "OF POLICIES AND PROCEDURES 

1. When the need for a new policy or the revision of 
an existing one has been determined, appropriate 
personnel shall prepare or have prepared a draft 
of the policy and any necessary procedure(s). 

2.. The draft of the policy and procedure(s) shall be 

.. ' 
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ACCC 
POLICIES & PROCEDURES 
Title: DEYELOPMENT/REVISION OF POLICIES AND PROCEDUR1:S No: 1-005 

forwarded, via internal mail, to the chairperson of 
the appropriate policy and procedure task force. 

3.' The chairperson shall distribute, via internal mail, 
copies of the policy and procedure{s) draft to all 
task force members, and shall convene a meeting of 
the task force to review and approve the draft. 
The task force is empowered to make any changes in 
the draft it deems necessary. 

4. Once. approved by the task force, t~e draft ~ha~l be 11 
subm~tted to the task forces coord~nator, v~a In- « 
ternal mail, for preparation of the final draft. 
The final draft of the policy and procedufre (s) ~hall fi 
be prepared on the policy and procedure orm us~ng II 
the proper format. ,; 

5. The final draft shall be submitted by the task 
forces coordinator to the facility administrator, 
via internal mail, for review and approval. The 
facility administrator shall either approve the fi­
nal draft or make recommendations for changes. If 
changes are recommended, the final draft shall be 
returned to the task·, force by the task forces coor­
dinator for rewriting. 

6. Once approved, the finil draft shall be printed, 
and distributed, via internal mail, to all policy 
and procedure" manual holders by the task forces 
coordinator. 
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APPENDIX C 

,', 

A written grievance ~ure should be developed and made avail­
able to all inmates ,with the following elements: 1) grievance 
must be responded to within erescribed reasonable time limits: 
2) written responses, includll~ the reason for the decision must 
be made to all grievances: 3) neutral and detached review of 
grievances should be available: 4) all innates must have access 
to the procedures, with guarantees against reprisal. (Essential) 

Policy - '!be purpose of a written grievance procedure is: 
1) to assure that innate ccmplaints are given full 
oPJ;Ortunity for a fair hearing, consideration, am 
resolution. '!bis for.mal procedure is intended to 
supplanent, not replace, informal methods of can­
plaint resolution at all levels: 2) to assist jail 
administrators in identifying facility pvoblems. 

Definition - Grievance. A complaint about the substance or appli­
cation of any written or unwritten policy or regula­
tion, aoout the absense of a I;Olicy or regulation, 
or about any behavior or action directed toward an 
inmate by a facility employee or other innates, or 
a complaint about conditions of confinement. 

Procedures - Experience imicates t!;lat there are three important 
considerations in introducing an effective grievance 
mechanism into a correctional facility. '!be first 
consideratiOn focuses on the theoretical and practical 
design questions: the second concerns developed of a 
mechanism based on the design principles: and the 
third deals with basic principles that sOOuld be 
observed in the ~lementation phase of the intr~ 
duction of a grievance progrcm. 

1. Design Principles. '!be nollowinq design principles, 
taken together, canprise a franework for a grievance 
mechanism that is flexible eoough to be tailored to 
the needs of any size jail. 

a. Wri tten Resp?nSes (Including the Reasons for the 
Decision Taken) Should be Made to All Grievances. 

AssU!:'ance tllat there will;, be a response to a can­
plaint at evert level is a fundanental requirement 
for an effective grievance mechanism. If the can­
plaint is rejected, a written reply with reasons 
for the rejection is all the rrore important. Only 
in this way can a grievant or other interested 
party know the grounds on which decisions were 
based or decide whether an appeal is warranted .. 
Written" replies are also needed to determine 
whether a grievance has be,en harXfled properly wi thin 
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established time limits. In all, written replies 
are an irrlex of the fairness of a procedure, as 
the U. S. Supreme Court has noted in Wolff v. 
McDonnell, 418 U. S. 539, 565 (1974) and the 
recently enacted Public Law 96-247, May 23, 1980, 
"Civil Rights of Institutionalized Persons Act". 
'!be necessity of providi'rg a written reply applies 
at every level at which a grievance is considered, 
including infoDma1 resolution of complaints. 

b. Grievances Should be Responded to Within Prescribed, 
Reasonable Ttme Lbnits: Special Provisions Must 
Be Made for ResponcHng to Emergencies. 

Brief, enforceable time 1imi ts are essential at 
every step in an imtate grievance mechanisn. '!bey 
put all irwo1ved parties on notice that they must 
act on canpiaints. Mechanisns without time limits 
are an invitation to responsible parties to avoid 
dealing with tough questions and issues. Time 
limits should be realistic, but any procedure tbat 
requires much more than 30 days from start to 
finish probably will not be used or trusted by 
innates. 

To have meaning, time limits must be enforceable. 
If a response at one level is delayed beyond the 
time limit, a grievance soould automatically be 
forwawrded to the next level of the mechanisn. 
If necessary, the time limi t at one level may be 
extended for a specified brief period, but only 
with the written consent of the grievant. 

Mechanisns must also have special provisions for 
handling anergency grievances. sane CCllplaints may 
allege an immediate threat to the inmates health 
or welfare or the nruminent lOSE ~f visits, fur­
loughs,or other privileges that may be irretriev­
able. In such cases, ti:me limits must be shorter 
and sane levels of the mechanisn may have to be 
bypassed to expedite hand1irgof the grievance. 

c. Outside Review of Grievances Should be Available. 

To be effective, an inmate grievances mechanisn 
must include sane form of indeperrlent review-­
that is, review by a person or agency indeperrlent 
of the correctional system. '!his requirement 
reflects the reality of life in correctional in­
stitutions, where the power exercised byadminis­
trators am staff over prisoners is so great that 
any administrative procedure created to handle 
grievances must be safeguarded against abuse. 

Objective review of complaints b¥ ~artial out­
siders is essential if a mechanisn is to be 
credible to inmates. In addition to providing 
the unemotional perspective of a neutral party, 
outside review ~es at the lower levels of 
a grievance mechanisn the necessity of resporrl­
irg reasonably, since unreasonable responses 
and faulty logic will be detected. 

If it is to t.Ork, outside review cannot be done 
by extrainstitutional personnel who are hired 
b¥ and respo~ible to the corrections facil i ty , 
because many grievances will involve the sub-
stance or application of departmental policies 
and regulations. '!be outside revie.....ers must be 
completely irrleperrlent of the correctional facility. 

It is not necessary for the opinion of the inde­
pendent outside body to be birrling on correctional 
administrators for the procedure to be effective. 
ltle indeperrlence and fairness of the outside review 
and the good faith of correctional administrators, 
rather than the threat of binding sanctions, make 
rrechanisns effective. 'lbere is no theoretical 
reason, however, for not making the decision of 
the outside reviewer binding in cases involving 
the application--as opposed to the substance--of 
policy. . 

d. Inmates' and Line Staff Should Participate in ~ 
Design and Operation of the Mechanisn. 

'!be JOOst effective way to pranote credibility in a 
grievance mechanisn is to give line staff and 
inmates .. a central role in making it t.Ork. Such 
a role must have meaning: line staff am inmates 
must have a hand in deSigning .the mechanism, as 
well as the q>PDIi:uni ty to t.Ot:k together at the 
living-unit levei (or at least at the institutional 
level) to decide matter,s within their juriSdiction 
and to offer persuasive recommendations to admin­
istrators. 

'Ibis paIticipatory approach enables those people 
who must live with the solutions to prob1ans to 
share a role in develq>ing those solutions. Staff 
am irmate participation pranotes a carmitment to 
it on their part and guarantees that those who know 
the daily prison routine best will have a say in 
the process of altering that routine. Inmate 
Participati9n also makes it less threatening for 
other inmates to bring up 1egit~te grievances 
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(especially against staff), at the same~~ 
that it discourage~ the submission of frivolous 
grievances and other potential abuses of the 
system. 

e. All Inmates Should Have Access to the ~lechanism, 
wi th Guarantees Against Reprisal. 

f. 

Fear of reprisal is the objection to grievance 
medlanisns nost often voiced by inmates. Of 
course, there can "never be an absolute gua:antee 
that threats or reprisals will not be applled 
infotmal.ly against saneone who uses the system, 
but sane safeguards can be built into the mechanisn. 
For exanple, the importance of ~suriDJ that r:o , 
record of a grievance be placed 1n the canplalnant s 
~ntral file cannot be overatphas.ized. '!be fom of 
reprisal nost feared by irmates is unfavorable inter-

c' vention t,& prison autmri ties in th7 decision to. 
grant parole. Belief that a ~pla1n~ about PO~1CY, 
prograns, or staff will appear ln an umate's flle 
that goes to the parole board will frequently deter 
hlln/her from makiDJ the complaint if he/she is 
already hesitant to use the mechanisn. r.t:>re subtle 
pressures can also be aQ?lied, especially by ~ine 
staff members on living units, who can make hfe 
difficult for grievants or inmates with participa­
tory roles in the procedure. Another test of the 
good faith of administrators is whether they pre­
vent harassment of innates who use the system. 

The Mechanism Should Be AQ?licable to as Board 
a Range of Issues as 'Possible and Must Contain 
Means for Deciding Whether a Specific Complaint is 
Grievable. . 

sane institutions may already have a disciplinary 
appeals process am may wish to retain it, or 
there currE~tlymay be a method of questioning 
program cl~ssifications. Once the scope o~ the 
medlanisn has been agreed upon, the medlan1sn 
itself must contain a means for dete~iniDJ whether 
a specific grievance is grievab~e •. '!bus, ~~~ a 
grievance is dismissed becauselt 1S not w1th1n the 
anbit of the medlanisn, an irmate I1Ilst be allowed . 
to appeal that ruliDJ through every level of review. 
'!be medlanisn thus would have jurisdiction over 
questions of its own applicability. 

ltDdel Mechanisns Based on the Design Principles. '!be 
followiDJ is an atte!l1?t to sIDw what sort of framewor,k 
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the design principles create for a grievance mechanisn. 
A medlanism for an institution with long-term (three 
nonths or longer) irmates that conforms to the prin­
ciples might operate as follows: 

STEP OOE: A camtittee CCIlpJSed of an equal nllllber 
of irmates arrl line staff ment>ers, run by a neutral, 
ncn-voting mediating chairperson, (either an out­
sider, a staff menber, or an irmate) hears griev­
ances. '!be oomnittee decides issues, where possible, 
or makes reoammendations to the appropriate adminis­
trator. _ (If agJropriate, this canmi ttee might be 
an existing inmate liason councilor a oammdttee 
appointed from its membership.) 

STEP '.MJ: The cdninistrator, whether superinteooent, 
program director, chief jailer, or sheriff, considers 
reccmnendations from the ccmni ttee and makes a 
decision. The administrator also reviews appeals 
and decides on them. 

STEP THREE: Step Two decisions may be appealed to 
outside .. review conducted by an anbudsman, a profes­
sional arbitrator, a volunteer citizen from the 
general ccmmunity, or a panel of such persons. '!be 
outside reviewer hears the grievance and makes a 
recommendation for solution, Which the administrator 
may accept or reject. Rejected recanmendations and 
the administrator's reasons for rejection may be 
made pubiic. 

A variation to STEP OOE above that may fit an institution 
with short-te~ (~ee nonths or less) innates might 
operate as follows: 

Sl'EP CNE VARIATIQl. An institutional or living-unit 
grievance mediator (staff member) receives arrl in­
vestigates complaints and presides over a hearing 
wi th one voting staff member arrl one voting innate 
(selected randanly). '!bis ad hoc ccmmi ttee makes 
recommendations to the appropriate cdninistrator. 
STEP 'IN) and '1HREE remain unchanged. 

These models are described here with same reluctance. 
Experienc.-e irrlicates that a prepackaged procedure simply' 
does not work in all cases. Administrators will do nuch 
better to leave the details of a medlanisn to be filled 
in by representative line staff and inmates of the 
facility. 

ImPlementation Principles. The principles enumerated 
above arrl the suggested models are intended as guidance 



for the design of a mechanism. A progran or insti­
tution that installs a mechanisn a:Jhering to all of 
these principles has a good chance of creating a 
workable procedural structure. Designing a mechanisn, 
however, is only half the job. Implementation of the 
design is just as critical am just as denandil'lJ. 
ltt)reover, it is easy for administrators to overlook 
the impOrtance of implementation am leave it totally 
in the hams of institutional or progran personnel. 
Such a course is almost always a mistake. 

'Ihere are basic principles to be onsetVed in the 
implementation of a grievance mechanism, just as in 
its design. Sane of these principles may seen camo~ 
place, but experience with grievance mechanisms through­
out the countty, has found them ignored far IOOre often 
than followed. 'Ihe principles of implementation are: 

a. The Administrator Must Lead the Over'all Planning 
Process. 

