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STATE OF OHIO

DEPARTMENT OF REHABILITATION AND CORRECTION
1050 Freeway Drive, North, Suite 403
Columbus, Ohio 43229
(614) 466-6190

| NTRODUCTI ON

The follow ng materials have been designed to assist Jai

Adm nistrators in their efforts to devel op standard operation
manual s.  These sanPIe policies and procedures nerely provide

an exanple of one of several ways a Jail Administrator may wite
policies and procedures which wll conply with the M ni mum
Standards for Jails in Chio. The sanples nay be conpletely
rewitten, nodifred, or where applicable, adopted verbatimto
meet the facility's needs.

The Bureau of Adult Detention has identified the absence of
witten policies and procedures as one of the nobst common
deficiencies in nost jail operations, yet one of the |east

expensive to rectify. Establishing set practices for jail
personnel is inmportant for several reasons.

1. Providing a basis for training new staff:
2. Providing direction and gui dance for existing staff:

3. ProPPting consi stency and prof essionali sm anong
staff:

4, Conplying with the state standards which require
pol 1 cies and procedures (approximately 22 percent);

5. Providing docunentation of the organization's philo-
sophy, goals, and practices; and,

6. Serving as a defense against personal liability in
court actions.

Jail Adm nistrators are encouraged to use this docunent as a
guide to begin the step-by-step process of developing their
own witten policies and procedures.

Sincerely,

. Denton
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A OPERATI ONAL AREA

Administration - Goals and Cbjectives

B. STATE STANDARDS

None directly applicable.

C. MODEL POLICY AND PROCEDURE (CQutline Only)

[. A Pol i cy:

The Police Chief, Minicipal Court
Judge, and the Cty Solicitor
shal | review applicable case | aw
annual ly to establish the |egal
basis for operating the jail.
A planning commttee shall be
established to nonitor and make
recomendat i ons regarding the
jail programm ng, alternative
comuni ty programm ng, and the
condition of the physical plant.

Pr ocedur e:

1. Authorizing or relevant
statutory | aw.

2. (Goals and Objectives:

a. as related to the total
crimnal justice system

b. the jail as a separate
entity.

3. Facility's history.




A OPERATI ONAL AREA

Adm ni stration - Personnel

B. STATE STANDARDS
5120:1-10 17

(A Each jail shall develop witten policies and pro-
cedures governing jail personnel requirenents.

(B) The official charged with responsibility for oper-
ating a jail shall function as the jail manager or,
if not qualified to do so, shall designate a jail
manager who is qualified by training and/or experi-
ence to supervise and control prisoners.

(D) Prior to enploynment, all enployees of a confinenent
facility shall be subject to a thorough background
i nvestigation such as crimnal, nedical, and psychi-
atric history.

( A witten standardized individual performance eval u-
ation shall be conducted at |east annually.

(F) Jail personnel shall receive salaries equal to other
enpl oyees with conparable qualifications and
seniority within the agency.

(9 Al jails shall have staff available to fulfill the
responsibilities included in but not limted to
those found in Rules 5120:1-10-03(B)
and (V) (1) ; 5120:1-10-07(D); 5120:-1 -10-10(A)(1);
5120: 1-10-11(A); and 5120:1-10-17(B) of the Adm nis-
trati on Code.

(2) A second staff person shall provide back-up
when nultiple occupancy cells or dornms are
entered by staff.

(3) Wien applicable, the jail shall provide suf-
ficient staff to conduct prisoner transporta-
tion and court escort w thout disrupting
routine jail operations.

(H Each jail shall establish a sufficient nunber of
security posts based on prisoner security classifi-
cations, facility design, and prisoner services
(e.g., Vvisitation, programm ng).




I.B. (cont'd.)

(1) Each jail shall enploy a sufficient nunber of female
jail staff to be available to performall sensitive
reception and rel ease procedures for female prisoners
(e.g., searches, showers).

C. MODEL POLICY AND PROCEDURE (Outline Only)

I.B. Policy:

The Police Chief, Gty Mnager,
and City Council shall review
personnel policies on an

annual basis. It is the desire
of this departnent to hire the
nost qualified applicants. It
is the city's policy not to

di scrimnate against anyone.

Pr ocedur e:

1. Enploynent Criteria

a. age
b. education
c. other

2. Recruitnment Mthods

a. mnority recruitnent

~b. civil service list
c. Ohio Bureau of Enploynent Services:
d. colfeges and technical schools

3. Enpl oynent Screening

a. testing
b. background investigation
c. interview
4 Hring
a. appropriate approval

b. payroll procedures




10.
11.
12.

[.B. (cont'd.)

Terns and Conditions of Enpl oynent

a. salary

b. fringe benefits

c. vacation |eave

d. sick leave

e. retirenent

f.  probationary period

g. pronotional opportunities
h.  resignations

Conpensatory Tine

Overtine

Schedul i ng and Posting of Duty
Assi gnnment s

a. admnistrative responsibility

b. handling of requests and
preferences

c. procedures for exchanging
duty assignnents

Job Descriptions - Jail Personnel

a. Police Chief: jail related duties

b. Shift Commander

c. Jail Oficer

d. Dispatcher

e. Organizational Chart
Code of Ethics

Dress Code

Personnel Infractions

a. mnor infractions (tardiness,
dress code violations, etc.)




13.

14.
15.

fromduty, failure to foll ow
orders, etc.)

C. supervisor's responsibilities

d. enployee's responsibilities
and rights

e. hearing and appeal procedures

oyee Performance Revi ews

m
=l

a. supervisor's responsibility

b. enployee's role

c. appeal of unfavorable reviews

Enpl oyee Gi evances

Staffing Levels

a. security
b. services

Cc. progranm ng




A. COPERATI ONAL AREA

Adm nistration - Comunicati on and Coordi nation

B. STATE STANDARDS

None directly applicable.

i

C.  MODEL POLICY AND PROCEDURE (Qutline Only)

[.C. Pol i cy:

Since the jail serves a public
function, it is inperative that
the adm nistrati on and enpl oyees
mai ntai n open lines of communica-
tion with the city residents and

news agencies. It is the desire
of this admnistration to encourage
public interest in the jail. The

Police Chief shall be responsible
for initiating and naintal ning
coordination with other jails,

| aw enforcenent and crim nal
justice agencies. The Chief and
the city solicitor shall evaluate
all witten contracts with such
agenci es.

Pr ocedur e:

1.  Communi cation with News Agencies

a.  newspaper
b. radio and television
c. other

2. Communication with General Public

3. Conmuni cati on and Coordi nation
Wih Oher Jaifs

4, Conmuni cati on and Coordi nation
WtTh Orher Law Enf orcenment
AQENCI €s




|.C. (cont'd.)

Conmuni cati on and Coordi nati on
wth Gher Cimnal Justice

Agenci es




A

OPERATI ONAL AREA

Adm nistration - Staff Training

B.

STATE STANDARDS

5120:1-10 18

(A) Each jail shall develop witten policies and pro-
cedures for the training of personnal assigned to
jail duty.

(B) All staff assigned to jail duty shall receive
trai ning which shall be conpleted within the pre-
scribed tinme period commencing with date of enploy-
ment, including:

(1) Reading and understanding all rules, regulations
policies, and procedures governing the opera-
tion of the facility (one week).

(2) Famliarization with the m ni num standards for
jails as established by the Bureau of Adult
Detention Facilities and Services and the rules,
regul ations, and other directives of the
governing authority (one nonth).

(3) Legal aspects of corrections (one nonth).

(5) Appropriate training in self-defense and
restraining techniques (three nonths).

MODEL POLI CY AND PROCEDURE (CQutline Only)

Policy:

Training of all personnel in
jail operations shall be an
ongoi ng process. Detailed
training objectives wll be
establ i shed based on specific
job tasks and applicable jai

st andar ds. Perfor mance standards
wll be established to neasure
the effectiveness of training
and to indicate areas where
further training is needed.




Qutsi de agencies wll be
utilized to suPpIenent i nhouse
resources. officers wll
be required to conplete 40 hours
of pre-service training since
it 1s unlikely they are
qualified to performtheir
assignnent duties effectively
Pon enpl oynent.  Thereafter,
officers MA|| receive 40 hours
training annually to maintain
and inprove skills.

Pr ocedur e:

1. First Day Orientation for
New O fi1cers

a. processing required agency
personnel formns

b. i ntroduction of staff
c. uniform issue
d. physical exam

2. Pre-Service Training/ One
V\éek

a. physical plant
b. policies and procedures nanual

c. mnimmstandards for jails
in Chio

3. On-the-Job Training

a. responsibility of supervisor

b. responsibility of training
of ficer

C. inplenmentation of policies
and procedur es.

d. report witing

4, In-Service Training

a. mandatory

(1) self defense and
restraining techniques

.D. (cont'd.)




10.

(2) basic Red Cross
training

(3) legal aspects of
corrections

NOTE: The National Sheriff's
Associ ation's Trai ning Manual
w |l be used.

b. Suggested

(1) Chio Peace Oficer's
Trai ni ng Acadeny courses

(2) college and technical
school courses

(3) advanced Red Cross

Probationary Period Exam nation

Pre-pronotion Trai ning and
Exam nat | on

Supervi sor Annual |In-Service
Tral ni ng

Attendance at Sem nars, Wrk-
shops, and Conferences

a. in state
b. out of state

Menber shi ps in Professional
O gani zat1 ons

Exceptions or Waivers from
Mandat ory Tral ni ng

[.D. (cont'd.)




A OPERATI ONAL AREA

Admission of Prisoners - ldentity of Escorting O ficer

B. STATE STANDARDS
5120: 1-10-01

(A) Each jail shall develop policies and procedures
governing the reception, orientation, and release
of prisoners.

(©Q The arresting or commtting officer shall be posi-

tively identified and duly authorized to make the
comm t ment .

C. MODEL POLI CY AND PROCEDURE
[1.A Pol i cy:

Whenever a person i s brought
to the Buckeye Gty Jail for
hol di ng, the officer who
acconpani es the person, if

not a Buckeye City police
officer, wll be properly
identified by the dispatcher
before custody can be accepted.

Pr ocedur e:

1. Re%uest: If the escorting
offrcer is not a Buckeye
Gty police officer, the

di spatcher will request to
see identification.

2. Proper |.D.: The dispatcher
may consider the follow ng
as proper identification

a. badge and photo |I.D. from
a nei ghbori ng suburban
pol i ce departnent who has
a contract with the
Buckeye Gty Jail.




b. photo I.D. fromthe Chio
Adult Parole Authority. The
U . S. Bureau of Prisons,
county and nuni ci pal probation
officers, or the County
Sheriff's Departnent.

C. badge and photo |I.D. from
the Chio State H ghway
Patrol .

d. badge and photo |.D. from
t he Federal Bureau of
| nvestigation or Bureau
of Al cohol, Tobacco and
Firearms or U S. Border
Patrol of the Inmgration
and Naturalization Service.

3. Refusal: If the escorting
offrcer refuses to show any
identification, the dispatcher
wll refuse to accept the
prisoner and direct the
escorting officer to take
the prisoner to the Chio
County Jail. If the escorting
officer refuses to | eave the
prem ses, the dispatcher will
contact the Shift Supervisor
by radi o and request the
supervisor to come to the
Police Department to resolve
the difficulty.

4. Recordi ng: [f a person
refuses to produce identifica-
tion, the dispatcher will make
a full report of the incident
on a standard report form and
transmt one copy of that
report to the Chief.

l.A (cont'd.)




A CPERATI ONAL AREA

Admi ssion of Prisoners Docunentation for Legality of Custody

B. STATE STANDARDS

5120: 1-10-01

(B) Reception of all conmtnents by proper authority
requi res documentation as prescribed by |aw.

k
"

C___ MODEL POLI CY AND PROCEDURE

II.B. Policy:

No person shall be admtted
into the custody of the Buckeye
Gty Jail unless the reasons for
processing or detention are
clearly and legally docunented.

Pr ocedur e:

1. On-Sight Arrests: If a
person 1s arrested on-sight
during the conm ssion of a
crinme by Buckeye Gty Police
O ficers, the 'dispatcher
shal | request a warrant
signed by the arresting
of ficer.

2. Arrest Warrants: If a
person I's brought to the
jail by Gty Police COfficers,
County Sheriff's Deputies,
or others after having
been arrested on a warrant,
the Dispatcher will request
to see the warrant and wll
record the warrant nunber,
the issuing court, and the
reason in the Jail Log.
(For exanple, "warrant
#0717869, U S. District
Court, espionage.) The
tine in and the nanme of the
arrestee (if known) wll also
be recorded.




[1.B. (cont'd.)

Conmmi t ment  Papers:  Persons

may be sentenced to the Gty

Jail for up to three days by

the Miunicipal Court. In such
cases, a conmtnment order

signed by the judge wll be

the only docunentation acceptable.
(NotE: for prisoners serving
sentences intermttently on
weekends, the conmm tnent order
wll be filed in the "weekender"
file when the prisoner first
aﬂpears. On subsequent weekends
the prisoner's name wll suffice
and the officer will sinply check
t he "weekender" file to verify
the conm tment.)

O her Docunents:  On occasion
such agencies as the Adult

Par ol e&Aut hority, the Chio
County Probation Departnent,
and others may wish to use the
Gty Jail to tenporarily detain
a suspect in transit or during
I nvestigati on. In such cases,
t he dispatcher or the jai
officer shall review all docu-
ments pertaining to the
detention. In the event of
questi onabl e docunentati on,
the shift conmander wll be
notified and w Il decide

whet her or not to accept the
prisoner.

Ref usal : |f the escorting officer
I's unable to produce valid conmmt-
ment docunents, the admtting
jailer will refuse to accept
custody of the prisoner.

Filing: Wen a prisoner has
een accepted into custody, the
docurments will be filed in that

month's "Received" file by date
in chronol ogi cal order.

Recordi ng: Each new adm ssi on
Wi TT be recorded in the Adm ssions
Book, noting nanme, date, tine,

commtting or arresting authority,
and reason for detention.




A OPERATI ONAL AREA

Adm ssion of Prisoners - Condition of Prisoner

B. STATE STANDARDS

5120: 1-10-01

(D) (16) Booking records shall include apparent nental and
physical condition.

(G No prisoner shall be admtted in a state of uncon-
sciousness w thout documented approval from a
l'i censed physician.

C. MODEL POLI CY AND PROCEDURE

[1.C Pol i cy:

It is the policy of the Buckeye
Gty Jail that no person will be
admtted to the jall in an
unconsci ous state and that any
evidence of illness or injury
wll be given pronpt attention
by nedi cal personnel prior to
the acceptance of custody.

Pr ocedur e:

1. Cbservation: The jail
offircer-wll carefully
observe the physical -
condi ti on and behavi or
of the(frisoner bei ng

admtte
2. Serious Injury: If the
Injury, 1llness, or

enotional state of the
prisoner appears serious,
the jail officer will:

a. Refuse acceptance of
custody and direct the
arresting officer to
seek medical attention
for the prisoner:




3.

b. Not accept custody until
the arresting officer
provi des docunentati on
of prisoner's nedical
treat nent.

Intoxicated: |f the prisoner's
behavior appears to be affected
by the use of drugs or alcohol,
the admtting jailer shall
follow the steps in Procedure

Mnor Injury: If the prisoner's
Injury appears minor in nature:

a. The jail officer will notify
the shift commander prior
to accepting the prisoner.

b. The shift conmander will
carefully observe the
prisoner's injury(s) and
determ ne the need to call
the Fire Departnent Enmergency
Medi cal Squad.

Approval:  Until the Enmergency
Vedr cal Squad exami nes the
prisoner for acceptance, the
jail officer will not accept
custody of the prisoner and
will direct the escorting
officer to remain with the
prisoner in the booking area.

Refusal: If after exanination,
the ErrergencK Medi cal Squad
determ nes that the prisoner
should not be admtted into
custody, the jail officer

wi |l refuse acceptance and
return the conm tnent docu-
nment(s) to the escorting

of ficer.

Recording: Any incident which
results 1n the refusal of

adm ssion will be noted by the
jail officer in the Jail Log.

Medi cal Records:  Any medical
records received by the jail
officer will be placed in the
prisoner's medical file.

[1.C (cont'd.)




A OPERATI ONAL AREA

Adm ssion of Prisoners - Frisk Search and Confiscation of
Prisoner Personal Property

B. STATE STANDARDS
5120: 1-10-01

(H During adm ssion, every prisoner shall be properly
frisk-searched, and all unauthorized itens will be
properly confiscated, recorded, and secured.

(R No prisoner shall be permtted to possess any form
of nmoney while in confinenent.

(S) An itemby-iteminventory of all personal property
with a detailed objective description of each item
shall be listed on each property fol der

(1) Money taken from the prisoner shall be counted
in his/her presence.

(2) The prisoner's signature shall be affixed to
the conpleted inventory.

(3) Al property not returned to the prisoner shal
be carefully secured.

C.__ MODEL POLI CY AND PROCEDURE

[1.D. Policy:

In an effort to prevent the

i ntroduction of contraband into
the jail, yet respecting the
persons and their property, al
arrestees and new prisoners wll
be subject to a frisk search

bef ore being placed in a hol ding
cell, even where the escorting
of fi cer may have searched the
person before comng to the
jail.




Pr ocedur e:

1. Frisk Search

a.

Position: The jail

of ficer conducting the
booki ng process w | |
instruct the prisoner
to take the standing
wal | position, unless
the officer has strong
reason to believe that
the prisoner is likely
to attack or draw a
weapon, in which case
he will instruct the
prisoner to kneel and
pl ace hands on top of
head, |acing fingers.
The jail officer wll
stand behind the pri-
soner and grasp the
prisoner's fingers and
hair with one hand, con-
ducting a pat search
with the other.

NOTE:  The fenale

di spatcher shall conduct
the search of femle
prisoners.

Search:  The step-by-step
search procedure specified
in Appendix A of this
Manual will be used.

2.  Confiscation of Personal Property

a.

Renoval :  During the
search, the jail officer
w |l confiscate al
personal property which
the prisoner may have
been carrying, e.g., noney,
all contents of prisoner's
ockets, outerwear (coats,
ats, jackets) and other
items not part of pri-
soner's personal clothing
(purses, jewelry, etc.)

[1.D. (cont'd.)




[1.D. (cont'd.)

| nventory: Each item w |

be described on the face of

the property envel ope al ong
with the date, tine, prisoner's

name and jail officer’s
initials.

Money: Money will be counted
n the prisoner's presence
and the total anount noted

on the envel ope.

Si?nature: The prisoner

W e asked to sign and
date the envelope. If the
prisoner refuses to sign,
the jail officer will so
note on the envel ope and
secure another staff nenber
(di spatcher or other officer)
to witness this fact. The
other staff nenber wll sign
his nane, record the date
and tinme on the envel ope
next to the notation
“prisoner refused to sign."

Envelope: The itens wll
be placed in a property

envel ope or, if too Iarge
for the envel ope, tagged.

Storage: The jail officer
W secure the prisoner's
property envel ope and | arger
tagged 1tens in the grey

cabinet in the property
room

NOTE: A prisoner whose
stay is likely to be short
(see Procedure |.F.) may
keep his cigarettes and

mat ches and may snoke in
the hol ding cell unless

the jail officer has reason
to believe the prisoner may
use these to harm hinself,
ot her persons or jail

property.




Contraband: If, during the
frisk search, the jail officer
di scovers contraband, the

procedures set forth in IV.E
of this Manual wll be
followed Wwth regard to con-
fiscation, recording and

preservation of the contraband.

. D.

(cont'd.)




A CPERATI ONAL AREA

Adm ssion of Prisoners - Tel ephone Calls

B. STATE STANDARDS

5120:1-10-01
(E) Upon their reception and request, all persons to be
confined in a local jail shall be permtted to com
plete tel ephone calls to:
(1) Retain an attorney.

(2) Contact a person of their choice.

2.  MODEL POLI CY AND PROCEDURE

[l.E. Pol i cy:

Al persons admtted to the
Buckeye City Jail wll be

gi ven every reasonabl e oppor -
tunity to contact persons
who may assi st in securing
bail or |egal counsel and
who may need to be inforned
of the prisoner's detention.

Procedur e:

1. Nunber and Frequency of
CalTs: Newy admited
prisoners shall be allowed
to use the booking room
t el ephone after being
frisk searched (Procedure
[1.D.). The jail officer
may use his or her
di scretion in deciding
how many and how often
t he new prisoner nmay
use the tel ephone, except
t hat every prisoner nust
be allowed at | east two
conpl eted calTls.




5.

Access: The tel ephone in
the booking roomis to be
used or, it the booking room
phone i s unavail able, the
phone in the interview room

Monitoring: The jail officer
may Tirsten to the prisoner
but may not nonitor the

call from an extension

Long Di stance: If the
rrsoner W shes to nmake a
ong distance call, the

officer wll first explain
that the charges on such

a call nust be reversed.

[f the prisoner consents,
the jail officer will dial
the call for the prisoner
and instruct the operator
to reverse the charges.

