HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION
(HCCF)

POLICIES AND PROCEDURES

ABOUT THIS MANUAL

With the 1996 opening of the Humboldt County Correctional Facility a new philosophy
of supervision was implemented. This supervision, known as Direct Supervision was very
new to the staff. Over years this style of supervision accompanied by the facility design,
has proven to be a much safer environment for the staff and the inmates alike.

This manual was written prior to the opening of the new facility by a team of Correctional
Deputies that represented all ranks of the profession. Since the original policies were
written many changes and revisions have been made. Revisions are made to help ensure
that the facility and its staff are complying with all current laws and applicable standards
set forth by the State and Federal Governments while also ensuring the safety of staff,
inmates, and the public alike.

This Policy and Procedure Manual is intended to provide employees with a clear insight
into the facility’s organization and its operation. The policies and procedures contained
in this manual are applicable to all employees that work for the Humboldt County
Sheriff’s Office and are assigned to the Custody Services Division.

There will, however, be occasions when the policies and procedures will not cover a
certain situation or anticipate all problems that may arise. Employees are expected to use
good judgment when confronted with a new or unusual situation not covered by these
policies and procedures.

As laws and standards continue to change and new ideas come around that might make
the custody environment safer or the job easier, we encourage staff to bring forth these
positive ideas and suggestions. Policy and Procedure A-019 — Procedural Oversight
Committee, outlines the procedure to be used to initiate suggestions or changes in a
particular policy and procedure.

This Policy and Procedure Manual will be maintained electronically and accessible by all
staff. Notifications will be made to staff upon any changes or updates to its contents. All
employees are responsible for remaining aware of this manual’s contents as well as the
contents of the Humboldt County Sheriff’s Office’s Policy and Procedure Manual
(Lexipol), and will adhere to the directives contained therein.

]

C((j;/I’ et
Dutine Christian, Captain
Facility Manager




HUMBOLDT COUNTY CORRECTIONAL FACILITY

MISSION STATEMENT

The mission of the Humboldt County Correctional Facility is to provide for the safety of the
community by the secure detention of individuals arrested and accused of crimes within the
jurisdiction of Humboldt County.

In accordance with this county’s legal mandate to reduce overcrowding, the Humboldt County
Sheriff’'s Department is dedicated to:

1.

Meeting and/or exceeding current codes and standards set forth by the State of
California while upholding the Constitution of the United States.

Providing a safe and humane facility for staff and inmates alike.
The preservation of human dignity.

Utilizing community involvement and providing programs to enhance educational and
social skills.

Public awareness programs to enhance education of the Corrections profession.

Implementing the principles of Direct Supervision as an efficient management tool to
achieve cost effective operations and increase communication while maintaining effective
control.

The professionalism of the Corrections field through the selection and training of
competent staff, continued education and promotion within the Corrections structure.

Encouraging the maximum use of alternative to incarceration programs (such as
furlough, SWAP, County Parole and substance abuse treatment) that reduce
overcrowding and potentially lower the rate of recidivism among offenders.
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: FORMAT FOR POLICIES AND PROCEDURES
APPROVED BY: Captain Duane Christian, Facility Manager
DATE: April 14, 1996 A-001
REVISED: April 26,2018

REFERENCES:

Title 15 CCR, 1029
FORMS:

Policy and Procedure Comment Form (HCSD 0329.6)
In Service Training Form (HCSD 0035.16)

POLICY:

The Custody Services Division shall publish and maintain a policy and procedure manual
for all aspects of the division’s operations that is consistent with current law, regulations,
and Sheriff’s Office policy.

DEFINITIONS:

FTO Coordinator — A correctional Deputy assigned to oversee and coordinate the Facility
Training Officers (FTO) program.

Facility Administrator - The Sheriff who is charged by statute with the administration of
the Humboldt County Correctional Facility.

Facility Manager - The jail commander who has been delegated the responsibility for
operating the Humboldt County Correctional Facility by the Facility Administrator. This
position holds the rank of Captain and has the responsibility of implementing Department
policy and establishing facility policies and procedures to ensure an efficient and
effective overall operation of the Custody Services Division.

Policy - A policy is a statement of what is to be done in relation to a particular issue. It
reflects the philosophy of the organization, and defines the purpose for which the action is
taken.

A-001E FORMAT FOR POLICIES AND PROCEDURES
4/26/2018 12:40 PM



SUBJECT: Format for Policies and Procedures PROCEDURE NO: A-001
PAGE NO. 2 of4

Policy and Procedure Manual - The Custody Services Division Policy and Procedure
Manual is a collection of policies and corresponding procedures that provides all staff with
a guide addressing all aspects of the division and its operations. It is intended to be used
in conjunction with the Humboldt County Sheriff’s Office Policy Manual and the
Department Rules and Regulations.

Procedural Oversight Committee (POC) — A committee made up of correctional and civilian staff
that is chaired by the Sheriff’s Compliance Officer. The committee’s objective is to take
suggestions made by staff on procedural issues and determine if the suggestions are viable and
need to be forwarded up the Chain of Command for further evaluation and possible
implementation.

Procedure - A procedure provides a detailed description of how a policy is to be
accomplished. It details the steps to be taken, the order in which they will be carried out,
and by whom.

Policy & Procedure Review - An annual review of all the policy and procedures in order
to keep up to date on current laws and practices. This review may result in the creation,
deletion, or revision of certain policy and procedures.

Sheriff’s Compliance Officer - A single position class reporting directly to the Facility
Administrator or designee, responsible for recommending policies and procedures ensuring
that the facility operations are in compliance with all applicable state and federal laws and
guidelines and for inspecting the facility to identify and monitor conditions requiring
remedial action. (A-001 & A-002)

GENERAL INFORMATION:

1. Staff below the level of Correctional Lieutenant will not be issued a Policy and
Procedure Manual. Policies can be viewed electronically by all staff from any
computer terminal. This can be done by going to, “Sheriff on Net-Support-02\Jail-
Sherif\HCCF Policy & Procedure Manual”.

2. For the purpose of facility training, thumb drives containing all the division’s
policies will be maintained and kept current for the temporary use by newly hired
staff on the FTO program. These thumb drives will be maintained by the FTO
Coordinator.

3. The policies and procedures issued in this manual become effective the date they
are signed unless otherwise stated in the policy and shall supersede all previously
issued Custody Services Division Policies and Procedures. Each policy and
procedure shall remain in effect until it is revised and reissued or repealed.

A-001E FORMAT FOR POLICIES AND PROCEDURES
04/26/18 12:40
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The Facility Manager or Acting Facility Manager shall have the responsibility and
authority to issue, revise, or repeal the CSD’s policies and Procedures with the
exception of those policies and procedures issued by the Facility Administrator.

PROCEDURE:

1.

All policies and procedures shall be formatted as exemplified in this policy
in the following order: SUBJECT (Title of policy), APPROVED BY: (Jail
Manager or Acting Jail Manager), DATE: (date policy was written),
REVISED: (dates of revisions), REFERENCES: (pertinent code sections,
regulations, case law etc.) FORMS: (required forms), POLICY: (statement as
defined) DEFINITIONS: (key words or phrases used requiring definition)
GENERAL INFORMATION: (information not listed in procedural steps)
PROCEDURE: (step by step instructions in the order in which they occur).

The Policy and Procedure Manual is divided into major sections in which similar
activities are grouped. Each section is designated by a capital letter and each
policy is numbered separately within that section. The letter and number
designation shall appear on the upper right side of the first page, across from
DATE.

All policies and procedures shall be listed in a table of contents.

When a new or revised policy and procedure is issued it shall be disseminated
in the following manner:

a. Correctional Lieutenants will receive copies of the new or revised
policy for their manual.

b. The Correctional Lieutenants shall ensure that all staff is adequately trained
on the new or revised policy and procedure.

c, In those cases where a new policy is being instituted all staff shall sign an
in-service training form documenting that they reviewed and understand
how to carry out the procedure. These in-service training forms shall be
retained with the other training records in the Training Officer’s office.

d. In those cases where an existing policy is revised all staff will be provided
the revised policy electronically by a Correctional Lieutenant or their
designee.

Staff shall review the policy and procedures periodically. Failure to properly
execute policies and procedures will not be excused because a staff member has not
reviewed the policy and procedures.

A-001E FORMAT FOR POLICIES AND PROCEDURES
04/26/18 12:40
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6. The policy and procedure manual shall be reviewed annually. The Compliance
Officer shall participate in reviewing and updating the manual. These reviews will
be documented on an Excel spreadsheet with the date reviewed.

7. Recommendation for revisions to a policy and procedure from line staff shall be
made on the Policy and Procedure Comment Form (HCSD 0329.6) and through the
Procedural Oversight Committee.

=

1

=%

T

Date Signed: l’i \ Ue ’!(f))

Approved by: Duane Christian, Captain Signature C,{I/
Facility Manager

\

A-001E FORMAT FOR POLICIES AND PROCEDURES
04/26/18 12:40
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES
SUBJECT: TABLE OF ORGANIZATION
APPROVED BY: Michael Downey, Sheriff
Facility Administrator
DATE: April 14, 1996
REVISED: August 3, 2015 A-002
REFERENCES:

Title 15 CCR 1029
Humboldt County Sheriff’s Office Lexipol Policy 200

POLICY:

The Humboldt County Sheriff’s Office is organized in a manner that places staff into related units,
which promotes efficiency, group’s similar functions and provides a clear chain of command from
entry-level positions to the Sheriff.

DEFINITIONS:

Sheriff’s Compliance Officer - A single position class reporting directly to the Facility Administrator or
designee, responsible for recommending policies and procedures ensuring that the facility operations are
in compliance with all applicable state and federal laws and guidelines, inspects the facility to identify
and monitor conditions requiring remedial action, and is the liaison officer with the courts relative to
writs and court actions that affect facility operations. At the direction of the Facility Administrator,
assumes duties of Staff or Operations Manager in their absence.

Correctional Deputy I - On probationary status for one year from the date of hire in which time they are
required to complete and pass the facility training program and all other job requirements. May be
assigned to perform a variety of duties and tasks pertaining to the operation of a safe and secure facility
under the direct supervision of a Senior Correctional Deputy or Supervising Correctional Deputy.

Correctional Deputy II - Under general supervision, maintains security, supervises and directs the
movement and activities of inmates in designated housing units or in and about the facility. May be
assigned to perform a variety of duties and tasks pertaining to the operation of a safe and secure facility
including but not limited to transportation, classification, property storage, booking and release.

Facility Administrator - The Sheriff, who is officially charged by law with the administration of the
Humboldt County Correctional Facility.

Facility Manager - The facility commander who has been delegated the responsibility for operating the
Humboldt County Correctional Facility by the Facility Administrator. This position holds the rank of
Correctional Captain and has the responsibility of implementing Sheriff’s Office policy and establishing

A-002C
7/28/2015 12:35 PM




SUBJECT: Table of Organization PROCEDURE NO: A-002
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facility policies and procedures to ensure an efficient and effective overall operation of the Humboldt
County Correctional Facility. This position directly supervises the unit managers

Kitchen/Laundry Services Manager — A civilian position under the direction of the Facility Manager,
who oversees the daily management of the Food Service Unit and the Laundry Services Unit to ensure
the facility meets all laws and standards regarding these areas.

Operations Unit Manager - A Correctional Lieutenant under the direction of the Facility Manager, who
oversees the management of all facility systems, equipment and vehicles in conjunction with the daily
operation of the facility. Coordinates and oversees all facility maintenance. Provides supervision for
the Alternative Programs Supervisor, Operations Services Supervisor, Inmate Programs Coordinator,
and the Senior Legal Office Assistant. At the direction of the Facility Administrator, assumes command
of the facility in the absence of the Facility Manager.