Correctional administrators must take a central 
role in ensuring effective planning am lecdership. 
Planning necessarily involves accurate assessment 
of needs, determination of resource requivements, 
am the allocation of sufficient resources to 
create successful mechanisms. Administrators also 
must participate actively in an effort to win the 
oammitment of subordinate administrators to 
establishing effective medhanisns. 

b. Everyone Who Will Be Involved With the Mechanism 
Must Be Trained. 

c. 

Administrators, line/staff, and inmates who will be 
key participants in the procedure should receive 
an orientation in the skills am techniques needed 
for effective inquiry, hearing, and disposition of 
grievances. 

Staff and Inmates Must be Introd~ced to the Mechanism 
and Kept Informed About It. 

Every institution::,am program with a grievance prcr 
cedure must develc::p an effective, persuasive, co~ 
tinuing program for the orientation of staff and 
inmates to the nature,' purpose, ani functions of 
the mechanisn. 

d. ~rations Must Be Monitored and Evaluated. 
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There must be a continuing system for noni toring 
ani evaluating the effectiveness of the procedure. 
At a minimum, the monitoring and evaluation system 
should operate at the institutional and depart­
mental levels. Same outside monitoring should be 
done at least occasionally. 

f. ttle Mechanism Should be Activated in Increments. 

Mechanisns must be introduced on an incremental 
basis--that is, first en a single living unit or 
in a sil'lJle program, then grcrlually extended to 
other units or programs after a period of testing. 

The reasons for each of the implementation principles 
in this list derive fran c::.'aI'IIDn sense, basic manage­
ment science, aru experience. 

If crlministrators will apply both the design principles 
and the implementation principles enumerated above, 
they can be reasonably sure that the reSUlting mechanism 
will be an effective means for ~~e expression am reso­
lution of inmate grievances. 
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GRIEVANCE roRtt 

NAME (last, first, m.L) DiBER 

PARr I: INMATE I S STATEMENT 

What is :your grievance? 

wbat action do :you want? 

S~gnature: Date: 

PARr II: STAFF,!INMATE CCHU'ITEE RECOMMENDATICN 
(To be canpleted am retupted within ~ caleooar days) 

II 

II 1) 

\ 
'y:. 

\ 
j. 

., . , 

Carmi ttee Members i, 
------------~------------~--------~-------
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• J, b 

Signature: II Date: 
(commattee Chai~) " ." . ',~ 
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PARI' III: DESIGlATED IMMEDIATE SUPERVISOR'S RESmiSE 
(To be ccmpleted am returned within calendar days) 

Signature: ____ ~--------~------------------- Date: _____ <i ___ _ 

I am not satisfied with the Sup:!rvisor's resp:>nse beCause: 

Signature: __________________________________ _ Date: ___________ ___ 

f\ ' 
PAR[' IV:'CHIEF AtMINISTRATIVE CFFICER'S RESPCNSE 

(To be canpleted am returned within _ calendar days) 

() 

Signature: ___________________________ ,Date: _______ _ 

I an riot.,sati~fied with the Chief Administrator's resp:>nse because: 

.p 

Signature.: ______________________ -, Date: ______ ~ __ __,~--
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APPENDIX D 

CITY OF NEWPORT NEWS 

OFFICE OF THE SHERIFF 

224 28th Sir ... 
P.O.BOlCS7 

Newport N .... V.231107 

CLAY HESTER, Shert" , 
'Ii 

1"1 1 

CLASSIFlCATlOO .. PBOCESS 

MEMBER 

HERIFF -
~ 

;) 

'!he pUrpose of this guideline is to establish a ilnifolIl1 policy and 
procedure to insure consistency governing/cell am custody gr~e assignnents. 
It is further intended to describe the Classification process and levels of 
controls to all Jail personnel. .. 

DEFINITICN 
,~ 

C) Classification is an orgoirg ~ss which attenpts to provide an 
efficient system of managirg the innate p:>pulation. '!he assessnent of ,;risk 
folIllS the basis of the Classification process, which includes "all obtainable 
relevant data coocerning the innate. Fran this data, an irrlividual'sstrengths 
am weaknesses can be identified and analyzed so that a proper.classification 
can be made. '!he guidirgprinciples of the Classification process are: 

'1. tb innate sooUld z::eceive 'ilDre surveillance than requiI'eQ, and:, 

2. No innate sOOuld be kept in a mre secure condition than his/her 
potential risk dictates. 

3. Provide innates with effective cc:>rrectional programning. ~ 

AJ,»tINISTRATIOO 
,. . 'I - ~. . . 

" '!he Classification procesS is achieved thI'Ot.lgh the Institutional 
Classification Camd ttev.;1CC), which functions: as an extension of the Sheriff 
and exerts cootrol over' ~ management of the innate population am developnent " 
of the irrlividual innate dbrrectior.a.1 prCIgrans., .. . n' 

~e ~~itionof. ~e ICC will be as fOll~: :" 
~ G< 

Olief Con:ectional ~ficer -Clairpe1:SOn .. 
.. Classific~tiorbDirector ot: designee- Assistant.' Chairperson 

Watch Comnarxier Or designee - ,Member '" 
Paranedic"on duty - ~r l .. 
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'lhe ICC will meet funday through Friday at 10:30 a.m. in the office 
of the Chief Correctional Officer to carry out the Classifica'tion process. 
'lhree members must be present in ODler to convene. 

'lhe ICC will make the follCMing decisions: 

1. Initial cell assignnents 

2. Trustees for work assignnents 

3. All inmates that have been before the Adjust:JT\ent Conunittee, 
convicted and sentenced and/or served time in isolation cell 
will be placed back into Classification cells for re-assigrment. 

4. All inmates that are Convicted and sentenced should be r;;laced 
back into Classification cells for re-assignnent. I/, 

I, 
1; 

5. Approve custody increases or decreases. 'I 

6. Approve ranoval of inmates fran worker status. 

7. Recommend inmate segregation and review segregation statu$ 
periodically. 

ICC HEARING REQUIREMENTS 

A. Infonnal Classification Hearirgs 

1. Infonnal Classification hearirgs are those inmate case 
reviews coooucted by the ICC \tohich do not require prior 
notificatior. to the inmate or the inmate's p-cesence durirg 
review proceedi.rgs. 

2. Types of Classification action which require infoDmal 
hearings only: . 

a. Initial assignment of custody status 
b. Ini tial housing assigrment 
c. Lateral charges in housing assigment, 
d. 0 Custody decreases 
e. Assiganent to worker status O~ an appro­

Priate rehabilitative progran " 

3. Procedural Requirements: 

a. Nonnally infonnal Classification actions will be 
admihistratively conducted by the ICC witmut the 
presence of the inmate. ~~, however, the inmate 
,. 
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'requests to be present duri!g the review, he/she 
may be petmitted to atteoo • 

b. ,'lhe iI'lllate will be advisee verbally and in writing 
wi thin b«> (2) worki03 days following the r.eview 
as to thecanmi. ttee' s re~ooations and the 
rationale for the decision rendered. 

c. Initial detetminatiop, of custody status and housirg 
assignment are exenpted fran the abc:IITe requirenents 
unless the hearing concerns segregating the irmatet 
in which case a fODmal hearing is required. 

B. Fonnal Classification Hearirgs 

1.,:Fonnal cla.'3sification hearirgs are th::>se inmate case reviews 
conducted by the ICC which require, at a minimum, prior 
notification to the inmate and the inmate's presence during 
case review • 

2. Types of Classification action which require fotmal classif,l­
cation hearings: 

ji 
a. Increase in custody gra:1e 

b. Assigl'll1ent am review of separation status 

c. Reroc>val of \\Orkers fran assignments 

3. Procedural requirements: 

a. '!be inmate will receive written notification of the 
heariRJ a minimum of forty-eight( 48) hours in advance, 
,stating the reasons for and purpose of the review 
(excludes week,erxls am holidays). 

b. '!be innate will be given. the q?I,X>rtunity to appear 
before and address the ccmmittee. 

c. '!he inmate will be allowed to remain silent. 

d. 'lhe imate will be, pemtted to have an institutional 
employee present to assist him. 

e. 

roTE: lmate will NC71' be peDmitted to have legal 
"counsel present duriRJ fonnal ICC hearing. 

'lhe inmate will·, be' peImi. tted to hear the", rep::>¢ing 
officer's testUnony. 

.-----~,.' 
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f. '!he ilTl\ate will be advised verba1ly'durirr;} the can-
mi ttee' s proceedirgs and in writing wi thin two tlA')rkirg 
days following the hearirg as to the canmi ttee' s re­
camnendations and/or decision and the rationale for 
sane. 

4. Miscellaneous: 

a. At nc time are ICC proceedin:js to be used as a means 
for punishirg ilTl\ates. 

b. During all ICC proceedings, ~ majority vote rules. 

c. '!he primal:Y function of the ICC chairman iSi to see 
that hearings are conducted properly', in cc:ihr>liance 
with all established policies and procedur~s. 

d. '!he primal:Y function of the ICC member is to weiqh 
all facts presented at the hearing by the part:J.es 
involved and arrive at an appropriate. decision. 

e. In order to reach consensus, each ICC member may 
advocate his viewpoint or an alternative solution. 

f. Method of referral to the ICC: 

1 • By the Sheriff or his designee 
2. By the Adjustment Committee, based upon 

documented disciplinal:Y reports 
3. Inmate request 

g. Proper docketirg will ensure that all cases are re-
" ,yiewed wi thin a',,~easonable period of time and will 

facilitate effect~utilization of valuable meeting 
time. ICC docketing ~i1l be the responsibility of . 
the Classification Director. 

h. All . actions of the ICC are subject to the review of 
the Sheriff. 

i. All decisions of the ICC are subject to aR?eal r(;/ 

INMATE CUS'IQ)Y LEVEIS .-- \j 

'lhere are four (4) custody classifications that are uti;I,ized and 
evel:Y inmate will be assigned a custody status. Custody classifi­
cations \'1ill, in part, detelIlline housing aSsig~nts. 

-.. ~, ... ~,.,,~~V" .... ____ ~~ ...... ,:? _ 

0 

I~ 

.n~ L-

[1 

I'l' 
n 
I, ~ 

I 
·"1 i ~~ I 

v.l ~ : 

fi .;.J!. I « , 
", ~ j 

n Ii.! c~ 

(' ~l i 
, ",* f 

f!i i 

i 

{\ 
" ,., 

n 
() 
\ J I 

i 

{] 
(l 

I} 
n-' • \ I ' -' I 

n I 
p .~ 

.. '1 
>,\":. 

n 
f~\ 

~ 

. [1( 
lrJ) 
\ o't 

~ 

~ 
I 
o 

I Ii 
\ 

-5-

1. "T-Custody" is a minimlJll custody classification that desiqnates 
those ilTl\ates assigned to tlA')rk details wi thin the Newport-News 
City Jail~. '!he i~~es ~signed "T" custody still require ~J 
stant staff Superv1s10n. . 

2. "A-Cust$" is a medilJll custody classification for those innates 
(\ who requu::e continuous custodial supervision, but who do not J;X)se 
a. constant c~~lrity threat. Inma,tes assigned "A" custody status 
W1ll generally be housed in a doImi tOl:Y area. '!hese innates aLe 
ineligible for a tlA')rk detail as long as they remain in this . 
classification • 

3. "B-Custody" is a strong medium custody classification for those 
inmates Who pose a constant securi~ threat and reauire continuous 
super:vis~on by the custodial staff. Inmates aSSigned "B" custody 
status mIl generally be housed in a cell block area (imividual 
calls) • 

4. "M-Custody"is a maximum custody classification reserved for those 
inmates Who pose a serious securitY threat or who cannot be housed 
in ~ ~ene7al J?Opulation f07 one re~n or another. "M-Cust-Ody" 
c1ass1f1cat10n 1S for those 1nnates 1n segregatiori. 

MEl'HOD OF ASSIGNING cusrooy STATUS AND HOUSIOO 

Initial custodY'classification will r~e fran "T" to "M" cllStody. Custody 
c~assification and housing assignment will be deteImined by the ICC. 

Custody classification will be based primarily upon, but not be limited to, 
the following: 

-
1. Initial interview fom" 
2. Scoring on supplenental datafom. 
3. Past institutional record. 
4. other available relevant data. 

\( . 

Housing assignments will be deteImined b¥ custody classification. 
'.' , 

ASSIGNMENT '10 AND RElOJAL FlDt SmREATIW STATUS 

Segregation "is not ~ be construed as fL~MlS to ~ish an. innate. It is 
a type of housing resel:Ved for the protective care am custodial manage­
ment of innates. Segregat;:ion is desi9ned to provide strirgent custodial 
con~rol aJ"d surveillance" over those i.lmates who pose a serious securi~ 
threat or who cannot be housed in the general inmate J;X)pulation. 