No Contact:

a. |If after severa
attenpts the prisoner
fails to reach either
of the called parties,
the jail officer wll
continue with the booking
process and will allow
the prisoner to nake
additional attenpts
periodically during the
rest of the booking
sequence.

b. If after the booking
process is conplete,
the prisoner has been
unabl e to conpl ete any
tel ephone calls, the
jail officer will record
this fact in the log for
the attention of the
followng shift or the
attention of the officer
who transports to the
County Jail.

[1.E. (cont'd.)




Prisoners remaini ng

at the Buckeye Gty Jai
will be allowed to place
addi tional calls as soon
as practical after being
astgned to a regul ar
cell.

[1.E. (cont'd.)




A OPERATI ONAL AREA

Adm ssion of Prisoners - ldentification

B. STATE STANDARDS
5120: 1-10-01

(D) A booking and identification record shall be nade of
every commtnent. Such records/|.D. shall include
the lollowing information:

(1) Time and date of comm tnent.

(2y Name and alias.

(3y Oficial charge or charges.

(4 Authority ordering conmtnent.

(5) Date of birth

(6) Race.

(7)  Sex.

(8) \eight and height.

(9) Home address and phone nunber.
(10) Marital status.

(11)  Spouse/ next of Kin.
(12) The person to notify in case of an emergency.
(13)  Enpl oyer, place of enploynent, and phone number.
(14) Social security number.
(15) Personal physician and any special nedical needs
(16) Apparent mental and physical condition.

(17) Qher identifying characteristics (e.g., scars
and marks).

(18) Prisoner identification by photograph and/or
|.D. bracelet to be issued during reception

(a) Photographs and/or |.D. bracelets are not
required for prisoners detained four (4)
hours or |ess.




[1.F. (cont'd.)

MODEL PCLI CY AND PROCEDURE

Cl.F Pol i cy:

Each person taken into
custody will be identified
bﬁ a photograph. Persons
charged with felonies

shall also be fingerprinted.

Procedur e:

1. Photographs: The jail
officer shall take one
phot ograph of each
prisoner being admtted.
The jail officer shall:

a. Prepare the 1.D
card wwth the date and
time of adm ssion and
the prisoner's nane.
(NoTE:  The cards have
been nunbered sequentially
in advance. The prisoner’'s
nunber is taken fromthis
card. Care nust be used
in fiIIin% out the card
so that the sequence
I's not broken.)

b. Instruct the prisoner
to stand on the taped
l'ine behind the card
and face forward.

c. Check the canera to be
sure thereis film a
fresh flash cube, and
that the lens cap is
renoved

d. Take one full face
phot ogr aph of the
prisoner.

e. Renove the Polaroid
film allowit to dry
for 30 seconds, and
t ape the devel oped
Bictyre onto the

ooki ng card.




I1.F.  (cont'd.)

Fingerprints: The jail
officer wlT take three
conpl ete sets of finger-
prints for all felony
prisoners.

a. The first set will be
attached to the Booking
Card and subsequently
?!Fced in the prisoner's

ile.

b. The second set wll be
on the FBI Uniform
Crime Reporting Card and
pl aced in the outgoing
mai | slot after the
adm ssions process is
conpl et e.

C The third set will be
forwarded to the detec-
tive section via inter-
office mail to be
subsequently sent to
BCl .

Booking Form  The standard
booking Tormused in the
Buckeye Gty Jail is reproduced
in Appendix J.1l.a of this
Manual . After the prisoner
has been photographed and,

in some cases, fingerprinted,
the officer will use the
documents collected in II-B.
and interview the prisoner
in order to conplete the
booki ng form




A OPERATI ONAL AREA

Adm ssion of Prisoners - Determ nation of Bai
Probabl e Length of Stay

St at us and

B.  STATE STANDARDS

Ceneral ly see standards relating to reception

C._ MODEL POLI CY AND PROCEDURE

.G Pol i cy:

The Buckeye Gty Jail is

a tenporary holding facility.
It is our policy to release
every m sdenmeanant prisoner
who I1s likely to appear for
their court hearing and
felony prisoners 0 neet
the court's release require-
ments. Those who are unable
to be released on their own
recogni zance and cannot post
bail will be transferred to
the Chio County Jail as soon
as possible if their stay is
likely to exceed 72 hours.

Pr ocedur e:

1. Bai | / Bond St at us

a. Felony prisoners:
Persons charged wth
at | east one felony
of fense nust have a
bond set by the
aﬁpropriate court.
The jail officer
shall initiate release
procedures II1.A onl
If the arrestee is able
to nmeet the rel ease
requi rements established
by the court.




[1.G (cont'd.)

b. M sdemeanant prisoners:

(1) Recogni zance - Persons
charged with ms-
demeanor of fenses may
be rel eased on their
own recogni zance if
the jail officer
det erm nes they
neet the criteriain

Appendi x

(2y Cash bail - If a
person is not eligible
for release as noted
in (1) above, the
jail officer wll com
pare the charge(s) to
the bail schedule
posted on the booking
room door. The
schedul e specifies
t he amount of bai
to be inposed on
particular m s-
denmeanor of f enses:

(a) Charge is not
l'isted on bail
schedul e; proceed
wth #2 of this
procedure.

(b) Charge is listed;
determne if
arrestee has nec-
essary cash on his
person. If so,
proceed to III.A,
If not, proceed
to (3) of this
procedure.

(3 Third party bail - Third
party bail takes two forns;
cash brought to the jail
on behalf of the arrestee
or surety bond posted by
a licensed bonding agent.
|f the arrestee does not
possess the necessary
anount of cash, the
officer will determne




[1-G (cont'd.)

whet her there are
persons contacted by
the arrestee who wll
come to the jail to
post cash or surety for
the arrestee.

(a) If it is reason-
ably clear that
soneone will post
bail for the
arrestee within
24 hours, proceed
to Il.M for
tenporary cell
assl gnment .

(b) If it is unlikely
that the arrestee
wll be able to
secure assistance
In posting bail
within 24 hours,
proceed wth Step #2
of this procedure.

Probabl e Length of Stay:

In order to determne the
probabl e I ength of stay
for a new adm ssion not
able to be rel eased

within 24 hours of booking,
the followng factors w |
be taken into account:

a. The charge.

b. The day of the week
admtted to the jail.

c. |If a convicted ms-
denmeanant, the l|ength
of the sentence.

If it is doubtful or

unli kely that the prisoner
wll be released wthin

4 hours, the jail officer

will proceed wth Il.H

|f the prisoner's stay

w |l exceed 72 hours, the

jail officer wll initiate
Procedure 111.B.




[1.G (cont'd.)

Transfer: If it later
becones clear that a
prisoner's stay wll
exceed 72 hours, the shift
supervisor on duty wll
initiate Procedure 111.B.
and transfer the prisoner
to the Chio County Jail.

NOTE:  The di spatcher on

the third shift shall review
all active booking cards
dail¥ and leave a list for
the first shift supervisor
noti ng an% prisoner (s)

who w || be exceeding the

72 hour limt wthin

the next 24 hours.
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A, OPERATI ONAL AREA

Adm ssion of Prisoners - Shower/Del ouse and |ssuance of
Beddi ng/ C ot hi ng/ Hygi ene |tens

.
‘

B. STATE STANDARDS
5120: 1-10-01

(J) Immediately after admssion, every prisoner who is

in need, shall be bathed, showered and del oused in a

manner approved by a physician.

(K) Each prisoner's clothing needs shall be evaluated at

reception (e.g., heavily soiled, vermn infested)

and clean clothing provided, if necessary.

(L) A bed, mattress, blanket, towels, and soap shal
provided to all prisoners confined overnight.

(M Any prisoner not having articles for maintaining
personal hygiene (e.g., toothpaste, toothbrush,

be

deodorant, fem nine hygiene itens) shall have them

provided to hinher by the confining authority.

C.  MODEL POLI CY AND PROCEDURE

[1.H Policy:

To protect the health of the
prisoners and staff and to
preserve the cleanliness of
the jail, all persons whose
stay in the city jail wll
exceed 4 hours wll be
required, if necessary, to
shower and/or change 1nto

cl ean cl ot hes provided by
the city jail.

Pr ocedur e:

1. Det erm nat i on:

a. |f the prisoner and
his clothing are
reasonably cl ean and
odor free, the jai
officer wll proceed
wWth #6 in this
procedure.




2.

b. If the prisoner has
a noticeably disagree-
abl e odor about his
person, the jail officer
wll initiate shower
procedures in Step #2.

c. |If the prisoner's
clothes are soiled, wet,
or of questionable condi -
tion, the jail officer
wi |l provide clothes as
outlined in Steps #4 and
#5 of this procedure.

Instruction: The jail officer
WTT grve the prisoner del ousing
soap, shanpoo, and a towel and
instruct the prisoner to enter
t he shower room disrobe, shower,

dry and redress. |f a prisoner
nust be strip searched, refer
to Procedure Il.1. before pri-

soner dresses.

Surveil | ance: VWiile the
prisoner 1s disrobing,
showering and dressing, the
jail officer will remain
out si de the shower room

unl ess he has reason to
bel1eve that the prisoner
may attenpt to harm hinsel f
or hide contraband in or on
his person. In such cases,
the jail officer wll
visual |y observe the pri-
soner di srobing and search
the prisoner's clothes
while the prisoner showers.
(NOTE:  If the jail officer
I's not of the same sex as
the prisoner, the officer
wll either seek a tenporary
repl acement for the shower
procedure or dispense with
t he shower procedure if a
staff nenber of the sane sex
as the prisoner will be on
duty in the jail in the
next 24 hours.)

H

(cont'd.)




Cean Cothing: After the
prisoner has showered, the
prisoner will redress in his
own clothes unless:

a. The clothes are so
soiled as to negate the
pur pose of the shower; or

b. The clothes are necessary
as evidence in the investi-
gation and prosecution of
prisoner (applicable only
to those Prlsoners bei ng
admtted tollowng arrest);
or

c. The clothes are torn or
ot herwi se damaged severely;
or

d. The clothes are soaking wet.

| f any of the above conditions
exist, the jail officer wll
give the prisoner clean, dry
pants and shirt from anong

t hose kept on the shelves in
the property room adj acent

to the shower.

Prisoner Clothing: If the
prisoner’s clothing is
renoved, it wll be tagged
and stored as specified in
I'l.D. (If the clothes are
renoved for investigative
purposes, they wll be tagged
and stored in accordance wth
Procedure 16-A of the Police
Departnment |nvestigative
Manual . )

Beddi ng and Linens: The
Jail officer wll obtain
and give the following to
all prisoners who will be
confined overnight:

a.  One Towel
b. One Washcl ot h

[1.H (cont'd.)




c. One Bl anket
d. One Mattress

(NOTE:  The beddi ng
must have been cl eaned
prior to its reissue.)

Personal Hygiene Itens:, The
Jall officer wll obtain a
personal hygiene kit and be
sure it contains the
followng items before

giving it to the prisoner:

a. Toot hbrush
b. Toot hpaste
c. Soap

d. Fem nine hygiene itens
(as appropriate)

e. conb

f.  Deodor ant

[1.H (cont'd.)
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A. OPERATI ONAL AREA

Adm ssion of Prisoners - Strip Search

B. STATE STANDARDS
5120: 1-10-01

(1) Prisoners whose present or prior behavior indicates
that they are likely to be concealing contraband or
a weapon, shall be strip-searched prior to being
placed in the confinement area. Any prisoner not

strip-searched shall be housed in an area separate
from those who have been.

(1) A strip-search shall be conducted in a manner
that preserves the dignity of the prisoner

(2) A strip-search shall be conducted by designated
personnel of the same sex.

(3) A strip-search shall be conducted in a
desi gnated non-public area.

(4) A detailed record shall be made of all unusual

findings (e.g., cuts, bruises, body vermn,
needl e scars, and other injuries).

C. MODEL POLI CY AND PROCEDURE

[1.1. Policy:

Strip searches are a necessary
procedure for the maintenance
of security. The strip search
w Il be done with the greatest
degree of dignity possible for
the prisoner and by a jai

of ficer/dispatcher of the sane
sex. No personal remarks w ||
ever be nmade regarding the
prisoner's person or physical
characteristics.




[1.1. (cont'd.)

Pr ocedur e:

1. Deternmination: The jai
officer wll review the
prisoner's record to deter-
mne if a strip search is
warranted. Prisoners whose
present or past charges
Include drug related or
weapons charges, or who
appear to be under the
i nfluence of drugs, shal
be showered and strip
sear ched.

2. Instruction: Wen the
prisoner has conpleted
showering, the jail officer
wi Il instruct the prisoner
to step into the strip
search room

3. Explanation: The strip
search procedure will be
expl ained to the prisoner
so that the prisoner is
aﬁprised i n advance of
the necessity for the search
and how it wll proceed

4,  Conduct: The jail officer
W TT conduct the striﬁ
search according to the
exact procedures as set
forth in Appendi x B.

5. Refusal:. If the prisoner
refuses to submt to a
strip search, the jail
officer wll attenpt to
verbal |y persuade the pri-
soner and, failing that,
the officer will;

a. issue the jail clothing;

b. lock the prisoner in
Cell 3, 4, 5, or 6.

c. hote the incident in
the Jail Log;




and arrange for increased
surveil l ance of the pri-
soner; and,

e. prepare an incident report.

(NOTE:  The Chief of Police

w Il review the incident report
within 24 hours and determ ne
whet her to transfer the pri-
soner to the hospital for the
purpose of a body cavity
search in accordance wth
Procedure V.D.)

Cont r aband: [f during the
strip search, the jail officer
di scovers contraband on the
prisoner's person, he wll

a. renove the contraband and
place it on the bench in

t he room
b. issue the jail clothing
(see Procedure Il.H);
c. lock the prisoner in

Cell 3, 4, 5, or 6;

d. process the contraband in
t he manner prescribed in
V. E

Conti nuati on: [f the prisoner
consents to the strip search
and if no contraband is found,
the jail officer wll continue
wi th the adm ssions process as
outlined in II.H #4.




A OPERATI ONAL AREA

Adm ssion of Prisoners - Prisoner Handbook

B. STATE STANDARDS
5120: 1-10-01

(0) During adm ssion, every prisoner shall be given a
copy of the jail rules and regul ations governing
prisoner conduct or have the rules explained to
hi m her by staff.

(1) The rules and regulations shall be given to or
explained to prisoners who are intoxicated when
they becone reasonably coherent.

(P) The prisoner shall sign to verify that he/she under-
stands the rules and regul ations.

C_ MODEL POLI CY AND PROCEDURE

[1.J. Pol i cy:

In order that all prisoners
confined in the Buckeye City
Jail are infornmed of their
responsibilities and rights
and of the expectations on

t heir behavi or, each prisoner
whose stay is likely to
exceed 4 hours will be given
a copy of the "Buckeye City
Jail Prisoner Handbook."

Pr ocedur e:

1. Handbook: The jail officer
WTT give a copy of the
Pri soner Handbook to the
neWwy admtted prisoner
pointing out to the pri-
soner the sections on rules
and privileges.




[1.J. (cont'd.)

Recei pt Form  The jail
officer wll obtain the
signature of the prisoner
on the "Receipt of Hand-
book" Form verifying that
t he prisoner has received

t he handbook and can under-
stand the rules.

Non- Readers:  The jail

officer nust determ ne whether
the prisoner is able to read
by questioning the prisoner

IT the jail officer suspects
that the prisoner cannot read,
he wi Il request the prisoner
to read the cover of the
Prisoner Handbook. If it is
then clear that the prisoner
cannot read, the jail officer
w |l read aloud the section of
t he Handbook on rul es and
penalties to the prisoner.

The jail officer will note on
the *' Receipt of Handbook" form
that the reading took place,
then obtain the prisoner's
signature as specified in

Step 2., above.

Under the Influence: If a
prisoner has been admtted

who is tenporarily intoxicated
or under the influence of

al cohol or drugs (see also
procedure, "Condition of
Prisoner Being Admtted"),

the jail officer will note

in the Jail Log, for the
attention of the staff on the
next shift, that the prisoner's
condi tion prevented the
execution of the "Receipt of
Handbook" Form It will then
be the responsibility of the
jail officer on the next

shift to seek the proper
execution of the Form




A OPERATI ONAL AREA

Admi ssion of Prisoners - Prelimnary Health Screening

B. STATE STANDARDS
5120: 1-10-01

(F) A prelimnary health evaluation record shall be com
pleted on all prisoners upon adm ssion and prior to
being placed in the general population to determne
if the prisoner is experiencing any serious physical
or nental disorder; and, in the event such a condi-
tion appears to exist, appropriate treatnment will be
provi ded prior to confinenent in accordance with the
nmedi cal and health care plan found in Rules 5120: 1-8-
09(B) and (C) of the Admnistrative Code.

5120: 1-10-09
(© The receiving officer shall conPIete a prelimnary
heal th eval uation record for all new adm ssions
including but not limted to:

(1) Current illnesses and health problens including
those specific to wonen.

(2) Medications taken and special health require-
ment s.

(3) Screening or other health problenms designated
by the responsible physician.

(4) Behavioral observation, including state of
consci ousness and nental status.

(5) Notation of body deformties, trauma marKkings,
brui ses, |esions, ease of nmovenent, jaundice.

(6) Condition of skin including rashes and
I nfestations.

(7) Disposition, if applicable.

(8) Document referral of prisoners to qualified
medi cal personnel for energency treatnent.




[1.K (cont'd.)

MODEL PCOLI CY AND PROCEDURE

. K Pol i cy:

Those prisoners whose |ength
of stay in the Buckeye Gty
Jail wll exceed four hours
will be screened for physical
and enotional problens In
order to identify those
prisoners whose condition
may represent a threat to the
health of the jail staff and
prisoners and to the health
of new prisoners.

Pr ocedur e:

1. Cbservations: The jail
officer wll obtain a
Prelimnary Health
Screening Form (see
Appendi x J.1.b.) and
w || observe the
prisoner answer
questions |-11 on the
form

2. Interview The jail
officer will then question
the prisoner, using the
formas a guide.

a. |If the prisoner does
not know the answer to
a question or have the
necessary infornation,
the officer will sinEIy
wite a question mar
next to that itemon
the form

b. If the prisoner refuses
to answer any particul ar
question or refuses to
give information for the
entire screening, the
officer wll:




3.

[1.K (cont'd.)

(1) fill out those
portions of the form
whi ch can be filled
out w thout the
prisoner's cooperation
(e.%i, nane, date,
wei ght, etc.) and;

(2) note on the form
"Refused to answer”
and initial the form

Further Exam nati on:

a.

Condition: If the jail

of ficer who conducts the
prelimnary health screening
suspects that the prisoner
may have:

(1) a communi cabl e disease,

(2) epilepsy, a heart condi-
tion, or another condition
for which continued
nmedi cation is necessary,
or

(3) an enotional condition
whi ch may make further
exam nation advisabl e,
the jail officer wll
pl ace that person in an
unoccupi ed cell, pre-
ferably Cell 1 or 2,
notify the shift com
mander on duty, and
describe the prisoner's
condition to him

Commander:  The shift
commander may order that
t he ﬁrisoner be transported
to the hospital, that the
| ocal energency squad be
sunmmoned to the jail

i mredi ately, or that the
Fire Departnent's para-
nmedi ¢ on duty be asked to
check the prisoner within
the next 24 hours.




Surveillance: \Wen any
of the above conditions
exi st, the surveillance
schedul e noted in
Procedure IV.A wll be
increased to 20 m nute
intervals.

[1.K (cont'd.)




A, OPERATI ONAL AREA

Adm ssion of Prisoners - Juveniles

B. STATE STANDARDS
5120: 1-10-01

(Q During adm ssion, no {uvenile shal | be placed or
allowed to remain in the sane cell or roomwth
adult prisoners.....

5120: 1-10- 04

(A) Juvenile fenale and male prisoners shall be housed
conFIeter separate by sight, sound, and touch from
adult prisoners at all tines unless otherw se
specified by court order.

C. MODEL POLI CY AND PROCEDURE

[1.L. Poli cy:

It is the policy of the
juvenile court to detain
juveniles in the County
Juvenil e Detention Center
except when the juvenile
nust be detained by |aw
enf orcement agencies for
I nvestigation, or the
juvenile is being rel eased
Into the custody of his
parents.

Pr ocedur e:

1. Definition of a Juvenile:

Any person under eighteen
(18) years of age.

2. Tenporary Jail Detention

a. A juvenile may be
tenporarily detained
unti|l he/she can be
rel eased into the
custody of his/her




parents/ | egal guardi an
of the detention and
inform them that the
juvenile may be rel eased
Into their custody.

b. If a juvenile is arrested,

either on a warrant or on-

sight by a Buckeye City

Police Oficer, the Luvenile

wi |l be brought to t

Jail for booking only.
Those steps specified in
Il.A through Il1.D. and

II.F. will be perforned so
that the Police Departnent

w Il have a record of the
arrest, clearance, and
arrestee.

Housing: = Juveniles held
emporarily will be housed
in Cells la or b.

Transfer: As soon as
practical after the booking
Identification (IlI.F.) pro-
cess is conplete, juvenile
arrestees wll be transferred

e Gty

to the County Juvenile Detention

Center (see also I11.B.).

L.

(cont'd.)




A OPERATI ONAL AREA

Adm ssion of Prisoners - Cell Assignnment and d assification

B. STATE STANDARDS

5120: 1-10-02

(A) Each jail shall develop an appropriate classifica-
tion system

(1) The criteria to be used in the classification
system shal|l be assigned priority as foll ows:

(a) Sex.