Operations Services Sergeant - A Supervising Correctional Deputy assigned to the facility
administration, under the direction of the Operations Manager, and is liaison with the Humboldt County
Maintenance Department subject to approval by Operations Manager, receives requests from
Community Organizations for public relations events (school programs, tours) and coordinates same.
Supervises the Legal Office Assistants assigned to Reception. Maintains facility security, safety and
communication equipment in working order; monitors maintenance contracts; recommends equipment
replacement. Schedules required inspections of fire and life safety equipment. Reports all safety
inspections to the Compliance Officer and Operations Manager. Reviews and recommends for approval
facility clearance requests for volunteers and civilians. At the direction of the Facility Administrator,
assumes duties of Staff or Operations Manager in their absence.

Senior Correctional Deputy - Under the supervision of a Supervising Correctional Deputy, provides
direction and training to Correctional Deputies I and II, assists the shift supervisor in overseeing the
activities of a shift. Assumes command of a shift in the absence of the shift supervisor. May be assigned
to specialty positions, including but not limited to Classification and Background Investigations.

Shift Sergeant - A Supervising Correctional Deputy or, as assigned a Senior Correctional Deputy under
the direction of the Staff Manager, plans, coordinates and supervises the activities and correctional staff
of an assigned shift in the Humboldt County Correctional Facility.

Staff Unit Manager - A Correctional Lieutenant under the direction of the Facility Manager, who
oversees the management of the facility correctional staff, in conjunction with the daily operation of the
facility. Supervises/Directs the work of the Staff Services Sergeant. At the direction of the Facility
Administrator, assumes command of the facility in the absence of the Facility Manager.

Staff Services Sergeant- A Supervising Correctional Deputy assigned to the facility administration,
under the direction of the Staff Manager, supervises the corrections staff assigned to Classification,
Court, Transportation. Oversees the Facility Training Officer program and the Employee and Civilian
staff Orientation Program. Inventories and orders department forms and office supplies, such as copy
paper, toner cartridges, pens, pencils, note pads, paper clips, and other supplies which do not require a
contract or bid process. At the direction of the Facility Administrator, assumes duties of Staff or
Operations Manager in their absence.

SWAP/Cal-Trans Sergeant - A Supervising Correctional Deputy under the direction of the Operations
Manager, plans, coordinates and supervises the activities and correctional staff assigned to the Sheriff’s
Work Alternative Program (SWAP) and the Cal Trans Work Crews.

A-002B
7/27/2015 11:23 AM




SUBJECT: Table of Organization

PROCEDURE NO: A-002
PAGE NO. 30f 4

GENERAL INFORMATION:

L.

The following procedure outlines the chain of command relative to the staff positions allocated
within the Humboldt County Correctional Facility.

Staff members of the Humboldt County Correctional Facility shall transact official business
through channels, commencing with their immediate supervisor.

If the matter cannot be handled at the Supervisor level, they will give permission to the staff
member to submit a request in writing to the next level in the chain of command. The request
shall be forwarded to the next level with their comments attached, if appropriate.

In emergencies where the matter cannot be handled by the immediate Supervisor, he or she will
verbally advise the next available supervisor, of the matter needing immediate attention.

Nothing in this policy shall preclude a staff member’s privilege to contact the Sheriff on matters
of a strictly personal nature.

PROCEDURE:

1.

2.

3.

4.

A-002B

The chain of command for Correctional staff assigned to the Humboldt County Correctional
Facility shall be as follows:

SHERIFF (Facility Administrator)

UNDERSHERIFF

CORRECTIONAL CAPTAIN (Facility Manager)
CORRECTIONAL LIEUTENANT (Operations or Staff)
SUPERVISING CORRECTIONAL DEPUTY

SENIOR CORRECTIONAL DEPUTY
CORRECTIONAL DEPUTY I/II

The Correctional Lieutenant assigned, as the Operations Unit Manager shall be the first point of
contact within the chain of command for the following positions:

SWAP/Cal-Trans Sergeant
Operations Services Sergeant
Kitchen/Laundry Services Manager
Contract Employees

County Mental Health Staff
Inmate Programs Coordinator
Senior Legal Office Assistant

The Correctional Lieutenant assigned as the Staff Unit Manager, shall be the first point of contact
within the chain of command for the following positions:

Shift Sergeants
Staff Services Sergeant

The Kitchen/Laundry Services Manager, shall supervise the staff assigned to the following:

7/27/201511:23 AM
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Work Crew Leaders
Correctional Cooks

The Supervising Correctional Deputy assigned as the Operations Services Sergeant, shall
supervise the staff assigned to the following positions:

Legal Office Assistants

The Supervising Correctional Deputy assigned as the SWAP/Cal-Trans Sergeant, shall
supervise the staff assigned to the following:

Cal-Trans housing unit
Cal-Trans Field Deputies
Legal Office Assistant
Senior Correctional Deputy
SWAP Field Deputies

The Supervising Correctional Deputy assigned as the Staff Services Sergeant, shall supervise
the staff assigned to the following:

Classification unit
Court Unit
Transportation Unit

All subordinate Deputies and civilian staff are subject to the direction and lawful orders given
by the on-duty Shift Sergeant or other higher-ranking officer.

” L

Facility Administrator / /
Date Signed: 8 3 l(

I
Approved by: Michael Downey, Sheriff Signature: M /

7/27/2015 11:23 AM
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: STAFF AND STAFF/INMATE COMMUNICATIONS

APPROVED BY:  Captain Duane Christian, Facility Manager

DATE: February 26, 1996 A-005
REVISED: April 26,2018
REFERENCES:

Title 15 - CCR 1029
HCCEF Policy and Procedure 1-002

FORMS:
Inmate Request Form (HCSD 326.3)

POLICY:

The Humboldt County Correctional Facility encourages an open communication system
that promotes consistent and efficient operations while providing thorough, clear and
accurate information to staff and inmates. '

GENERAL INFORMATION:

1. All facility staff shall communicate (written and verbal) with each other and with
inmates in a professional manner within the guidelines established by the Humboldt
County Sheriff’s Office policies, rules, and regulations.

2. Written communications shall comply with the chain of command.

3. Facility staff are responsible for checking their mailbox once daily during their shift
for mail, memos, notices, or other written correspondence. They are also
responsible for checking electronic correspondence throughout their shift.

4. Written communications such as memos to all staff may be placed in the briefing
basket in the Briefing/Training Room for reading at the briefings prior to each shift.
They may also be sent through County E-mail.

5. All Correctional staff will be trained in Interpersonal Communication within the
first year of employment.

REVA-005B STAFF AND STAFF-INMATE COMMUNICATIONS
4/26/2018 12:40 PM
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PROCEDURE: STAFF COMMUNICATION

1. The Correctional Lieutenant assigned as the Staff Manager, shall schedule and
conduct monthly staff meetings of supervisory personnel. In the absence of the Staff
manager, the Operations or Administrative Managers may conduct the meeting.

2. Each participant will have the opportunity to discuss items of interest at the
meeting.
3. The Staff Manager will discuss policy and program changes and directives which

are of general interest to the operation of the facility.

4. During daily briefings, Supervisors will disseminate necessary information from
the meetings to the staff they supervise.

PROCEDURE: Staff/Inmate Communications

1. Communication between staff and inmates is essential to the efficient operation of
the facility.

2. All staff will respond to inmate inquiries and/or direct the inmate to a staff
member who can answer the question when the original staff member is unable to
respond.

3. Some situations or questions may require the inmate to communicate with

someone other than the housing officer. In such cases, the inmate will complete
an Inmate Request Form which will be forwarded to the appropriate party by the
housing officer.

4. Inmates may communicate directly and confidentially with the Facility
Administrator and Facility Manager in writing. Correspondence from inmates
addressed to the Facility Administrator or Facility Manager shall be treated as legal
mail (See P&P 1-002). The letter can be placed in an Inter-Office envelope and
forwarded to the appropriate party through the facility mail.

Approved by: Duane Christian, Captain Signature / ),ﬂf/ /A Z =i
Facility Manager ’

Date Signed: W/LL /! @

REVA-005B STAFF AND STAFF-INMATE COMMUNICATIONS
4/26/2018 12:40 PM
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: PERSONNEL TRAINING

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. A-006
REVISED: May 31, 2023

REFERENCES:

Title 15 - CCR 1020, 1021, 1023, 1025,
PC-831.5, 832, 6035, 6036,
Humboldt County Sheriff’s Office Policy 208, 300, 312

POLICY:

The Custody Services Division promotes and provides personnel training programs that are designed

to provide professional growth and continued development of its personnel.

DEFINITIONS: |

Annual Training Plan - A plan developed by the Facility Administrator or designee, which includes
an assessment/ projection of the division’s training needs, the types of courses to be completed, and
a tentative training schedule for the year to ensure staff meet state mandates.

Less Lethal Weapons — Are weapons intended to be unlikely to kill, or cause great bodily injury
to a living target. Less Lethal Weapons, when used properly, are less likely to result in death or
serious physical injury.

Kinetic Energy Projectiles - Are Bean Bags, or Foam Rubber Batons fired from a 12 gauge shotgun
or a 37/40 mm launcher that are used in an attempt to deescalate potentially deadly situations, with
a reduced potential for death or serious physical injury.

Chemical Irritants - Tear Smoke, with CS, CN, OC, and similar chemicals used to gain control of
individuals and/or crowds.

Facility Training Officer- (FTO) - Senior Correctional Deputies assigned to provide on the job
training to Correctional Deputies newly assigned to the correctional facility. :

FTO Program- a multi week program whereby newly hired correctional staff train with a FTO on all
aspects of corrections. ‘

FTO Committee - This committee consists of all FTO’s, and the Facility Manager or designee. This
committee meets on a monthly basis to discuss trainee’s progress, resolve problems and talk about
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or implement new ideas that might benefit the training program. This committee will make
recommendations, which may include but are not limited to:

»  Permanent Employment Status
=  Termination
»  Modified FTO Program

Standards and Training for Corrections Program (STC) - A statewide program overseen by The
Board of State and Community Corrections to standardize the local corrections selection and training
program. The intent of the program is to:

a. Assist local corrections and probation departments in selecting qualified people
for employment and to maintain staff proficiency;
b. Promote development of an efficient and effective training delivery system;
" C. Provide financial assistance to local corrections departments to meet selection and

training standards; and
d. Provide technical assistance and support to all participating departments and
providers.

Training - Formal classroom instruction, on-the-job training under the direction of the FTO’s or
instructor; training meetings or conferences which include a formal agenda and instruction by an
instructor, manager or official; manual training, remedial training, physical training or other
instructional programs which include a trainee-trainer situation. Training programs usually include
requirements for completion, attendance recording, and a system for recognition of completion.

Training Sergeant - A patrol Sergeant assigned to coordinate training for Humboldt County Sheriff’s
Office personnel.

Training Cycle — A training cycle is a twelve (12) month period begin on July 1% and ending on June
30th.

Training Objectives - A specific written statement of goals expected to be obtained by all who
successfully complete the training program.

GENERAL INFORMATION:

1. The Training Coordinator will work closely with Custody Services Division (CSD)
administration to plan and coordinate training programs for Custody Services staff.

2. Basic Training Objectives:

» To familiarize the new employees with the physical layout of the facility.

* To inform the new employees of the Sheriff’s Office mission and goals.