; , . , 

______________ ~ ______ ~~~ ________ ~ ________ '_·' ______ ~~ __________ ~Z~j~\ ________ ~~~ __________ ~ ________ ~ ______ ~ ____________ ~ ______________ ~ __________________ ~ _________ ._ .. _ ... _ .. _·"·_"-_--_'_~_.~_~_=_.l~·~~···~~i ___ 
. ' .. .,~~---.-" \ ) '-<!-."-"--~~-"~,,-.-~' 
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All assignnents to am renoval fran segregation status require a fonnal 
ICC hearing. '!hese heariDJs are also subject to the review am approval 
of the Sheriff. 

An innate who has been assigned to segregation by the ICC will be brought 
back before the camnittee within forty (40) days in order to review his/ 
her status. At that time the ICC will have the option of continuing the 
imtate's status or of removing him/her fran segregation. If the innate 
is contil'1led in segregation, he/she wil be revi~ every forty (40) days 
by the ICC until released fran segregation status. 

All ICC recanmeooations for continued segregation status will be subject 
to final reviewarx:1 approval by the Sheriff. 

TELVJPORARY EMERGENCY ASSIGNMENT 'ro SEGREGATICN 

Where security considerations warrant such action, the Watch Corrmander 
is autJx>rized to place an imate in segregation on a temporary basis am 
subject to the review of a fODnal ICC hearil1g~ 

'!he Watch Canmaooer will submi t a full report to the ICC through the 
Classification Director detailing the events which wqrranted the place­
ment of the innate into segregatior.. '!his report will inclooe a Viola­
tions of Rules arx:1 Regulations fODn am a Notice of Relocation fODn. 
Both will be canpleted arx:1 submitted prior to endin;J the tour of duty 
duriDJ which the events occur. 

In every case, the procedures outlined in this guideline will be followed. 

OI'HER CUS'IODY PROCEDURES 

Upon placement into the jail's custody, all City FaDn or Police, Depart­
ment escapees shall autanatically be assigned "M" custody classification, 
subject to the review of t;he ICC. 

Any innate who attanpts to escape fran cuetody will be reviewed auto­
matically by the ICC for a possible custody increase. 

It is throtgh proper assignnents that cpportunities are made available for 
the innate to improve. Nowhere in the classification process is there a 
place for arbitrary assigments. An established camnittee, no individuals, 
must make decisions which are as free fran subjective biases ~ r;ossible. 

REAIOCATI{lIl OF INMATFS WITHOOr PRIOR CIASSIFlCATI{lIl APPR1I1AL 

Occasionally it willba necessary to relocate an innate fran a tx>using 
area for either security or medical reasons without the prior approval of 
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the Classification Section. Limitations on this are as follows: 

Watch Contnaooer: may movei;an innate for ,administrative 
I ~r dis:biplinary r~asons to lockup cells 

24, 2S or 26: for medical reasons to 
1, 3, 14, 15 or 16 if no Paramedic is 

, on duty. 

Paranedics: may move an imnate for mental problems 
to lockup cells 1 or 3: for starx:1am 
medical problems to 14, 15, or 16. '!he 
concurrence of the Watch Commaooer is 
desired. 

Under nd~ circumstances will an innate be relocated fran one general 
oous~.ng area to another without Classification first approvi,ng such 
action. -

It is mandatory that each il'Jllate relocation be doclInented on a Notice 
of Relocation Fo~ am forwaded to Classification as soon as possible. 
Documentation should incl~e a complete exp+anation of why the inmate 
was relocated. 

SCORIN:; OF THE SUPPLEMENTAL MTA FURtt 

Score 

21-30 

14-20 

Less than 14 

Classification Status 

Minimum Custody 

u Mediuu Custody 

'. Strong Medil!1l Custody 

Maximum ')Custody 
(This is automatic until 

<the reasons. for scoril'Y3 
. c ctt~ renoved or investigation 

reveals otherwise) 
(;:\ !) " 

Letter Symbol 

"T" 

"A" 

"B" 

"Mil 

Cl'lce each fllctcr Oh theSuwlemental Data FODn is scored, the scores 
are added, t:::~~ther am nul tiplied by b.e (2);, '!he numerical score 
can'tllen be convert~ tor-.,a letter '6Iaslll!ification by utiliziB;!' the 
ch ........ - ~\..,-. ' ",', () II . art S'~,11 CllJVVe. .; <I,'. ~ 
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MINIMUM STAN:J:WIDS roR mRK DETAIL ELIGmILITY 

1. '!here will be no residency requirement for any inmate being 
assigned "Tn custody status and functioning as a \tt1Orker 
wi thin the jail. 

2. Qlly those innates who have been sentenced for all chat:ges 
and have no outstan:Hrg warrants or detainers will be con­
sidered for \tt1Orker status. 

3. No innate will be constdered for w:>rker status who has a 
conviction for escape within the past three (3) years. 

4. Any inmate who has been assigned to punitive segregation for 
disciplinat:y reasons during his present confinement or has 
t\tt1O (2) or IOOre disciplinat:y rep:>rts filed against him durin;.f 
his present confinement will be ineligible for assignnent as 
a \tt1Orker • 

.. 

,;,. n 

Any innate who was rernoved fran t<.Urker status due to ei th7r 
disciplinat:y .reasons or unsatisfact?ry ~rk perfo~ance.W111 
be ineligible for reinstatement durl.llg hl.s present confl.nenent .• 

5. Any inmate who has a histot:y of violent or assaultive behavior 
or drug traffickir¥J will be ineliqibleior assignnent as a 
\tt1Orker. 

~RKER STATUS FOR INMATES SENrENCED '10 '!HE DEPARl'MEN'l'OF CORRECl'I<Nl 

Irunates who have been sentenced to the Vit:ginia Department of Correc­
tions will be consideJ:ed for \tt1Orker status if, they meet the al:xJlTe 
cri teria plus the following areas of consideration: 

1. '!he inmate should be 25 years of age, or older. 

2. '!he total sentence shall not exceed 25 years. 

3. '!he inmate's conviction shall not be ,for a felony against 
the person. In tb::>se cases'ltbere this particular circum­
stance is present, eligibility will be dete~ined on a case-
by-case basis. () 

Classification will be resp:>nsible for maintaining an innate detail 
eligibili ty list of all inmates who meet the minimllD standams and 
will assign all inmates 00 \tt1Orker status. 

If an inmate'S perfo~nce is considered unsatisfactot:y for continUed 
assignnent as a \tt1Orker, it will be necessat:y for the, deputy havil¥3 
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made the o~e~;ations to submi t a written request to have the innate 
l:e1lOVed fran \tt1Orker status. '!he request will be reviewed by the deputy's 
supervisor prior to being forwamed to Classification for final action. 
Fo~ for this purp:>se are available fran Classification. 

Nlere there is an outstanding detainer agatn';;1: the innate or a past oon­
viction'for escape the classification w::>uld be\\~ither A(Z) or B(Z). '!he 
letter class~fi,?ation of a past escape convictioh will not chan:Je if the 
escape was WI. thl.n the past three (3) years: hc,'Wever, once a detainer is 
removed the (Z) will be dropped fran the letter. classification. 

*************************************************************** 

'10 THE HIGHEST DEGREE POSSIBLE, THE FIRST F"'...ooR CELIS LISTED BEUM ARE 'l\') BE 
RESERVED roR I~lATES IN THE VARIOUS STATUSES INDICATED. OVERNlG.IT Ia:KUPS 
tiILL'NQf BE HOUSED IN THESE CELIS UNIESS NO OTHER ACCG1MJMTICNS ARE AVAIIABLE. 

CELIS: 1 and 3 

14, 15, 16 

13, 22, 23 

21 

24, 25, 26 

27 thru 35 
(J 

" 

Inmates demonstratinq violent mental 
problens. -

Medical problems necessitating separation 
fran the general ~pu1ation. 

Voluntaz:y am reguested segregation. 

Punitive segregation as ordered by ICC. 

Administrative segregation as mandated by 
Chief 'Correctional Officer. Also ICC holding. 

Classificatioq/Assignment. Inmates returned 
fran Courts but not yet assigned to upper 
floors. 
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PRISOOER STATUS EOARD 

A status board-containing certain infotmation on each imate shall be 
rraintained in the watch Cantlan:3er's 5th floor office. '!he boam am its 
maintenance shall be the responsibility of the Classification Section. 

'!he board shall contain a card 00 each innate camnitted fran the Courts. 
Color codes shall be as follows: 

W:lite: Pre--trial innate 

Pink: Convicted rnisdaneanant 

Blue: Convicted felon 

Each inmate's cam shall contain, beneath his/her nane, a letter am 
number code which will irrlitate certain pertinent infonna,tion en the 
irrlividual. '!he codes, in the order in which they will ap~ar, are 
as follows: 

Race 
Age 
Size (S, M or L) 
Olarge (F or M) 
Assaultive behavior will be noted t<vi.th a capital "A" 
Pertinent infonnation code( s) 

1. Recidivist 
2~ Medical problans 
3. Psychological problems 
4. Keep Separates (enanies, partners, etc.) 
5. Sexual deviants/hanosexuals 
6. Young effeminate·offerrlers 
7. Older, stroD3er, con-wise innates 
8. other (see innate's file) 

'!he amount of the innate's bonq, will be reflected in the upper left 
hand corner of the cam. For a convictedrnisdeneanant, the letter L or 
M will app:!ar in the lower right ham corner, indicating either Less or 
~re than 6 months to the sentence. '!he upp:!r right ham corner of the 
cam contains the innate's jail nunber~ 

EXAMPLE: 

~ooo 

DOE:) ~OHAt 
W-~'-L-rA 

" 

79/~3'f 

c. 
(J-3-S) 

(white cam - pretrial inmates) 
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~ ~ CITY JAIL 
CLASSIFICATICN SB:TIGl 

Pre-trial () 
Convicted () JAIL NUMBER: ______ _ 

Initial Classification Interview 

Date of arrest: Date of Interview: Initial: 
------------ ---------- 57~~-· --/-~--

NM1E: AKA: ---------------------------------- -----------------------
Address: _..;.... __________________ City: _________________ _ 

&nergency notification: NcIne: ________________ Phone: ________ _ 

Address: _____ -----.------- City: ______ _ 

Social SecuritYJ --------i-:--------~ 
\i, 

Sex: () Male () Female 

Race: () Nlite • ( ) Black () Oriental' () other OCB: _~/'W __ 
Place of Birth: _____________ Educational level: __________ _ 

Height: Weight: Size: S M L Hair: Eyes: __ -------- ----- ------
Marital status: _________ Religic:lUs preference: _____________ _ 

Alcohol Abuser?: 

Drug Abuser?; 

Char.ges: 

1. 

Yes 

( Yes 

( ) No 

)No 

2. ________________________ __ 

3. ~------------------------.4. ___________________ __ 
.1-

5. _______________ ,_ 

6. -------------1-

Lf,~ngth: ___________ _ 

f"eBlth: ______ Type: ____ ---

Arl:estiD3 Officer: ______ ...;... ___ _ 

N::>uld like to participate in AA 

_ ______ ~s _____ no 

Attorn!Y's Nane: _______ ' ____ M _____ Phone: __ ...-.---__ ----

Previous ( ) Probation () Parole Nlere?: ______ Officer: _...;... ___ _ 

ICC ScoriBl: "I .. Initial Assigment: ________________ _ 
Obser:vations,lReCClllnematioris: 

i 

I 



INSTITcTIQW, RECOBD: 

No Institutional Problens 
Doc.unented Special Problens 
DoC\.lllented Aggravated Security Problens 

ImJ:)BD OF PREVICXS SENrEN::FS: 

Served less than 6 mnths at any one time 
Served mre than 6 mnths but less than 12 mnths 
Served mre than 12 mn~ at any one time 

PRIOR CRrMINAL HISlOI« 

No Criminal Arrest Record 
Minimal Criminal Arrest Record 
Extensive Criminal Arrest Record 

Misdeneaoor Not Against Person 
Misdemeamr Against Person 
Felony Not Against Person 
Felony Against Person 

DE'DUNER/ESCAPE STA1US: 

Outstanding warrant or Detainer 
Present charge or past Conviction (3 years) of , Escape 

AGE RANGE: 

Over 35 
26-35 
21-25 
18-20 

MENTAL a:H)m~ OR A'ITITUDE: 

Mental Condition Questionable 
Mental Condi tim Abmtmal 

3 
2 
1 

3 
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NEHPORl' NEH; CIT! JAIL 

cLAssIFICATI~ SOCTI~ 

Date ____________ Requesting Dep.tty _,,... ______ _ 

Irmate's Nane --=-"'""':"'O:-------;;';;T=t:"\--"---;ur.~:::\- NlDber _____ _ 
(Last) (First) (Middle) 

SUlllnary statenent (reason'for request,) _______________ ~~ 

--~,~-. ~-------------------------~-.-------

****************************************************************1'************** 

CIASSIFlCATIOO AcrI~ 

Approved ( ) Disawroved ( ) PerxUn;J ( ) 

~rks: ~ ________________________________________ ~ ____ __ 

Members Present: 1. ______ ,2. ________ 3. ______ _ 

: . 
! ' 

.::,~ 



NBiPORl' NE)lS CI'fi JAIL 

CIASSIFICATICN SECTIC,N 

Date: ________________ _ 

To: 
~----------------~-------------

Jail Number _...0-:. __________ Floor _________ Bl~l _________ _ 
<":1) 

Please be advised that an Institutional Classification COmnittee heari1'll has 

been scheduled for _______ -=-___________ , ______ -=--:--___________ at 
Day Date 

______________ to detetmine if your custody status soould be: 

Increased ______________ Decreased _______ --------

The heari1'll is scheduled for the following reasons: 

You may refer to the Rules an] Regulations booklet for furthE!r' info:r::ma1;.~6n 
regardil'r:J this. hearil'r:J • 0 . 