(b) Age.

(c) Propensity for violent behavior.
(d) Mental/physical handicaps.

(e) Sentenced or unsentenced status.

(2) The criteria shall be inplenented to the naxi-
mum extent, consistent with the design and
capacity of the jail.

(© Prisoners shall not be confined with other prisoners
possessing characteristics markedly dissimlar to
their own provided that no discrimnation exists in
housi ng assi gnments based on race, color, creed,
national origin, or political belief.

5120: 1-10- 04

(A) Adult fermale, juvenile fermale, adult male, and juve-
nile male prisoners shall be housed conpletely
separate by sight, sound, and touch at all tines
unl ess otherw se specified by court order

C.  MODEL POLI CY AND PROCEDURE

[1.M Policy:

At all tines, female prisoners
will be separated from nale,
adults from juveniles, violent




prisoners from non-viol ent
prisoners, and whenever
possi bl e, pre-trial prisoners

Wil |

be separated from

sent enced.

Procedur e:

1.

Juveniles: Juveniles who
cannot be inmediately
transported to the County
Juveni | e Detention Center
or released will be housed
in Cell 1 and, if necessary
to separate sexes, Cell 2

Females: Al females
serving sentences shal

be transported to the

Chio County Jail. Pre-trial
females will be housed in
Cell 2.

Violent Prisoners: Any
prisoner wnose past or
Bresent charge(s) or
ehavi or indicate that
he/she is likely to "act
out " in a violent manner
shal | be housed by
hi nsel f/ herself in a cell.

Adult Ml es:

a. Pre-trial: Those adults
who cannot be rel eased or
transferred to the County
Jail will be housed in
Cells 3, 4, 5 and 6

b. Sentenced: Males serving
sentences wi ||, whenever
possi bl e, be housed in
Cells 1 and 2, if avail-
able, or Cells 5 and 6

Special Prisoners: Prisoners
w th medi cal and/or nental
heal th probl ens shall be
placed I1n the interview

room under constant observa-
tion pendi ng exam nation
and/ or transportation to
another facility.

[1.M (cont'd.)




[1-M (cont'd.)

Recor di ng: The cell assign-
nment mnli be recorded on
the prisoner's booking card.

Filing: The booking card
WTT %e checked for conplete-
ness and accuracy and be
filed in the D spatcher's
%Irice in the "In Custody"”
ile.




LA

A OPERATI ONAL AREA

Transfer and Rel ease - General Rel ease Procedures

B. STATE STANDARDS
5120: 1-10-01

(U Wen a prisoner is released to the custody of another
jurisdiction, the identity of the escorting officer
shall be verified.

(I The escorting officer shall sign a release authoriza-
tion for the prisoner.

W A true record shall be nade of the tine and date of
rel ease from confinenent, the authority by which
rel eased, and into whose custody the prisoner is
rel eased.

(X) Al prisoners being released or removed from confine-
ment shall be positively identified by a photograph
or I.D. bracelet.

(yy Al prisoners shall sign a receipt for property,
val uabl es, and cash returned to themat the tinme of

rel ease.
7) Any conplaint regardin ropert rn ed nust be
(2 naée iHDMKiting,gMAth gng|P|c %e I's of the
conpl ai nt .
5120: 1-10-05

(1) Consistent with Rule 5120:1-8-01(L) of the Adm nis-
trative Code, bedding, towels, and mattresses shal
be cleaned in a manner which is approved by | ocal

or state health officials prior to being reissued
to new adm ssions

F

C.  MODEL PCLI CY AND PROCEDURE
[1]. A Policy:

No prisoner of the Buckeye
Gty Jail will be rel eased
or transferred unless the
legality of the action is
clearly established and the




identity of the prisoner is
certain. The procedures
specified for release will be
followed in the prescribed
sequence.

Procedure: Ceneral procedures
applicable to all non-energency
transfers and rel eases:

1. Exam nation or Rel ease
Docunents: bBefrore any
Jall offrcer begins the
formal release processing,
the of ficer nust verify
the legality of the action
The determ nation may be
made in ways specified for
each type of release or
transfer as outlined in
Procedure 111.B. If the
jail officer has reason
to question the validity
of the docunents presented
for transfer or release,
the Shift Conmander wil|
be called or, in his

absence, the Chief of Police.

2. Booking Card: The jail
officer will remove the
booki ng card, noting on it
the date and tine of the
schedul ed rel ease or
transfer.

3. Detainer Check: The
jail officer or dispatcher
wll then make certain
that no detainers, holders
or warrants are pendi ng
whi ch m ght prevent the
rel ease or transfer by:

a. checking the prisoner's
booki ng card

b. ?hﬁcking the prisoner's
ile

C. checking NCI.C

[11.A (cont'd.)



[11.A (cont'd.)

If on a transfer, additiona
detai ners, holders or warrants
are di scovered (other than

t hose on which the instant
transfer is being nade) and,

if there is no indication of
the priority of those detainers,
hol ders or warrants, the Shift
Commander will be called (or

in his absence, the Chief of
Police) to resolve the conflict.

| f any rel ease detainers, holders
or warrants are discovered, the
jail officer will notifY by the
nost rapid nmeans possible
(teletyﬁ t el ephone, tele-

e agency from which
the deta|ner hol der, or
warrant was issued. If the
aﬂency_mnshes to take custody,

e prisoner will be returned
to his or her cell for 24 hours
to await pickup. (NOTE: |f
any prisoner has been incar-
cerated for three daK transfer
to County Jail wth ol d order.

Prisoner Notification: |f,

alT records are 1n order, the
jail officer will notify the
prisoner of the schedul ed date
and time of release or transfer

Processing: An hour before
fhe prisoner's schedul ed
rel ease or transfer tine,

the jail officer wll inform
the prisoner to prepare for
release or transfer. (If

no specific release tine is
noted on the authorizing
docunent, the prisoner

shal| be released at

7:30 a.m)

Verification of Prisoner's

[ dentity: The jail officer
W TT conpare the prisoner
with the picture on his
bOOkIU? card and revi ew ot her
identifying information on

the card to confirm proper
I dentity.




10.

Cell Belongings: The prisoner
Wil be told to gather his or
her personal bel ongings from
the cell (e.g., books, letters)
and the issued beddi ng and

t owel s.

Escort: The jail officer
WTT escort the prisoner to
t he booking area.

Laundry: The jail officer
wi 1T

a. Check the prisoner's
bedding and towels. If
any are mssing or danaged,
the rel ease process shal
stop and the prisoner
placed in a holding cell.
The jail officer wll
notity the Shift Commander
who w Il determne the
next course of action.

b. Place accounted for
beddi ng, towels and
Issued clothing in the
appropriate bins for
l aundry pi ck-up.

Pri soner Property: Al
prisoners berng rel eased
shall be issued their
personal property in the
foll ow ng manner:

a. The jail officer wll
secure the prisoner's
property envel ope and
tagged property from
the prisoner's | ocker
in the property room
and inventory the itens.
(Money will be counted
in the prisoner's
presence.)

b. The prisoner will sign
the property envel opes
to acknow edge recel pt
of all property and
money.

[11.A (cont'd.)




11.

12.

13.

EXCEPTI ONS

C If the prisoner is
being transferred to
t he custody of anot her
agency, Steps (a) and (b)
shall be followed, how
ever, the prisoner shal
not take actual possession
of his property. The
escorting officer shal
al so sign the inventory
acknow edgi ng recei pt
of the property.

Refusal to Sign: In the
event a prisoner refuses to
sign to verify receipt of
hi s property/ noney, the
jail officer will sunmmon

t he di spatcher or another
officer present to sign and
date the forn(s) w tnessing
the return of the listed

i tems.

Prisoner Conplaints: If
the prisoner wishes to com
plain in any way about

al l egedly mssing or
dana%ed property/ noney,

he shall be inforned that
the conplaint nust be nade
inwiting wwthin 48 hours
and addressed to the Chief
of Police. He shall be
provi ded paper, pencil, and
an envel ope and requested
to wite the conpl aint

I mredi at el y.

| dentity of Escorting

Oficer or Agent: In
transter of custody, the
identity of the person
into whose custody the
prisoner is being trans-
ferred nust be verified
by the jail officer.

[11.A (cont'd.)




14.

15.

16.

17.

[11.A (cont'd.)

Escort Rel ease Authori -
zation: WWien a prisoner
is being transferred to
anot her agency, the
escorting officer nust
sign a statenment accepting
custody of the prisoner.

Records Update:

a. Count sheet: The jai
officer wlTl note the
action on the count
sheet and subtract the
rel eased prisoner from
the count and note the
action (e.g., "tenporary
hospital " or "court hearing
out of county-tenporary")
in the Jail Log.

b. Files: Al enmpty propert
envelopes, tags, rgcePptsy
and other records wll be
placed in the prisoner's
file. The file will be
renoved from the "in custody
drawer to the "closed" files.

Cell and Mattresses ( eaning:
The JaiT offrcer shall arrange
for the prisoner's cell and
the mattress to be cleaned and
stored for reissuance by the
cust odi an.

Notification of Court:
When a prisoner 1s trans-
ferred (even tenporarily)
or rel eased, the agpro-
priate court will be
notified of the action by
the jail officer or

di spat cher tel ephoni ng
the Cerk of that Court
at the earliest possible
time, informng the

clerk of the date, '"time
and nature of the

action.




I'11.B.

A, OPERATI ONAL AREA

Transfer and Release - Authority for Transfer/Rel ease

B. STATE STANDARDS
5120:1-1001

(T) Proper and witten |egal authorization shall be
required prior to the release or renoval of any
prisoner from confinenent.

C.  MODEL PCOLI CY AND PROCEDURE

[11.B. Pol i cy:

The proper authority for

rel ease or transfer of a
prisoner is critical to the
protection of the public
and the mai ntenance of
security. No prisoner

wll be released w thout
such authority.

Pr ocedur e:

1. Pre-trial Rel ease:

a. Bail bond (via bonds-
men, cash, property or
ot her surety
bail bonds wi Il have
been posted wth the
Cerk of Courts and
the prisoner or his
representative wll
present to the dispatcher
or jail officer a signed
bai | bond notarized gy
the O erk.

b. Bond rel ease by court
(on recogni zance, condi-
tional release): The
court wll have nade an
order and the clerk wll
have prepared a bond,




which will be signed,
notarized, and presented
to the dispatcher or

jail officer.

D sm ssal of charges:
The prosecutor wll have
notitied the court of
the dism ssal and the
court will have entered
the dismssal onto the
docket. A copy of the
docket entry wll be
accept ed b¥ t he di spat cher
or jail ofticer as proof
of the dismssal.

2. Post-Trial Release:

a.

Acguittal: The court

W ave entered the
finding of not guilty on

t he docket and the

di spatcher or jail officer
wi || accept a copy of the
docket entry as authoriza-
tion for release. (In

ci rcunst ances where the
prisoner is returned to
the jail by a Buckeye
Gty Police Oficer who
reports a finding of not
guilty, the finding

shal | be verified by

t he dispatcher by calling
the Clerk of Courts or the
Prosecutor's Ofice. The
rel ease process may begin
on such verbal confirnation,
but actual rel ease nust
awai T a true copy of the
docket entry.)

Pl aced on probation: The
same authorrzafion as that
descri bed above will be
required to rel ease those
prisoners placed on
probation after conviction.

B

(cont'd.)




3.

C.  Paynent of fine: \Mhere
the prisoner has paid a
fine as specified-by the
Court upon conviction, the
Cerk wll have nade an
entry on the court docket
and w || have issued a
receipt. The docket
entry or the receipt
w |l be accepted as
authority for release.

d. Conpleted sentence: Each
day, the dispatcher on the
third shift will review
booki ng cards for al
sentenced prisoners and
will list all those to
be rel eased on the foll ow ng
day. The list will be used
as authorization for release.
(I'f any questions by officer,
attorneys, or prisoners
arise as to the proper date
of release, confirnation
w |l be sought fromthe
Cerk of the Court from
whi ch the prisoner was
sentenced.)

Transfer:

a. To another county or state
(@S wtness, defendant or
suspeci): A detainer, holder
or warrant will have been
| odged and the detainer
hol der or warrant (if not
expired% wll be used as
the authority for transfer.

b. To the Ohi o Departnent
of RehabiTi1tation and
Correction (To serve
SENTENCE Or return after
testifying): The court
whi ch sentenced the pri-
soner will have entered
t he sentence on the
docket and wi Il have
prepared orders to convey
the prisoner. |f an
officer, Sheriff's Deputy,
or attorney known to the
di spatcher or jail officer

B

(cont'd.)




[11.B. (cont'd.)

returns with the prisoner
fromcourt after sentencing
and verbally confirms the
state sentence, --the dispatcher
may verify the sentence with
the Cerk of the Court and
the jail officer may begin
the transfer process, but a
docket entry or orders to
convey will be necessary

for final transfer.

To Lima State Hospital (for

conpet ency eval uation or

after 1inding of 1 nconpetency
maing of fnsanity).

The court w11 _have prepared

orders to convey or the

probate judge w || have

I ssued orders to commt and

t he docunents will be used

by the jail officer as

authority for the transfer

To Mlitary authorities:
The miitary authorities

wi || have issued a "DD 363"
form specifying the dates
and reasons for transfer
and this formw ||l be used
as authority for transfer.

NOTE: In all above

I nstances, the jail officer
wll retain a copy of the
appropri ate docunent and

w |l place that copy in the
prisoner's file.




V. A

A OPERATI ONAL AREA

Security - Surveillance of Prisoner Quarters

B. STATE STANDARDS
5120: 1-10-03

(B) Direct, in-person surveillance of each prisoner
shal | be conducted on an irregular schedule, no
| ess than every sixty minutes. Hourly checks nust
be | ogged.

(c) Certain classifications and physical arrangenents
require increased docunented surveillance at inter-
vals to include but not be limted to every 15 to
20 minutes. Exanples of classifications and phy-
sical arrangenents requiring increased surveillance
are. suicidal, assaultive, escape risk, nentally/
enotionally disturbed prisoners, dormtory settings,
and bul | pen areas.

(F) Prisoners nust be able to verbally contact jail
staff at all tinmes. An audio communication system
shall be used when a staff person is not within
normal hearing distance of the prisoner.

C_ MODEL POLI CY AND PROCEDURE

[ V. A Pol i cy:

No person confined in the
Buckeye Gty Jail will be

| eft unattended for nore than
one hour. Per sons whose
condi tion or behavi or warrant
i ncreased surveillance wll
be identified and given

i ncreased surveillance in
order to protect the security
of the jall and the safety

of its staff and prisoners.




L.

Pr ocedur e:

Responsi bility: The

surveilTance of the pri-
soner living areas is to
be conducted bY per sons

assigned as follows:

a.  7:00 am to 3:00 p.m
shift: the designated
jail officer,

b. 3:00 p.m to 1:00 p. m
shitt: the designated
jail officer,

c. 11:00 p.m to 7:00 a. m
shitt: the designated
road officer.

Conduct:  Wen conducting

a tour of the living areas,
the officer wll visually
check the occupant of each
cell to confirmthe presence
of each prisoner and to be
sure no unusual events have
occurred (e.g., injury,

i1l ness, death, escape
attenpt, danmage to property).

Recor di ng: Each surveill ance
our w be noted in the
Jail Log by the person who
conducts it.

Special Surveillance: Pri-
soners who falT Tnto any

of the categories listed
bel ow wi | | be subject to

vi sual surveillance every
20 m nutes.

a. sui ci da

b. enotionally unstable

ée.g.t hallucinat02¥,
i soriented, exceedingly

fearful, rapidly changing
moods, extrenely depressed)
c. intoxicated

d. thought to be escape risks

[ V- A

(cont'd.)




e. physically ill awaiting
transportation to the
hospital or awaiting a
visit fromthe Fire
Departnent's paranedic.

Audi o Conmmuni cation: The
di spat cher shall nonitor

t he-cell areas for unusual
sounds or requests for
ener gency assi stance.

V. A

(cont d.)




|'V.B.

A. COPERATI ONAL AREA

Security - Prisoner Counts

B. STATE STANDARDS
5120: 1-10-03

(E) There shall be at least three official counts every
twenty-four hours (once per shift) during which each
prisoner's physical presence, novenent, or speech
shall be observed to verify his/her presence. A
record shall be made of such counts and signed by
the jail staff menber who observes the prisoner's
presence.

C. MODEL PQOLI CY AND PROCEDURB
[V.B. Pol i cy:

The constant influx and

rel ease of prisoners, the
short length of stay, and

the mxture of sentenced and
unsent enced prisoners requires
that an accurate and tinely
count of persons in custody

be mai nt ai ned.

Pr ocedur e:

1. Countsheet: A count-
sheet wTT be kept on a
clipboard hung inside the
door to the booking room

2. Mvenent: Al prisoners
(admssions and rel eases
and transfers) wll be
recorded on the count-
sheet (Appendix J.3.c.).
A new countsheet w Il be
started on each day at
t he beginning of the
7:00 aam to 3:00 p.m
shift.




Shift Change: At each
chancre, the jail officer
being relieved and the
relieving officer wll
bot h conduct a tour of
the cell areas to verify
the count.

|'V. B.




V. C

A COPERATI ONAL AREA

Security - Shakedowns/ Security Inspections

B. STATE STANDARDS
5120: 1-10-03

(G Al Jail Admnistrators shall establish a routine
procedure for thoroughly inspecting all facility
areas accessible to prisoners for contraband and
physi cal security on at |east a weekly basis.

Al so see | V. E

C.  MODEL POLI CY AND PROCEDURE

[V.C Policy:

For the protection of the
prisoners and staff, contra-
band nmust be identified and
removed fromall confinenent
ar eas.

Pr ocedur e:

1. Conduct: A facility
shakedown will be con-
ducted as outlined in
Appendi x C

2. Routine: Every seven
days, the Chief of Police
MAYI select three (3)

officers to conduct a

shakedown of the facility,

to include all areas in
whi ch prisoners have had
access during the prior
week.

3. Special:

a. Partial: \Wen a jail
offrcer suspects that
contraband may have
been introduced into
the jail, by a




IV.C. (cont'd.)

particul ar prisoner, that
officer may conduct a
partial shakedown in order
to discover the contraband.
Such shakedowns will cover
only that cell or cells

the suspect prisoner has
occupied. Any parti al
shakedown wi || be conducted
by two officers, one who

w || supervise the prisoner
standi ng just outside the
cell and the other to conduct
t he shakedown. (NOTE: Wil e
prisoners do not have the
right to be present during
a search of their |iving
quarters, it is the policy
of this Departnent that the
prisoners shall be afforded
this privilege unless the
granting of the privilege
may pose sone danger to the
officers involved.)

Total: If a jail officer(s)
suspects that contraband nay
be present in the jail but
does not have sufficient
information to narrow the
suspicion to the particul ar
prisoner, the Chief of Police
Wi ll be notified and may order
a total shakedown. A specia
shakedown of the entire con-
finement area wll proceed

as foll ows:

(1) three officers will be
assi gned,

(2 all prisoners will be
removed fromthe con-
finement area, frisk
searched and taken to
t he conference room

(3) one officer will super-
vise the prisoners in
t he conference room

two officers will conduct
a cell-by-cell shakedown.




IV.C. (cont

Reporting: Any contraband
ound during a special or

routine search wll be

handl ed in the manner pre-

scribed in IV.E. of this
Manual




I'V. D.

A OPERATI ONAL AREA

Security - Key Control

B. STATE STANDARDS

5120: 1-10-03

(M Al jails shall have a key control system This
system shal | include but not be limted to the
follow ng el enents:

(1) A key control center which is secure and
i naccessible to unauthorized persons at all
tinmes.

(2) An accounting procedure for issuing and
returning keys.

(3) A procedure for inmmediate reporting, and
repﬁlr&ng of any broken or nal functioning key
or |ock.

(4) A set of duplicate keys to be maintained in
a separate, secure place.

(5 Athird set of keys shall be kept at a |ocation
outside the jail.

(N In addition, the key control system shall include
but not be limted to the follow ng provisions:

(1) No prisoner shall ever handle keys used to
operate jail security |ocks.

(2) Keys operating |ocks to outside doors and/or
gates wi Il never be in the confinenent area.

(3) Emergency keys and keys to critical security
areas (e.g., arsenal) wll only be issued in
accordance with witten procedures established
by the Jail Admnistrator.

(4) Precautions simlar to those outlined above
shall be taken to ensure the security of al
non- key-operated | ocki ng devices (e.g., elec-
trical swtches, |evers).




V. D.

(cont'd.)

C

MODEL PCLI CY AND PROCEDURE

|'V. D.

Policy:

Keys are critical to the
security of the jail and, when
the el ectronic | ocking systens
fail, critical to the safety
of prisoners and personnel
Therefore, no keys to the con-
finement or booking area wil
ever |leave the faclility except
fhose stored el sewhere for
emer gency pur poses.

Pr ocedur e:

1.  Key lnventory:

a. The follow ng keys w ||

constitute an inside set
and will be kept on one

key ring: door to the
booki ng room doors to

cel |l bl ock areas; doors to
all cells: and, door to

the visiting room

b. The fol
constit
and wil
key rin

owi ng keys w ||

door to garage: and,
emer gency exits.