* To instruct new employees in Facility Policy and Procedures.

» To provide all employees with improved job skills.

= To develop skills to assist in establishing productive, effective, and
professional relationships with inmates.

3. All new Correctional Deputies within their first year of employment must successfully
complete a STC Corrections Core Course. Personnel who have satisfactorily completed a
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POST Certified Basic Academy as defined in PC832.3 shall also successfully complete the
Corrections Officer Basic Academy Supplemental Core Course as defined in Title 15 1020(e).

All full time employees will be provided with training in the use of firearms as defined in Penal
Code Section 832.

All officers after their first year of full time employment are required to complete 24 hours of
STC certified training annually.

All Senior Correctional Deputies will receive STC certified supervisory training prior to
assuming supervisory duties in the absence of the Sergeant. Every attempt will be made to
ensure this is completed within the first twelve months after promotion. Whenever possible,
there will be one Senior Correctional Deputy on each assigned shift who has completed the

STC supervisory course.

Managerial personnel including the Facility Manager are to receive 40 hours of Jail
Management Training during their first year of assignment to a managerial position. They are
required to complete a minimum of 24 hours of STC certified training annually thereafter. This
training may include but not be limited to:

General Management.

Decision making process.

Labor laws.
Employee-management relations.
Relationships with other agencies.

Firearms training will be held a minimum of three (3) times per year by a qualified
firearms instructor (see HCSO P&P 312). These qualifications may include but are not
limited to:

»  Successful completion of the handgun and shotgun course and maintaining a
minimum qualification score set by Department Policy.

» Safety instruction in the use of and care of firearms.

= A periodic review of the Firearms Policy and conditions under which firearms
are authorized.

Less Lethal training, such as chemical agents, Taser, and Kinetic Energy Projectile
training, will be required for any employee authorized to use them in the performance of
their duties. This training may be updated as necessary and may include but is not limited

to.

» Specific instructions regarding use of each product as specified by the
manufacturer.

» Precautions to be followed as specified by the manufacturers.

» A description of the various agents available and recommended.

» Restrictions for each product.

* Type of medical care required for each product.

= Report procedures required.
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10. Defensive Tactics training is provided as part of the Basic Corrections Core Course. Because
it a perishable skill, refresher courses are done frequently as defined in HCSO Policies 208 &
300.

11. Fire/Life Safety training will be held annually if possible for all officers. First Aid/CPR training
will be held every two (2) years for all deputies.

12. Correctional staff shall conduct 4-6 hours of documented Briefing Refresher Training annually
and this training shall include training on policies related to sobering cells, safety cells, use of
restraints, suicide prevention and the handling of mentally disordered inmates.

13. Prior to the completion of the FTO Program all correctional staff shall receive Medical Issues
training conducted by Health Care Services and Mental Health Staff.

PROCEDURE: FTO Training

1. All new employees will receive an orientation by the Facility Manager’s designee prior to
being assigned to the FTO program. The orientation may include but is not limited to:

An overview of the entire Sheriff’s Office and its structure.

An overview of the facility’s purpose, goals, policies and procedures.

An overview of the facility’s fire and emergency procedures.

An overview of the facility’s working conditions and regulations.

A brief overview of corrections.

Instruction in job related areas. If an employee can document adequate prior law
enforcement training in this category, such training need not be repeated.

2. Upon completion of the orientation week the trainee will be placed on the FTO program for
approximately twelve (12) weeks. During the duration of their program, they will be trained
and evaluated on job performance tasks.

3. The trainee will rotate to a different shift every 2 weeks.

4.  Upon the successful completion of the job performance tasks, the trainee’s file will be reviewed
by the FTO coordinator. The coordinator will make a recommendation to the Staff Lieutenant

as to the trainee’s status.

5. The Staff Lieutenant will review the trainee’s file and make a recommendation to the Facility
Manager to sign off the trainee or extend their training program.

6. The Facility Manager will review the recommendations and determine whether to take the
trainee off the program or extend them.

PROCEDURE: Annual Training
1. Prior to the beginning of the fiscal year, each Lieutenant will develop an annual training for

their unit.
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A Correctional Deputy can request specific training by sending a memo to the Lieutenant in
their chain of command.

The Lieutenant will consider the Deputy’s request, by looking at the agencies needs and the
deputy’s qualifications and work history.

Well in advance of any training, the Lieutenant will complete a Request for Training form and
forward it to the Facility Manager.

The Facility Manager will review the request. If approved the request will be sent to the
Training Coordinator to make reservations.

If denied, the request will be returned to the requesting deputy.

PROCEDURE: Training Records

L
2.
3:

Staff training records are confidential and will be kept by the Training Coordinator.
These records are kept in secure electronic files.

An officer may review their files upon approval of a written request to the Training
Coordinator.

A separate training record will be established for each employee and will include:

= Employee name.

= Assignment category (i.e. rank, full/part time, etc.).

= Date Hired.

= Educational accomplishments.

= Up to date chronological lists of training accomplished by the
employee.

The Training Coordinator will update each employees training record in a timely manner
upon the completion of each course of training.

Approved by: Duane Christian, Captain Signature / /)r/ ’b@%{,

Facility Manager
Date Slgned. 5 /5( /2/3
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HUMBOLDT COUNTY CORRECTIONAL FACILITY
POLICIES AND PROCEDURES
SUBJECT: INMATE RECORDS

APPROVED BY:  Captain Duane Christian, Facility Manager

DATE: April 14, 1996 A-008
REVISED: April 26, 2018
REFERENCES:

Title 15 - CCR 1041, 1045
P.C. 6030

Evidence Code 1560
California Public Records Act

POLICY:

The security of all inmate records containing confidential information shall be strictly
maintained. The release of any inmate information will be governed by Sheriff’s Office
Policy. -

DEFINITIONS:

Classification Files - Contain confidential Inmate Records and shall be handled as
prescribed in Policy and Procedure C-007 Classification Records.

Custodian of Records - The Custodian of Records shall be the Legal Office Services
Supervisor assigned to the Legal Office Services Division.,

Custodian of Records Designee - Those designated to accept service of Subpoenas Duces
Tecum, other than the Legal Office Services Supervisor, are the Deputy Director of
Sheriff’s Administration, the Undersheriff, or the Sheriff, in that order.

Inmate Medical Records - Records pertaining to the inmate’s health and mental health care
while in custody. These records are the property of the Humboldt County Sheriff’s Office
and maintained by the Health Services Provider.

Subpoena Duces Tecum - An order directing the Humboldt County Sheriff’s Office to
produce papers, documents, books, or things at a hearing as evidence. (Evidence Code
Section 1560)

GENERAL INFORMATION:
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1. The security of all records pertaining to any inmate will be strictly maintained.

2. The inmate records will be secured in an area which is not accessible by inmates,
unless accompanied by an deputy. At no time will an inmate be left alone in an
area where inmate records are kept.

3. No deputy or LOA will teach any unauthorized person(s) the operation of the Jail
Management System (JMS).

4. Inmates will not be allowed in any area having a JMS terminal unless accompanied
by an officer.

5. The majority of the information contained on an inmate booking sheet is considered
confidential. Only the following information may be released:

Name, city of residence and occupation of person arrested
Physical description

Date and time of arrest

Date and time of booking

Location of arrest

Amount of bail (But not the name of the person who posted bail)
How released

Charges arrested for

Arresting agency and officer

Release date

Address of arrestee (to Attorneys only upon request)

AT Q@ Mmoo oo o

6. The above information is considered public information and may be released,
except to the extent that disclosure of a particular item or information would
endanger the safety of victims or persons involved in the investigation or the
successful completion of the investigation.

7. All other information contained in the booking or in the Classification file is not for
disclosure except with the Facility Manager or designee’s approval or the inmate’s
written permission.

8. All Subpoena Duces Tecums shall be accepted only when personally served on the

Custodian of Records, or his/her designee. Service shall be accomplished by
delivering copies of the Subpoena and Affidavit in Support of the Subpoena to the
Custodian of Records.

9. The Custodian of Records will notify the Facility Manager and request copies of
the necessary records.
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10. A record of any release of information that is not designated as Public Information
will be kept by the Classification Officer on the inside cover of the inmates
Classification File. This audit trail will consist of but is not limited to:

Date of request.

Date of release of information.

Person authorizing release of information.

To whom the information was released.

List of information released.

Officer and Pin # making entry in Classification Folder.

o e ow

PROCEDURE:  Requests for Release of Information by other Agencies:

To maintain accurate records of inmate information released to other agencies the
following procedure will be adhered to.

1. Ofticer or agent of the requesting agency will send a formal request on the agencies
letterhead or a teletype containing the agencies MNEMONICS, specific
information requested (names, dates, etc) to the Staff Lieutenant.

2. If approved the request will be forwarded to Classification for release of
information and filing of the request in the Classification File(s).

3. If denied the Staff Lieutenant will contact the agency.
PROCEDURE: Destruction of Inmate Records:

The following time periods will be adhered to for purging of inmate records:

1. Current Year + One (1) year:
The following list may include, but is not limited to:
a. Court List
b. D.A. List
2. Current Year + Two (2) years:
The following list may include, but is not limited to:
a. Agreement To Appear.
b. Claims Against Jail.
C. Daily Release Sheets.
d. Detention Certificates.
e. Head Count.
f. Observation And Review Log.
g. Suicide Alert Notice.
h. Supervised Release Program.
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3. Over seven (7) years:
Classification Files with no activity for seven years.

4. Inmate Deaths:

All Custody Services Division records and medical records of an inmate who
dies while in custody or is considered to be an In-Custody Death, will be
maintained by the Facility Manager for ten (10) years plus one (1) month.
This includes all reports pertaining to the death of the inmate while in
custody.

The above policy does not apply to the computerized jail management
system, only hard copy records.

il
=
Approved by: Duane Christian , Captain  Signature: ﬁd\ N AS—M

Facility Manager \ I
Date Signed: Ulle Z( ?
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: PRISONER TRUST ACCOUNT
APPROVED BY: Captain Duane Christian, Facility Manager
DATE: November 13, 2014
REVISED: April 26, 2018

A-009
REFERENCES:

HCCEF Policy and Procedure B-004, B-101, B-102, H-010, I-004, 1-005, I-006, M-019

FORMS:

Prisoner Trust Account Balance Sheet

POLICY:
The Humboldt County Correctional Facility will maintain inmate funds in a safe and secure
manner by providing a method of receiving, documenting, storing, and releasing of all inmate
funds. The proper acceptance and maintenance of inmate funds is necessary to prevent liability.

DEFINITIONS:
Booking Kiosk — A locked Kiosk used for the purposes of depositing inmate funds securely.

Contaminated Money — Any money removed from an arrestee at booking that is thought to be
contaminated by any bodily fluid, hazardous waste, or harmful substance.

Lobby Kiosk — A machine located in the lobby of the Correctional Facility where secure cash
deposits to an inmates account can be made.

Prisoner Trust Account - The money belonging to inmates held in trust by the Sheriff’s Office and
deposited in a bank account.

Prisoner Trust Account Bookkeeper - A person appointed by the Sheriff to account for and keep
the books for the Prisoner Trust Account.

Prisoner Trust Account Balance Sheet — An Excel spreadsheet used to balance the money from the
Booking Kiosk with the computer generated accounting system.
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GENERAL INFORMATION:

1.

PAGE NO 2

All funds received for inmates accounts at booking or through the U. S. mail, will be
recorded on individual inmate trust accounts through the computer generated accounting
system.

Family members can deposit funds on an inmate’s trust account either by the Lobby Kiosk
or via the internet through a designated website posted in the housing units and lobby area.