______ Innate 
Innate file -------

. ~ -"''3,--.--------

SinceJ:ely, 

'!hose F. Neunayer 
Classification Director 
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NSiPORl' NEHS CI'lY JAIL 

CIASSIFICATICN SB:TICN 

OOl'ICE OF REI£X:ATICN 

nIo!ATE' S FULL NAME JAIL NlJotBER 
----------------~-------- ---------

CELL ASSI<»tENT LCCATICN MJVED '10 if 
~----------------- -----.----~.-------

DEPulY MJVIlIG I:~ 
-----------------------------

WAS ANY FORCE REXJUIRED? ( ) YES (J NO 

REASCN FOR lOlING m.tATE ----------------------------------

WA'lCH Olo1MANDER' S APPROVAL 
~ . -------------------

~ ____ '---_~ __ ~ ______________ _..,;... ___ ....::_ _______ _'_ __________ ._ ....... __________ ..;._._ .... c _________ ...... ____ :f \ 
~----------=-----~ ---
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OORFOLK SHERIFF'S DEPARllmNT 
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June 26,. 1980 
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OORroU< SHERIFF'S DEPARlMENT 

Set forth herein are the necessat:y procedures which will be utilized 
to briIll a hostcge situation in this particular facility to a successful 
conclusion. It must be recognized by all personnel that this plan has been 
designerl for implementation in the Norfolk City Jail and is not to be viewed 
as being applicable to othe~ institutions without appcopriate modification. 

c' 

A hostage situation in the Norfolk City Jail may be the responsibility 
of the Sheriff, operational control am camand reSJ;X)nsibili ty will revert 
to the Chief of Police, with the assistant City Manager and Sheriff, as 
assisting in coordinatiIll operations. It is further recognized that the 
Norfolk Police Department has the capabilities, i.e., training, equipnent, 
manpower, investigative expertise to adequately briIll a hostcge reccwet:y 
program to a successful conclusion. 

All staff members are requirerl to be intimately familiar with any aoo 
all prOlTis;;.OIlS of this program which might conceivably apply to them in a 
hostage-taking circumstance. 

The program is divided into four broa1 sections: Introductot:y, Ope~ 
ational Plan, Tactical Pian and Negotiations. Certain provisions will be 
,extremely rigid, with absolutely no deviation pemitterl~ others are neces­
sarily generalized to pemi t a cert.ain degree of required flexibility as 
dictated by all prevailiIll circumstances. 

'Ibis plan is being implementerl by the Sheriff of the City of Norfolk 
in accordan~ wi. th recognized acceptable procedures and in carpliance 
wi. til applicable federal and state laws. Further, this program is subject 
to l::'eview and IOOdification by the She/riff at his discretion. i 

~, 
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I. Definition: 

II. PuJ:pose: 

III. Objectives: 

A. Prirnaz:y 

A hostage situation will be deaned to exist fran the 
nanent that any staff member bec;:,anes aware that any 
innate( s) haVe restricted the nDvement of any other 
inmate(s), staff member(s) or visitors, under threat 
of bodily ham, in an effprt to voice demands, irre­
spective of their magnitude or the nunber of individ­
uals involved. 

'lb define objectives, set priorities, establish qlera- , 
tional am tactical plans am ensure p)licy famiI iari ty 
am canpliance. 

1. To preserve lives of oostages 
2. 'lb preserve lives of citizens 
3. 'lb preserve lives of staff personnel 
4. 'lb preserve lives of innates 

B. Sea:mdary 
1. Tb apprehend perpetrator(s) 
2. 'lb recover property 
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SECl'IOO 'lW): 

OPERATIOOAL PIAN 

I~ Policy Statanent: In the event that any staff member of the Norfolk 
Sheriff I s Department is taken hostage by one or roore 
innates within the confines of this facility, that, 
individual shall:immediately lose all rank and 
autlx>rity for thee duration of the situation. Any 
omers or instructions issued by that staff member 
are to be categorically disregarded. 

II. Concessions: 

A. No gross or illegal concessions will be made. 

B. No illegal freedans will be granted. , 

c. No major issue will be resolved by a threat to the host~e I s safety. 

D. Weap:>ns am officer/hostage excharges are non-negotiable items. 

III. Interim Camnand Resp:>nsibility: 

A. All initial roovernents am plans will be fOIIllulated keepirg the 
foll~pg p)ints in perspective. 

1. 00 NOr ACt'INDIVIOOALLY. 
2. <XNl'AIN AND NEGOTIATE. 

\"'r' 3. BrAtt FOR TIME., 
, 4. '!he first staff member on the scene rust slow the Confusion 

and get all personnel to think logically. 
5. Confine and secure all persons involved in the situation within 

the smallest possible area. 
l! " 

c· (' 

B. '!he shift camnander or the senior deputy on duty will be the Interim 
Comnander pen:Urg the arrival of the Sheriff or the Chief of Police .. 
and will ensure that p)ints C through Hare accanplished in the 0 

shortest possible time. ' 

c. Notification 1)f selected personnel will, be made without delay. ~st 
telepoone numbers here required are to be found in Adderrllln One of 
this Progrem. 

1. Sheriff. 
2. Norfolk Police Department (Qdef of Police) 
3. Hostage Recovez:y Teans (Police &netgency Response Teem). 
4. 'Norfolk Fire ~parbnent, to deploy fi~ fightin;] equipnent and 

anl:W.ance services to the Public Safety Buildil'r!f. 

~3-
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5. lbtify the Police CamtWlications Center. '!hey will make the 
necessary notifications am deploy their man};X)Wer as specified 
in the Police Department S.O.P. 

6. 00 WEAPONS ARE '10 BE PERMI'I'I'ED IN THE JAIL EXCEPT AS AOTHORIZED 
BY '!HE CHIEF OF POLICE. 

7. '!he following agencies or persons, at the discretion of the 
Scene Conmander. 
a. F.B.!. (on s~) 
b. Neighboringjurisdictions 
c. Fanilies of both hostages am hostage-holder 
d. CamDnwealth Attomey 
e. Any other persons designated by the Sheriff, Chief of 

Police or the Scene Ccmnander. 

D. All "as Built" structural, electrical am plllYlbirg blueprints are 
available in the building engineers office. 

E. Establish both an inner and outer perimeter, utilizing all personnel 
as may be available (Refer to Tactical Plan, Section II A am II C). 

F. Establish a Ccmnand Post as the JOOst loqical and advantaqeous 
location within the facility (Refer to Tactical Plan, Section II D). 

G. Evacuate all necessary innates am staff personnel, as dictated by 
the situation itself (Refer to Tactica1 Plan, Section II B 3). 

H. Gather intelligence for the utilization of the Sheriff, Hostage 
Recovery Teans, etc. Intelligence may include, but is not limited to, 
the following: 
1 • Number and type of wea~ns in the hams of the innates. 
2. Nl.IIIber an:) identity of all hcstcges. 
3. Mdresses an:) phone numbers of families of persons involved. 
4. Clothing wom by hostages. 
5. '!he Plysical setting of the incident itself and the iIrmediate 

surroundin:J area. 
6. Physical am psychological profiles on ioolviduals involved. 
7. Any Jcnown weaknesses or strengths of the ingividuals involved. 
8. All intelligence -infonnation, to the highest deqree ~ssible, 

will be in written form. -

I. Keep the situation contained, stall for time am negotiate, if 
required, until relieved by proper autOOrity. 
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SECTICN THREE: 

TAC1'ICAL PIAN 

1. Operational Carry-OVer: 

A. Upon the arrival of the Chief of Police, Sheriff, or other person 
MlO will have the ultimate camnand responsibility, ALL information 
thus far collected will be presented to him in the form of a brief­
irr:J. '!he infoITnation/intelligence collected will be for his 
scrutiny am utilization in the decision-making process. 

B. Strict adherence to the followiB} guides will be required: 

1. ~ innate will be utilized as a runner or negotiat;or under any 
clrCllllStances. 

2. All nocnal operations will be suspeooed but required fWlctions, 
at the direction of the Coornander, will continue. 

3. If the situation is restricted to one particular floor, the 
floors above and below it will be evacuated, as many innates 
as p:>ssible being taken to the first floor lock-Up. On the 
evacuated floors, the doors an:) gates to the cells, blocks, 
catwalks and hallways will be left open. 

4. No keys will be given to innates under any cirCll'llStances. 
5. If at ,.all p:>ssible, the negotiator will be "wired" for sound 

and all conversation recorded.' '!his can be accanplished 
through the Police Department. 

II. Deployment: 

A. - Mjust, if required, the placenent of the inner per~ter or the 
personnel assigned thereto. 

1. '!he prime responsibilities of the personnel initially on the 
innf:r perimeter will be to contain the location of the situa­
tion and to 

2. Gather intelligence for the Carmander. 
3. Actual negotiation of any type is bo take place only at the 

direction of either the interim or final oammander. 

B. "Deploy the Hostage ReCX7Very Team(s) fran this deparbnent in con­
junction with the Police Department. TeCll'lS will consist of five 
(5) members each, Mlose specific tWlctions are detailed in Addemum 
'l\olo • 

1. l'legotiator 
2. Recorder 
3. Media Liaison 
4. Communications 
5. Perimeter Coominator 
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C. If not previously acoorrplished, establish ao%r adjust the outer 
perimeter as dictated by all prevailin.;J circ.unstances. '!he outer 
perimetr, unless othet:Wise directed by the Sheriff, will be 
established and maintained along the immediate ground floor exterior 
of the Public Safety Building. 

1 ~ It slx>uld, at its inception'Jt;"!eJ established ani staffed by line 
officers of the Police DePitJjtinent under the direction of the 
on-duty UnifoI1rt Shiftf~~fiider. 

2. '!he primaJ:Y function will be to seal all avenues of enttY and 
exit fran the building, and to pemdt rio unautOOrized persons 
access to the bul.lding. It shall be the responsibility of the 
Scene Ccmnander to decide to whan "autOOrized" status will be 
granted. 

3. '!he secondatY function will be to provide quiClance and control 
of various services pt:OY'ided either within or without this per-
~~. ' 

a. Carmand Post 
b. Assembly area 

( 1 ) Reserve Men 
( 2) Material 
(3) Food Service 
(4) Media Coverage 

c. Fire and medical service equipment 
d. Police support forces 
e. Family, friends, cletgy, physicians, psycholcgists am 

any other significant person whose presence may be required. 

D. Establish, as soon as practicable, a Carrnand Post to OIlersee all 
aspect;s of the operation. It is fl:al'l this location 1=hat ALL decisions 
will be made, be they by the interim or final Comnander. Unless pre­
cluded by the circumstances of the situation, the Comnand Post is to be 
established in the fourth floor Control Center of the jail. '!he 
Camland Post will be the center for, but is not restricted to, the 
follaqing: 

1. '!he Chief of Police, Sheriff or other decision-making autb:>rity. 
2. '!he toutl~ng of any and all carmunications, both confidential am 

otherwise. " 
3. All conferences between the negotiator and the decision-making 

autOOrity. 

E. Negotiate the situation to a successful, non-violent conclusion, 
utilizing the infoDnation am guides contained in the Addenda to this 

" Progran. 

1. Negotiations are to be 'instituted, when feasible, via telepOOnes 
am hopefully prcgress to a "fa~to-face" st~e. 

l) 
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SEC'l'IOO FOUR: 

GUIIELINES .roR NEXnrIATICN PROCESS 

I. Precepts: 

A. '!he life of art:! hostage iE of prime importance. 
" 

B. Be calm. Listen. Go sl~;ly in evetYthing. 
i; 

C. Weapons arx1 officers as hostages are non-negotiable itens. I 

D. No gross or illegal cconcessions will be made. 

E. No illegal freedans will be granted. 

F. No major issue will be resolved by a threat to the hostage's 
safety. 

II. General Guidelines: 

A. '!he main objective of the negotiator is to change the attitu:1e 
of the hostage-holder fran hostility to one of trust. 