2. Location of Sets: The
follomﬁnﬁ set(s) of keys
wi |l be kept in each o
the follow ng |ocations
for the designated uses:

a. Dispatcher's office -

one inside set for use by

t he person ﬁerforning
duties as the assigned
jail officer (see pro-

cedures bel ow for issuance

and return).

I

ute an outside set
| be kept on one

g: electronic door
to the [obby; electronic




3.

safe: one inside and one
outside set by the Chief in
case of emergencies or

in normal performance of
Chief's duties.

c. Ofice of the Buckeye Fire
Chief: one inside and one
outsi de set for energency
use only.

| ssuance:  The di spatcher will
ISSue Keys to the jail officer
when the officer reports for
duty at 7:00 a.m The officer
assigned to the jail and each
subsequent officer so assigned
W ll turn in the set of keys
to the dispatcher at the end of
the shift. Only in enmergenc
situations will assigned jai
officers transfer keys directly
from one to another.

Control: If the officer to
whomthe jail-keys have been
i ssued nust, for whatever
reason, |eave the {ail during
his or her shift, the keys
wll be turned in to the

di spat cher.




V. E.

A OPERATI ONAL AREA

Security - Contraband Control

...~ "~
B. STATE STANDARDS

5120: 1-10-03

(G(2) Itens considered as contraband or itens permtted
iq the jail shall be clearly defined in the jail
rul es.

(3) There shall be a witten procedure for reporting
security irregularities.

'y

C.  MODEL PQOLI CY AND ' PROCEDURE

IV.E.  Policy:
The health, safety, and
security of the jail, its

staff and prisoners, depend
upon the control of contra-
band. It is the Departnent's
policy to use all |egal neans
avail able for controlling con-
traband and to prosecute those
who violate state | aws pro-
hibiting the possession or

I ntroduction of contraband
into the confinement facility.

Procedur e:

1. Control Methods: Frisk
Searches and Jai |l shake-
downs are the-primry
nmet hods to control contra-
band, along with informn
prisoners of the rules an
penalties pertaining to
cont r aband.

2. Confiscation and Recording:
en contraband 1S 1oun
on a prisoner or in the
jail, the jail officer who
fnnst di scovers the iten(s)
will:




IV.E. (cont'd.)

a. renove the contraband
fromthe prisoner or
| ocati on,

b. place the prisoner
if known) on restriction
i.e., not to |leave cell),

c. place a tag on the contra-
band showi ng the date, the
time, the nane of the pri-
soner from whom t aken and/ or
the | ocation where found and
the initials of the jail
of ficer,

d. place the contraband in a
plastic bag (obtained from
the evidence storage roon,

e. deliver the contraband to
the Chief within 24 hours of
t he incident,

f.  conplete a standard incident
report form

Prosecution: The Chief shall
determ ne whet her or not
prosecution is warranted, and,
If so, consult with the appro-
priate prosecuting attorney.

St orage/ Destruction: |f
charges are to be Tiled, the
contraband will be stored in
t he manner prescribed in
Procedure 13.b. of the
Detective Mnual. Contraband
w |l be destroyed only after
di sci plinary action and/or

t he disposition of crimnal
char ges.




I'V. F.

A COPERATI ONAL AREA

Security - Wapons

r B. STATE STANDARDS
5120: 1-10-03

(H No weapon, ammunition, chem cal agent, related
security equiprment, or any object which presents the
potential of being used as a weapon shall ever be
Bernitted_in the confinenment area unless authorized
y the Chief, or other officials_specifical!%_
desi gnated as having adm nistrative responsibility
for the confinement facility.

(1) Al unissued firearms, weapons, and/or chem ca
agents assigned to the jail shall be stored in an
?rsEnaI, vault, or other secure room under double

ock.

(1) This area shall be inaccessible to all un-
aut hori zed persons.

(2) There shall be a witten procedure for issuing
and accounting for all weapons.

(J) Al jails shall have a storage area (e.g., pistol
| ocker, weapons cabinet) for the tenporary securing
of weapons when persons enter the security perineter.

-
C.  MODEL PCLI CY AND PROCEDURE

[ V. F. Pol i cy:

To ensure the safety and

security of jail staff and
prisoners, no firearm chenica
agent, or weapon shall be all owed
in the confinement area except in
emergency situations and then only
at the specific direction of the
Chief or his designee.




IV-F. (cont'd.)

Pr ocedur e:

1. Checking: Al persons
entering the confinenent
area (through the security
entrance or the entrance
adj acent to the dispatcher's
office) wll be required to
check their sidearm other
weapons, and chem cal agents

2. Locations: There is a
weapons Tocker |ocated
adj acent to the security
entrance in the garage.
(NOTE:  Officers escorting
prisoners nust not renove
the prisoner from the auto-
nmobil e until the garage door
is closed and the weapon
securely stored.) If
entrance i s sought through
t he door adjacent to the
di spatcher's office, the
weapon will be given to the
di spatcher, who will store
it in the gun cabinet in
the dispatcher's office.




V.G

A OPERATI ONAL AREA

Security - Use of Force

B. STATE STANDARDS
5120:1-10-03

(W Physical force shall only be enployed when reason-
ably necessary for the follow ng:

(1) Self-defense of staff.

(2) Protection of another person from a prisoner
att ack.

(3) Prevention of riot or escape; and

(4) Enforcenent of institutional rules and regul a-
tions.

(Y) Only the anount of force reasonabl e necessary to
control a given situation shall be used.

(Z) Al use of physical force shall be thorou%hly docu-
mented with a detailed account including but not
limted to:

(1) Who was invol ved.
(2) The force that was used.
(3) Justification for its use.

(AA) An exam nation and/or treatment by in-house nedica
personnel or outside energency nedical services
shal | be provided to Prlsoner(s)_and/or staff
involved in any use of force incidents.

(1) The exam nation and/or treatment shall be
t hor oughl y docunent ed.

C._ MODEL POLI CY AND PROCEDURE

V.G Pol i cy:

Only the anmount of force nec-
essary to gain control of a

prisoner will be used by jail
of ficers. Force may be used




only when an attack by a
prisoner(s) on anot her
person is actually occurring
or immnent; or en | esser
nmeans have failed to achieve
a legitimate and necessary
obj ecti ve.

Procedure: The follow ng
procedural guidelines are
designed to illustrate that
officers have a nunber of
choi ces in handling violent
or potentially violent situa-
tions. O ficers should,
whenever possible, nove
t hrough these procedures in
sequence so that prisoners
are given every opportunity
to cease their disruptive
or assaultive activity and
cooperate with the officer(s).

1. Uncooperative Prisoner:
The officer who encounters
an uncooperatlve pri soner

refuses to enter

ceIP refuses frisk search,
refuses to be renoved from
cell) wll take the
follow ng actions:

a. Verbal persuasion:
attenpt to verbally
convince the prisoner
to cooperate;

b. Verbal warnings: if
verbal persuasion fails,
warn the prisoner of
t he consequences of
non- cooperation (use of
force, disciplinary
sanctions);

c. Show of force: if time
alTows and 1T warnings are
not effective, call for
back-up personnel in an
attenpt to intimdate the
prisoner through a show
of force;

V.G

(cont'd.)




V.G (cont'd.)

d. Control holds: if a
show of force is
insufficient (or
ianssibIe) the jail
ofricer(s) shall attenpt
to use the physical holds
designed to gain contro
of the prisoner (no bl ows
wll be struck bK t he
officer unless the resisting
prisoner becones an attacker).

Attacking Prisoner: [f at

any point 1n the above process
a prisoner attenpts to
physically attack a staff
menber, visitor, other pri-
soner or any other person,

the follow ng steps shal

be taken:

a. Back-up: call for back-
up personnel (if not
al ready present).

b. Blocks: Dblock the
brows or kicks of the
prisoner, giving the
prisoner opportunity
to reconsider and
clearly establishing
that the prisoner is
in fact the aggressor:

c. Take-downs: if, after
the prisoner's initial
bl ows or kicks have been
bl ocked, the prisoner
persists, the jail officer(s)
wll attenpt to take the
prisoner down by using take-
down techni ques (specified
inthe jail training
course? designed to gain
control over the prisoner

d. Blows and kicks: if the
prisoner™s strength and
agility are such that the
t ake- down techni ques are
not effective (or if the
physi cal setting renders
their use ineffective),
only then may the jail
officer(s) resort to Kkicks




IV.G (cont'd.)

or blows. The follow ng
bl ows are to be avoi ded
categorically unless an
officer's life or the life
of another person is
clearly in danger:

(1) knuckle blows to the
tenmpl e,

(2) base of hand blows to
t he nose,

(3) cupped-hand blows to
t he ears,

(4) kicks to the groin
or head areas,

(5) blows or gouges to
the eye.

Wien an officer resorts to
bl ows or kicks, only the
type and nunber sufficient
to bring the prisoner under
control shall be used. Such
tactics may not be used to
inflict unnecessary or
permanent injury (thus the
prohi bition of (1) through
(5) above? but only to
tenporarily disable and only
after other means have fail ed.

e. Retreat: officers my,
IT all else has failed,
if an escape route is
open to the officers and
if no other persons are
or would be open to
attack from the prisoner
retreat fromthe scene
and obtain a baton and
chemcal irritant spray
(from the dispatcher's
cabi net).

f. Use of baton: the baton
I's Tor defensive purposes
and the same procedures
apply to the baton as
apply to hands and feet.
First, use the baton to




V.G (cont'd.)

bl ock the prisoner's bl ows

or kicks, giving the prisoner
the opportunity to desist and
surrender. Second, use the
the baton to strike the
prisoner bel ow the neck and

In a manner designed only to
tenporarily disable and gain
control, not to cause permanent
injury. (See Training Manual .)

g. Use of chemical irritants:
I'T chemcal Trritant spray
is used, it shall be used
only in that anount nec-
essary to gain control and
to cause the prisoner to
desi st. [t should never
be sprayed directly into
the face at close range.

Medi cal Exam nati on: Per sons
Involved rn a use of force

i nci dent who conpl ain of or
receive injuries, will receive
nmedi cal assistance as foll ows:

a. The Fire Departnent ener-
gency squad will be notified
and wi || exam ne and provide
treatment if necessary.

Al staff persons wll be
reguired to receive i mediate
medi cal attention and provide
docunentation of treatnent.

c. Al other persons will be
requested to seek immediate
medi cal attention.

I ncreased Surveillance: Follow ng
the use of force incident, the
assigned jail officer wll observe
the prisoner at |east every 15
mnutes for the next 24 hours to
detect any noticeabl e change in
the prisoner's behavior or

physical condition. Each check
will be noted in the Jail Log.




I nvestigation: The Chief of
Police Wil Tnitiate an

i nvestigation of the incident
(apart from any investigation
for crimnal charges against
the prisoner(s) if:

a. the prisoner alleges
an excessive use of
force; or

b. the Chief determ nes
fromthe report(s) that
an investigation Is
war r ant ed.

Reporting: After every
incrdent in which an officer
has used physical force, the
officer involved wll
imediately file a full
report of the incident, citing
the reasons for the degree of
force used and the results of
its use. The report will be
transmtted to the Police

Chi ef .




| V-H.

A OPERATI ONAL AREA

Security - Use of Restraining Devices

B. STATE STANDARDS
5120: 1-10-03

(X) Restraining devices shall only be enployed during
transportation or pending the approval of the Jai
Adm nistrator or his designee for the follow ng:

(1) To prevent the prisoner from harm ng hinself.

(2) Protection of another person from a prisoner
attack; and

(3) Self defense of staff.

(V) Each Jail Admnistrator shall develop witten
policies and procedures governing the use of
physical restraints.

(1) No prisoner placed in physical restraints shal
be left unattended.

See also IV.G

C._ MODEL POLI CY AND PROCEDURE

[V. H. Pol i cy:

Restrai ni ng devices such as
handcuffs, leg chains, belly
chains, |-way or 2-way
restraints wll never be
used to inflict punishment.
Such devices may only be
used when, in the judgnent

of the officer on duty, they
are necessary to protect the
prisoner frominjuring him
self, prevent an escape, or
prevent the prisoner from
Injuring others or destroying
jall property.




IV.H (cont'd.)

Pr ocedur e:

1. Protection from Sel f-Harm

a. Isolation: \Wen a
prisoner’ s behavior indi-
cates a potential for an
actual attenpt at injury
to himor herself, the
prisoner will be isolated

In his or her cell.

b. Restraints: After isola-
tron, 1T the prisoner's
behavior is still directed
toward or indicative of
sel f-harm the prisoner
wi Il be placed 1 n physica
restraints. \Wen restraints
are used in such a manner,
they will be used to restrict
t he novenent of the prisoner
only to the de?ree necessary
and will be affixed in such
a way as to cause m ni nal
di sconfort and avoid their
injuring the prisoner.

c. Surveillance: Prisoners
placed 1n restraints will be
under constant observation
by the jail officer.

d. Physician: No prisoner wl|
remain 1n restraints for nore
t han ei ght hours w thout an
exam nation by a physician.

e. Reporting: The placenent of
a prisoner in restraints for
self-protection wll be
reported imedi ately to the
Shift Commander. A witten
report will be filed with the
Chief of Police within 24
hours of the incident.

2. Prevention of Escape or Assault:
Wen a prisoner IS belng trans-
ferred 1nto the custody of
anot her | aw enforcenent agency
or correctional agency, the
di spatcher will informthe
escorting officer(s) of the
prisoner's history and behavi or




and any indication of risk
posed by the prisoner. The
use of restraints will be
at the discretion of the
escorting officer(s).

IV.H (cont'd.)




V. A

f
A, OPERATI ONAL AREA

Prisoner Managenent and Services - Use of Tel ephone

B. STATE STANDARDS
5120: 1-10-08
(A) Each Jail Admnistrator shall develop witten

policies and procedures governing prisoner telephone
communi cati ons.

(B) Each jail shall have provisions for making tel ephone
calls in addition to calls permtted consistent with
Rul e 5%30:1-10-01(E)(1) and (2) of the Adm nistra-
tive Code.

Also see |I.E

C.  MODEL POLI CY AND PROCEDURE

V. A Poli cy:

It is the policy of the Buckeye
Gty Jail to grant each prisoner
the opportunity to make tel ephone
calls as frequently as possible
within the limts of available
staff.

Pr ocedur es:

1. Schedule: On Mndays
\\édnesdays,, and Fridays
between 1:00 and 2:45 p.m
prisoners will be offered
access to the tel ephone
in the booking room

2. FEﬁuest: The jail officer
W solicit requests from
the prisoners for use of the
t el ephone during the service

of the noon neal.




List: The jail officer

will nmake a |list of those
mﬁshin? to use the tel ephone
and informthe prisoners

of the order in which the
calls will be made.

Escort: Those prisoners
who have requested calls
wll be escorted one at a
tine to the booking room

Supervision:  The jail
officer wll remain in the
booki ng room during each
conver sation

Duration: No tel ephone
calT wTll last nore than
15 m nutes.

Denial:  Tel ephone privil eges
(except calls to attorneys)
deni ed for docunented

di sciplinary reasons to
prisoners who abuse the
privilege.

V.A (cont'd.)




V. B.

A OPERATI ONAL AREA

Pri soner Managenent and Services - Mil

B. STATE STANDARDS
5120: 1-10- 06

(A) Each Jail Admnistrator shall develop witten
policies and procedures governing prisoner mail.

(B) There shall be no limtation on the anmount of
i ncom ng or outgoing first-class correspondence.

(0 Incom ng correspondence shall not be censored,
except as provided in Rule 5120:1-8-06(H) of the
Adm ni strative Code.

(1) Incom ng correspondence shall be inspected for
contraband itenms prior to delivery.

(2) Incom ng correspondence from the courts, an
attorney of record, or public officials shal
be opened in the presence of the prisoner.

(D) Qutgoing mail shall be forwarded seal ed w thout
i nspection except as provided in Rule 5120: 1-8-06
(H(l) and (2) of the Admnistrative Code.

(E) Each jail shall provide the necessary witing
materials, envelopes, and postage for a m ni rum of
one letter for indigent prisoners.

(G Packages arriving through the mail for a prisoner
shal I be thoroughly exam ned for contraband.

(H Each jail shall develop a witten policy governing
the censoring of mail. Any regulation for censor-
ship shall neet the followng criteria:

(1) The regulation nust further an inportant and
substantial governmental interest unrelated to
t he suppression of expression (e.g., detecting
escaFe pl ans which constitute a threat to
facility security and/or the well-being of
staff and/or prisoners).

(2) The limtation nust be no greater than is nec-
essary to the protection of the particular
governmental interest involved.




V. B.

(cont'd.)

C.  MOXDEL POLI CY AND PROCEDURE
V. B. Pol i cy:

It is the policy of the
Buckeye City Jail to inpose
no restrictions, formal or
informal, on the ability of
a prisoner to conmunicate

W th persons outside the
jail, except where such
restrictions are clearly
necessary to the naintenance
of the order and security
of the jail.

Pr ocedur e:

1. Qutgoing Mil: Any
prisoner may correspond
W th anyone outside the
jail so long as each letter
or parcel bears the proper
post age.

a. Indigent prisoners:
[T a prisoner who is
w t hout funds wi shes to
send nail, the jai
of ficer who receives a
request for postage and
witing materials from
the prisoner will
supﬁly the prisoner
with an envel ope, five
sheets of paper, a
postaPe stanp, and a
pencil fromthe
storage cabinet in the
booki ng room

b. Collection: Prisoners
wll seal their envel opes
and hand themto the jai
of ficer when he collects
the mail at 4:30 p.m
The jail officer wll
deliver the sealed
letters to the dispatcher
who will post it for the
next earliest U S. Postal
Service collection




2.

V. B.

[ ncom ng Mil:

a. Letters: Letters
addressed to prisoners
except those from attorneys,
the courts or other public
officials, wll be opened
by the officer on duty.

(1) Letters from attorneys,
the court, or other
public officials will be
opened and i nspected for
contraband in the pri-
soner's presence during
the routine nail delivery.

(2) Letters will not be read
by jail officers or any
ot her staff.

b. Parcels: Parcels will be
opened i n the presence of
the prisoner by the jail
officer and inspected for
cont r aband.

c. Books, mmgazi nes and news-
apers. BOOKS, nagazi nes
_ nemspaPers wll be
i nspected tor contraband
and subject to censorship
by the dispatcher. ( For
gui delines on censorship,
see Appendix F.).

d. Delivery: Inconng nuil
WTT Dbe distribute% by the
jail officer to the prisoners
preceding the evening neal.
(NOTE :  If incoming mail is
hand-delivered (e.g., from
the courts) it will be
delivered to the prisoner
Wi thin one hour of its

receipt. )

e. Contraband: If a letter,
parcel, or other incom ng
mail is discovered to

contain contraband, the
procedures set forth in

IV.E. will be foll owed and
the prisoner will be verbally
inforned that itens of contra-
band were found.

(cont'd.)




Money: If noney is found
In t%e envel ope, the
prisoner will be given a
recei pt and the anount

of the deposit recorded
on the prisoner's
property envel ope.

Undel i ver abl e: | f any
rncomng mar I is undeliver-
able (e.g., the prisoner

to whom addressed i s no

| onger in custody), the jail
officer on duty wll attach
an explanatory note to the
mail and return it to the
sender.

V. B.

(cont'd.)




V.C

A, OPERATI ONAL AREA

Prisoner Managenment and Services - Visitation

B. STATE STANDARDS
5120: 1-10-07

(A Each Jail Administrator shall develop witten
policies and procedures governing prisoner visita-
tion.

(B) Each jail shall provide a secure visiting area free
from obstructions or obstacles to normal conversation
or Vi ew ng.

(1) Contact visits shall be permtted at the discre-
tion of the Jail Admnistrator.

(0 Each jail shall maintain a visitors' journal. p|
visitors shall be required to show proper identifica-
tion.

Visiting hours shall be schedul ed at
of the Jail Adm nistrator.

Each prisoner shall

be permtted a m ni mum of

the discretion

one

visiting period unless circunstances dictate tenpor-

ary suspensi on.

Visitors shall
established by the Jail Adm nistrator
contraband and weapons from being brought
jail.

not be restricted in regar

Pri soners shall
they may visit
determnes that a visitor
the existence of one or nore of

in Rule 5120:1-8-07(J) of the Admnistrati

staff shall not

The jail
may observe the visitation.

sations but

record shall
reasonabl e ti nes,

Any attorney of
client at all
eveni ngs.

bot h dayti

Visitation can be denied by the Jail
under the followi ng conditions:

listen to visitors'

be allowed to visit

be subjected to security controls
to prevent

into the

ds to who

unless the facility adm nistrator
shoul d be excluded due to
the conditions

listed
ve Code.

conver -

hi s
me and

Adm ni strator




V.

C.

(cont'd.)

(1) The visitor represents a clear and present

danger to security.

(2y The visitor has a past history of disruptive

conduct at the jail.

(3) The visitor is under the influence of alcohol

or drugs.

(4 The visitor refuses to submt to search or show

proper identification.

(5 The prisoner refuses the visit.