For procedures on how to handle cash, money orders or checks that come in
through the mail, see I-004.

The following forms of funds are acceptable:

Cash

Cashier Checks

Payroll Checks

Tribal Checks

Correctional Facilities/Sheriff’s Checks

Government Checks (State of California & Federal)
US Postal Money Orders

©hoe ae o

All checks and money orders must be endorsed by the inmate before being entered on
his/her account in the computer generated accounting system.

For proceduré on how to release money see B-102.

To help avert gambling, payoffs for favors or illegal activity involving money, an inmate
may NOT place money on another inmate’s account.

During incarceration, deductions from an inmate’s account may include but are not limited
to the following;:

Commissary Purchases (see P&P M-019)

Medical Co-Payments (see P&P H-010)

Payment of Postage (see P&P [-006)

Payment for books/magazines upon request of the inmate (see P&P 1-005)

oo e

Any money removed from an arrestee thought to be contaminated, will be sealed and
placed in the inmate’s personal property. It WILL NOT be placed on the inmate’s account.

PROCEDURE:

1.

All money will be counted in the pre-booking area and documented in the JMS property
section. In the event the arrestee is due to be booked and released the money will be placed
in the clear property storage bag. In the event the arrestee is determined to be staying in
custody the money will be deposited in the Booking Kiosk in an account created for the
arrestee. Any amount of money exceeding one hundred dollars will be counted by a second
officer in the pre-booking area prior to being documented in the JMS property section.
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2. Funds deposited by family or friends through either the Lobby Kiosk or internet go directly
to the individual inmate’s trust account.

3. Two designees appointed by the Facility Manager will remove the cash from the Booking
Kiosk once a week (Monday), unless it is a County Holiday where it will be done on the
next business day following the holiday. If the Booking Kiosk becomes full and needs to
be emptied then the Facility Manager and/or designee will be notified. The process for
removing the cash from the Booking Kiosk is as follows:

a. Clear all the money from the Booking kiosk
. Count the money
c. Balance the Keefe system with the money totals counted, correcting any

errors found with the total in the Keefe system

d. Prepare a bank deposit

e. Puts the deposit in a locked cabinet until it is taken by the Facility Manager
or designee to the bank on Friday of each week.

4, When there is any other malfunction with the Booking Kiosk the Facility Manager and/or
designee will be notified via email. (4n example of a malfunction would be “Drawer total
differs from actual amount and the Kiosk needs to be closed where an Over/Short
Junction needs to be done”.) After notification the procedure for clearing the malfunction
is as follows:

Click on the Current Drawer

Select Booking Kiosk

Select Close

An error box will pop up and select OK

Another box will then appear saying the amount is off with an OVER/SHORT
button

Select the OVER/SHORT button

g. Booking Kiosk is then ready for use

oo o

=

5. Upon release, the inmate will receive the total balance of his/her account(see P&P B-102).

PROCEDURE: CONTAMINATED MONEY

1. Any money thought to be contaminated will be removed from the arrestee, counted and
immediately placed in a clear property bag.

2. “Contaminated Money” and the amount, will be entered into the JMS Property screen.

3. A print out of the property screen will be made and a copy of the printout placed inside
the plastic bag containing the contaminated money.

4, The bag containing the contaminated money will be sealed and placed inside the inmate’s
main clear property bag (see P&P B-004).
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Approved by: Duane Christian, Captain Signature / DT “ /g/"\;:\ls

Facility Manager b il / L
Date Signed: 1/% WD
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES
SUBJECT: THE INMATE WELFARE FUND
APPROVED BY: William Honsal, Sheriff
Facility Administrator
DATE EFFECTIVE: October 1, 1995 A-010
DATES REVISED: April 16, 2024
REFERENCES:

HCCF P&P A-009, M-001

Title 15 CCR 1045

Penal Code 4025, 4026

Inmate Welfare Fund Committee Standing Rules & Operational Guidelines

POLICY:

The Inmate Welfare Fund shall be administered in accordance with current laws and

guldelmes regulating the expend1tures of the Fund.

DEFINITIONS:

Commissary - A store, maintained and operated by the Sheriff’s Office, accessible to the
inmates for the purpose of purchasing confectionery items, postage and writing materials,
hygiene items, and other items as approved by the Inmate Welfare Fund Committee. The
store may be operated by an outside vendor under contract.

Inmate Programs — Programs that assist inmates in making their incarceration a more
productive experience and that help them build tools needed to become a productive
member of society upon their release.

Inmate Programs Coordinator - Person designated by the Facility Manager to oversee
inmate programs and volunteer services.

Client Services Worker - Person designated by the Facility Manager to oversee inmate case
management and assist in facilitating inmate programs.

Inmate Welfare Fund - An account separate from that of the Prisoner Trust Account, in
which moneys are deposited from sources such as: profits gained by operating a store
(commissary), refunds, rebates or commissions received from a telephone company,
interest or increment accruing on funds invested and donations.
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Inmate Welfare Fund (IWF) Bookkeeper — A Sheriff’s Office employee who makes bank

deposits and maintains a proper accounting of the Inmate Welfare Fund.

Inmate Welfare Fund Committee - The primary function of the committee is to ensure that

expenditures from the fund are consistent with the law and benefit the inmates. The
committee reviews proposals for inmate programs which would require funding through

IWF.

GENERAL INFORMATION:

1.

2.

Any revisions to this policy are subject to the approval of the Sheriff,

Inmate Welfare Funds shall be used primarily for the benefit, recreation,
education, or welfare of inmates, but not be used to pay required expenses of
confining inmates in a local detention system, such as inmate meals, clothing,
housing, or medical services. Appropriate expenditures include, but are not
limited to the following:

a. Supplies, equipment, and tools for inmate programs; and
b. Contracted services for such inmate programs.

Any funds not needed for the welfare of the inmates may be expended for the

“maintenance of jail facilities, including, but not limited to the salary and benefits

of personnel used in the programs to benefit the inmates, including, but not
limited to education, drug and alcohol counseling, welfare, library, accounting
and other programs deemed appropriate by the Sheriff.

The Sheriff has ultimate authority to approve the expenditurénﬁ IWF funds.

The IWF Committee is comprised of the Undersheriff (Committee Chair), Facility
Manager (Vice Chair), the Correctional Lieutenant that oversees Inmate Programs,
the Program Sergeant, the Inmate Programs Coordinator (Secretary), the IWF
Bookkeeper (Treasurer), the Client Services Worker, a civilian member of the
community appointed by the Committee Chair for a two (2) year term, and a
Correctional Officer I/II appointed by the Facility Manager for a two (2) year term.

The fiscal year for the Inmate Welfare Fund (IWF) shall begin July 1 and end June
30 of each year. The IWF Committee shall meet quarterly in July, Octobet, January
and April. A quorum of five (5) committee members is required to conduct general
business at these meetings.

The IWF Committee shall establish Standing Rules and Operating Guidelines,
which may only be changed (revisions, additions or deletions) by a 5/8 vote of the
committee. The Standing Rules shall include specific responsibilities required of
the IWF committee members. The Standing Rules shall be an appendix to this
policy. :
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0. Responsibilities of the IWF Committee shall include but are not necessarily
limited to:

a. Preparation of a proposed annual budget for the Sheriff’s approval.

b. Overseeing the operation of the Commissary.

C. Approval of expenditures within the budget guidelines.

d. Reviewing and recommending contractual agreements.

e. Reviewing and approving financial statements and audits.

f. Maintaining an accounting of fixed assets.

g. Developing goals and objectives for inmate programs.
PROCEDURE:

1. The IWF Committee shall propose an annual fiscal year budget to the Sheriff’s
Director of Financial & Support Services no later than March of each year. The
proposed budget will be submitted to the Humboldt County Board of Supervisors
as part of the county annual budget submission process.

2. Upon the approval of the budget by the Board of Supervisors, Sheriff’s staff may
expend inmate welfare funds up to the budgeted amount for that fiscal year.

3. An annual itemized report of expenditures from the IWF shall be prepared by the
Sheriff’s Business Office for review by the IWF Committee as soon as the prior
fiscal year transactions have been substantially finalized by the county’s Auditor-
Controller’s Office. Usually this is around October of each year.

4, In accordance with Penal Code Section 4025 (e), an itemized report of the TWF
expenditures shall be submitted annually to the Board of Supervisors after review
by the IWF committee and approval by the Sheriff.

Approved by: William Honsal, Sheriff Signature: !££ % ‘2
Facility Administrator
Date signed: H‘i@t ZQQ‘

Reviewed by CC: //M\ﬂ 1'\\}]/
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10.

11.

12.

13.

Inmate Welfare Fund Committee
Standing Rules and Operating Guidelines

Adopted by the IWF Committee February 26, 1997
Reyised & Adopted August 13,2019

No member of the IWF Committee shall directly benefit financially from the investments made with
inmate welfare funds. ’

The Undersheriff or designee will act as the chairperson of the IWF Committee

The Chairperson shall schedule the IWF Committee meetings and prepare the agenda. Agendas will be
sent out to the committee members 2 weeks prior to the meeting,

The Inmate Programs Coordinator will act as the secretary of the IWF Committee.
The secretary shall notify the committee members of the meeting date & time and distribute the agenda.
Minutes of the meeting shall be recorded and maintained by the secretary.

The quarterly meeting of the IWF committee shall follow the format outlined in the latest version of
Robert’s Rules of Order. '

Voting members of the IWF committee include the Undersheriff, Facility Manager, Correctional
Lieutenant, Administrative Sergeant, Inmate Programs Coordinator, IWF Bookkeeper, a Correctional
Supervisor, a civilian appointee, and a Correctional Officer I/IL.

The committee chair only votes in the event of a tie.

A majority of the committee is required to be present for decisions made by the committee — 5 constitutes
a quorum. '

Proposals/items requiring a vote of the committee (Action Items), must be submitted to the chairperson
30 days prior to the meeting :

Voting in absentia is allowed by the use of e-mail. The e-mail must be sent to each committee member
at least 24 hours prior to the beginning of the meeting.

IWF committee members must disclose any conflict of interest relative to a contract, expenditure, or
purchase prior to the issue coming to a vote and must abstain from voting on the action item.
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES
SUBJECT: SHIFTS AND SHIFT CHANGE

APPROVED BY:  Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. A-014
REVISED: February 25, 2020

REFERENCES:

CA Penal Code 4021

POLICY:

Personnel are assigned to shifts based upon a staffing plan, which maximizes coverage, safety and
security within the Humboldt County Correctional Facility. These schedules comply with the current
labor contract personnel agreement with each class of employee.

DEFINITIONS:

Pay Period - A fourteen (14) day period in which an officer works 80 hours. The Pay Period begins
on a Sunday.

Shifts - Days and hours an officer is assigned to work.

Shift Change - The twice-daily change from one shift to another.

Short Day - One 6 (six) and one-half (1/2) hour day within the 80 (eighty) hour pay period.
GENERAL INFORMATION:

L. A sufficient number of personnel shall be employed in the Correctional Facility to ensure
the implementation and operation of the programs and activities required.

2. Whenever there is an inmate in custody, there shall be at least one employee on duty at
all times who shall be immediately available and accessible to inmates in the event of an
emergency. Such an employee shall not have any other duties which would conflict with
the supervision and care of inmates.

A-014B SHIFTS AND SHIFT CHANGE 4-26-18.docxC
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3. Whenever one or more females are in custody, there shall be at least one female employee
who shall be immediately available and accessible to such females. This includes all

areas of the facility such as intake, medical and court holding.