P,. At the inception of the negotiator's function, if he feels that 
another individual could better perfom the negotiations, he should 
not even begin. Petmi t saneone else to handle the job. 

" , 

C. Time is on the side of the negotiator and is to be the principle 
tactic employed in the negotiating process. However, when stall­
ing, it must be done in a convincill3 manner or the suspect will 
sense ~ur tactic. 

D. Kef;!P the hostage-holder in a "constructive problem solvil'¥1 stage", 
or a thinkin:J stage, so that he is continually relating to metOOds 
or means to eliminate his source of frustration. 'ntis is best 
aca::uplished by the negotiator employing a "non-directed" interview 
technique. 

E. If at all possible, conduct by the oostage-holder which is positive 
in nature should be praised ani rewarded. 

F. Utilize the "Negotiator's Cleek List" prior'to beqiming any 
negotiations. 

III. Specific Guides: 

A. Do not challenge the host~e-holder. 
" 

.. -7-
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B. Obtain the closest possible contact with the hostage-holder. 
Eye-to-Eye contact is desirable as it affords the opporttmity 
to read the "body language" of the hostage-holder am oore 
accurately assess the severity of the situation. 

C. '!here soouldbe only one negotiator at a time in order to avoid 
ccnfusi1'l9 both the hostage-holder and the negotiators thenselves. 

D. '!he negotiator holds absolutely no decisi~ing autmrity. 

E. Use every means available to stall for time. Experbnce. has Showl'lf 
that if a hostage is not killed during tJ.1e first 10-15. nu.n';ltes 0 
the situation, the likeliOOod of a non-v1olent conclus1on 1ncreases. 
Time is on the side of the staff. 

F. '!he negotiator I1!'lSt discover the hostage-holder' s intentions and 
objectives. 

G. '!he negotiator RUst establish sane type of working relationship, 
sane rapport am trust. Once the trust is established, the hostc;ge­
holder tmderstands that the negotiator is his way out. If ~ythl.1'l9 
happens to the negotiator, the ratio~ hostage-holder reahzes 
that his chances becane alnost nonex1stent. 

H. '!he negotiator should explain the options, once open dialogue is 
established. P 

1. If he is reluctant to talk, begin by examining what his options 
are. Even tOOugh he may not agree, at least. you . have h~ 
talki1'l9 and thinki1'l9 ,about hc::M he can ~ave ~l.S hfe. G1ve!!2. 
options which are detrimental to the Sl.tuat10n. , 

2. Show him you are prepared to renain for as long as needed to 
detain him and protect l}is hostage. . 

3. Explain that you have tmlimi ted manp:)W'er and that he am h1s 
conpanions will ul t:imately have. to sleep~ . . . 

4. Remirrl the hostage-holder that l.n JOOSt s:1J11l.lar S1 tuatl.ons the 
perpetrator surrenders. If he agrees, let him decide the 
manner in which he wishes to surrender. . 

5. Demonstrate that you are willing to pennit a friend or relatl.ve 
t:p speak with him. Even ask if he wants to talk toSaneone. 

'(\ . 'd I. RememI:i.~r many hostage situations are elaborate attempts ~t. SU1Cl e. 
A safe \basibassllllPtion however, is to consider then lxxnl.cidal. 

1l,.t . (, 

J. ~,""nforce positive acts perfoDlled by the hostage-holder by agreei1'l9 
with him. , 

K. Remember that the hostage-holc:3er is the "star of the sOOw" and he 
)mows it. Play to him and avoid conversation with the hostages. 
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L. Requi~ sane reciprocal act for EVERY concession you make - even 
sanething as small as a cigarette. Make it obvious to him that, 
you are "putting yourself out" to assist him. 

Z>1. If You cannot effectively camnunicate with the hostage-holder, 
don't push it. Call in saneone else to negotiate. Remember that 
the situation is handled by a tean effort. 

N.lf the hostage-holder tells you to get out, canply with his 
demand without question. 

o. During the negotiation phase, it is oomally advisable NCf1' to: 

1 • Laugh or joke with the hostage-holder( s) 
2. Call then any derogatory names 
3. Take the situation o,r any insults personally 
4. Repeat anything said which is negative 
5. Repeat anything said which is dangerous 

P. Suggested res{X>nses to assist in keeping the hostage-holder( s) 
1:?lki1'l9 • .. 

1. "Cpuld you tell me about it?" 
2. "I'd like to hear your side." 
3. "Could you share that with me?" 
4. "I guess that's 'pretty important to you." 
5. "Tell me about it." 
6. "That's interesting." 
7. "I didn't realize that." 
8. "I see." 
9. HUh-Huh" 

IV. Stress: 

A. A hostage situation is a stressful one and stress is caused by 
-3llXiety. Anxiety will nonnally take one or rore of four foDllS. 

1. Guilt: either real or perceived. 
2. Fear: the inability to control the events of the inmediate 

future. 
3. Frustration: the inability to attain goals through blockage 

of avenues. .' 
4. Shod.c: being in cirCllllStances that are inconceivable am/or 

incanprehensible to the mind. 

B. As the stress of the situation bec:xmes more intense and emotionally 
CDntrolled, so do the participants. Mlen the enotional state of 
mind is up, the reasoning p:)W'er of the mind is dowll1 the reverse 
is also true. 

;, 

c. Very few individuals are able to ,withstand a high level of stress 
or anxiety for a protracted period of time. An effort to do so 

'-9-
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often results in an emotional deterioration and mistakes soon 
begin to occur. '!his is easily applicable to the negotiator. 

v. Psychological Patterns am Implications: 

A. Psychoneurosis: A mental disorder resulting in the irxUvidual's 
inability to deal with his anxiety. : Possible symptOns may 
include: 

1. Depression 
2. Insecurity 
3. Defensiveness 
4. Rigidity 

B. Psydlosis: A major mental disomer characterized by hallucinations, 
illusions and the inability to distinguish reality from fantasy. 
Examples of such a disomer would include: 

1.""\~jmple schizo@renia: It is extr~ly difficult to deal 
effectively W1th a schizophrenic. Many are reclusive, paranoid 

;,am 98% of them are hannless. However, if a schizoohrenic is 
h~cidal, the metmd is custanarily grues:rne. In i:aI.k:ing with 
aYschizophrenic in a hostage situation, be certain to feed his 
words back to him, giving them the opp:>rtunity to reflect on 
them. '!he possibility exists that this feedback may bri~ him 
back to real i ty. 

2. Paranoia: A disorer dlaracteri~l by delusions of persecution 
and/or grameur. He noImally will not hallucinate. As far 
as hostage situations are ooncernad, a paranoid is one of the 
IIDSt difficult individuals with whidl to deal. '!his is 
partially illustrated in the generalized profile below: 

a. Age 30-35 
b. He has an "elenent of trust", sanething that occured 

years previously and has becane blown out of p!rsp!ctive. 
(1). It has became his life's mission. 
(2) His life becomes seoondary. 

c. Perceives himself to be intelligent .and on a level with God. 
d. A" loseril 

• i! 

e. A perfectionist. 
f. Rarely plans an escape and will kill h~s hostages at close 

ran;Je. 

3. Manic-DePrl!ssive Psychosis: whidl will custanarily manifest 
itself in one of three foz:ms:' c. 

a. Manic syrrptons 
. ( 1 ) Exci ted: full of energy 
(2) Full of Advice 
(3) Extremely Aggressive 
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b. Depressive sympt.oms 
(1 ) Lathargic: lack of energy 
(2) A deep-seated sadness 
(3) Deep-seated regrets 

c. Circular Mood SWinger 
(1) Shows very little emotion 

4. Psydlopath: whidl is often characterized by one or more 
of the following: 

a. Inability ,to establish waIm, personal relationshipS 
wi th others. 

b. A disrega.ro ~for accepted standards of behavior. 
c. An appzafent absence of guilt feelings. 
d. A failure to learn fran punisl'lnent .. 
e. A desire for Unmediate satisfaction or qratification. 
f. Continuous sexual euperimentG.tion. -
g. Extreme deperrlenc.y on others. 
h. Apparent extroversion. 
i. A penchant for "bragging" about his intended actions. 

VI. Body Space am Eye Power: 

A. Body space is the area immediately surrounding one's body. It is 
often oonsidered the territorial inteqrity of the body. Violati~ 
this space elicits an ~iate response from the individual. Like 
the body space required, the nature am intensity of the response 
are variable factors, deperrlent upon the persons involved. For 
Americans, bcdy space may vary fran six inches to three feet. How­
ever, most people begin to react M1en the encroacllnent is within 
ei9ht~n indles. Be aware that as the fE~lirg of power on the 
part of the irrlividual grows, the area of required bOCty space will 
likewise increase. Do not attempt to cr()t.d an individual who 
holds a hostage(s). 

B. Eye !=Ower is the control am aut:b:>rity you establish over an in­
dividual utilizi~ your eyes. Once eye oontact with an irrlividual 
is achieved, be certain to"both maintain am oontrol it.' Make . 
the ~ndividual look away first. Once this has been accomplished, 
you (nave subcqnsciously established your autix>ri ty over both the 
individual and; the situation. 
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NmOTIA'lOR'S CHID( LIST 

I. Nlat Happened: 

* The incident: 

* Nlo initiated call? 

* '!he time: 

* Any injuries? 

** ,:ro staff 

** To hostage-holder 

** To hostage(s) 

** To civilians 

* 
. jr~ . 
Ijcls contact been made with hostage-holder? 

** What kim? 

** By wan? o 

** ~at catv:ersation transpired? 

* Is the hostage-holder contained? 

o 

II.' Nlat is t.he Iocation? c 0 

* Hostage-holder pinpoint:.ed? 

\) 

* Bost:ages( s) l~ated? 

* Civilians cleard fran area? 

o 

Q 
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III. 

IV" 

* Buildirqfloor plan: 

** Ingress - egress to area? 

** Tele{:ilone~? 

** ~.obseJ:Vation of hostage-holder? 
~ , , 

l'llat weap:>ns does he have? 

* Hamgun ''\~ 

C) * Rifle/sootgun 

* Sharpened instrument 

* Explosives 

* <llenical 

N10 is ( are) the h<JStage-holder( s) ? 

* Positive ID on collaborators 

* !ecoId check 

* Medical profile~/}mental? 
~ ./ 

// 
* 

• • -)i 
Falnlly 1nput \( 

II I 
* Friems, professional input 

V'. Host~e(s) " 

* Staff member? Civilian? 

** Stabili~? 
,-:) u 

** UnderstandiD;J? c,\ 
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0 fi I * Description1 clothing 

r~ J I * Nl.I11ber of hostages 

-
11 i, I 'It,-c·-=o __ --
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* Tied, bound, gagged, hooded? 

" fi . v 
~" 

H ;1 ~ 
t.., I 

'J 

* Injured or WOunded? 
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'Ute followiDl lists aJ:e persons who are to be ootified as soon as 
practicality petmits follcwing the inception of the hosta!Je situation in this 
facility. 'lbey are to be notified in the order irXiicated. 

Police ,Olief Charles D. Grant Office: 441-2261 Bane: 587-4255 
Sheriff Charles H. Leavitt Office: 441-2341 Bane: 423-7433 
Majqr Claooe Miller, Chief 

441-2341 Deputy Office: Bane: 622-5238 
Cllief John Casey, Corrections 

Captain Office: 441-2341 Bane: 460-0795 
Neal Win:Uey, Assistant City 

Mana!Jer Office: 441-2471 Bane: 466-0105 . ." . 

!DSTAGE RECOVERY TFAMS 

NEXDl'IA'IDR: 

RECORDER: 

MEDIA LIAISOO: 

<.'QttMUNIC\TICNS: 

MEDIA LIAISCN: 

CQoMJNlCATIQlS: 

PERIMETER axlmlNA'.ltR: 

'Ute Norfolk Police Department will be ooti.fied at 441-2121. 'Uteir 
S.O.P. manual c3ictates that they will cause the response of certain selected 
persomel to assist this agency. 
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Other persons or agencies who are to be notifiEd at the discretion 
of the Chief of Police, Sheriff or Interim Carmander. 

Fire,Dep:lrtment • • • . . . . . . . . . . . . • • • • 

Police •• . . . . • • • • • . . • • • • • • • 

Fire Chief . . . . . . . . . . . . . . . . . . . . . 
hnbulance & Rescue Service . . . . . . . . . . . . . 
F.B~I. . . . . . . . . ~ . . . . . . . . . . . . . . 
State Police . . . . . . . . . . . . . . . . . . . . 
Red Cross Language Bank 

CamDnwealth Attorney 

. . . . . · . . . . . . . • • 

Mr. Joseph C~p>ell • • • • • • • • • • • • • • • 

Mr. Neal Winney •• · . . . . . . . . 
Supe~intendent - Public Buildings 

Jail Physician 

• • • It • 

• ,I. • · . 
· . . · . 