(K) A menber of the clergy shall be allowed to visit a
prisoner at all reasonable tines,

eveni ngs.

bot h daytinme and

(L) Witten procedures shall be devel oped to regul ate

special visits.

C.  MODEL POLI CY AND PROCEDURE
V. C. Pol i cy:

It is the policy of the
Buckeye Gty Jail to allow
visitation In order to
reduce the anxiety associated
wth bein? i ncarcerated
(especially for the first
time), facilitate arrange-
ments for rel ease, and seek
assistance from famly,
friends, and attorneys in
preparing a defense.

Pr ocedur e:

1. Reqgul ar Visits:

a. Schedule: Visiting
hours are on Mndays and
Thursdays from 7:00 p.m
to 8:00 p.m and Saturdays
from2:00 p.m to 3:00 p.m




V. C

Limtations: Only two
prisoners will be permtted
In the visiting roomat one
time, and only one visitor
wll be permtted per
prisoner.

Sign-In:  Visitors will sign
the visiting log at the

di spatcher's station and
must note the date, tine,

their nane and prisoner being
visited.

Ch8he gt i £ B
have signed the |og.

Mal e and femal e prisoners shal

not be placed in the visiting

room at the sane tine.

Dur at i on: No visit wll
exceed 30 mi nutes.

Escort: At visiting tineg,
the jail officer on duty
wi Il check the visiting |og
and begin to escort each
prisoner to the visiting
boot h.

Supervision: The jail

WIlT remarn in the hallway
behind the visiting booth
during each visit, wll
tine the visit, and wll
escort each prisoner back
to the cell area.

Denial of Visits: The
dirspatcher or Jail officer
QP duty may deny a visit
if:

(1) the visitor is
di sruptive or dangerous;

(2) the visitor has a recent
hi story of disruptive
behavior at the jail;

(cont'd.)




V.C. (cont'd.)

(3) the visitor is under the
i nfl uence of al cohol or
drugs:

(4) the visitor refuses to
show i dentification when
requested; or

(5) the prisoner refuses
the visit. Any such
denial will be docunented
by the officer with the
filing of an Incident
Report and a notation in
the Jail Log.

Visits by Attorneys, dergy,
Probation OTficers, Parole
Oficers or other Oficrals:
Upon presentation of valid
identification, judges of
courts within the count
probation officers, nenbers
of the Grand Jury, the
Prosecuting Attorney or

his staff, staff of the

Chi o Departnment of Rehabil -
itation and Corrections, the
Chio Parole Board and its
representatives, peace
officers fromChio | aw
enforcenent agencies, clergy,
and the attorney of record
will be allowed to visit with
a prisoner at any reasonable
tine during daytime and
evening hours. Such visits
may be del ayed by the dis-
patcher if staff are busy
preparing prisoners for court
or serving neals. [If the
official or attorney requests,
t he dispatcher will arrange
for the visit to take place
in the interview room rather
than in the secure visitation
ar ea.

Visits or Interviews by
Representatives of News
MVedia: News nedi a repre-
sentatives may be permtted
to interview prisoners
during daytine hours, pro-
vided that:




V.C. (cont'd)

a. A request fromthe
reporter, witer,
editor, or correspondent
for the interviewis
made in witing to and
I's approved by the
Chief of Police;

b. Witten approval is
secured fromthe pri-
soner's attorney (for
pre-trial prisoners);
and

c. The prisoner consents
to the interview,

Special Visits: Family,
relatives, and friends of
prisoners may be allowed to
visit at tinmes other than
regul ar visitin? hours if
procedures set forth bel ow
are observed.

a. Crcunstances: The
folTow ng circumnstances
w |l be taken into
account by the jai
officer on duty or
di spatcher in deciding
whet her to grant a
visit at tines other than
the regul arly schedul ed
visiting tines:

(1) The prisoner wll be
transported to the
Departnment of Rehabil -
itation and Corrections,
t he Federal Bureau of
Prisons or sone ot her
pl ace of confinenent
prior to the next
regular visiting tineg;

(2) The visitors have travel ed
nore than 100 mles and
were unaware of or
legitimately unable to
conply with the regul ar
visiting schedule; or




V.C. (cont'd.)

(3) An event of persona
signi ficance has occurred
for the prisoner (e.g.
death of a spouse, sibling,
or parent) and the visit
may help to reduce the
ill-effects of the event
on the prisoner.

Conditions: Special visits
WwTT take place in the

secure visiting area and

will be limted to 30 m nutes
dur ati on.

Supervision: |f a special
Visit occurs on a shift
(12: 00 p.m to 7:00 a.m)
when only one person (the
di spatcher) is on duty,
the dispatcher will call
in one patrol officer to
supervise the visit.




V.D. 1

A, OPERATI ONAL AREA

Medi cal Services - Emergency Care

B. STATE STANDARDS
5120: 1-10-09

(B) A physician shall develop a witten nedical and
health care plan outlining policies and procedures
regul ating all aspects of nedical treatnment and
services ftor prisoners.

(f Ever Lail shal | have energency medical treatnent
avail abl e either through an in-house or outside
medi cal service arrangenent on a twenty-four (24)
hour basis for all prisoners.

(P)  No prisoner shall be denied nmedical attention for
disciplinary reasons or on the basis of his classi-
fication status.

(R Al prisoners shall be provided professional dental
treatment of an emergency nature, as required.

(s Al prisoners evidencing signs of serious nental
di sorder shall be referred to a physician who shal
arrange appropriate psychiatric services or other
courses of treatnent as he may deem necessary.

(T) Energency nedi cal equiPnent and supplies shall be
I. readily available at all tinmes.

C.  MODEL POLI CY AND PROCEDURE
V.D. 1 Policy:

EnerPency nmedi cal services are
avai lable 24 hours a day to
prisoners of the Buckeye City
Jail to ensure pronpt attention
of their medical needs.

jail staff are trained to respond
to nedi cal energencies since the
prisoner's |ife may depend on
qui ck action.




V.D.1 (cont'd.)

Pr ocedur e:

1. Support Agenci es and Staff
Training.

a. Energency treatnent is
avai |l abl e through the
Buckeye City Fire Depart-
nment's Energency Squad
or the Buckeye Menori al
Hospital Emergency Room

b. Before being assigned to
ajail rotation, all jail
officers will be trained
in emergency first aid,
car di opul nonary resusci -
tation and the adm nistra-
tion of oral nedication
w th updated training every
three (3) years. They wil
al so receive an orientation
to jail nedical procedures
by an experienced officer
It shall be the responsibility
of the Chief of Police to review
the training and orientation of
officers assigned to the jail
and assure that the Depart nent
training officer is notified of
their training needs.

2. Emergency Definition: The
folTow ng occurrences define
an energency and their presence

will initiate the nmedical
Energency Care Pl an
(Appendi x G.

a. Massive bleeding: from
which, unlike a mnor cut,
there-is rapid and observabl e
| oss of blood before or
during first aid attenpts;

b. Unconsci ousness: even
where the cause i s known,
an unconsci ous pri soner
or staff is a prima-facie
medi cal emnergency.




V.D.I (cont'.d)

c. Inability to breathe or
severe difficulty breathing.

d. Head injury.
e. Severe burns.

f.  Any injury, apparent injury,
oryillheéé thgh does n%t y
respond to the jail officer's
first aid attenpts or which
I's unrecogni zeable to the
of ficer on duty.

Response to Medical Energency:

Yy | a | | VErs
or is made aware of a nedical
energency wll:

a. notifY the di spatcher (either
verbally or through the
sound nonitoring systemin
the cells), relay the energency
information, and request that
t he Emergency Squad be call ed;

b. render first aid to the victim
(first aid kits are available
in the booking room the dis-
patcher's office and in al
squad cars);

c. not nmove the prisoner unless
absol utely necessary;

d. renove other prisoners from
the area by ordering themto
their cells:

e. cooperate with and assist
the Emergency Squad upon its
arrival; and

The dispatcher wll:

f. call the Emergency Squad
to the scene;

g. notify the Shift Commander
of the situation: and

h. contact the prisoner's
next of kin (see booking

card).



V.D. |

Emer gency Medi cal Squad:

When the energency nedica
squad arrives, its Captain

is to be considered in charge
of the nedical situation. If
t he squad captain orders the
prisoner renoved to the

hospi tal energency room the
jail officer assigned to the
jail wll acconpany the
prisoner and the Shift Com
mander will remain at the
jail. Prior to the next
shift, the Shift Conmander

w || nmake further arrangenents
for jail coverage and super-
vision of the prisoner at the
hospi t al

Records: Al personnel who

are tnvolved in any way with

a nedical enmergency wll,
follow ng the energency, conplete
an incident report and forward

it to the Police Chief.

Energency Dental Care

Dental Care 1s available for

t hose prisoners experiencing
acute dental problems, i.e.,
severe pain, Infection, bleeding
guns, or broken dental prosthesis
necessary for eating. Prisoners
requiring enmergency care will be
transported within 24 hours to
the dentist. At this tine, the
followng local dentists are
avai l able to provi de dental
services to prisoners on an

emer gency basi s:

a. Dr. Red Carnation
(237-2853)
240 S. Parsons Ave.

b. Dr. B. Gey
(237-8083)
260 Stygler Road

The Shift Commander on duty
shall be contacted and
requested to nmake the
necessary arrangenents.

(cont'd.)




Mental Heal th Emergencies:
[T a Jall officer observes
a prisoner exhibiting signs
of enotional instability

or psychol ogi cal distress
(see Appendix H), the
prisoner will be placed
under increased surveillance
(every 15 mnutes) and the
di spatcher w || irrrrediateI?/
call the Chio County Menta
Heal th Center's 24-hour
crisis line and arrange to
either transport the pri-
soner to the Center or have
a nenber of the Center's
staff cone to the jail.

Sui cidal Precautions: An
prisoner who 1s under incYeased
surveillance due to suicidal

t endenci es shall have the
followng itens renoved from
his cell:

a. itenms with which he could
hang hinself, i.e., belts,
shoe | aces;

b. matches and flanmmabl e
materials (prisoner may
snoke out of the cel
under supervi sion);

c. all sharp objects; (i.e.
pens, pencils) as well as
any glass itenms such as
gl asses, mrrors, etc.

V.D. |

(cont'd.)




V.D. 2

A

OPERATI ONAL AREA.

Medi cal

Servi ces -

Non- Ener gency Care

[ B. STATE STANDARDS

5120: 1- 10- 09
(F) Each jail shall provide a daily procedure whereby
each prisoner may have an equal opportunity to report
medi cal conpl ai nts.
(1) Al such conplaints shall be recorded.
(J) Conplete and accurate records docunenting all
patient perceived nedical problens...... shal | be

mai nt ai ned.

See also Il.K

il
C.  MXDEL POLI CY AND PROCEDURE
V.D.2 Policy:

Chio County Jail prisoners are
able to express nedical com
plaints daily to ensure appro-
priate nedical attention and to
enabl e early detection of ill-
nesses that may appear m nor

but, are serious In nature.
Procedur e:
1. Prelimnary Health Screening
The admtting jail officer
wi |l conduct the initial
heal th screening at book-in
(see Procedure Il.K).
2. Notification: At the tine
or admssion, the jail officer
infornms prisoners both verbally

and in witing (Prisoner Hand-
book) of the procedures for
obt ai ning nedi cal care.




V.D.2 (cont'd.)

Medi cal Care Requests:
Prisoners of the Gty Jai

may informthe staff verbally
of perceived nedical problens
at any tine. Staff who
recei ve such conplaints wll
take the follow ng action

a. Talk to the prisoner to
get a conplete and accurate
description of the synptons
and their duration and
record them on the Medica
Request Slip (Appendix J.2.b.);

b. Review the standing orders
established by Dr. Vasquez (see
#4 bel ow) for conplaints covered
by standing orders;

C  If the conplaint is not covered
bK the standing orders, the
Shift Commander will be notified:;

d. The Shift Commander will arrange
for a cruiser to transport the
prisoner to the Emergency Room
at the Buckeye Menori al
Hospi t al .

Standi ng Orders for Non-Prescription
Medi catlon: A physician has _
establTshed the follow ng standing
orders for the npbst comon m nor
conplaints. In every case where
standing orders are 1nplenented,
their use will not exceed 24 hours
and, if the synptonms persist, the
Shift Commander will be notified.

a. Sinple headache - two
tablets of aspirin or
tylenol every-three to
four hours may be given
to patient at the discre-
tion of the jail officer
for mnor pains. Use
trlenol if any history of
allergy to aspirin or
previous ulcers or bleeding
tendencies.  (NOT TO EXCEED
8 PER 24 HOUR PERI OD.)




V.D.2 (cont'd.)

b. Cold synptons - give two
t easpoons non-prescriptive
col d/ cough nedi ci ne every
4 hours (NOT TO EXCEED
6 DOSES PER A 24 HOUR
PERIOD). G ve throat
| ozenges at discretion
of the jail officer

c. Mnor stomach upset -
G ve Maalox tablets, two
before/after neals, as
needed. [f pair! persists,
notify the Shift mander .
(NOT TO EXCEED 24 HOUR
PERI OD. )

Docunentati on of the adm nistra-
tion of non-prescription medica-
tions will be conpleted in the
same manner as for prescription
medi cat i ons.

NOTE: Al ways check for allergies
by asking the prisoner before
giving any nedication

Non- Energency Transportation to
Hospital: [T the ShiTt Commander
orders that a prisoner be trans-
ported to the hospital for exam

Ination or treatnent of a non-
energency nature, he wll

a. make arrangenents with
patrol division to transport
the prisoner at the designated
tine;

b. arrange for an officer to
acconpany the prisoner

c. arrange for other officers
to provide relief at the
hospi t al

d. notify the D spatcher to |og
the order, update the pri-
soner countsheet, inform the
jail officer on duty, and
notify the Chief of Police.



V.D.2 (cont'd.)

Noti fi cation:

a. If a pre-trial prisoner's
stay in the hospital exceeds
12 hours, the Chief of Police
will notify the derk of the
Court in which the case is
pending (or, where applicable,
the jurisdiction for whomthe
prisoner is being held);

b. For sentenced prisoners whose
stay in the hospital exceeds
24 hours (or whose stay in the
hospital may overlap wth the
prisoner's release tine), Chief
will notify the sentencing court.

c. The Shift Commander will notify
t he ﬁrlsoner's famly (as noted
on the Booking Forn) or, if
fam |y does not exist or cannot
be reached, the prisoner's
attorney, within 2 hours of
transporting the prisoner to
the hospital.

Restraints: Physical restraints
W TT not be used in transporting
a prisoner to the hospital unless
the prisoner has a history of
escapes or jail officials have

a sound basis for believing that
the prisoner presents an escape
risk. Once at the hospital and
during the prisoner's stay, the
attendi ng physician is respon-
sible for final decisions
regardi ng use of physica
restraints with the advice

of the supervising officer

Recor ds: The Shift Commander
WIT record all exam nations,
treatments, etc. in the pri-
soner's nmedical file. The
jail officer will note the
prisoner's sick call visit

on the Jail Log.




Orders:  Any order(s) given
by the physician for a pri-
soner wll be attached to the
Jail Log with an acconpanyi ng
notation made on the log. Upon
conpl etion of the physician's
order(s) or the prisoner's

rel ease from custody, the
orders will be returned to

t he di spatcher for placenent
}_nl the prisoner's nedical

ile.

V.D.2 (cont'd.)




V.D. 3

A OPERATI ONAL AREA

Medi cal Services - Medications and Medical Records

B. STATE STANDARDS
5120: 1-10-09

(J)  Conplete and accurate records docunenting al|
pat 1 ent perceived nedical problens, exam nations,
di agnosis, and treatnent shall be maintained

(1) Al medical records shall be considered
strictly confidential.

(2) The physician-patient privilege shall be pro-
tected at all times.

(K The prescribing and adm nistration of nedications
and nedi cal supplies shall be regulated by the
witten medical and health care plan and In
accordance with Chapters 3715, 3719, 4715, 4729,
4730, and 4731 of the revised code.

(L) A conplete and accurate record of all Prisoners
recei ving medi cations and supplies shall include but
not be limted to:

(1) The kind and amount of nedication and/or mnedical
suppl i es adm ni st er ed.

(2) The time and by whom such nedications and
supplies are adm nistered.

(M Medications shall only be adm nistered in the
dosage, form and at the time prescribed by the
witten order of the attending physician.

(N  Control of dangerous drugs, in accordance wth
Rul e 4729-9-11 of the Adm nistrative Code pronul -
gated by the State Board of Pharmacy, shall be
carried out in a manner which will prevent the
abuse of such substances.

(1) Hypoderm c needles, syringes, and ot her
suppl i es subject to abuse shall be nade secure
and destroyed after use.




V.D.3 (cont'd.)

(0) Medications, nedical supplies, and records shal

be stored in secure |ocked cabinets and/or storage
rooms.

(1) Such nedications, supplies, and records shall
be inaccessible to unauthorized persons at al
times.

C.  MODEL POLICY AND PROCEDURE

V.D. 3

Pol i cy:

Medi cati ons and nedi cal supplies
shal | be adm nistered and stored
so as to coan% w th the regul a-
tions of the Ohio Board of
Pharmacy and the Federal Control
Substances Act and to m nimze
the possibility of their m suse
or abuse.

Procedur e:

1. Storage of Medication:
Medication used in standing
orders or prescribed by a
physician for particular
prisoners will be stored in
the | ocked cabinet in the
di spatcher's office. If
narcotic drugs are to be
stored here, they will be
stored only in t%e quantities
and for the duration specified
by witten orders, in a |ocked
box within the cabinet. The
keys to the nedication cabinet
and the box will be kept
at all tines in the dispatcher's
office and may only be I ssued
to the jail officer on duty.

2. Schedule: Normal nedication
fimes are 6:00 a.m, 11:00 a.m,
4:00 p.m and 10:00 p.m A
time allowance of 45 m nutes
before/after scheduled tine(s)
of dose(s) is permtted. Any
| onger period of alteration
of schedul ed dose(s) nust be
noted on the Jail Log and on
the medication |og sheet.




V.D.3 (cont'd.)

Any medi cation which nust
be given at exactly the
tinme(s) indicated will be
tagged with red tape and
noted on the conposite
medi cation |ist.

Setting Up Medication: At
the beginning of the 7:00 a. m
to 3:00 p.m shift, the jail
officer on duty will:

a. Review the conposite
l'ist of prisoners requiring
medi cati on and the prelimn-
ary health screening forns
of prisoners admtted on
the previous shift who m ght
have a prescription at
admssions. Al prisoners
currently taking medication
have | og sheets in the
active nedication file.

b. Make certain that if a
prisoner was admtted wth
medi cation on his person,
that the prescription has
been verified wth the
ori gi nal physician
before it is adm nistered.

c. Pull the nedication |og
sheets (Appendix J.2.a.)
from the active nedication
file for prisoners due
to receive nedication that
shift and prepare |og
sheets needed for any
newly admtted prisoners

d. Obtain the appropriate
medi cation fromthe
cabinet in the dispatcher's
office and pl ace each dose
i n individual envel opes
with the prisoner's nane,
date, tine(s) to admn-
Ister, and quantity(s)
noted on the outside.

Adm nistering: At the
scheduled medi cation tines,
Lqﬁ jail officer on duty
will:




V.D.3 (cont'd.)

a. Take the necessary
envel opes and nedi cation
| og sheets to each pri-
soner on the |ist;

b. Have the prisoner take
the nedication in his
presence. |f taken by
mouth, the jail officer
Is to observe swallow ng,
check nouth, have pri-
soner talk inmrediately
after swallow ng and watch
for several mnutes to
assure ingestion of the
medi cat i on.

c. Have the prisoner
initial the medication

| og sheet and initial it
hi nsel f.

d. Return all nedication
Iog sheets to the active
nmedi cation file or, to the
prisoner's nmedical file
upon conpl etion of the
prescription and/or the
prisoner's release from
confi nenent .

NOTE: A county heal th
nurse wll be called to

adm ni ster injections.

Refusal : |f a prisoner
refuses nedication, the jail
officer on duty will note this
fact on the nedications |og
sheet, initial it, and have
the dispatcher witness it.

(The jail officer will also
note the refusal in the

Jail Log.)

Confidentiality of Medical
RECOIas:  Medical records are
In alocked file cabinet in
the dispatcher's office,

Only the Shift Conmanders

and di spat chers have been

aut horized to have access

to these files. Al records




V.D.3 (cont'd.)

pertaining to nedical
screeni ng, exam nation, and

t r eat nent occurring during

the prisoner's staﬁ in the
Gty Jail wll ept in

this cabi net. N@d|cal records
are confidential and no person
not presently authorized,

i ncluding the Emergency Squad
wll be permtted access

unl ess the prisoner has

signed a release form




V.D. 4

A OPERATI ONAL AREA

Medi ca

Services - M scel |l aneous Services

STATE STANDARDS

5120: 1-

5120: 1-

(1)(S) Lower

10- 09

Prisoners shall be permtted to be treated by their
personal physicians in the jail
provided the identity of the physician is verified.

| 0-01

bei ng conceal ed.

at their own expense

body cavity searches are to be conducted only
by nedi cal personnel and when reasonabl e cause
exists to believe that a weapon or contraband is

=
|

C.  MODEL POLI CY AND PROCEDURE

V.D. 4 Policy:

A prisoner retains his right
to dignity when incarcerated.
At tinmes the nedical problens
and security concerns
involving a prisoner nust be
addressed sinul taneously to
ensure the prisoner's health
and dignity and the security
of the jail. Areas requiring
this close coordination
include: treatnent by persona
physi cians, use of prosthetic
devi ces, body cavity searches,
and handling of detoxi fi cat i on.