4, There are four (4) shifts and they are as follows:

A Shift = Weekday Day Shift

Monday through Thursday and Monday through Wednesday
B Shift = Weekend Day Shift

Friday through Sunday and Thursday through Sunday
C Shift = Weekday Night Shift

Monday through Thursday and Monday through Wednesday
D Shift = Weekend Night Shift

Friday through Sunday and Thursday through Sunday

5. Each shift works seven (7) days in a fourteen (14) day pay period as follows, Six (6), Twelve
(12) hour and fifteen (15) minute days, and one, six (6) hour and one-half (1/2) hour day.

6. Day Shifts begin at 0545 hours and end at 1800 hours.
7. Night Shifts begin at 1745 hours and end at 0600 hours.

8. Each deputy is assigned a short day within their eighty- hour (80) pay period. Short days
are determined by rank and seniority.
Example: First Pick - Supervisors
Second Pick - Senior Correctional Deputies, by seniority
Third Pick - Correctional Deputy II's, by seniority
Fourth Pick - Correctional Deputy I's by seniority

9. Briefing is held daily, during the first fifteen minutes of each shift.

PROCEDURE:

1. At the beginning of each shift, deputies will meet in Room 8240 for briefing, assignments,
and equipment (for equipment issuing see Post Orders).

2. Deputies will be issued keys by the shift supervisors.

3. The off going shift supervisor or designee will brief the oncoming shift. Upon arrival at
assigned posts on coming deputies will be briefed by the off going deputies.

4, At 0600 hours and 1800 hours respectfully off going shifts will exit their posts and return

.keys to Room S240 (for equipment return see Post Orders).
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Approved by: Duane Christian, Captain
Facility Manager

/

Signature / \7}%1—* /v

Date Signed

R
i
”

2 25 2026
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES
SUBJECT: SHIFT ROTATION, CORRECTIONAL SUPERVISORS

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. A-015
REVISED: April 26, 2018

REFERENCES:

POLICY:

The Humboldt County Correctional Facility has established shift rotations for Correctional
Supervisors, which are effective and efficient for the operation of the facility and yet fair and
equitable for supervisory staff.

DEFINITIONS:

Shift Rotation - A rotation of personnel from one shift to another, occurring three (3) times in a
twelve (12) month period.

Natural Rotation - The systematic rotation from one shift to the next. Unless otherwise assigned,
Shift D will rotate to Shift C, Cto B, Bto A, A to D.

Shift Trade - When two (2) or more officers of equal rank arrange, in compliance with division
policy, to trade their shifts.

GENERAL INFORMATION:

1. There are three (3) shift rotations per twelve (12) month period. The beginning of the second
pay period in January, May and September are the designated shift rotations dates, unless
otherwise noticed by the Staff Lieutenant.

2. Shift trades complying with division policy may be made between officers of the same
rank.

3. The jail Administrator or designee has the ultimate authority and may assign individuals
to shifts if the need arises. :

A-015B SHIFT ROTATION, SUPERVISING CORRECTIONAL DEPUTIES
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4. Only the Staff Lieutenant or Facility Manager can approve or deny shift trade requests.

5. All shift trade requests must be submitted to the Staff Lieutenant in an inter-office
memorandum at least five (5) weeks in advance of the shift rotation.

6. Correctional Supervisors not requesting trades will follow their natural rotations.

PROCEDURE:

1. Ten (10) weeks prior to Shift Rotation, the Staff Lieutenant will post the shift rotation
roster.

2, All shift trade requests must be submitted to the Staff Lieutenant in an inter-office

memorandum at least five (5) weeks in advance of the shift rotation.

3 The Staff Lieutenant will acknowledge with a written response granting or denying the trade
within five (5) working days of receiving the shift trade request.

4. Two (2) weeks prior to shift rotation the Staff Lieutenant will post the finalized shift
rotation rosters.

3
i
Approved by: Duane Christian, Captain Signature / MZ \ J 5’71_
Facility Manager ’
Date Signed Lf/ Ll /1 .

A-015B SHIFT ROTATION, SUPERVISING CORRECTIONAL DEPUTIES
4/26/2018




PAGE 1 OF 2

HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: SHIFT ROTATION AND TRADES

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 A-016
REVISED: December 7, 2022

REFERENCES:

FORMS:

Shift Trade Request (HCSD 0320.14), AFSCME MOU

[PoLICY:

In order to maintain diversity and maximize effective and efficient operations the Humboldt County

Correctional Facility rotates staff shifts every four (4) months.

DEFINITIONS:

Shift Rotation — A rotation of personnel from one shift to another, occurring three (3) times in a
twelve (12) month period.

Natural Rotation - The systematic rotation from one shift to the next. Unless otherwise assigned,
Shift A will rotate to Shift B, B to C, Cto D, and D to A.

Shift Trade - When two (2) or more deputies of equal rank arrange, in compliance with division
policy, to trade their shifts.

GENERAL INFORMATION:

1. There are three (3) shift rotations per twelve (12) month period. The beginning of the second
pay period in January, May and September are the designated shift rotations dates, unless
otherwise noticed by the Staff Lieutenant.

2. Shift trades complying with division policy may be made between officers of the same
rank. Up to four (4) officers may be involved in a trade

A-016C SHIFT ROTATION AND TRADES 12-7-22.docx
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3 A Correctional Deputy who has not completed their Probationary period cannot trade shifts.

4. Only the Staff Lieutenant or Facility Manager can approve or deny shift trade requests.

5. All shift trade requests must be submitted to the Staff Lieutenant no less than five (5) weeks
in advance of shift rotation.

6. If a supervisor recommends against the trade they must state their reasons in writing.

7. Deputies not requesting trades will follow their natural rotations.

PROCEDURE:

L. Deputies wishing to trade shifts must complete a Shift Trade Request form (HCSD 0320.14)

2. All Shift Trade Requests must be submitted to the Shift Supervisors at least six (6) weeks in
advance of the shift rotation.

3. The Shift Supervisors will review the requests and make written recommendations on
whether the trade(s) should be made.

4, The Shift Supervisors will forward all shift trade requests to the Staff Lieutenant no less than
five (5) weeks in advance of shift rotation.

5 The Staff Lieutenant will acknowledge with a written response granting or denying the trade
within five (5) working days of receiving the shift trade request.

6. Four (4) weeks prior to shift rotation the Staff Lieutenant will post the finalized shift

rotation rosters.

/ /
Approved by: Duane Christian, Captain Signature /D ( %@22

Facility Manager
Date Signed: L?,) -7 /ZZ_
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES
SUBJECT: STAFF BREAKS AND MEAL BREAKS

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. A-017
REVISED: April 26,2018
REFERENCES:

AF.S.CME. M.O.U. Sections 12.2, 16.1

POLICY:

To create a safer and more pleasant work environment for correctional staff, the Humboldt County
Correctional Facility has established procedures, which allow all Deputies equitable rest periods and
meal opportunities.

* DEFINITIONS:

Break - A fifteen (15) minute period in which staff may take a time out from work. One of these
periods may be taken in each three and one half (3 1/2) hours of consecutive work, for a total of three
(3) per twelve (12) hours. These breaks depend on the availability of deputies to cover the post-
positions.

Mandatory Coverage Posts - Those posts which must be staffed 24 hrs a day.

Meal Break - One of three (3) breaks taken by staff. Normally this break is scheduled around mid-
shift and is thirty-minutes (30) long.

GENERAL INFORMATION:

1. Due to the nature of the corrections profession, staff is not allowed to leave the immediate
proximity of the facility in order to allow reasonable response time to emergencies. With this
meals are provided, at meal times, for all facility staff. For those working night shifts when
the Kitchen is not operational, a snack will be provided.

2. A shift break schedule is included in this policy. Every effort shall be made by the Shift
Supervisor to adhere to this schedule. Shift Supervisors are allowed to make minor
adjustments to this schedule, but any cancellation of deputy breaks must be justified and
an incident report shall be written and submitted to the Correctional Lieutenant.

A-017C STAFF BREAKS AND MEAL BREAKSC
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3. Shift Supervisors on week day shifts may utilize specialty positions such as Classification,
Background Investigators, Compliance and Transportation to assist in covering for
deputy’s meal breaks. Ifthis is done, no one deputy shall be reassigned for longer than
thirty-minutes (30).

4. The below listed posts are mandatory coverage posts:

e  Post S-6/N219 Housing Deputy

e  Post S-7/Central Control Deputy

e  Post S-8/N334 Housing Deputy

e  Post S-9/N320 Housing Deputy

e  Post S-14/S385 Housing Deputy

e  Post S-16/S363 Housing Deputy

e  Post S-18/S555 Housing Deputy

o  Post 8-19/8529/3547 Housing Deputy

5. Post S-2 and Rovers Post’s S5, S12, S13, and S17 will be the primary cover deputy for
deputy breaks. '

6. Officers who choose not to take a break will not be allowed to accumulate break time.

7. Posts S-8 & S-10, S-15 & S-16 and S-19 & S-20 may cover each other for breaks. This
may be done at the discretion of the Shift Supervisor.

PROCEDURE:

1. Those deputies who are working posts which do not need coverage, shall notify their floor
supervisor at the time of their break and must have authorization prior to leaving their post.

2. Roving deputies will contact deputies in mandatory coverage posts in their area to schedule
breaks.

3. If the deputy of a mandatory coverage post chooses to take a break, the roving deputy
assigned that area will give the break, or assign a deputy (see Break Schedule above) to
temporarily staff that position.

4. If the Shift Supervisor is unable to allow an deputy a break at the scheduled time, the

Shift Supervisor will make every effort to adjust the schedule to allow the deputy a
break later in the shift.

A-017C STAFF BREAKS AND MEAL BREAKSC
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5. If the Shift Supervisor cancels a deputy’s break time, the Shift Supervisor shall submit a
written incident report to the Staff Lieutenant.

Approved by: Duane Christian, Captain ~ Signature: {/ : ?«5 / R
Facility Manager | N / . '
Date Signed: L‘( ( o (D
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: PROCEDURAL OVERSIGHT COMMITTEE

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. A-019
REVISED: January 26, 2024

FORMS:

Policy and Procedure Comment Form (HCSD 0329.6)

REFERENCES:

POLICY:

The Humboldt County Correctional Facility encourages staff to make positive comments and suggestions
which may assist in making needed changes in the policies and procedures or minor modifications to the
facility that would have positive effects on the workplace environment.

DEFINITIONS:

Procedural Oversight Committee (POC) — A committee made up of correctional and civilian staff that is chaired
by a Supervising Correctional Deputy. The committee’s objective is to write standard operating procedures for
staff to reference during day to day operations. The committee will also take suggestions made by staff on
procedural issues and determine if the suggestions are viable and need to be forwarded up the Chain of
Command for further evaluation and possible implementation.

GENERAL INFORMATION:

1. POC members will be chosen annually during an open recruitment. The members are at-will and the
participation is an ancillary function of their normal duties. Overtime can be approved by the Chair.

2. The POC will communicate regularly and will meet at least biannually.
3. Changes and modifications are anticipated over time and it is extremely important that staff have the means

and are willing to submit comments and suggestions which will improve facility operations while
maintaining security and safety.

A-019B PROCEDURAL QVERSIGHT COMMITTEE docx
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4. Change is healthy and crucial in any organization. Please allow some time for the changes to be
measured and adjusted as needed.

5. Any suggestions submitted by staff must be accompanied by a solution as to how the policy and/or
procedure could be improved.