Dr. J. S. Santos · . . . . . . . . . . . . . 
Jail Paramedic Office • . . . . . . . . . . · . . . . 
On-Call Clem 

,Chaplain Jerry Adans · . . . . . . . . . . . . . 
<l1aplain oerek Fatmer • . . . · . . . . . . . • • 
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441-2171-

441-2121" 

441-2171 

441-2345 

623-3111 

420-3410 

446-7700 

441-2945 

441-2471 

441-2511 

467-0476 

441-2484 

588-8689 

488-4164 
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. Suggested herein are the general duties and responsibiliti~s' of the 
deslgnated membem of the Hostage RecoveIY Tears. It is to be nOted that 
the area offtmctionality of arq member may at any time be either expanded 
or restricted, at the sole discreti9l'l of the ~r. 

Has canplete responsibility for the conveyance of any and all canmun­
ications between the hostage-i:lqlders. and the Scene Catlnander. He holds 00 
decisiolHMkin;J authority. Additionally, he IIIlst be able to accurately in­
tet:pret' arq chaRjes in the prevailin:J cirClltlStances and objectively report 
these to the Scene Co!tmarXier. Full guides for the negotiator are detailed 
in a separate section of this program. ' 

RECORDER 

• Has canplete responsibility for the accurate loggin:J of any activities 
whlCh occur relevant to the situation. As much of the proceedings as possible 
are to be either tape recorded am/or video taped. '!he Recorder'i s responsi­
bilit;.ies,,~uld include:' 

A. 

B. 

\) C. 

D. 

E • 

F. 

G. 

H. 

<l:ltainin:J available recordirg equipnent fran the Police Department. 

togging all CXlRIII.Ulication between the hostacre-holders and' the 
~r. ,. -

togging the type, code or serial nt.lllbers and possessor of ANY 
offensive M!apq,ru:y entering the perimeter. -

logging the entry am exit of anyone between "the Comnand Post and 
" the inner perimeter. 'J, 

toggirg any., changes of posi,tion, offensive or defensive, no matter 
how insignificant they" may appear to be. 

togging any concessions, release, trcdes or surrenders. 

Io9giRJ any incident which, by its occurance, is noticeable to 
any of the parties involved. ' 

e 

togg!RJ any other material. as dire~ed by the Cannamer. 

\",\ 
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MEDIA LIAISCN 

Has canplete responsibility for maintainiB3 contact with whatever 
menbers of the news media may be present in the media liaison area. '!his 
officer will set up, at a location designated by the Comnander, an area in 
which media representatives may congregate for the purpose of news CDverage. 

'!his officer will convey to the media, in an accurate mannet", such 
infotmation as is released by the Conrnander. '!he Conrnander may, at his 
discretion, delegate ,a degree of latitooe to this c;>fficer relati~~ to ~ield­
ing i~ries fran the media. However, under no C1rCllllStances Wlll ~lS 
officer offer any judgE!llents, opinions or theories which may be detrunental 
to the operation. 

Has carplete responsibility for the co-ordination, installation, am 
maintenance of any communicafion systems utilized during the situation. '!his 
would include, but not be limited to: 

A. Two-way portable radios. 

B. Department main radio frequency. 

C. Tele};ilones between Comnand Post am any location designated by 
the COOII'IIaOOer. 

D. V.T.R. and in-house intercan systens. 

E. Bullhorns, pencil and paper, any other systems necessary. 

PERIMETER CQ-ORDINA'roR 

Has canplete responsibili ty- for procurenent of all material and ~eVTi~s 
as the Conrnander may direct to the outer perimeter. Further, this off1cer 1S 
to assist am co-operate with the police effort in maintaining the perimetc;r. 
It is ~rative that this officer be accessible to the Commander at all t~s. 
The co-ordinator will have the autix>rity to designate specific locations for 
the marshalliBJ of sUJ;Plies, food service, media representatives, cle'lgy, 
families, physchologists, medical services and the like. He shall ~urther 
have the authority to either restrict or deny entrance into the perlJtleter. 
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ADDENIDt THREE 

I. In the event a hostage situation occurs, the response of the Norfolk 
Police Department shall include, but not necessarily be limited to: 

A. A hostage recovery tean oarprised of officers of the Special 
Enforcenent Unit will be made available, under the canmand of 
the UnifoIJl1 Branch Camander, to coordinate witham assist 
the Sheriff's Department staff. 

B. Communications equipment and offensive material will be made 
available at the discretion of the cxmnander of the scene. 

C. '!he on-duty shift ccmnander will cause his ,pers(mne~ to re5p:)nd 
to the scene for utilization by the ccmmander of the scene. . . 

D. In addition to the police hostage reCOlTety team, the camnander 
of the Criminal Investigation Unit, will be notified and cause 
persomel under his canmand to resp:>nd, primarily in an investi­
gation Unit, will be notified and cause persomel under his 
canmand to respond, primarily in an investigative capacity. 

E. '!he UnifoIJl1 Operation Branch Canmander will have discretionaty 
latitooe in requesting other certain specified ,{X)lice personnel to 
respond to the scene, for the utilization of the scene Comnander. 

IL It is suggested that these various responses be incorporated into the 
police department's S.O.P. manual1 this department need therefore only 
ootify the police E.O.C. as to the existence of a hostage situation 
am Police Department Ccmnunications personnel will in tum make all 
necessa~ police notifications. 
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ADDENJ:Ut EOOR 

In the event that it beoomes evident that there exists a need for a 
foreign lan.;Juage translator, either tne Interim Camander, Chief of Police, 
or the Sheriff will authorize a call' !~o the Red Cross Language Bank. '!heir 
services can be obtained by callin; 44~-7700, twenty-four (24) hours a day. 

~ ~en notifying the Language ~, explain to the answerin; party what 
lan.;Juage is required, as well as the fact that a certain condition exists 
which may be both STRESSFUL am HAZMI:XX5 to the interpreter. '!hey must 
explain to the potential interpreter these circumstances and the fact that 
their services must be oamplete1y voluntary. 

'!he Language Bank is to return a call to the Corrmand Post giving th~ . 
nane, sex and expected time of arrival of the interpreter. 

The languages currenf:ly available through this service include: 

Aborigine 
Angola 
American Indian 
Amharic (Ethiopian) 
Arabic 
Annenian 
Belgian (Flanish) 
Bengali 
Bulgarian 
Cambodian 
Chinese (Mandarin) 
CzedloslOlTakian 
Danish 
Dutch 
Filipioo (Tagalo;J) 
Finnish 
Frendl 
Greek 
Gennan 

Guananian 
Haitian 
Hebrew 
Hindi Ordi (India) 
Hungarian 
Icelandic 
Iranian 
Italian 
Jamacan 
Japanese 
Korean 
Laotian 
Latvian 
Lebanese 
Liberian 
Lithuanian 
Nigerian 
Norwegian 
Pakistani 

-20-

Persian and Urdu 
Polish 
Portugese 
Russian 
SoIOlTian 
Siqn Languaqe. 
Slavish 
Serbo-Croatian 
Spanish 
Swedish 
Tahitian 
Thai 
Turkish 
Vietnamese 
Yiddish 
Yoruba (~st African) 
Yugoslavin 

I 
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ADDEMUt FIVE 

SUOOESTIVE ULTIMATUM 

This is the statenent of Sheriff Charles Leavitt in response of the 
demands made by prisoners on the 7th Floor of the City Jail: 

1. I cannot agree to any of your demands for the release of the 
Jailers that you are now holding. 

2. All irrnates are expected and ordered to immediately release 
all jail personnel and all innates are to immediately return 
to~ur cells. 

3. Any injury to any jail personnel by any innate will cause the 
JOOst serious repercussions to immediately occur. 

4. After the jail personnel have been released and the priooners 
returned to their cells and order is restored, I will meet with 
any spokesman to discuss conditions in this facility and 
listen to any complaints that any inmate may have. 

r would remirrl all of the innates that the willful deliberate 
or. premeditated killill!J by an imate in a penal institution 
is punishable by death.' 

6.. Any bodily injury caused to an employee of a penal institution 
b~{ an inmate is a Class 5 felony. 

7. 'ri1e Virginia Code states any attempt to escape fran jail by 
force or violence is a Class 6 felony. 

8. The abduction, seizing, takirr;J and detaining the person of any 
other with the intent to deprive him of his personal liberty 
is a Class 5 felony. 

9. And finally, the conspiracy to camti t- a riot is a Class 5 felony. 

As I have stated previously, I will oot-yield to your demands and you 
will not be all~ to leave the jail under arrt cirCllllstances. It is my 
sincel"e hope that you will use good jwgenent anQ. prevent the neEdless injury 
of arrt person. The choice is entirely yours. 
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APPENDIX F 

:ocwID OF PHARMACY REGUIATIGl 27.3 

Regulation 27.3. Drugs in Correctional Institutions. 

A. All prescription drugs at any correctional unit shall be obtained only 
on an individual prescription basis fran a licensed ~aImaCY. 

1. If a telewriter is to be used, the orders shall be initiated by 
the physician and signed by the physician. In institutions where 
telewriters are oot used, the physician shall personally initiate 
the otder by means of a signed and dated prescription at the time 
the drug order is initiated. / 

~/,/:; 

2. '!be P'lysician shall specify the nllllber of doses on /~~dl>Prescription 
rd 

//;/ 
o ere J"/ 

B. All drugs must be transported to the correctional unit by a designated 
anplqyee or other secure means. 

C. All drugs are to be maintained in a sui t.:role locked facility with only 
the person responsible for administerill3 t.he dru;Js having access thereto. 

D. All drugs shall be taken in the presence of the person administerirg 
the drug. 

E. Drug Administration Record - Couplete and accurat~ records must be 
maintained on all drugs; received, administered and discontinued. '!bis 
record shall consist of a tw::>-part drug caninistration record. '!be cdnin­
istration record shall ~w the: 

1. Prescription number 

2. Drug name am strength 

3. ~umber of do.'3age units received 

4. Physician's name 

s. Date, time and signature of person administerirg the individual 
dose of drug by a person designated by the; administrator. 

F. Disposal of Unused Drugs - All unu.~ or discontinUed drugs shall be 
sealed arrl the ~unt in the container at the time pf the sealirg ~nall 
be recorded on the drug administratit')n record. Such drugs shall be'" 
returned to the Corrections Phamacy along with Part 2 of the drug 
administration record wi thin seven (7) days after the discqntinuance 
of the drug. '!he drug shall be returned by the sane means as it was 
originallY sent. 

1. '!be Corrections PhaImaCY shall CCl'Ilpare the nll1lber of drug dosage 
units dispensed against Part 2 of the dt~ caninistration reoord, 

-""' .,- -j~~~'" -= . .,~.~~,::-,; 
,\ 
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II ... 
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the number of dosage units ooministered am the mmber of dosa:Je 
units returned to tile pha~cy. 

2. '!he dru;;J administration record shall be filed in chronological 
order by the Corrections Pharmacy am maintained for a period 
of one (1) year. 

3. '!he drugs shall be resealed in the returned ccontainer and main­
tained by the Corrections Phatmacy in a secure place. 

4. '!he returned drugs shall be destroyed at least every thirty (30) 
days. '!his destruction shall be carried out by a phannacist am 

. Cit witness. '!he' Board of Phannacy shall be notifieq ~ weeks 
prior to the destruction in order that the Board ~~~~tness any 
such destruction. An agent of the Board shall, fran time to tjme, 
·wi tness a destruction of such drugs am, prior to the destruction, 
raooamly reconcile the contents of selected containers against the 
drug administration record. 

G. Finerqencg am Stat' Drug Box -- An emerqency box am a stat drug box 
may be prepared for the facility served by the pharmacy pursuant to 
Regulation 27.2 am 27.3 prOlTided: 

1. 'l11e facility employs one or rrore, full t:ime P'lysicians, reqistered 
nu~se, licensed practical nurse - r physician assistant category 110 

2. No drugs are to be administered fran the anergency box or stat box 
unless authorized by the physician either in writin:r or orally. If 
orally, the order must be signed by the physician within seventy­
t\\O (72) hours. 

3. Q-Ily the physician, nurse, licensed practical nure-e or physician 
assistant category II may administer a .drt.J;J fran the anergency box 
or stat box. 

4. 'R7c anergency drug box or stat tox must be sealed in such a manner 
that it will pr~lude any p:>ssibility -of loss of dru;;Js. 