Procedur e:

1. Personal Physician: The
jall officer who receives
a request froma prisoner
for a visit by the pri-
s%qer's personal physician
will:




V.D.4 (cont'd.)

a. Qbtain fromthe prisoner
the nane of the physician,
the address and phone
nunber, and the reason the
prisoner wishes to see his
or her physician;

b. Tel ephone the prisoner's
personal physician and make
the necessary arrangenents;

c. Inform the dispatcher of
t he arrangenents nade for
the personal physician's
visit and note the arrange-
ments in the Jail Log. If
the physician is comng to
the jail to see the prisoner,
the visit will take place
in the interview room

d. Have the Prisoner sign a
rel ease it the persona
physi ci an wi shes to review
%hF prisoner's nedica

ile.

Prosthetic Devices: Prisoners
Who are admtted wearing
prosthetic devices (e.g.
artificial IinbsL wll be
transferred to the Chio

County Jail for housing.

Body Cavity Searches: Searches
of prisoners™ Tower bodg cavities
will only be perforned by quali -
fied nedical personnel and only
when there is reasonabl e cause
to believe that a prisoner has
conceal ed contraband in a | ower
body cavity. |If at any tine
(e.g., during adm ssion; on
return from court or hospital
followng a contact visit or
interview) a jail officer
suspects that a prisoner

may have conceal ed contra-

band in a |ower body cavity,

he will:




V.D.4 (cont'd.)

a. Strip search: escort the
prisoner to the strip
search roomin the booking
area and conduct or arrange
for a visual strip search

(see Appendix B).

b. Request: |f the jail _
officer' s suspicions renain.
the officer wll order that'
t he prisoner renove the
hi dden subst ance. Shoul d
LWﬁ prisoner refuse, he
wll:

(1) place the prisoner in
a single cell under
constant observati on,

(2) notify the Shift Conmander
on duty.

C. Transport: |f the Shift
Conmander confirns the need
to conduct a body cavit
search, he will order the
ﬁrlspner transferred to the
ospital (see Procedure V.D. 2).

d. Report: The jail officer
initrally requesting the body
cavity search and the Shift
Conmander (if involved) wll
file incident reports within
24 hours of the exam nation.

Det oxi fi cati on: Any prisoner

Wno 1S drunk or has” al cohol on
his breath at the time of booking
shoul d be considered as a poss-

i bl e al coholic. The iail officer
shall get a drinking history and
t hen check six to eight hours
after the last drink for physical
signs of withdrawal. Certain
synmptoms signify need for

i medi ate nedical attention,
because untreated w thdrawal

can cause numerous nedi ca

ener genci es.




V.D.4 (cont'd.)

CGet receiving screening
information as in regqular
booking. Note tine of

last drink (if possible),
and description of condition
e.g., 'shakes, DI's, or
nervous."

If possible, also ask how
often he drinks and how
often he gets drunk when he
drinks. Record answers on
the prelimnary health
screening form

If in doubt of a referral

to detoxification, take

the person's pulse. If it
Is over 100, call the
Energency Squad - this is

t he nost consi stent synptom
pthﬁu than the breathal yzer
itsel f.

Do not accept people into
the jail wthout performng
the above and noting the
results on the prelimnary
health screening form

If you do book soneone

into the jail under "border-
line" conditions', assure

t hat soneone checks the
above synptons six to

ei ght hours after booking.

NOTE: Be careful not to
m stake a diabetic for an
al cohol i c. The di abetic
often has a sweet snell
on their breath.

Al coholism Terns:

Bl ackout - menory | oss,
fromfew mnutes to nore
than one day, early

synpt om




V.D. 4 (cont'd.)

Al coholic - depends on
al cohol in sone way,
varyi ng degrees of |oss
of control over anount
consumed, gradually
progresses into having
w t hdrawal synptons
when drinking stops.

"Chronic" alcoholic - long
standing, wth heavy daily
or binge drinking, poor
eating habits, wthdrawal
s¥nptons, may have history
of seizures, DI's, liver

di sease, nerve damage.

"Cycle" drinking - end-
product of above, bOdY
can't tolerate al cohol any-
more, gets drunk on snal
amount, passes out, wakes
up, keeps repeating cycle,
doesn't eat.

Wt hdrawal - nervous system
reaction to absence of

al cohol, with elevated

vital signs and exagger at ed
nervous behavi or, begins
six to twelve hours after
drinking stops, lasts one
to five days or nore, takes
one to fifteen years to
devel op.

"Shakes" - wthdrawal

synmptom trenbling of

hands; can involve all
t he body.

Hal [ uci nations - brain

di sorder conplication of

Wi t hdrawal , seeing, hearing,
snmelling things that aren't
there, can progress into

DT" s.

DI's - three to fifteen

days after drinking stops
extrenme fright from hallucin-
ations, tries to "escape"
fromthem totally con-

fused and out of contact

w th world.




V.D.4 (cont'd.)

Al coholic Grrhosis -

| ong-standing |iver disease
wi th gradual decrease in
function; if badly distended
abdonen, swollen Kands and
feet, or jaundice (yellow
whites or eyes, skin).

Al coholic Hepatitis -
inflamation of |iver, happens
after long, hard drinking
bout; synptons include

el evated tenperature,

jaundi ce, nausea/vom ting,

or pain.

“Nerve Damage" - |ong-

standing vitam n deficiency,
starts In arns, |legs, goes

to trunk, brain; nunbness,

poor grip, difficulty walking,
oor control over bowel s/

| adder, poor nmenory, |judgment,
unr easonabl e anger, paranoid
behavi or or confusion.

Treatnent: Place prisoner in
CelT 3 and check at 20 nminute
i ntervals.

(1) Allow no coffee or tea,
ive juice, mlk or
anka.

(2) High-protein, |ow
starch food.

(3) Take pul se and bl ood
pressure.

(4) Watch for increased
nervousness.

(5) Watch for staying in
bed all the tinme, or
wi thdrawing from others
CALL EMERGENCY SQUAD.




V. E

A OPERATI ONAL AREA

Prisoner Managenment and Services - Food Services
—

B. STATE STANDARDS
5120: 1-10-10

(A Each facility shall develop witten policies and
procedures governing the food service operation
Including but not limted to:

(1) Al prisoners, including those in disciplinary
confinenent, shall be served a mninmum of three
neals a day at regularly schedul ed intervals,
nolspan to exceed fourteen (14) hours between
meal s.

(2)  Menus shall be eval uated and approved by the
| ocal Board of Health or a qualified dietitian

(4 Permanent records of neals served shall be main-
tained on file.

(55 Mdified diets shall be prepared for prisoners
when requested by a physician's order; and al
reasonabl e efforts shall be nade to accommodate
dietary needs of a religion.

(6) Food shall be served at optimum tenperatures--
hot foods hot--cold foods cold--fresh and in
reasonabl e variety.

(7 Each jail shall provide adequate tables and
seats and necessary eating utensils to accom
nodate the feeding of prisoners.

(8 Al food preparation, serving areas, and
nmet hods shall neet sanitary standards--Sections
307.61 and 3709.26 of the revised code.

C. MODEL POLI CY AND PROCEDURE

V. E Pol i cy:

Food served to prisoners of
t he Buckeye Gty Jail wll be
fresh, nutritious, and served




at optinum tenperature.

Food wi ||l never be wthheld
as puni shnent and all pri-
soners will receive three
meal s per day.

Pr ocedur e:

Schedul e:

a. Meals will be ordered
by the jail officer
on the follow ng
schedul e:

br eakf ast : bet ween
7:30 a.m and 7:45 a. m

lunch:  between 11:30 a. m
and 11:45 a. m

dinner:  between 5:30 p.m
and 5:45 p. m

b. Meals will be served to
prisoners on the follow ng
schedul e:

br eakf ast : bet ween
8:00 a.m and 8:30 a.m

lunch:  between 12:30 p.m
and 1: 00 p. m

dinner:  between 6:00 p.m
and 6:30 p. m

Oders:  The Cjt?/_JaiI has an
ordering and billing agreenent
with the Suburban Cafeteria,
whi ch has provided the jail
wi t h m neographed order

bl anks (see Appendix J.3.d.).
The jail officer on duty at
the above tinmes (see 1 above)
wi |l distribute one order

bl ank to each prisoner and,

i f necessary, assist them

in filling out the blanks.

NOTE:  Prisoners with court
appear ances that daﬁ shal
conpl ete order bl anks before
being escorted to court.

V. E

(cont'd.)




Refusal: A prisoner may
refuse a neal and this fact
will be noted on the Jail
Log.

Call-In:  Wen all blanks
have been filled out and
collected, the orders will
be called in by either the
di spatcher or jail officer
on duty. Oders are
general |y ready for pick-
up within 20 mnutes of
placing the order.

Pick-Up: The officer on
uty wll pick up the
orders by driving or
wal ki ng to the Suburban
Cafeteria at 7th and Race.
The orders are boxed
separately and the officer
shall check to make sure
they are conplete before
signing for them at the
restaurant.  (If the
di spatcher and jail
officer on duty in the
jail are especially busy,
t he di spatcher may request
that a patrol deputy or
ot her personnel make the
food pick-up.)

Distribution: The food
WTT be distributed to the
prisoners as soon as it
arrives at the jail.

Cean-Up: After the
prisoners have finished
eating, the jail officer
on duty will walk through
the cell and day areas and
have prisoners place al
unconsuned food, plastic
utensils, paper and ot her
debris fromthe neal in a
pl astic garbage bag.

NOTE:  No prisoner will
be allowed to keep food in
his or her cell.

V. E

(cont'd.)




Records:  The order blanks

W TT be kept on file and each
quarter (March 31, June 30,
Sept enber 30 and Decenber 31)
a report will be prepared by
the Chief of Police show ng

t he nunber of neals served
per day and nonth.

Special Diets:

a.

Medi cal request: |f a
prisoner requests a
special diet for nedica
reasons, the jail officer
who receives such a
request wll call

Dr. Vasquez as soon as
possi ble (but in no case
to exceed 12 hours) and
note the request in the
Jail Log and in the pri-
soner's file. The doctor
will review the prisoner's
medi cal records and file,
and, if necessary, exam ne
the prisoner. [f the
physician finds that a
nodi fied diet is appro-
priate, he will notify
the Chief of Police and
prepare a witten order.

Response:  The Chief of
Police will first attenpt
to secure early transfer-
of the prisoner to the
County Jail where facilities
exi st for the provision of
speci al diets. (NOTE: In
addition to nornal transfer
rocedures, the court will
e notified of such a
transfer for nedica
reasons.) If transfer is
| npossi bl e, the Chief of
Police will work with the
doctor and the Gty Health
Departnent dietitian to
arrange (through the
hospi tal or sone ot her
source) the preparation
del i very and parnent for
special or noditied neals
for the particular prisoner.

. E

(cont'd.)




10.

c. Religious: Requests for
special diets for religious
reasons shall be forwarded
to the Chief of Police.

Approval :  Every six nonths

or prior to any changes, the
Chief of Police will submt

a menu card to the County
Board of Health Dietitian for
witten approval of its nutri-
tional adequacy.

V. E

(cont'd.)




I
A

OPERATI ONAL AREA

Prisoner Managenent and Services - Prisoner Hygiene

B.

STATE STANDARDS

5120: 1-10-01
(N) Suitable shaving equi pnent shal
5120: 1-10-04

(H Each prisoner shall

be made avail abl e.

be provided access to a shower

in the housing area on a daily basis.

5120: 1-10-05

(K) Prisoners shall be
and quarters clean

(L) Garbage and trash receptacl es shal

cl eaned daily.

(M Toilets,
shal |

urinal s,

si nks,
be cl eaned daily.

required to keep their persons
and in proper order.

be enptied and

and bathing facilities

cC.

MODEL PQLI CY AND PROCEDURE

V. F.

Policy:
Al
a be enco

|
ty Jail will

prisoners of the Buckeye

ur aged

to maintain their persona

hYgiene and will be pr
all necessary opportun
and supplies to do so.

Pr ocedur e:

Schedul e:
stalT wll

1. Shower
shower

ovi ded
ities

The
be

avail abl e for prisoner
use daily from 8:30 a. m

to 11: 0O a.m and

from

7:00 p.m until 9:00 p. m
The jail officer wll
accept requests for showers

each norning and eveni ng.




V.F. (cont'd.)

He will escort each pri-
soner individually to and
fromthe cell area to the
shower, remaining in the
area to supervise the
prisoner during the shower.

Shavi ng: Shavi ng equi pnent
I's stored in a | ocked cabi net
in the property roomand wll
be issued after breakfast on
a daily basis by the jail

of ficer for prisoner use.
Fifteen (15) mnutes after
issue, the jail officer

will collect, recount, and
store the shaving equipment.

Geaning Cells: Al prisoners
are expected to keep their

own quarters in clean and
sanitary order. Each day,

the jail officer

a. Provides prisoners with
t he necessary equi pnent
and supplies to clean
their cells at 7:00 a.m

b. Visually inspects the
prisoner |iving areas
at 7:30 a.m to be sure
that:

(1) floors have been swept;

(2) books and nmgazi nes are
stored on the shelves
provi ded;

(3 the cell fronts are
clear of paper, blankets,
or other materials;

(4 the plunmbing fixtures
are clean;

(5) personal articles
(games, witing materials,
hygi ene itens) are pro-
perly stored); and

(4 bedding is properly
pl aced on the bunks.




V.F. (cont'd.)

Non- Conpliance:  The jail
officer wll first issue a
specific verbal request to
correct any problens and
note in the Jail Log. If
after the verbal warning(s),
the occupant(s) of the cel
has not rectified the
deficiency, the jail officer
will informthe prisoners
that privileges for that

day may be suspended if the
problens are not corrected.
(See Procedure V.J., "Discipline")




V.G

—
A OPERATI ONAL AREA'

Pri soner Managenent and Services - Leisure Activities

B. STATE STANDARDS
5120: 1-10-11

(A) Each jail shall develop witten policies and pro-
cedures for the devel opment and I npl ementation of
correctional services and recreation prograns
including but not limted to:

(3) A programfor leisure time activities shall be
devel oped to include table games (e.g., cards,
checkers).

MODEL PCLI CY AND PROCEDURE

V.G Policy:

Al t hough the length of stay

of nost prisoners is extrenely
short, the proper use of
leisure tine is inportant for
security and nmental health
Leisure activities will be
made' available to the pri-
soners and their use wll

be encouraged. .

Pr ocedur e:

1. Jail Leisure Supplies:

Three decks of cards,

three chess sets, three
checker sets, one cribbage
board, and one scrabble

game will be stored in a
cabinet in the Propert room
and will be replaced when
worn or damaged. Prisoners
may have issued | eisure
supplies, such as cards, ganes,
or puzzles, in their cells.




2.

| ssuance: From9:30 a.m to
8:30 p.m, prisoners my
request the use of the jail’

| ei sure supplies. The jail
officer on duty will distribute
t hose supplies requested and
caution prisoners that the
del i berate m suse or destruc-
tion may lead to | oss of
privileges or a charge for
repl acenent cost by the city.

Pi ck- Up: Before the evening
[ock-up, the jail officer

on duty will collect al

jail leisure supplies and
return themto the storage
cabi net .

V.G (cont'd.)




V-H 1

A OPERATI ONAL AREA

Qther Prisoner Services - Reading Materials

L
B. STATE STANDARDS

5120: 1-10-11
(A) Al jails shall provide prisoners access to a
variety of reading materials to include: |egal

references, when prisoners are not represented
by counsel; and other printed materials approved
by the facility adm nistrator

! d
C.  MXDEL POLI CY AND PROCEDURE
V. H I Pol i cy:

Readi ng material s avail abl e
to prisoners will be limted
in quantity to be consi stent
with the need for safety and
order in the jail. Reading
materials brought to the

jail by or for a prisoner

w |l be subject to inspection
for contraband.

Pr ocedur e:

1. Limtations: No pri-
soner wll be allowed to
have nmore than two books,
two magazi nes, and one
newspaper in his or her
cell at one tinme.

(EXCLUSI VE OF LEGAL
REFERENCES)

2. Inspection: \Wen a book
Oor nmagazine enters the
jail with or for a pri-
soner, the jail officer on
duty wll inspect it for
contraband. If contraband
Is found, procedures set
forth in V.E. of this
Manual will be foll owed.




Newspaper:  Three copies

of the daily Buckeye Herald
Tinmes are delivered to the
jail each norning. Two of
these copies will be put

in the cell areas for the
prisoners' use and, at the
sane time, the previous
day's issue wll be

renmoved

V.H1 (cont'd.)




V.H 2

A OPERATI ONAL AREA

QG her Prisoner Services - Legal References

B. STATE STANDARDS

Same as V. H.I|.

C  MODEL POLI CY AND PROCEDURE

V.H 2

Pol i cy:

The right of access to the courts
Is a fundanmental right of al
United States citizens. The
Buckeye City Jail will take no
action which interferes

ri ght or discourages anK pri -
soner from exercising this right,
except such limtations as are
necessary for legitinmate
security and operationa

consi derati ons.

Pr ocedur e:

Prisoners Represented hy
Counser:

1. REguests: The jail has
mal T, telephonejand
visiting procedures
desi gned to provide anple
access to attorneys who
represent prisoners. Thus,
any prisoner who is repre-
sented by counsel will nake
requests, verbal or witten,
for any |egal reference
material directly to his
attorney.

2. Delivery: If an attorne
brings or mails to the jzil
any legal reference material
the dispatcher will be
responsi bl e for inspecting
such materials for contraband
within six hours of its receipt
and having it delivered to the
prisoner.




V.H 2 (cont'd.)

3. Denial: No officer or other
staff menber of the jail wll
be allowed to refuse the
delivery of |egal reference
material from counsel to a
prisoner. If a jail officer
notices that the |egal refer-
ences in a prisoner's cel
have accunul ated to an unsafe
| evel or are naking cel
i nspections difficult, the
officer will notify the
Chief of Police in witing
via a standard menorandum

4,  Consultation: The Chief of
Police wIT then contact the
attorney and consult wth the
attorney to determ ne the nost
equitable solution. Should the
Situation becone unnanageabl e
for the jail, the Chief wll
consult with the City Solicitor
and attenpt to resolve the
matter.

Prisoners Not Represented by Counsel

5. Requests: Prisoners not repre-
sented by counsel may nake
witten requests (on a plain
sheet of paper) to any jai
officer on duty for |egal
reference material. The
request shoul d incl ude:

a. the prisoner's nane,
b. the date of the request, and

c. a description of the requested
materials, as specific as
possi bl e.

NOTE: O ficers may, but are
under no obligation to, assist
prisoners in preparing a
request.

6. Response: The officer who
recerves the request for
legal reference materials
will:




V.H 2 (cont'd.)

date and initial the
request; and

transmt the request
to the Chief of Police.




V.H 3

A OPERATI ONAL AREA

Qther Prisoner Services - Religious Practices

B. STATE STANDARDS
5120: 1-10-11

(B) Al jails shall develop witten policies and pro-
cedures to permt prisoners to practice their
religion, subject only to the [Imtations necessary
to maintain security and order.

C.  MODEL PCLI CY AND PROCEDURE

V.H 3 Policy:

Representatives of the pri-
soner's church wll be allowed
to provide individual pastora
counsel i ng upon request by the
prisoner. The County Council
of Churches also will provide
pastoral counseling of non-
sectarian prayer service

uPon request. No enployee

of the Buckeye Cty Jai

will arbitrarily deny a
request for religious services
or in any way capriciously

I npede the free practice of
legitimate religion by
prisoners.

Pr ocedur e:

1. Personal Cergy: Pri-
soners nay arrange
(through visitors or
t el ephone) visits by
clergy and those pro-
cedures outlined In
V.C. of this Mnual

will apply.




V.H 3 (cont'd.)

Counci| of Churches:
Prisoners may express a
desire for pastora

counsel ing but are unable
to contact their persona
clergy. In such cases, the
jail officer on duty at the
time of the request wll
contact the Council of
Churches (see Appendix D.)
and rela% the request to

t hem atever arrange-
ments are nade wll be
transmtted to the prisoner
and the dispatcher and
noted in the Jail Log.

(The officer nust establish
a specific time and know the
name and affiliation of the
representative of the Counci
who is to visit the prisoner.)




V.H 4

A OPERATI ONAL AREA

G her Prisoner Services -

M scel | aneous Servi ces

B. STATE STANDARDS

5120: 1-10-11

(A)(5) Al jails shall arrange for
vention when appropriate, in the-areas of:

al coholi sm drug abuse, psychol ogical/soci al
services, and other comunity services.

pr of essi onal

I nter-

C. MODEL POLI CY AND PROCEDURE

V.H 4

Policy:

No prisoner will be denied
access to community services
because of the nere fact of
incarceration. Legitimate
and conpel Ii ng needs of
Brisoners w Il not be ignored
y jail enployees, but wll
be handl ed on a case- by-case
basi s.