6.  All comment forms must be signed by the person making the suggestions or comments.

7. All comment forms will be kept and filed for one year and then purged.

PROCEDURE:

1. Members of the POC will draft documents outlining standard operating procedures for day to day tasks
completed by correctional deputies.

2. The documents will be sent via email to all Senior Correctional Deputies and Supervising Correctional
Deputies for an opportunity to provide feedback.

3. The documents will be revised to include provided feedback.

4. The documents will be reviewed and approved by Administration.

5. The documents will be stored in a file that can be accessed by all correctional deputies.

6. Any staff member wishing to make suggestions for change to current policy or procedure shall complete
a Policy and Procedure Comment Form (HCSD 0329.6). This form must be printed clearly or typed, and
signed.

7.  The staff member will forward the completed form to the POC for review.

8. At a scheduled meeting, the POC will review the form to determine that the suggested changes are viable.
The Supervising Correctional Deputy has the ability to deny the suggestion if he/she knows that the
suggestion is not viable. If deemed “Not Viable”, the Supervising Correctional Deputy would document
the reason for denial and sign it. A copy of the form would be retained and the original would then be sent
back to the submitting staff member.

9. Suggestions that may be viable would be commented on by the Supervising Correctional Deputy and
forwarded to the Lieutenant that oversees that area.

10. The reviewing Lieutenant has the ability to deny the suggestion if he/she knows that the suggestion is not

11.

viable. If deemed “Not Viable”, the Lieutenant would document the reason for denial and sign it. A copy
of the form would be retained and the original would then be sent back to the submitting staff member.

If the Lieutenant deems the suggestion to be viable, he/she would make comments, sign and date it and
forward it to the Facility Manager.

A-019B PROCEDURAL OVERSIGHT COMMITTEE .docx
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12. The Facility Manager will review the form and all of the comments and determine what if any revisions
will be made.

13. The Facility Manager will comment and then return the form back to the Supervising Correctional Deputy
for appropriate action.

14. Ifthe comments or suggestions are approved by the Facility Manager, the Supervising Correctional Deputy
will make the appropriate revisions and forward the new draft policy and procedure to all the managers

for review.

15. The Facility Manager will review for final approval and signature.

16. If the comments or suggestions are denied by the Facility Manager, the Supervising Correctional Deputy
will make a copy of the form for filing and will send the original form with the Facility Manager’s

comments back to the submitting officer.

Approved by: Duane Christian, Captain Signature / {LL L&\—\

Facility Manager
Date Signed l Zb ZL/

A-0198 PROCEDURAL OVERSIGHT COMMITTEE.docx
1/26/2024




PAGE: 1of 4

HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: FORM AND SUPPLY MANAGEMENT
APPROVED BY: Duane Christian, Captain
Facility Manager
DATE: April 14, 1996 No. A-020
REVISED: September 5, 2018
REFERENCES:
FORMS:
Form Reorder Card

Humboldt County Central Services Requisition for Duplicating Services
Supplies Inventory and Reordering Levels Sheet
Requisition Form (HCSD 0097.1)

POLICY:.

To assure an adequate quantity of forms and supplies in inventory to facilitate the
operations of the Humboldt County Correctional Facility, and allow all the units involved
with procurement sufficient time to process and provide the materials.

DEFINITIONS:

Forms Index - An Alpha and numerical listing of all forms with location by shelf and
level.

Form Reorder Cards - Brightly colored cards, located at the reorder level in the forms stack.
This card contains all the pertinent information needed to reorder.

MSD - Management Services Division.

N 401 - A storage room located on the 4th floor of the North Facility which contains
forms and supplies.

Reorder Card Basket - A basket located in room N 401 just inside the door where the Form
Reorder Cards are placed. ‘

Requisition for Duplicating Services - A Central Services form required by the County of
Humboldt to reorder a form.

A-020B FORM AND SUPPLY MANAGEMENT
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Supplies Inventory and Reorder Levels Sheet - A sheet that lists all the supplies stored in

N401 and their reorder level,

GENERAL INFORMATION:

1.

The Operations Lieutenant or designee will maintain and stock forms and supplies in
N401 for the facility.

Any staff member in need of supplies must obtain approval from the Shift Supervisor
before entering the Store Room (N401).

N 401 and the reordering procedure for forms and supplies has been designed to
assure that the operation of the facility is not hampered because of lack of forms or
supplies.

A reasonable supply of forms and office supplies may be kept at staff workstations,
staff shall not to hide or overstock their area with items from N401.

Employees or volunteers shall not remove office supplies from the facility for
personal use.

Room N401 does not have an intercom inside the room. Staff will need to contact
Central Control by radio to allow exit. Only Shift Supervisors have key access to
N401.

PROCEDURE FORMS:

1. A staff member in need of forms or supplies must obtain approval from the Shift
Supervisor to enter storeroom N401 to pick up the needed supplies.

2. To locate a form, refer to the Forms Index manual located in N401.

3. The Forms Index indicates the location of forms by shelf (i.e. A. B. C.) and the
shelf level number (i.e. 1. 2. 3.) starting from the top and working from left to
right to the bottom.

4, Proceed to the indicated shelf and retrieve the needed forms. If the last form is
removed to the level of the “Reorder Card,” the card is placed in the Reorder Card
basket located next to the door, on the wall.

5. A Work Crew Leader will check the status of the forms on the first and last day of
their workweek. :

6. When the Work Crew Leader finds “Form Reorder Cards” in the basket the

following procedure will be used:

A-020B FORM ANb SUPPLY MANAGEMENT
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a. The Work Crew Leader will check the cases of forms for any extra
needed forms. If more forms are available, the Work Crew Leader
will restock the appropriate level and replace the reorder card.

b The Work Crew Leader will complete a Request for Duplicating Service
form for each needed form.

C. The Requisition for Duplicating Service form is routed to the
Operational Lieutenant for approval and signature.

d. The Operational Lieutenant will forward the request to the Management
Services Division to be processed.

8. The Management Services Division will complete the necessary paperwork and
forward the request to the print shop.

9. When the print shop has completed the order, they w111 contact the Management
Services Division.

10.  Management Services Division will call the Operations Lieutenant and notify
them that the order is ready for pickup.

11.  The Operations Lieutenant will have a Work Crew Leader pick up the materials

11.  The Work Crew Leader will pick up the order from the Management Services
Division office.

12.  The Work Crew Leader will deliver the forms to N401 and places them unopened
on the floor.

13.  The Operations Lieutenant or designee will complete the information on the
Forms Reorder Card and restocks the forms on the proper shelf, placing the Forms
Reorder Card at the appropriate reordering level.

PROCEDURE SUPPLIES:

1. With the Shift Supervisor’s approval, a deputy may go to N401 for needed
supplies.

2. The deputy will go to the supply shelves and take the needed items.
3. Once a week a Work Crew Leader will inventory the supplies. Using the yellow

“Supplies Inventory and Reorder Levels Sheet,” he/she will determine if and what
supplies need to be ordered.

A-020B FORM AND SUPPLY MANAGEMENT
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4. The Work Crew Leader will complete a requisition form and submit it to the
Operations Lieutenant.

5 The Operations Lieutenant will review the form, sign it if approved and send it to
the Sheriff’s Business Office.

6. A separate requisition form (HCSD 0097.1) must be completed for each different
supplier or vendor.

7 When orders are filled or supplies arrive, the Sheriff’s Business Office will
contact the Operations Lieutenant.

8. The Operations Lieutenant will have a Work Crew Leader pick up the supplies
and take them to N401 for restocking.
T
Approved by: Duane Christian, Captain Signature: (ﬁ{ﬂ’ ( /\H\C‘;?_« [N
Facility Manager ! } - I
Date: 4 5 | 8
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HUMBOLDT COUNTY CORRECTIONAL FACILITY
POLICIES AND PROCEDURES
SUBJECT: ROTATION OF SPECIALIZED POSITIONS
APPROVED BY:  Captain Duane Christian, Facﬂity Manager
DATE: Noyember 5,2007 A-022
REVISED: April 26, 2018

REFERENCES: HCSO Policy 1004

POLICY:
This policy establishes mandatory rotational assignments for specialty positions within the Custody
Services Division. Rotation of specialty positions, as delineated in this policy, allows a broad base
of officers to gain valuable training and experience in specialized positions that otherwise would be
narrowly limited. Rotation of specialty positions provides a means for helping members in
maintaining and improving their job interest, provides important cross-training and increases lateral
mobility which gives the Division more flexibility to utilize members in other positions or duties to
the benefit of the Division and Sheriff’s office.

DEFINITIONS:

Rotational Period - The period of time a member is assigned to a specialty position.

Rotational Position- A specialized at-will position wherein members are assigned by administration
for a designated time period.

Specialty/Specialized Position - A position wherein members do specialty or specialized jobs.

GENERAL INFORMATION:

1. All rotational positions are considered at-will assignments and are not considered
promotions. Continued tenure in a specialty position shall be contingent upon satisfactory
job performance.

2. The recruitment process may include but is not limited to; submission of a memo, oral
interview, review of each applicant’s Personnel and Working File, job related experience,
and work history.

3. The incumbent of a rotational position who wishes to remain in the position may submit a
memo to participate in the recruitment process along with all other candidates.

4, The following specialty positions are at-will assignments and subject to mandatory rotation:

A-022A ROTATION OF SPECIALIZED POSITIONS
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e SWAP/Cal-Trans Sergeant 4 Years
e Operations Services Sergeant 3 Years
e Staff Services Sergeant 3 Years
e SWAP/Cal-Trans SCD 3 Years
e SWAP Field Deputy (6) 3 Years
e Senior Classification Deputy 3 Years
e Assistant Classification (2) 2 Years
e Transportation Deputy (2) 2 Years
e S-6 Housing Deputy (4) 2 Years
e Court Deputy (2) 2 Years
e K-9 Deputy 5 Years (estimated K-9 working ability)

Current or past S-6 Housing Deputies will receive additional consideration when applying
for the Cal-Trans and SWAP Field Deputy positions.

PROCEDURE:

L

When a rotational position becomes vacant or the rotational period is about to be up the
Lieutenant under whose supervision the rotational position falls will distribute a
memorandum announcing the recruitment for the position and the positions minimum
requirements. All qualified applicants who submit memorandums of interest will be allowed
to participate in the selection/testing process.

If selection process requires oral interviews or other testing means, the candidates will be
notified by the Lieutenant.

Applicants will be evaluated and recommendations will be made to the Sheriff or designee
via the chain of command.

After the appointment has been made, all of the applicants for the position will be notified of
the results in writing. The selected applicant will be notified regarding his/her starting date,
work schedule, and any other pertinent information.

Should no qualified member apply for a position, the incumbent member may, at the
discretion of the Sheriff or designee, be given the opportunity to extend the assignment for
one additional year. The Sheriff or designee may assign any qualified member to an at-will
rotational position for a designated rotational period as needed.

Approved by: Duane Christian, Captain Signature: /y )1‘([)/)1‘ /

N 4
) /«\Q\f(ﬁa

T —

Facility Manager . ) _
Date: (/[/7/(9 /“D
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HUMBOLDT COUNTY CORRECTIONAL FACILITY
POLICIES AND PROCEDURES

SUBJECT: BRIEFING REFRESHER TRAINING

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: March 11, 2002 A-023
REVISED: April 26, 2018
REFERENCES:

Humboldt County Correctional Facility Policy and Procedures Manual
Humboldt County Sheriff’s Department General Duty Manual

FORMS:

Department Training Attendance Form HCSD 0035.16

POLICY:

It is the policy of the Humboldt County Correctional Facility, to complete ongoing, verifiable in-
service training once per month for the purpose of reviewing and educating staff on the proper
response to policy and procedures and general orders, with an emphasis on dealing with “High Risk”
events.