:~'~ 

5:'~ '!he emergency dI"l,)jbox seal must be checked by the physician, nurse, 
licensed practical. r~1-lrse, physician assistant category "II or pharmacy 
at least once in eve).7:j seventy-t\\O (72) hours. Any dru;;J box which 
has been opened must)be returned to the pharrnacy wi thin 72 hours. 
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iJ APPENDIX G 
NEM?ORr NEWS SHERIFF'S DEPARIMENT 

t CORRECTIOOS SECTIOO 

I 
ImATE VIOLATION REPORr 

I 
I~E NAME: ____ .. ___ 'r_<' ______ JAIL i _________ _ 

VIOLATION ~TE: _,J./_...r./ __ ' TIME: _____ IDCATIOO: ________ _ 

• ) c 

INJURIES: YES NO IOCATIOO OF INJURY: ___________ _ 

CONDITION: ____________ TREA'IMENT: 

1 
!. I 

WI'lNESSES (1) _________ _ (2) ____________________ ___ 

VIOLATION: __________________________________ ___ 

1 
I~~ 

~ 

t 
-, ,...,. 

1[1 :, J 
.~~ --------------------------~.-'--------------~----------------------
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OFFICER SUBMITl'nl3 REPORT 
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", ~" AarION/~TIOO:!-~, __________________ ----";;... ____ _ 
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FIND~ AND AcrICN: _______________________ _ 

OIIEF OORROCTIOOAL OFFICER 

'.:') 

IlTIlate Receiyed Copy of ReJ.X,>rt? Yes No Initials: 

Inmate Advised of Rights? Yes No Initials: 

Referred to Adjustment Carrnittee: Yes No Date: I I 

HeariB3 Scheduled for: I L at 

OIIEF CORREct'ICNAT" OFFICER 

- "g , 
I request to aR;)eal this disciplinaxY "action to a heariB3 before the 

Adjustment Camdttee. 

/)) ;I, 
1/1 

,/ (, 

\" 
Imbate's Signature _, _________ """)'-l~--~ Date _ ...... L_....:...I __ 
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APPENDIX H 
REENROLLED CHAPTER 608 

An Act to amad th, Cod, 01 Virginia by adding a s.cbon number.d J!J.2-59.J, prohibiting 
strip SIlarr:izu: IlXC.ptiOns. . ,.' 

IS 737] 

Approved 
APR 1 t9~2 

Be it enacted by the General Assembly at Virginia: 
1. That the Code at Virginia is amended by adding a section numbered 19.2-59.1 as follows: 

§ J9.2-59.1. Strip SIltlrChu prohibiUt!: ":cc,,pbons.-A. No' p.non in custodial an-ut lor a 
tral/ic infraction. C/a.u 3 or Oa.u 4 mi.sdem"anor, or tl Vlo/mion 01 a city, coun~, or' 
town ordinanc", which is punishtlbl, by no mol" than thirty days in jail .shaD JJ. strip 
.s«UCh"d unJus th"n is rlltLSOntlbltl ca,," to b"l;.v. on th. part 01 a /tl~nlol'C.",.nt 
offic.1' authorizin8 th. M~h that the individual is conc.tzling a w.tlpon. All strip UtlTChu 
conduct~ und,,1' this Mction shall be p.rfol7l'led by P'1'$O'IS 01 th. sam. u:c as th. person 
an-.sted and on p1'emt.s..s when the Ha1'ch cannot be observ.d by ,persan.s not physicaJly 
conducting the March. 

B. Th. chief 01 police 01' the sheriff of the county or city shall develop tl writt"n policy 
r.carding strip setl1'ches. 

C. A search of tlny body cavity must be performed under sanita1jl condfl;lons and a 
search 01 any body cavit)l, other than the mout"'~ shall be conducted eit.he1' by 0,. unde1' 
the so.lpervi.sion of medically t1'tlin"d persClnn"l. . C 

D. Strip uarcha Cltithorized punuant to the e:x:cttptions stated in paragraph' ...t; 01 this 
_ction shall be conducted by a law-tlnforcement offic"r as d.fin.d in § !J-JOB.l H. 01 the 
Codlt. 

£. The provi..";ons 01 this uction shari not apply when the p.rson is tllk.n into custody 
by 01' 1't!mClnded to a law-en!o1'cement offic.r pursutlnt to a circuit or district court ord"r. 

F. Fqr purposes 01 this Hction. "strip UtlrCh" shall mean having an arrat.t! p'1'$On 
,..move 01' a1"1'tZn8" some or all 01 his clothing .so as to pe17nit Q visual insp.ction 01 the 
,.nital.s. buttocks, anus, lemtzl. bfWasts, or undergarments 0/ such p"rson.' 

G. Nothing in this uction shQo prohibit tl sheriff from 1'"quirin8 that inmates tClJctt hot 
waUl" and SOtlp showers and be subject.d to viJucl inspection ,upon a..ss:"gnm.nt to the 
gen.rrzl popultltlon area 01 the jail or upon det'1"minatzon by thii sheriff that the inmat" 
must '" htlld at the jail by nason 01 his inability to post bond tlfter rea.sontlble 
opportunity to do so. , I 

" ," 
Spw,er at the House "at I)elegates 

Approved: 

i \ 

Governor 

(\ . 
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JAIL LOC 

COMMITMENT INFO. RELEASE INFO. 
SOC. SEC. NO. REASON DATE TIME REASON DATE TIME 
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ft'" ® ® ,;) 1J 11 • • .. 
SET NO. I I-I <: BOOKING NO. ,~ , , .. 
INMATE NO. .') SOC. SEC. NO.1 I-I I I-I ... 

!~ CELL NO. 

",CCRE NO. 
,~ 

INMATE JAIL RECORD JUVENILE U ~c 

"'=-::::::-~~----

N'AME I.-,-.-..~ ....... ,....".~-,-I .... I.-.I....L.~ ............... -.-..&.:-l ~1~I_i, I I I 
LAST ,TiTlE 

1I'IIIIIIIIIIr 
FIRST MIDDLE 

AKA ______ . ___________________________________ ___ 
MARITAL STATUS u..J 

~DDRESS~" ______________ CITY _______ STATE_ ZIP PHONE NO. 

SEXU DOB'-I ..... I~I-...l'~__'_I-.... i_.&.I...JI AGELLJ RACELI HT._ WT._\, EYES_ HAIR_ SCARS/MARKS ___________ ___ 
, " 

COMMITMENT INFORMATION 
DATE ... ' -'-L.I--IIL.-L-&..I-_II--,-~I TI ME L: ....... d--L.-'-~ REASON LU OFF. TY?atLJ OFF. ,:ODE IL-.L-'-..... I -J,J COURT CODE ... ' ..... I ....... ~ JAIL CODE I 

\ C: , 
,( 

" 
\ ., 

'-\ 'j 
Ii 4 

, f,""'(" 

RELEASE INFQRMJ,.'rION 
DATE'~--L.I-...lIL._L....L.I-_II__'_~ TIMELII 

'C 

REASON LLJ RELEASED TO I I I I 
: , 

MEDICAL ALERT 
;~ 

:\ I, 

" 
" HANDICAP \ 

~ 
ti, 

INJURY 

OTHER I 

1 

EMERGENCY INFORMATION 
NAME __________________________ _ 

MISCELLANEOUS 

RELATIONSHIP --------------
ADDRE,SS ___________________ __ 

CITY ____________ STATE_ 
PHOTOGRAPH 

P"fONE NO. ___________ EXT. _ 

L~AC;.:-
" " C~~RT FINE SENTENCE DOCKET 

DATE TIME DEPUTY CHARGE F M BOND COURT DATE COST YY·MM·DD NUMBER 
, ~COM 

'I" -
" REl 

" 
COM 

" 
" ~EL o. 

COM ~ 
, 

" 

0 REL " 

COM " " 
0, 

'I ~'I REL 
~, 
.j"' 

," 

COM " 0 

Rf.t. 
" 

() 
" I,> 

... ,,,. ''':'''Iff -'''''~.-~'Ilflll •• '' I) .' 

" , 
o c . " 
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\) 

(1 0 ~ 
INMATE JAIL RE~ORD,. 

(Continued) . 

.. • • 
INMATENAME ____________________________________________________ _ 

INMATE NUMBER __________ _ 

COURT FINE SENTENCE DOCKET 
ACTION DATE TIME DEPUTY CHARGE F M BOND COURT DATE COST YY-MM-DD NUMBER 

COM 

, 
REL ,'( 

COM 

REL 

COM 

REL ., 

COM 

REL 

COM' (; 

REL 
.. 

COM . 
-- REL 

COM 
I.:; " 

REL 
.. 

,. 

COM " . 
" .' 

./J 
.- ., 

REL 
/~i 

COM Iv 
,. 

REL i: 

,COM 
II 

" REL .' 
:;:. 

COM 
II 

r-~/ REL 

CO,~ 
!I 

;{ 
REL 

,.:7 
COM 

" 
REL , 

~ 
IJ 

r "MA" , .. .--____ ...... "'Ii\:~---.... -........ rt ......... i-... ' .... -_. - •. ---.--.--...,~--., ,,~~,."'.-.: .... ------~...,.""',--,'I~-.I".,I--.... --""~---"'r~"""r'I.VfQIIJ ~ II ----- ! ., 

. .' . . ,> ' 

\.~ / 
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1_ 

ACCOUNTING .. SHEET 
-\ 

INMATE NAME INMATE NUMBER ___ _ 

DATE "DEPOSITS WITHDRAWALS BALANCE INITIALS DATE DEPOSITS WITHDRAWALS BALANCE INITIALS 

~,--

-. 

c' 

" " ( 
.. 

f 

! ,\ 
-I 
" 

I 
I 

'1 
'I 

~f 
~ 
:1 
;'1 
I 

.-" 
;j 
',1 
;~ 

ci -::;:i_ C;· 
.-

" -~il) 
;~ 
I" 
ii '., 
)1 

'. 
, 

.-

.' 

t! 
II 
~ 

I 
! 

-, 
.' 

" # 
I) 1/ 

~ ~, 

~ 
~ 

() 

'.l' 

. 
:c ~" " ! 

i I) 

" .. 

ACCOUNTCLOSED.ON_ ...... I_· --1../,-., _ 

" 
(j' < 

t. 

0 
, 
I_ 

i 

r 
i' f 

, :;., 

DEPUTY RETURNING MONEY _-.,;.. __________ _ ~j 

'\ o 
.. i 

INMATE VERIFYING AS CORRECT '.-;....-,;.....;;.. ....... ___ ...;;... ___ _ 

# II (~~ 
'1 .. 1f~~~,..-----.;....>(;c, .......... --.. ~ 1"':~)~ .. "'''''"'''''-... 'q .... MW .. ,; ... I.".....-.. , .... --1I ...... -.-~~ ..... , ----

.i' 

.. " 11 0 'n 
Ij 

-'I o 
(', 

o 

~,' ~ _________________________ 2-____________________________________________________ ~~~ _______ -~~~7'~ ________ M. ______ ~ ____________ .. ____ .n ______________ ~ ____ .. .n __ .. ________ '~O ...... ____ .... __ .... ____ ..................... ,~l .............. ~ .............. ~ ... Onr~,,~-------
I~ 



INMATE PHONE CALL lOG 

INMATE NAME INMATE NUMBER 

DATE TIME PHONE NUMBER PERSON CALLED 'DEPUTY r.EMARK~ 
, 

J 

t 

ATTORNEY'S NAME ATTORNEY'S PHONE NO. 

'.1 

II> 
>."....;.,,_.,..:.1.,., . 

l} 

o 

o 

,\ 

c 

(J 

---.c.-c.,-",c:::c:._,-:,~:,~::-'C:_=~=~_c ._~_._"_ ,.. __ 
.,';,... 
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,.~:;;;::;;-. _ --:---o"~~-----,,---~--~. -~_---:--__ ~ ______________ ~-..., __ _ 
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f 

ff" 
~, 

INMATE VISITOR lOG 

INMATENAME _____ . , ______ INMATE NUMBER __ 
I ~ , -.-

VISITOR'S NAME & RELATION DATE OF VISIT/OFFICER'S INITIALS 

V / / ./"'/ / / // ./ 
;/ / 7 ;/ / / / / 
V / [7 7 / / ~/ /. 
V / / / / / / / 
Iv / / / / / / / 
V / 7 17 77 / V V 
1// V / ,v '/ V V V 
/ / /7 V -/ V L L 
V V / V / V / // 

7 / 7 7 7~ V V V 
7 V 7 -;7 " V V / V 
/ / / / 1/ / / / 

. . 
iNMATE VISITOR LOG 

INMATE NAME , - INMATE NUMBER 

,:;WISITOR'S NAME & RELATION DATE OF VISIT/OFFICER'S INITIALS 

i V V 7 17 [7 ;7 V V 
V 1// / V IV V V V 
V V V [7 [7 // V 1/ 

'. 
V V c-7 [7 -;7 IV l~ k~ 

. -. V V ,/ V V ~ V V t---,> 

V V V V V V V V 
V V V V [7 V V V 
V V V [:7' V IV ~ k~, - V V IV V IV 1// V lV 
7 V 7 17 1/ .// V V 
V V [7 [7 [7 1/ / V 
V V [7 V [7 / V '/ 

!\ 

I' 

if 
, ' 

~ -r 

" i, 
\,1 

1:;, 

'.\ 

C' 

/! 
U 

___________ ~ ____________ ......:.r' _____ ~ ________ ~_~~ __ ._.'__.~. _. __ 
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/1 
t 1\1 

<: c t ~ PERSO~At PROP~RlY REC~IPT • • • • 
STORAGE BIN NUMBER _____ _ 

INMATE NAME , INMATE NUMBER 
" .,. 