Pr ocedur e:

1.  Services Avail able:
Those services avall able
in the comunity and
frequently requested by
a prisoner are as foll ows:

a. Al coholismand drug
abuse counsel i ng,

b. Mental health services.

2. Requests: The jail officer
0 receives a request for

one of these services wll:

a. Note the request in

witing in the Jail Log.




b. Contact the rel evant
service provider
(listed in Appendix D.)
within 12 hours of the
request.

c. Arrange for a special
visit, note those arrange-
ments in the Jail Log, and
notify the dispatcher, who
will also note in the
di spatcher's | og.

d. Notify the prisoner

Supervi sion: Wen the service
agency representative arrives,
he or she will be required to
produce identification and can
remain wth the prisoner no

| onger than one and one-hal f
hours. Unl ess circunstances
require privacy, the repre-
sentative will nmeet with the
prisoner in the cell area
(dayroom or cell) but nmay,

at the jail officer's

di scretion, be allowed to

use the interview room

I[f the interview roomis

used, the door will renain
open.

V.H 4 (cont'd.)




V. Il.

A

OPERATI ONAL AREA

Prisoner Managenment and Services - Prisoner Gievance Mechani sm

B. STATE STANDARDS
5120:1-10- 16
(A) Each facility shall establish a procedure mherebY_

a prisoner may express his grievance to the facility
adm nistrator. Al prisoners shall be notified in
witing of this procedure.

C. MODEL POLICY AND PROCEDURE

V.1. Policy:

Any prisoner shall be allowed
to file a grievance at such tine
as the prisoner believes he or
she has been subjected to abuse,
harassnent, abridgnent of

civil rights, or denial of
privileges as specified in the
Pri soner Handbook. (Gi evances
must be restricted to incidents
whi ch occur while the prisoner
is in custody of the Buckeye
Gty Police Departnent.)

Pr ocedur e:

1. Transmttal: A grievance
shall be made in the form
OL a witten statenFnt by
the prisoner pronptly
follgming t he ingPdent,
sealed in an unstanped
envel ope and addressed to
the Police Chief. Such a
letter will be transmtted
promptly and w t hout
Interference to the Chief
by any officer to whomthe
grievance is given.




V.l (cont'd.)

Contents: The grievance
shalT state fully the tinme,
date, nanes of those officers
or staff nenbers involved,
and pertinent details of the
incident, including the

names of any witnesses.

Revi ew. UBon recei pt of a
grievance by the Chief of
Police, he shall review the
grievance, and determ ne:

a. if the grievance con-
stitutes a proscribed
act by an officer;

b. appears to be a viola-
tion of the prisoner's
civil rights;

c. acrimnal act; or

d. an abridgnent of
prisoner privilege as
cited in the Prisoner
Handbook. -

Investigation: |f the grievance
constitutes an abridgnment of
the prisoner's privileges as
specified in the Prisoner Hand-
book, the Police Cmi

appoint an inpartial nenber

of the Police Department staff
to investigate the grievance
and report his findings and
recommendation(s) to the

Chi ef .

NOTE:  Any officer of staff

nmenber who subjects a prisoner

to harassnent, curtailnent of
privileges or any type of

puni shnment because of a grievance,
or attenﬁts to prevent or inter-
fere with the reporting of a
grievance, shall be subject to
I'mredi at e di smssal from

enpl oynent .




V.l. (cont'd.)

Response:  Any prisoner who
submts a grievance to the
Police Chief shall pronptly
recei ve a response fromthe
Chief follow ng investigation
of the grievance, to include
findings and actions to be
taken by the Departnment.

eal : If not satisfied
w th the disposition of the
grievance, the prisoner shall
be furnished paper, pencil
and an envel ope in order to
set forth his grievance in
witing and his objection
to the disposition of the
grievance. The Police Chief
shall inmmediately deliver
t he seal ed envel ope to the
Court of Common Pl eas for
consi derati on.

Recor ds: The Pol i ce Chief

shalT maintain a file of all
grievances and their disposition
and ensure that all orders of
the court are foll owed shoul d
the judge's decision overturn
that of the Department.




V. J.

A

OPERATI ONAL AREA

Prisoner Managenent and Services - Prisoner Discipline

B.

STATE STANDARDS

5120:1-10-12

(A

(B)

(F)

Each facility shall develop witten policies and pro-
cedures governing all disciplinary and admnistra-
tive actions.

Jail rules governing prisoner conduct shall clearly
define violations.

(1) The rules shall also list penalties which nmay
be inposed on prisoners found guilty of a rule
viol ation(s).

(2) The rules shall be posted in a conspicuous
place within the confinenent area if not
issued to prisoners in printed form

Maxi mum |l evels for disciplinary isolation or |oss of
privileges and certain rights shall be for a speci-
fied nunmber of hours or days.

Cor poral puni shnent shall be prohibited.

Under no circunstances shall discipline be adm nis-
tered by prisoners through the use of proceedings or
enforcers comonly referred to as "kangaroo court,"”
"tank judge," "barn boss," "sanitation comittee,"
or other such devices.

Crimnal msconduct by a prisoner(s) shall be
referred to the appropriate prosecuting authority.

5120: 1-10-13

(B)

(2) Privileges which may be suspended:

(a) Entertainnent (i.e., radio, novies,
ganes) .

(c) Visits by friends.
(d) Phone calls to friends and famly.

(d) Desserts, snacks.




V.J. (cont'd.)

(3) Qualified rights which may be suspended:

(c) dothing, bed, bedding, use of toilet,

| avatory, and shower. (Review daily for
reinstatenent.)

(d) The qualified rights provided in Rules
5120:1-8-13(2), and (3) of the Admi nis-
trative Code may be suspended only (a)
when the practice in a particular case
poses a serious threat to security or
(b) when the jail or jail property issued
I's seriously abused.

(e) The incident(s) leading to the qualified
rights of a prisoner being suspended shal
be thoroughly docunent ed.

(f) The decision by the facility adm nistrator
or his designee to deny a prisoner of a
provi sion(s) provided in Rule 5120:1-8-13
(2), and (3) of the Admnistrative Code
shal | be reviewed for the purpose of
reinstating the provision(s) at the
earliest possible tinme.

(4) Fundanental rights which cannot be suspended:
(a) Visits by attorneys.

(b) Visits by clergy as approved by Probate
Court.

(c) Phone calls to attorneys or clergy.
(d) Adequate food (nutritional diet).

(e) Adequate light, ventilation, tenperature
control, and sanitation.

(f) Medical care.

(6) The facility admnistrator or his designee nust
approve the penalty.

C.  MXDEL POLI CY AND PROCEDURE
V. J. Pol i cy:

Every prisoner of the Buckeye
Gty Jail has the right to
know what behavior is
expected and the penalties




for msbehavior. The discj-
plinary process nust be Falr
and systematic so that no
person, staff or prisoner,
may pl ead ignorance of the
rules or bias in the pro-
cedure.  Hasty, arbjtrary
and/ or corporal punishment
will not be allowed.

Pr ocedur e:

1. Rules: A prisoner shal
only be subject to
di scipline for those
vi ol ations described in
the Prisoner Handbook
or thosewhith—trave been,
or may be proscribed by
state |aw [f the
of fense conmmtted con-
stitutes a crinme, the
Police Chief shall refer
the case to the appropriate
prosecuting attorney for

possi bl e charges. \wet her
or not the offense con-

stitutes a crine, the
prisoner shall be subject
to disciplinary action

2. Viol ati ons: The foll ow ng
infractions shall be con-
sidered violations of the
jail rules:

a. M nor of fenses:

(1) Failure to conply
with any officer's
orders.

(2) Profanity, derogatory
remar ks or gestures
to any menber of the
staff, visitors, or
fellow prisoners

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

V. J.

(cont'd.)




V.J. (cont'd.)

(4  Loud tal king or
unnecessary noi se
after lights out.

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

(6) Failure to perform
routine duties such
as cleaning housing
areas and maki ng beds
during prescribed
hour s.

(7)  "Horsepl aying, "
teasing or verbally
har assi ng anot her
prisoner.

(8) Lying to an officer.

(9)  Fighting.

(10) Abusing visiting,
t el ephone and/ or
| ei sure privileges.

(11)  Abusing food services.

(12) Disrupting religious,
medi cal or food services,
or any other jail
activity or program

(13) Snoking in bed, or any
other prohibited area.

(14) Retention of any
medi cati on issued at
this facility or from
any ot her source.

(15)  Witing on the walls.

b. Mjor Ofenses:

(1) Assault on another
prisoner or staff
menber .




V. J.

(2) Escape, attenpted
escape, or aiding
anot her in escape.

(3) Possession of alcoholic
beverages or unauthorized
drugs.

(4  Theft.

(5 Interfering wth
security operations
of the jail.

(6) Arson.

(7) Possession of a
weapon or chem cal
agent or any object
whi ch has been nodi -
fied so that it may
be used as a weapon.

(8) Creating or inciting
to riot.

(9) Malicious destruction,
alteration or msuse
of property.

(10) Possession of any-
thing not on the I|ist
of "Permtted Itens"
or authorized by the
jail staff.

(11) Damage of jail property.

Observation of Infraction
Wien a jall officer wtnesses
a violation of rules by

a prisoner, or when a
violation of rules is
reported by another pri-
soner or staff nenber, the
of ficer who sees the viol a-
tion or receives the report
shall initiate procedures
as follows:

(cont'd.)




V.J. (cont'd.)

Violent prisoner: |If

the prisoner offender

is violent, or there

I's inmediate and reason-
abl e cause to believe the
prisoner offender wll
continue to inflict injury
on anot her person, himself,
or to facility property,

then the prisoner offender
shal | be pronptly confined
inasingle cell. Wen

such action may be necessary,
t he Jail of ficer on dut

shall be notified inmred ately.

M nor vi ol ati ons: [f the
violation appears mnor in
nature, the officer shall
ei ther:

(1) Verbally reprinmand the
prisoner offender and
Informhimthat continued
violation of the rules may
result in loss of privileges,
or

(2y Informthe prisoner of his
wrong doings and tell him
that his behavior is being
reported to the Chief of
Police and note the
incident in the Jail Log.

(3) Suspend one or nore of
the prisoner's privileges
as outlined in Procedure
V.J.5. and note the action
in the Jail Log.

Maj or violations: If the
viol atli on appears major in
nature, the officer shal
pronptly prepare an incident
report and submt it to the
Chief of Police.

Violation review  Upon
recei pt of a verbal or witten
report of a major violation
the Chief of Police or ranking
officer shall reviewthe facts
and determ ne the appropriate
action:




4.

VJ. (cont'd.)

(1) Confinement to cell and
| oss of privileges;

(2) TraTsfer to Chio County
Jail;

(3) Referral to Prosecuting
Att or ney.

Informng the Prisoner: The
Chief of Police wIT Tnform
the prisoner of the action

i mposed, record it in the Jai
Log, and notify the dispatcher
of "the prisoner's status.

Penal ti es:

a. Privileges which may be
deni ed:

(1) Entertainnent (radio,
TV, ganes, etc.).

(2) Visits by friends.

(3) Phone calls to friends
and famly.

(4) Desserts, snacks, etc.

b. Rights which MAY NOT be denied:

(1) Visits by attorneys.
(2) Visits by clergy.

(3) Phone calls to attorneys
and cl ergy.

(4) Adequate food (nutritional
diet).

(5) Adequate l|ight, ventila-
tion, tenperature control
and sani tation.

(6) Medical care.

(7)  Proper clothing, bed and
beddi ng, use of toilets,
| avatory and showers,
unless the practice is
abused and thoroughly
document ed.




VI A

P

A, OPERATI ONAL AREA

Emergencies - Fire
_

B. STATE STANDARDS
5120: 1-10-05
(T) The Jail Admnistrator shall request in witing that

the jail be inspected by a local or state fire safety
I nspector at |east annually.

(U There shall be a fire evacuation plan which shall
i ncl ude provisions for adequate firefighting equip-
nment .

Al so see VI.B

C MODEL POLI CY AND PROCEDURE

VI. A Policy:

Al personnel shall make every
effort to prevent the occurrence
of fires in the jail through
proper supervision of prisoners
and control of flammble materials
in all cell areas of the jail,
particularly prisoner-occupi ed
secti ons. In the event of
fire, the primary objective shal
be the protection of |ives of
prisoners, staff, and visitors.
No rule or set of rules can
conpl etely cover procedures to
be utilized in the event of
fire, but the foll ow ng basic
steps should be taken.

Pr ocedur e:

1. Prevention: The officers
on duty rn the jail shal
be responsible for
enforcing the foll ow ng
rul es:




VI.A (cont'd.)

a. There will be no snoking
in bed.

b. Trash will be disposed of
on at least a daily basis.

c. There will be no hoarding
or storing of paloer pro-
ducts or other flanmable
materials (i.e., toilet
paper, hmgazines).

The Chief of Police shall be
responsi ble for:

a. ensuring that the jail
s inspected by the Buckeye
Gty Fire Departnent on
an annual basis:

b. Seeing that all fire
fighting, detection, and
al arm equi pnent is inspected
and tested on a weekly basis.

c. Seeing that a floor plan
(Appendi x K.) outlining evacu-
ation routes and | ocation of
fire fighting eguipnent i S.
kept current and posted in
t he booking room and
di spatcher's office.

Di scovery:

a. Wien a jail enployee
di scovers a fire, he shal
inform the dispatcher via
the intercom i mediately,
givin% the exact |ocation
and the nature of the fire.

b. Wen a jail enployee is
i nformed by a prisoner or
visitor that there is a
fire, he shall alert the
di spatcher via intercomthat
he 1s investigating the possi-
bility of a fire and then
follow the preceding Step 2.a
if a fire is discovered.




VI.A (cont'd.)

c. Wen the snoke alarn(s)
activates, the dispatcher
shall notify the officer
of which area(s) is noted
by the alarm He shal
request the officer to
Investigate the fire(s)
and report back the exact
| ocation and nature of
the fire

NOTE: On the 11:00 p.m

to 7:00 a.m shift when no
officer assigned to the jail
s no. duty, the dispatcher
wll notity the patrol
officer of the discovery,
report an alarmand wl|
then investigate or take
actions further specified
bel ow

Notification:  Upon being
Inforned of a fire, the
di spat cher shall:

a. QCll the Gty Fire
Departnment at 441-1674,
and request that thez
bring the energency keys
to the jail.

b. Notify all road patro
unjfs to respond to the
jail.

c. Notify the Shift Commander
and the Chief of Police.

d. Request back-up assistance
fromthe County's Road Patr ol

Units.

Response:

a. The jail officer shal
remove all prisoners
| ocated within the
affected areas to the
appropriate evacuation
area(s). (See Fl oor
Pl an, Appendi x K.)




Vi

The officer or dispatcher
shal | secure prisoners in
their cells in unaffected
areas, escort visitors
out of the building, and
then proceed to the fire
to provide assistance.

The officer (or first to
arrive on the scene ot her

t han the di spatcher) shal
obtain a self-contained
breat hi ng apparatus from
the dispatcher's office,
proceed to the affected
fire zone, and assi st

In evacuating the prisoners.

The Chief of Police, or in
hi s absence, the Shift
Commander, w |l be respon-
sible for directing and
coordinating the efforts
of the police and fire
fighters at the scene.

When patrol units arrive,
t hey shall be responsible
for securing the perineter
of the jail, and super-
vising the prisoners.

The Shift Commander shal
assign one (1) road patrol
unit to pick up the city/
county emergency evacuation
bus fromthe city school
bus lot at 717 Race Street
and proceed to the jail

Defend in Pl ace:

a.

The Shift Conmander, after
all prisoners are secured,
shal|l determne if staff
shal|l attenpt to extinguish
the fire prior to the

A

arrival of the Fire Departnment.

If staff attenpt to
extinguish the fire, they
shall utilize the breathing
apparatus and appropriate
firefighting equipnent.

(cont'd.)




c. |If at any time the Shift
Conmmander determ nes the
snoke may affect those
prisoners who have not been
evacuated, or that staff
are not capable of controlling
the fire, he shall order the
I medi at e evacuati on of al
prisoners and staff.

Fire Departnent Arrival

a. Wen the fire departnent
arrives, they shall be
escorted to the fire zone (s)
by the dispatcher.

b. The ranking firefighter
shal | assume authority at
this time. He may order
further evacuation of
prisoners and shall direct
all personnel in assisting
in firefighting and evacua-
tion efforts.

Pri soner Evacuation: The
primary evacuation areas are
the | obby and garage. If
the fire chief determnes
further evacuation is needed,
prisoners shall be | oaded
onto the evacuation bus and
transported to the National
Quard Arnory at 213 State St.

I nvestigation: The Police
Chief shall order an investi-
gation of the incident in
cooperation with the Gty
Fire Departnent and the

State Fire Marshall. Al
staff involved in the initial
di scovery of the fire shal
conpl ete an incident report.




VI. B.

A OPERATI ONAL AREA

Ener genci es - Escape

B. STATE STANDARDS
5120: 1-10-03
(BB) Al jails shall have available witten procedures

for emergency situations including but not limted
to:

(1)  Escapes.

(2) Taking of hostages.

(3) Fires.

(6) Civil disturbances in the comunity.
(7)  Natural disasters.

(8)  Sui ci des,

(99 Qher deaths and disorder.

C. MODEL PCLI CY AND PROCEDURE

V] . B. Pol i cy:

Since the custody of the
prisoners is the primry

m ssion of the jall, when-
ever such custody is breached,
the officers and personnel
shal |l give the highest
priority to the apprehen-
sion of the escapee.

Pr ocedur e:

1. Discovery: The jail officer
o fIrst discovers an escape
or apparent escape wll:




a. |Imediately advise the
di spat cher,

b. secure the area from which
the escape was made;

c. lock up all prisoners;

d. place a freeze on al
prisoner novenment and
conduct a count,

e. relay the follow ng
information (if known)
to the dispatcher:

(1) the nane(s) of the
escapee(s)

(2) the node of trans-
portation of the
escapee(s)

(3) the tine of the
escape.

NOTE: |If the nane of the
escapee i s not known,
identify the escapee by
mat chi ng physi cal
characteristics of

present prisoners to the
Booki ng Cards.

Notification: The dispatcher,
I mredi ately upon being notified
of an escape wll:

a. broadcast the description
and ot her pertinent 1nfor-
mation from prisoner's
Booking Card to all. _
patrol units, the Sheriff's
Departnent, State H ghway
Patrol, and enter the
description into LEEDS:

b. notify by radio (if not
al ready notified above or
i f not present) the Shift
Conmander and Chi ef of
Pol i ce

VI.

B

(cont'd.)




| nvestigation: The Chief
of Police wWwIT order an

i nvestigation by the
Detective Bureau and

w |l be given copies of
all incident reports (to
be filed by all personnel
invol ved in the discovery
of the escape).

V.

B

(cont'd.)




Vi.C

A

OPERATI ONAL AREA

Energencies - Death of a Prisoner in Confinenent

B.

STATE STANDARDS

Same as VI.B

C. MODEL POLI CY AND PROCEDURE
Vi.C Policy:

In the event of the death of

any prisoner, the officers and
personnel shall take all actions
necessary to provide necessary
nmedi cal services, to preserve
the scene, and cooperate with
al | medical and investigative
authorities.

Pr ocedur e:

1. Discovery: The officer
who |n|t|alh% di scovers
a prisoner 0 appears dead,
wll first use the energency
nmedi cal procedures as speci -
fied in V.D.1. If the prisoner
cannot be revived, the
folTow ng steps will be taken

a. Seal off the scene of the
death in order to preserve
it (this will require that
any prisoners present be
removed from the scene).

b. Summon the Shift Comrander
on duty.

2. ldentification and |nvestigation:

a. The Shift Commander will sunmon
the Chief of Police and county
coroner.




VI.C. (cont'd.)

b. Upon verification of death
by the county coroner, the
Chief of Police wll:

(1) notify the Detective
Bureau and request
that an investigation
be commrenced;

(2y arrange for a qualified
officer to proceed to the
scene to |ift fingerprints
from the corpse (such
prints will be used to
positively identify the
deceased, and a set of
these prints will be
attached to the prisoner's
file to ensure that the
file is subsequently
renmoved fromthe active
jail records);

(3) determ ne the custody
status of the deceased
(city, county, federal,
mlitary or other
prisoner).

Fol | ow-Up:  The Chief of Police
W assign staff to conplete
the follow ng tasks:

a. |If the deceased is a federal
immgration or mlitary pri-
soner, notify the appropriate
agency inmmedi ately to advise
t hem of the death;

b. If the deceased is being held
on a warrant from anot her
jurisdiction, notify that
jurisdiction:

c. Cbtain the nane, address,
and t el ephone nunber of the
relative(s) shown in the
prisoner's file (if a relative
I's not shown on any formin
the file, check the visitors
book to determ ne nanmes of
appropriate persons to notify);




VI.C. (cont'd.)