DEFINITIONS:

Briefing Refresher Training (B.R.T.) - A half hour period of time set aside once per month,
typically at the end of shift, to review and test staff knowledge on policy and procedures and
general orders. ‘

B.R.T. Calendar — A monthly calendar scheduling the B.R.T. The Staff Manager or designee
will produce a yearly calendar at the beginning of each fiscal year.

High Risk - An event that takes place and has a high probability of ending with adverse
consequences, such as injury, death, lawsuit, or organizational embarrassment.

Staff Manager - A Correctional Lieutenant under the direction of the Facility Manager, who
oversees the management of the facility correctional staff, in conjunction with the daily operation
of the facility. Supervises / directs the work of the Staff Services Supervisor. At the direction of
the Facility Administrator, assumes command of the facility in the absence of the Facility
Manager.

A-023B BRIEFING REFRESHER TRAINING
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Shift Supervisor - A Correctional Supervisor or, as assigned a Senior Correctional Deputy under
the direction of the Staff Manager, who plans, coordinates and supervises the activities and
correctional staff of an assigned shift in the Humboldt County Correctional Facility.

Lexipol 300 Use of Force

Direct Supervision

18t Street Gang

HCG Humboldt County Gangsters

MRSA

Toxic Spills

Medical Waste

Bag Valve Device

Common Mistakes Made By The Correctional Officer
Being Aware of the Con Game '

GENERAL INFORMATION:
L. B.R.T. events will include but not be limited to:
e A-013 Harassment in the Workplace
e B-007 Sobering Cells
e D-010 Inmate Grievance Procedure
o E-004 Inmate Escape
e E-007 Fire Plan
e E-008 Hostage Situations
e E-009 Inmate Death Investigations
e E-014 Bomb Threat
e E-015 Suicide Prevention
e E-018 Suspicious Mail and Packages
e F-009 Inmate Strip Searches
e F-012 Inmate Transportation
o G-002 Use of Restraint Devices
e G-006 Use of Restraint Chair
e H-002 Medical Receiving Screening
e H-100 Use of Safety Cells
L
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@
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2. B.R.T. packets will be located in a file cabinet in the Briefing/Training room. Each training
packet will contain the related policy and procedure, instructor guidelines, training/visual
aids, test questions and the Department Training Attendance form HCSD 0035.16.

3. B.R.T. will be completed once every month as scheduled.

A-023B BRIEFING REFRESHER TRAINING
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4. Once per month, as scheduled, The shift supervisor will set aside a half hour period of time,
typically at the end of shift, to conduct the B.R.T. themselves or to assign one of his/her
Senior Correctional Deputies.

5, Annually B.R.T. will be conducted on the following topics: Sobering Cells, Safety Cells,
Use of Restraints, Suicide Prevention, Medical Receiving Screening, and Handling of
Mentally Disordered Inmates.

PROCEDURE:

1. The Shift Supervisor or designee will review the B.R.T. Calendar on a regular basis to
determine which item and which day it will be reviewed.

2. On the day B.R.T. is to be conducted the Shift Supervisor or designee will get the
appropriate packet from the file cabinet and will review the material with the staff.

5 The Shift Supervisor or designee will select staff to answer basic questions related to the
B.R.T. material.

4. The Shift Supervisor or designee will have each staff member sign his or her name and pin
number on the attendance roster, acknowledging receipt and understanding of the training.

3. The Shift Supervisor or designee will forward the roster to the Staff Manager for review.

6. The Staff Manager will forward the training roster to the Training Coordinator for
documentation of the training received.

T All training material, except signed attendance rosters will be returned to the training
packet and placed back in the file cabinet.

\ 1
Approved by: Duane Christian, Captain Signature: () /!\1" /\\ K/\\.\\TWO/)“

Facility Manager
Date Signed: L{ /'Uz /(“5
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HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES

SUBJECT: TUBERCULOSIS INFECTION CONTROL PLAN FOR
CORRECTIONAL STAFF
APPROVED BY:  Duane Christian, Captain
Facility Manager
DATE: November 1, 2006 No. A-024
REVISED: October 25, 2018

REFERENCES:

Cal/Osha Title 8, Chapter 4, Subchapter 7, Article 9, Section 5199 Aerosol Transmissible Diseases
(ATD)

Humboldt County Aerosol Transmissible Diseases Exposure Control Plan

Humboldt County Injury and Illness Prevention Program (L.LP.P.)

FORMS:

Mantoux Skin Test for Tuberculosis Disclosure / Declination Form
Humboldt County Sheriff’s Office Employee TB Test Log
Humboldt County Tuberculosis Vaccine Declination

POLICY:
TB screening will be provided to Correctional Officer and Civilian staff at the time of hire and

annually or more frequently if local conditions warrant.

DEFINITIONS:

Contact — A person who has experienced an exposure incident.

Contact Investigation — Procedures that occur when a case of infectious TB is identified, including
contacts exposed to the case, testing and evaluation of contacts to identify latent TB infection or TB
disease, and treatment of these individuals.

Exposure Incident — A situation in which staff, inmates, or visitors have had significant exposure to
an individual with suspected or confirmed TB disease (or to air containing TB bacteria) during the
determined infectious period.

Infectious Period — Time period during which the TB case may have transmitted TB to others,
initiated by the date(s) of symptom(s) onset or the date of the first positive finding consistent with
TB, including specimen collected which suggests or confirms a diagnosis of TB, chest x-ray showing
abnormality consistent with TB, or initiation of treatment for TB.

A-021
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Infectious TB Case — A person with suspected or confirmed TB disease of the lungs or larynx will
be considered infectious until the individual meets all the following criteria:

e Has had three consecutive negative acid-fast bacilli (AFB) sputum smears on three different
days; and

e Has completed at least 2 weeks of an recommended regimen if an AFB sputum smear was
ever positive; or has completed at least 4 days of an recommended drug regimen if the AFB
sputum smear was negative; and

e Has exhibited clinical improvement (for example, cessation of symptoms); and

e Has had continued close medical supervision, and

e Continues multi-drug TB therapy, even if another pulmonary process is diagnosed, pending
negative culture results from at least three consecutive sputum specimens obtained on
different days

Latent TB Infection (LTBI) — A condition in which living Mycobacterium tuberculosis, the
bacterium that caused TB disease is present in the body without producing clinical disease. Persons
with LTBI are not contagious, have no symptoms, and generally have a positive tuberculin skin test.

Mycobacterium Tuberculosis (M. tb) — The bacterium that causes Latent TB infection and TB
disease.

Suspected TB Case — A person who, at a minimum, meets one or more of the following criteria:

e Has a persistent cough lasting 3 or more weeks and one or more other symptoms of TB
disease (for example, bloody sputum, night sweats, unexplained weight loss, persistent
fatigue, fever), or

e Has a positive tuberculin skin test result and signs or symptoms of TB disease, or

e Has a positive acid-fast bacilli (AFB) sputum smear, or

e Has pending results from sputum culture or nucleic acid amplification test (NAAT) for
Mycobacterium tuberculosis

Symptoms of TB of the Lungs or Larynx — A cough lasting longer than 3 weeks, persistent fatigue,
unexplained weight loss, fever, night sweats, and coughing up blood.

TB Disease (active TB disease) — Clinically active disease caused by Mycobacterium tuberculosis.
Persons who have active TB usually have symptoms, and about 80% have a positive tuberculin skin
test. TB disease of the lungs or larynx can be transmitted when a person with the disease coughs,
sings, laughs, speaks, or breathes.

TB Exposure Incident — A situation in which staff, inmates, or visitors have been exposed to an
individual with confirmed or suspected infectious TB (or to air containing TB bacteria)

Tuberculin Skin Test (TST) — An intradermal Mandoux test used to determine the presence of latent

TB infection.

Tuberculin Skin Test (TST) Conversion — A change in tuberculin skin test results in which induration
increases at least 10 millimeters from less than 10 mm to 10mm or greater within a 2-year period,
regardless of age. For contacts to a TB case, a TST conversions is defined as a change from less that

A-024
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5mm induration on the initial TST to a reaction of greater than or equal to 5 mm on the second test,
10 to 12 weeks after exposure has ended.

GENERAL INFORMATION:

L.

5.

All Correctional and Civilian staff at risk of occupational exposure to suspected or confirmed
infectious TB cases will be offered a screening for TB annually in the month of November.

Any staff choosing not to be screened for TB annually will be required to fill out a Humboldt
County Tuberculosis Vaccine Declination form.

TB screening will also be performed at any time a staff person presents with symptoms of
active TB disease.

A staff person with a documented prior positive TST result will be administered TB
screening questions and undergo a TB symptom review. '

The County will make TB tests available annually at no cost to the employee.

PROCEDURE: New Employees

L.

2.

3.

The Staff Lieutenant or designee will advise all new employees that they are at increased
risk of occupational exposure to TB disease.

The Staff Lieutenant or designee will inform each new employee that the contracted
Facility Health Care Provider offers the Tuberculin Skin Test at no cost to the employee.

New employees who choose to take the TST will contact the Facility Health Care Staff and
arrange a time to be given the TST, keeping in mind that the nurse must read the TST 48 to
72 hours after it was administered. Positive and negative results will be explained to the
employee. :

4. Facility Heath Care Staff will log the date the test was administered, the employee’s name,

and the test reading

PROCEDURE: Annual Testing

1.

A-024

In November of each year, the Facility Manager or designee will notice staff that it is time
for the annual TST at no cost to the employee. They will also be noticed the TST is
voluntary, but if they choose not to receive the test they will be required to fill out a
Declination form.

Employees who choose to take the TST will contact the Facility Health Care Staff and
arrange a time to be given the TST, keeping in mind that the nurse must read the TST 48 to
72 hours after it was administered. Positive and negative results will be explained to the
employee.

10/25/2018 8:07 AM
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3. Facility Heath Care Staff will log the date the test was administered, the employee’s name,
and the test reading.

Approved by: Duane Christian, Captain Signature: / 1DL/ @){W(

Facility Manager
Date Signed: ZO/L§/18

A-024
10/25/2018 8:07 AM



Page 10f 9 Procedure: A-026

HUMBOLDT COUNTY CORRECTIONAL FACILITY

POLICIES AND PROCEDURES
SUBJECT: PRISON RAPE ELIMINATION ACT OF 2003 (PREA)
APPROVED BY: Captain Duane Christian, Facility Manager
DATE: December 10, 2014 A-026
REVISED: January 11, 2023

REFERENCES:

Public Law 108-79

California Penal Code section 289.6
California Penal Code section 2636 et seq.

FORMS:
Notification of Findings of PREA Investigation
Appeal Form

POLICY: It is the policy of the Humboldt County Sheriff’s Office to detect, reduce,
prevent and prosecute any incidents of sexual assault or rape in any and all areas under the
control of the Humboldt County Sheriff’s Office where inmates are imprisoned. The
Humboldt County Sheriff’s Office maintains a zero tolerance of any incidents of sexual
assault or rape; therefore, the Humboldt County Sheriff’s Office investigates, imposes
appropriate disciplinary sanctions and initiates criminal charges against any individual
committing the crimes of sexual assault or rape within any Humboldt County Correctional
Facility.

DEFINITIONS:

Contractual Employee - For the purposes of this policy, a contractual employee is defined
as a person working under a contractual agreement with the County of Humboldt or the
Humboldt County Sheriff’s Office to provide services to or in the Correctional Facility.