ITEM REC. CONDo DESCRIPTION, RET. CONDo REMA.RKS " 

BELT 
CHECKS 

- --!? 
'~ 

CLOTHING '.'j 

1 DRESS 
2 SHOES 
3 SOCKS 
4 SHIRT/BLOUSE 
5 SKIRT " 

6 T·SHIRT 
7 TROUSERS ..... ~ 0-

8 UNDERWEAR jf 

9 
(I...... 

~--10 ,-:::,\ 
" ;;.?' COMB/BRUSH , 

CREDIT CARDS . 
DRUGS " 

.. GLASSES ,- -JEWELRY !i 

1 RING(S» 
2 WATCH 
3 ,- JL-

/4 1/ 
;'/-5 

'KEYS 
LIGHTER \\ 

MONEY -:\ , 

1 CURRENCY c' 

2 COINS if " .-
" .. PEN/PENCIL , 

.' POCKETBOOK .. II 

POCKETKNIFE 
SUITCASE 

~ .. ,-. 
'WALLET " 

OTHER -{I .. 
1 

.-.~ . 
<:) , 

" 
2 'I ,.!, 

3 ,j 
{ .. I -, 

u 

\ 

I,':; 

.... \\ I, _______ ~ __ __.__ , RECEIVED)TfjE'A80VEITEMS F(jR SA~fKEEPIN~ ~N ____ _ 
.. (INMATE VJ..~/FYING AS CORRECT) 

(INMATE VERIFYING AS CORRECT) 

o 

o 
(~ (] 
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1 
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\j 
1 
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I 
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o • • 
JAil PROPERTY ISSUE/RETURN 

INMATENAME __________________ _ 

PROPERTY ISSUE 

ITEM QTY CONDITION . " 
'~ 

MATTRESS .-7 ' , 

PILLOW 

PILLOWCASE 

SHEETS 
BLP.NKETS 
TOWEL 
WASHCLOTH 
TROUSERS 

SHIRT/BLOUSE 
SKIRT 
DRESS 
SHOES 

HYGIENE PACK 

" 
REGULATIONS 

II , ' 

" 
~ 

I HAVE RECEIVED THE ABOVE ITEMS FOR WHICH I AM ", 
RESPONSIBLE. I UNDERSTAND THAT I WILL BE CHARGED 
FOR AN ITEM LOST, DAMAGED, OR DESTROYED BY MY 
NEGLIGENCE. I" 

I I 
(lni71ate Signature) (Date) 

.. (Issuing Deputy) 

)\ 

i\ 

INMATE NUMBER __________ _ 

PROPERTY RETURN' 

ITEM QTY CONDITION 

MATTRESS 

PILLOW 

PILLOWCASE 

SHEETS 
BLANKETS 

TOWEL 
WASHCLOTH 
TROUS,F.RS 
SHIRTiSLOUSE 
SKIRT 
DRESS 
SHOES 

:'/ 

REGULATIONS 

" 

\) WITH THE EXCEPTI0f' OF __________ __ 

_____________ ,THEABOVEITEMSWERE 

TURNED IN ON 'I J IN SERVICEABLE CONDITION. 

I I 
(Inmate Signature) (Date) , 

~ ---------(~R~~-e~~~m-g~D~~-u-~~!~----~ . 

., ;, 

fJ 

• 
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\ 

INIT~l ClASS~fICA TIO~ • • • PSI V' N 

INMATE NAME __ --.,. ____ ..,.",..,,,.,,.........-_._. ,_..___-__ - __ - __ ,.-... ___ _ . INMAT~NUMaER ______________ _ 

~~~MJ~.~)~SI~O"R~)~<----------~------------------------------------______________ ------~-------------~ 
PLACEOFBIRTH ____________ ~ _________________ _ AGE __ BUILD ___ _ HT. __ _ WT. __ _ RACE ___ _ 

MARITAL STATUS _ NUMBER OF CHILDREN_ HANDICAPS/PHYSICAL PROBLEMS __________________ _ 

SPOUSE'S NAME ____ -:/-:.~. ;",;..;.. __________ ADDRESS ______________ PHONE NO. _______ _ 
-7" 

REARED BY _____________ RELATIONSHIP _________ ADDRESS _________________ _ 

NEXT OF KIN ________ .:';....-____ RELATIONSHfP ___ ------- ADDRESS ________ • _________ _ 

CRIMINAL HISTORY ATTACHED 0 CCRE 0 FB~ 1<0) CAPIAS DDETAINERS 0 OUTSTANDING WARRANTS 

RESIDENTIAL HISTORY 

':;1 CURRENT ADDRESS _________________ LENGTh\,OF RESIDENCE ___ PHONE NO. ______ _ 

PREVIOUS ADDRESS _________________ LENGTH OF RESIDENCE ~,_ 
''::::;' 

EDUCATIONAL HISTORY 

HIGHEST GRADE ,f;OMPLETED __ COLLEGE DEGREE _____ SCHOOL ATTENDED ________ --------------

VOCATIONAL,SCHOOLS ________________ OTtiER SCHOOLS ___ ------------: __ --------
c:! 

r
M_I_L~IT_A_R_Y_H_'~ST_O_R_Y_. ____ /~/ _____________ ~----------____________________________________ --, 

;- /\ 
~) 

MILITARY SERVICE Y N BRANCH ____ ,,~. ____ FROM ____ TO _____ TYPE OF DISCHARGE _____________ _ 
G 

EMPLOYMENT HISTORY OCCUPAn~N 
" 

TYPE OF WORK FROM DTO EMPLOYER ADDRESS " REASON FOR LEAVING 
" r , 

" " ~ 

0 

, 

.' 

• 

_________ ----.--------__ ~~:~C~f ___ ._~~_._d._M._. ____ ~ ____________________ "_, __ -----,~_-.~.~~---
--~~ -.~~" 

__ .... , _t. __ • _, ''''If"_''' ...... _un .... " __ '_ .. __ .. _ .... ~ NU .• -.. 

,.0 . ' 
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MEDICAL RECORD 

INMATE NAME ______________________ _ INMATE NUMBER _____ _ 

~ f ~i 
'0,/ 

" 

rt 

J 
fvlEDICAl TRANSFER COMMENTS 

DATE RECEIVED _____ _ MEDICAL INSURANCE CO. ____________ _ 

t ~ 

!NMATE NAME ________ _ (Date) 

INMATE NUMBER ____ _ 
DATEEXAMINED _______ __ CONTRACT NUMBER ___________ _ 

,~ COMMENTS: 

FAMILY DOCTOR CITY STATE DATE OF LAST VISIT ___ _ CURRENT MEDICAL PROBLEMS REQUIRING IMMEDIATE ATTENTION: 

FAMIl Y HISTORY: (PERSON AFFECTED) '. 
1) ARTHRITIS 4) EPILEPSY 7) MEr~~~L ILLNESS --------~--.. ~, ----------------------------------
2) CANCER 5) HEART DISEASE 8) TUBERCULOSIS 
3) DIABETES 6) HYPERTENSION 9) 

PERSONAL HISTORY: YES NO YES NO YES NO' 
1) ALCOHOL 10) EPILEPSY 23) SICKLE CELL 
2' ALLERGIES 11) HEARING AID 24) SKIN DISEASE 

• 3) AMNESIA 12) HEARING LOSS 25) SUICIDE (ATTEMPTED) 
4) APPENDICITIS 13) HEART 26) TUBERCULOSIS 
5) ASTHMA 14) HEPATITIS 27) ULCERS 
6) CANCER 15) HYPERTENSION 28) VENEREAL DISEASE CURRENT MEDICATIONS: 
7) CHRONIC COUGH 16) INJURIES GONORRHEA 
8) DIABETES 

,0 

17) MALARIA SYPHILIS 
AMOUNT SENT 

9) DRUGS 18) OPERATIONS FEMALES " 

BARBITURATES 19) PSYCHIATRIC RX 29) MISCARRIAGE 
HEROIN 20) RESPIRATORY 30) PREGNANT? MONTHS? 
METHADONE 21) RHEUMATIC FEVER 31) PAINFUL/IRREG. MENSTR 
OTHER 22) RUPTURE 32) VAGINAL DISCHARGE 

------------------------------------------------------------------~',~------
PHYSICAL FINDINGS: 
HEIGHT in. Imino PULSE VISION R 20 L 20 

PENDING APPOINTMENTS, PROSTHESES ON ORDER, ETC.: 

1:' WEIGHT Ibs. 
TEMPERATURE 

B/P GLASSES R 20 L 20 
HEARING (WATCH) R "L " ~-------------.--------

PHYSICAL FINDINGS REMARKS: -------------------.-;;;,,-r __________________________ _ 

f: DEFECTS IN GENERAL COND YES NO YES NO YES NO 
1) EYES 6) LUNGS 11) RECTAL I 
2) EARS 7) BREASl'/CHEST 12) BACK/SPINE 
3) NOSE THROAT, MOUTH 8) ABDOMEN 13) JOINTS/EXTREMITIES 

..... 

4) NECK 9) HERNIA 14) LYMPHATIC SYSTEM 
5) HEART 10) GENITAL 15) SKIN 

IF ADDITIONAL MEDICAL INFORMATION IS NEEDED, PLEASE CONTACT 

--------------------
DIAGNOSTIC PROCEDURES 

1) BS (RANDOM) 5) SEROLOGY 9) WBC 

2) CHEST X-RAY 6) SICKLE CELL 10) GCSMEAR 

SIGNED ______ ;;:-_-:-~_-_--, 

(Name and Title) 

3) HGBor HCT 7) URINALYSIS 11) PAP SMEAR 

4) PPD or TINE 8) VORL 12) 
-,' 

ii 

GENERAL CONDITION: _GOOD _FAIR _POOR 

WORK RECOMMENDATION: _ANY _MODERATE _LIGHT _NONE _NONHAZARDO{JS 

MIL __________________________________ __ 

( EXAMINING PHYSICIAN _________________________ , M.D. 

1 
Iv 
j 10/80 

'.-_,..-..~._",,-~-.'<-.#<"'-... ~ .. 
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TO: 

Detainer 

Date: _______ _ 

FROM: 

It is requested that you honor this Detainer against the person named 
below, and notify this ~-~':ice prior to his release by reason of dismissal of 
charges, posting of bond, acquittal, expiration of sentence. or otherwise, in 
order"that his return to the above mentioned Sheriff's Department be effected. 

Should this individual be transferred to another facility, further request 
is made that this Detainer accompany him and that this o~fice be notified 
of his transfer. 

,.,~ INDIVIDUAL BEING DETAINED 

NAME: _____________________ ~---_____ __ 

CHARGE: ____________________________ ____ 

BOND: ______ ~-______ ~ 

CASH: ______________ __ 

or 
PROPERTY: _______________ __ 

DATE: 

COURT: __________ ~ ___________ ~---_________________ ___... 

Your cooperation in this matter will be greatly appreciated. 

(Sheriff's Signature) 

p' 

.: '£J 
i 

1 
j 
:~ 

I 
, 1 

• 

1.19 The written policy and procedure should ensure that inmate recd'rds' 
are current and accurate and that an internal audit system is 
develop~d and implemented. (Essential) 

Policy - Inmate records shall be kept current and accurate in 
such areas as identification, personal property, 
institutional adjustment, medical, judicial matters 
and social history in order to ensure effective and 
efficient operation of t~e facility. 

Procedures - 1. 
~( 

Audit lists, checklists or similar audit documents 
should be used on a Feriodic basis to ensure the 
currency and accuracy of inmate records from the 
time of incarceration to the release of the inmate 

2. 

from the facility. / 

The establishment of inmate records and an internal 
audit system should be, the responsibility of the 
clasSification officer supervis'or, tf{e responsible 
records custodian or the shift supervisor as desig­
nated by the chief administrative officer of the 
facility. 

See Appendix I for Sample Jail Records. 

i./ 
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