Notify the appropriate
relative or other person
(mentioning that prisoner
ﬁroperty may have to be
eld until |nvest|gat|0n
is conplete);

Notify the court(s) to which
the prisoner's case(s) is
assi gned:

| mpl ement general rel ease
procedures in order to
conplete jail records;

Col l ect all property of

t he deceased and notify
relatives that the pro-
perty may be rel eased

(unl ess otherw se instruc-
ted by the Coroner or

Det ective Bureau.




VI

A OPERATI ONAL AREA

Emer genci es - Hostage Taki ng

B. STATE STANDARDS

Same as VI.B.

C. MODEL 'POLICY ' AND PROCEDURES

VI.C Policy:

The first priority in a hostage
situation 1s to preserve the
life of the hostage(s). The
personnel who nay be invol ved
will never attempt to interfere
in the negotiation process.

Procedure: The follow ng steps
shalT be taken in the event
that a prisonergsg t akes and
hohds a hostage(s) within the
jail:

1. D scovery: The staff
menber ﬁ)r/io first becomnes
awﬁre of the situation
wll:

a. Notify the dispatcher
and

b. See that the area in
whi ch the hostage(s)
has been placed is
seal ed;

c. Place a freeze on al
prisoner novenent out-
side the hostage area.

2.  The dispatcher wll:

a. Call the Shift Commander
to the jail




VI.

b. Aert the Cty Police
patrol officers and Sheriff's
patrol but request that
they remain clear of the
scene until directed
ot herw se by the Shift
Commander ;

c. Aert the Buckeye Gty
enmer gency nedi cal squad
to stand by.

The Shift Commander WII:

a. Notify the Departnent's
pre-desi gnat ed host age
negoti at or;

b. Determne, to the degree
possi bl e, the |dent|ty
of the hosta e t aker (s)
and gather all pertinent
facts which nay aid in
the negotiation;

c. Notify the Chief of Police.

Negoti ati ons: The Chief of
Police wll direct the procedure
and w Il make all final-decisions
concerning negotiations (if the
Chief is absent or is the hostage,
this authority transfers to the
Shift Commander). The follow ng
general procedures apply to

host age negoti ati ons:

a. At no time will any
prlsoner§s) be permtted
rel ease fromthe jail;

b. The pre-designated
negotiator will not be
empowered to nake final
deci si ons on negoti abl e
itens, but will check with
the Chief of Police or his
desi gnee before naking any
prom ses Or concessions
to the hostage-taker(s);

D

(cont'd.)




VI.

c. Any orders or conmands
given by the hostage,
even if the hostage may
be a ranking official
w |l not be honored to allow
the hostage-taker(s) to
effect an escape:

d. No person except the
negotiator shall be in
contact with the hostage-
taker(s) unless specifically
directed by the Chief of
Police or his designee.

Investigation: At the con-
cluston of any hostage-taking
event, a full investigation
w || be conducted by the
Detective Bureau and all
enFonees W || cooperate
fully in that investigation

D

(cont'd.)




APPENDI X A.

SUPPLEMENTAL WORKSHEET

A OPERATI ONAL AREA

Al Areas - Frisk Search

B. MODEL POLI CY AND PROCEDURE

Appendi x A. Frisk Search

Before conducting a frisk search, the officer shall instruct
the prisoner to enpty all pockets in his clothing, place the
items on the floor, and nove out of reach of the itens.

When groups of prisoners are to be frisk searched, all such
prisoners shall be lined up, spaced apart, and faced with
their palnms extended at arns length against a wall.

Under no circunstances shall an officer frisk search a
prisoner _of _t{he OppoSil€ Sex.

1. Instruct the prisoner to stand erect, feet apart,
with arnms extended outwards.

2. Move behind the prisoner, then:
a. Carefully examne the shirt collar

b. Run hands over the prisoner's shoul ders, down
the outside of his arns to the shirt cuffs, and
carefully examne the shirt cuffs

c. Mve hands up the insides of the arnms to the
arnpits.

d. Run hands down the prisoner's shirt front, care-
fully checking the pockets.

e. Myve fingers around the inside of the waistband,
feeling for any objects which may be conceal ed
there or behind the belt.

f.  From the waistline, nove hands down the prisoner's
but t ocks.

g. Put both hands on one leg at a tine, and run
them carefully down each |eg, being certain to
check each trouser cuff.




APPENDI X A. (cont'd.)

h. Mve hands over the prisoner's |ower abdonen
and crotch carefully, to inspect for contra-

band that may be hidden or taped to those
areas.

I nstruct the prisoner to extend one foot at a
time, backward, then inspect each sock and shoe
for concealed articles.

Wien the frisk is conpleted, instruct the prisoner
to face the wall with palms extended at arns | ength
against the wall, then carefully check each item
that the prisoner renoved from his pockets.

Itens that a prisoner is allowed to have in his
possession shall then be returned to him




APPENDI X B.

A OPERATI ONAL AREA

Security-Strip Search

B. MODEL POLICY AND ' PROCEDURE

Appendix B. Strip Search

Under no circunstances is an officer permtted to conduct

or wwtness a strip search of a prisoner of the opposite sex.

The follow ng actions shall be observed:

1.

Instruct the prisoner to renove his clothing,
pl ace clothing on the floor, and nove out of
reach of the cl ot hing.

I nstruct the prisoner to stand erect, feet apart,
with arms extended outward, then visually inspect
for contraband in his:

a. hair,

b. ears, nouth and nose,

c. arms, arnpits, and hands,

d. groin,

e. soles and toes of feet,

f. rectum (instruct the prisoner to turn around,
bend over, and spread his buttocks), and

g. remove any bandages, inspect, and replace
W th new ones.

|f the prisoner has an artificial device (such as
false teeth and artificial linbs), notify the Shift
Conmander imredi ately before proceeding.

If the prisoner may be wearing a plaster cast, and
the officer may believe contraband is concealed in
the cast, the cast may only be renoved and inspected
by medi cal personnel.




APPENDI X B. (cont'd.)

Wien the body search is conpleted, instruct the
prisoner to stand erect, feet apart, hands on top
of head, and nove out of his reach to inspect his
cl ot hi ng.

Check for presence of contraband in clothing.
Extreme caution should be exercised by the officer,
to avoid being cut by conceal ed sharp instrunents,
when inspecting:

a. pockets,

b. l'ini ngs,

c. fly, waistband, cuffs, seans, collars, hatband,
d. inside of all garnents,

e. soles, heels, and insides of shoes

f. socks (inside and outside).




APPENDI X C.

A

OPERATI ONAL AREA

Security/ Energenci es

—

B.

MODEL PCLI CY AND PROCEDURE

cel

Before initiating a cell search, the Prlsoner(S) shal | first
0

be renoved from the cell. The j ai
shall leave it as neat as |t was before the search.

The follow ng actions shall be observed:

1.

Appendix C.  Cell Search

ficer who inspects the

Renove all bl ankets and covers fromthe bed and
inspect them carefully. After inspection, fold
such items and place them aside.

G osely and carefully exam ne:

a. mattress,

b. all furniture which nmay be in the cell,

c. lavatory and toilet (including the bottom of
those fixtures,

d.  floor drain,
e. ventilation grill,

f.  faucets, drains and any openings in cell door

t racks,
g. |ight sockets,
h. books, *

I. personal letters and papers (letters and papers
may be renoved from envel opes and inspect ed, but
not read by the officer.)*

j. all containers,?*
k. small articles

*These itens shall be returned to their same
pl ace and condition as prior to inspection.




APPENDI X C. (cont'd.)

3. Exam ne each bar in the cell to determne if it
has been cut or | oosened.

4, Examne all locking lugs to determne if they have
been | amred.

5. Exam ne any panels and protective screens to deter-
mne if they have been | oosened in preparation for
renoval

6. Following the cell search, no cell shall be left
unl ocked by the jail officer.

A — -—
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PPENDI X D.

OPERATI ONAL AREA

Prisoner Managenent and Services - Qther Prisoner Services

MODEL PCLI CY AND PROCEDURE

Appendi x D Prisoner Services Sources

Arrangenments have been nmade with the agencies |isted below to
provi de services on a case-by-case basis to prisoners confined
In the Buckeye Gty Jail. See Procedure V.H 4, "Oher
Services."

1. Alcohol and Drug Abuse Services:

a. GChio County Al coholism Counci l
Buckeye ValTey Chapter
1336 E. Al um num Par kway
Buckeye, OH 43433
Phone:  848-4833 days, 855-9910 evenings
Contact Person: Harold Pinter

Services: individual counseling, work wth
famlies of alcoholics.

b. The Cardinal Drug Abuse Screeni ng and
Treat nent Center
46 Normal Avenue
Buckeye, OH 43433
Phone:  855-9293 days and eveni ngs
Contact Person(s): Dr. Renee Bojan
Dr. John Johnson

Services: diagnostic testing, individual
counseling, drug and al cohol abuse
i nformation.

2. Mental Health/Psychiatric Service:

a. The Chio County Mental Health Center
46 Ir1m Avenue
Buckeye, OH 43446
Phone: 855-9294 days and eveni ngs
Contact Person(s): Dr. MIton Lowenstein
Dr. Mary Hilton

Services: individual counseling, diagnostic
testing, group therapy, self-help
literature.




APPENDI X D. (cont'd.)

O her Services:

Chio County' Council of Churches
/876 N. Platte Avenue

Buckeye, OH 43433

Phone:  848-7763

Contact Person: Mary Forsythe

Services: Sunday services, pastoral counseling,
enmergency financial assistance to
famlies, referral to various other
progr amns.
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PERM TTED | TENS

BEDDI NG AND TOWELS

1 towel

1 washcl oth
1 bl anket

1 mattress

PERSONAL HYG ENE | TEMS

t oot hbr ush

t ube toothpaste

bar soap

conb

fem ni ne hygi ene itens as issued

shavi ng eﬂuipnent whi | e under issue by jailer
1 stick deodorant

s

CLOTHI NG

2 changes of undercl ot hing
1 jail unifornmior street clothes
1 pair tennis shoes

PAPER, BOCOKS, MAGAZI NES

| egal papers

personal letters

Pri soner Handbook
1 jail library book
1 other book (from publisher or famly)
2 magazi nes (approved by Chief of Police

| SSUED LElI SURE TI ME GAMES AND EQUI PMVENT




CENSCRSHI P GUI DELI NES'

Phot ographs or explicit dramﬁngs of nude persons whose
sexual organs are fully expose

II'lustrations and/or text which show or describe the
manuf acture or fabrication of weapons such as guns,
bonbs, incendiary devices; and

Qher items which can categorically be expected to
encourage violent or disruptive behavior by the
particular prisoner or anong the prisoners generally.

NOTE: A review conmttee consisting of the Chief of
Police, Probate Judge, a clergy and a | awer
éas appoi nted by the Probate Judge) shall approve/
i sapprove all questionable materials
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MEDI CAL EMERGENCY CARE PLAN

BE AWARE THAT AN EMERGENCY CAN OCCUR AT ANY TI ME.
BE READY TO OBSERVE OR BE NOTI FI ED OF THE EMERGENCY.
FI RST Al D MJST BE G VEN | MVEDI ATELY.

TELEPHONE THE BUCKEYE FI RE DEPARTMENT' s EMERGENCY
MEDI CAL  SQUAD.

CALL FOR ASS| STANCE FROM OTHER OFFI CERS.

Ener gency Room _ 333-7777
Buckeye Menorial Hospital

Emer gency Squad 333-8888




APPENDI X H.

SYMPTOVS OF MENTAL | LLNESS OR ANXI ETY

Any prisoner suspected of bein% mentally ill or of being a
potential suicide victimnust be isolated and observed cl osely
by the jail staff. It nay becone necessary to renove certain
items fromthe cell, such as toothbrush, matches, or any other
itemwth a potential for self-inflicted harm or any item
capabl e of being used as a weapon

Any prisoner who exhibits any of the follow ng synptons nust
be referred to a physician as soon as possi bl e.

A Hallucinations - e.g., hearing voices, seeing visions,
perceiving sonething that is not there.

B. Illusions - misperceiving sonething that is there -
e.g., thinking he is soneone el se, seeing an object
as sonmething it is not.

C. Delusions - strange beliefs or ideas, often overly
religious or grandiose. My believe people are out to
get him or that thoughts can control others.

D. Extrene Hyperactivity - constant noving, talking,
inability to sleep for long periods of tine.

E Wthdrawal - very little activity, refusal to eat,
speak or get out of bed.

F. Cbsessions - persistent thoughts that the person feels
he cannot get out of his mnd, e.g., thoughts of
sui ci de, harm ng soneone, etc.

G Conpulsions - repeated actions (persons feel forced to
act in a certain way), e.g., washing hands over and
over,

H ~ Phobias - severe, unrealistic fears - person may have
i ncreased pul se rate, hyperventilation, sweating, etc.
in the face of a situation not nornally frightening.

Catatonia - unusual rigid posturing; e.g., person
stands with arms and legs in a particular position for
hours at a tine.

J. Flight of ideas - strange speech, stringing together
unrel ated topics and thoughts w thout apparent order.

In any of this type, explore the recent and past history of drug
and al cohol use and abuse. Alcohol, drugs and withdrawal from
either can cause many of the sanme synptorrs.

Prisoners known to be nentally ill shall be kept isolated for
their own protection from the other prisoners.
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(o3}

10.
11.
12.

ok~

FI RST Al D EQUI PMENT

Adhesive tape rolls

2" x 3" sterile dressings

8" x 7.5" surgipads, sterile
Box of cling or gauze bandages
Sing

Sanitized receptacle for ice
Bl anket

Resuscitation aid

Antiseptic liquid

Local dental anesthetics
Gauze for dental hemmorrhages

El asti ¢ bandage




APPENDI X J. 1. a.

BOOKI NG CARD
( FRONT)
BUCKEYE CI TY JAIL

Conp. # Photo #

Nane SSN

Addr ess Phone #

DOB Place of Birth

Race _ Sex Hgt. _ Wt.  Conp. #__ Nat'l
Hai r Eyes __ Mental/Phys. Eval.

Mar ks/ Scar s Spec. Med. Problens

Physi ci an Marital Status Spouse

Energency Notification Phone #
Cccupation Enpl oyer Phone #

Char ge Arresting Oficer

Date of Crine Date of Arrest Cell #
FBI BCl Alias

Associ at es

Veh. Year Body Style ~ Lit. #

Qper. Lit. # Exp. Date State

Di sposition




APPENDI X J.1.a. (cont'd.)'

(BACK)
BOCKI NG CARD

Property

| have received a copy of the Jail Rules and understand them
The above is a conplete list of ny property taken by the
Buckeye City Jail.

Nane : Dat e

Time Entered Dat e Jail Oficer

3 _alcknow{ edge the receipt of ny property fromthe Buckeye City
ail.

Nane : Dat e
Ti me Rel eased Dat e: Jail Oficer
Renmar ks

TOT/ DEPARTVENT Jail Oficer




APPENDI X J. 1. b.

" BUCRESE CITY JALIL
PRELI M NARY HEALTH EVALUATI ON
RECEI VI NG SCREENI NG FORM

DATE

NANE: JAIL OFFI CER
JAIL OFFICER S VI SUAL OPI NI ON
1. Is the prisoner conscious? YES NO
2. Does the new prisoner have obvious pain or YES NO

bl eedi ng or other synptons suggesting need for
Emergency Service?

3. Are there visible signs of trauma or illness YES NO
requiring i nmedi ate Emergency or Doctor's care?
4. 1s there obvious fever, swollen |ynph nodes, YES NO
jaundi ce or other evidence of infection which
m ght spread through the jail?
5. Is the skin in good condition and free of vermn? YES NO
6. Does the prisoner appear to be under the influence YES NO
of al cohol ?
7. Does the prisoner appear to be under the influence YES NO
of barbituates, heroin or any other drug?
8. Are there any visible signs of A cohol/Drug with- YES NO
drawal synptons?
9. Does the prisoner's behavior suggest the risk of YES NO
sui ci de?
10. Does the prisoner's behavi or suggest the risk of YES NO
assault to staff or other prisoners?
1. Is the prisoner carrying nedication or does the YES NO
Brlsoner report being on nedication which should
e continuously adm ni stered or avail abl e?
OFFI CER- PRI SONER QUESTI ONNAI RE
12. Are you presently taking nedication for diabetes, YES NO
heart disease, seizures, arthritis, asthma, ulcers,
hi gh bl ood pressure, or psychiatric disorder?
Grcle condition
13. Do you have a special diet prescribed by a YES NO
physi ci an? Type
14, Do you have history of venereal disease or YES NO

abnormal di scharge?




APPENDI X J.1.b. (cont'd.)

15. Have you recently been hospitalized or recently YES NO

seen a nedical or psychiatric doctor for any

i1l ness?
16. Are you allergic to any nedication? YES NO
17. rﬁyﬁrggu fainted recently or had a recent head YES NO
18. Do you have epilepsy? YES NO
19. Do you have a history of tubercul osis? YES NO
20. Do you have di abetes? YES NO
21. Do you have hepatitis? YES NO
22. If female, are you pregnant? YES NO
23. Are you currently on birth control pills? YES NO
24,  Have you recently delivered? YES NO
25. Do you have a painful dental condition? YES NO
26. Do you have any other nedical problemwe should YES NO

know about ?
REMARKS.
1.
2.
3.
4,

(A copy of this formis included in the prisoner's nedical
record)
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BUCKEYE CI TY JAIL
PROPERTY ENVELCPE

Pri soner Nane

Date of Adm ssion

Jail Oficer

DESCRI PTT ON OF T TEMS Tagged:

| certify that the above is a correct list of items, renoved
fromny possession at the time | was placed in jail.

Signature of Prisoner Dat e
Release: | certify that the itens |isted above were returned
to me on in the condition and quantity

o (date of release)
speci fied above.

Signature of Prisoner Dat e




(cont'd.)

APPENDI X J. 1. cC.

PROPERTY 'I?(FACSI: ILE)

BUCKEYE CI TY
JAIL

Prisoner Name

Admit Date

Jail Initials

Prisoner Signature
Release Date
Releasee Signature
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AFFENUI A J. 2. D.

BUCKEYE CI TY JAIL
REQUEST SLIP FOR MEDI CAL CARE

Dat e Ti me

Cel |

For how | ong

TO BE FI LLED QUT BY JAIL OFFI CER

Di sposition and Instructions:

Dat e Ti me Initials
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Jail Log (typical page)

NOTE: The jail officer will keep a daily log on the first
and second shifts. The dispatcher will keep the third shift
log. The relief jail officer will review that |og upon
assumng duties on his or her shift. The followi ng activities
shall be routinely noted in the I og:

Security Inspections

Pri soner Counts

Prisoner Mvenent (e.g., Court, Release, Recreation)

Medi cal Treatnent/Visits

Feedi ng

Di sciplinary Actions

Use of Force

Surveill ance Checks

Unusual I ncidents

Cel I bl ock Activities (i.e., use of telephone)




DATE

AREA:

JAIL LOG

Trme
Date  From To

Jai |

Oficer

Activity or

Event

3dd¥
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BUCKEYE CI TY JAIL
TELEPHONE LOG

Prisoner

Oficer's
Nane: !

Date Nunber Called Rel ati onshi p Remarks lnitials




SUPPLENVENTAL WORKSHEET

A COPERATI ONAL AREA

Security - Prisoner Counts

B. MODEL POLICY AND PROCEDURE

Pri soner Count Sheet

BUCKEYE G TY JAIL
DATE:

count Count Count

# /U0 a. MG g TN | WI Uupmypsig N JOUI 1100 pom B Sig LINJOUT

NAIddY
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MEAL ORDER BLANK
PRI SONER NAME DATE

BREAKFAST

Check One: _ _
__Two eggs, Toast and Jelly ___ or English Muffin, Jelly

____or Three Pancakes, Syrup and Butter

Check One: _
—___Side of Ham ___ Bacon ___ or Hone Fries

Check One:
- MTKk

or Orange Juice or Tomato Juice

L UNCH

Check One: _
—___ Hanmburger (circle: cheese/onion/ketchup/ nustard/ pickl e)

or __ Egg Salad Cub Sandwi ch or Gilled Ham and Cheese

~— Sandwi ch
Check One: _
—___ Coca-Cola __ MIk __ Oange Juice

Check One: _
Chocol ate I ce Cream Vanilla Ice Cream

DI NNER

Check One: _ _
urger or ___ Fried Chicken or __ Barbeque Beef or

___Chef's Sal ad

Check One:
—___Tossed Salad ___ Geen Beans Potato Sal ad

Check One: _
—__Apple Pie ___ Cherry Pie lce Cream
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FLOOR PLAN KEY
SECURI TY POSTS

KEY:
@ staffed at all tines on all shifts

‘ Staffed on the 7:00 a.m to 3:00 p.m and on the
3:00 p.m to 11:00 p.m shift everyday.

NOTE: The dispatcher office wll be staffed by female
personnel who are responsible for admtting and
suFerw sing female prisoners. The jail officer
wi || performdispatching functions in the absence
of the dispatcher.

FI RE EVACUATI ON RCUTES,
EXTI NGUI SHER AND HOSE LOCATI ONS

KEY:

D = Extingui sher

. = Hose

"”") = First Floor Primary Route
D = Secondary Routes
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P.D.
ENTRANCE

- FLOOR PLAN DIAGRAM
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