Employee — Any person compensated by the County of Humboldt for the purpose of
working for the Humboldt County Sheriff’s Office in the correctional setting on a full-time,

. part-time or paid internship basis.

Health Services Staff - Health services staff contracted with by the County of Humboldt to
provide twenty-four (24) hour a day medical service to the inmates of the Humboldt County
Correctional Facility.

Hostile Work Environment - Harassment, speech or conduct that is based on the judgment
of a reasonable person, severe or pervasive enough to create a hostile or abusive work
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environment, based on race, religion, sex, national origin, age, disability, veteran status, or,
in some jurisdictions, sexual orientation, political affiliation, citizenship status, marital
status, or personal appearance.

Inmate - An arrestee becomes an inmate after he/she has completed the pre-booking process,
been accepted for booking, and placed in the physical custody of the Humboldt County
Sheriff’s Department.

Law Enforcement Personnel - Any person employed by a law enforcement agency as a
peace officer or correctional officer.

Notification of Findings of PREA Investigation - A notice sent to the inmates advising
them of the results of a PREA investigation as outlined in PREA Section 115.73

PREA Coordinator - A Lieutenant in the assignment of Operations Manager given
sufficient time and authority to develop, implement and oversee efforts to comply with
PREA Standards for the Humboldt County Sheriff’s Office.

Professional Visitor - Attorneys, paralegals with approved voucher letters, State licensed and
court appointed private investigators with approved voucher letters, government or law
enforcement representatives, probation and parole officers, pre-approved clergy members,
licensed physicians and psychiatrists ordered by the court to evaluate an inmate’s medical or
mental health, other pre-approved professionals with official business to conduct with
inmates.

Sexual Abuse —Unwanted sexual contact when sexual contact is accomplished through
fear, threat or implied threat. Sexual Abuse encompasses (1) inmate-on-inmate sexual
abuse, (2) inmate-on-inmate sexual harassment, (3) staff-on-inmate sexual abuse, and (4)
staff-on-inmate sexual harassment.

1. Inmate-on-inmate sexual abuse: Encompasses all incidents of inmate-on-
inmate sexually abusive contact and inmate-on-inmate sexually abusive
penetration.

2. Inmate-on-inmate sexual harassment: Repeated and unwelcome sexual
advances, requests for sexual favors, verbal comments, or gestures or actions of
a derogatory or offensive sexual nature by one inmate directed toward another.

3. Staff-on-inmate sexual abuse: Encompasses all occurrences of staff-on-
inmate sexually abusive contact, staff-on-inmate sexually abusive penetration,
staff-on-inmate indecent exposure, and staff-on-inmate voyeurism. Staff
solicitations of inmates to engage in sexual contact or penetration constitute
attempted staff-on-inmate sexual abuse.

4, Staff-on-inmate sexual harassment: Repeated verbal comments or gestures
of a sexual nature to an inmate by a staff member. Such statements include
demeaning references to gender, sexually suggestive or derogatory comments
about body or clothing, or obscene language or gestures.

Sexual Assault — Any sexual contact, including but not limited to rape, sodomy or unlawful
touching.
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Sexual Contact — Behavior that includes, but is not limited to, all forms of sexual contact,
intentional sexual touching or physical contact in a sexual manner, either directly or
through clothing, of the genitalia, anus, groin, breasts, inner thighs, buttocks, with or
without the consent of the person; or any touching or inappropriate viewing with intent to
arouse, humiliate, harass, degrade, or gratify the sexual desire of any person.

Sexual Harassment (PREA Standards) — Includes, but is not limited to, all of the following,
whether by staff, volunteers, contractors, other agency representatives, or inmates: sexual
advances; sexually offensive language; comments or gestures; influencing, promising or
threatening the safety of any inmate or staff, custody status, privacy, housing, privileges,
work or program status, in exchange for personal gain of a sexual nature; creating or
encouraging an atmosphere of intimidation, hostility or offensiveness as perceived by any
individual who observes the sexually offensive behavior or language.

Sexual Misconduct (PREA Standards) - Any behavior or act of a sexual nature directed
toward an inmate by an employee, volunteer, visitor, contractor, or agency representative.
This includes acts or attempts to commit such acts including, but not limited to, sexual
assault, sexual abuse, sexual harassment, sexual contact, sexual gratification, conduct of a
sexual nature or implication, obscenity and unreasonable invasion of privacy. Sexual
misconduct also includes, but is not limited to, conversations or correspondence that
suggests a romantic relationship between an inmate and any party referenced above.
Misconduct can also involve inappropriate viewing.

Sexualized Work Environment (PREA Standards) - A work environment in which the
behaviors, dress, and speech of either staff and or inmates create a sexually charged
workplace. Sexually explicit talk, inappropriate emails, posted cartoons, jokes, pictures,
photographs, magazines, or unprofessional dress characterizes a sexualized work
environment. In a sexualized work environment, often the off-duty behaviors, dating, and
other activities of staff intrudes into the everyday work environment. In a sexualized work
environment talk or actions having sexual overtones can severely erode the professional
boundaries between staff, and consequently between staff and inmates.

Violation of Privacy Rights of Inmates — This includes, but is not limited to, the act or the
attempted act of observing or interfering with an inmate’s personal affairs without a
reasonable need to do so for the immediate safety and security of the inmate, employees,
or others within the institution. Violations may include unreasonable intrusive viewing of
an inmate’s use of the shower, toilet, or in areas where inmates dress, outside legitimate
security needs. Acts that may also be included consist of: failing to announce his/her
presence when entering a housing unit in a non-emergency situation; reading personal
mail or written materials of an inmate when not required for safety and security of the
institution or persons therein.

Volunteer - A person who has been accepted into the volunteer program and who, of their
own free will, provides services to the facility without monetary compensation. (M-016)

Visitor - Any person having access to any of the agency’s facilities for personal and or
official reasons.
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GENERAL INFORMATION:

1.

All sexual misconduct is strictly prohibited. This policy applies to all inmates and
persons employed by the Humboldt County Sheriff’s Office, including
volunteers/contractual employees assigned to the facility.

The legal concept of ‘consent’ does not exist between employees (including
volunteers/contractual employees) and inmates; any sexual behavior between them
constitutes sexual misconduct and shall subject the employee to disciplinary action
and/or to prosecution under the law.

Orientation of inmates to this policy regarding zero tolerance, reporting procedures,
safeguards, and consequences of deliberately making false or malicious reports will
be made during the booking process, included in the inmate orientation handbook
and by posting information in common inmate areas and bulletin boards.

All Correctional Staff will complete annual training of this policy and be instructed
on the recognition of misconduct outlined in this policy.

The Humboldt County Sheriff’s Office will include the following when advertising
and awarding contracts for services to contractual employee’s and volunteer staff.

o Identifying Sheriff’s Office zero tolerance for sexual misconduct policy.

¢ Definitions of prohibited behaviors by contractors.

e FEstablished reporting requirements and timetables for contractors to
report allegations or suspicions of sexual misconduct.

e The contract award document(s) incorporate the Humboldt County
Sheriff’s Office policies and procedures regarding professional
behavior and sexual misconduct.

All staff including volunteers/contractual employees have a duty to report anyone
(staff, volunteers or contractual employees) engaging in sexual misconduct/abuse
with an inmate.

Staff will prevent and respond to retaliation against individuals reporting sexual
abuse.

Consensual sexual acts between inmates are not considered a violation of PREA,
however they should be investigated to determine if the act was indeed consensual.

Facility Administration shall ensure detection, prevention and response to
retaliation against any reporting abuse.

10. Anyone whether involved or not may report sexual abuse/sexual harassment.
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11.

12.

13.

14.

Information shall be posted on the department website with information on how to
report sexual abuse/harassment on behalf of someone incarcerated.

Apart from reporting to designated supervisors or officials, staff shall not reveal
any information related to a sexual abuse report to anyone other than to the extent
necessary to make treatment, investigation, and other security and management
decisions.

Administration and County Counsel reserve the right to share information, as
minimally as possible, in response to a writ of habeas corpus where a PREA
investigation is specifically put at issue before the court by the inmate. Information
about any other inmates involved in the investigation shall be kept confidential.

PREA claims that: are filed by inmates for non-productive purposes, contain repetitive
and redundant allegations regarding the same issue, use profanity and/or insulting
language, are filed with the intent to undermine or interfere with the PREA
investigation process, or overburden staff with repetitive frivolous complaints are
subject to disciplinary action. Disciplinary action will be evaluated on a case by case
basis and will take into account the mental status of the inmate. A report of sexual
abuse made in good faith based upon a reasonable belief that the alleged conduct
occurred shall not constitute falsely reporting an incident or lying, even if an
investigation does not establish evidence sufficient to substantiate the allegation.

PROCEDURE: Inmate-on-Inmate Sexual Abuse .

L.

Whenever any employee, volunteer, contractor, or agency representative
recognizes or becomes aware of any act, accusation or report of an inmate on inmate
sexual abuse they SHALL report the incident to the shift supervisor as soon as
possible.

Upon being advised of the situation the shift supervisor will respond to the scene
and shall direct specific personnel to respond if appropriate.

The Shift Supervisor will ensure the scene is preserved by immediately assigning a
correctional officer to guard the scene permitting no one, except essential personnel
(medical, mental health, investigators) to enter the scene. The supervisor shall
ensure that any evidence is left undisturbed.

If the victim is to be transported to the hospital, the shift supervisor will assign a
correctional deputy to accompany the inmate and remain with him/her until relieved
by an investigator.

The Shift Supervisor will notify the Staff Services Lieutenant or in his/her absence,
the Operations Services Lieutenant, who will in turn notify the On Call Duty
Officer and the Facility Manager.
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The On Call Duty Officer will notify, or have the communications dispatcher
notify, the Criminal Investigations Commander to have an investigator respond.

Any evidence including medical reports, officer’s incident reports, audio or video
recordings shall be turned over to the investigator.

PROCEDURE: Inmate-on-Inmate Sexual Harassment

L.

Whenever any employee, volunteer, contractor, or agency representative
recognizes or becomes aware of any act, accusation or report of an inmate on inmate
sexual harassment he/she SHALL report the incident to the Shift Supervisor as soon
as possible.

The Shift Supervisor will assign a Senior Correctional Deputy or Classification
Officer to investigate the incident to determine its validity.

Inmates involved in the incident should be removed from the area and separated if
possible.

If the incident occurred in a housing area the inmate shall be re housed at the
direction of the Classification Officer.

If the allegations of harassment are founded through the disciplinary process,
disciplinary action shall be taken.

Inmates involved shall be re screened by the Classification Officer and housing
shall be appropriately determined based on this screening.

PROCEDURE: Inmate-on-Inmate Consensual Sexual Act

1.

Whenever any employee, volunteer, contractor, or agency representative
recognizes or becomes aware of any act, accusation or report of an inmate on inmate
sexual act he/she SHALL report the incident to the Shift Supervisor as soon as
possible.

The Shift Supervisor will assign a Senior Correctional Deputy or Classification
Officer to investigate the incident to determine its validity and whether or not the
sexual act was consensual.

Inmates involved in the incident should be separated and removed from the area
where the incident occurred if possible.

If the incident is determined to be consensual, there is no violation of PREA. The
incident would be considered a rule violation and the involved inmates would be
subject to disciplinary procedures.
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5.

If the incident is determined to be non-consensual then it would be considered
inmate-on-inmate sexual abuse and staff should implement the procedure for
Inmate-on-Inmate Sexual Abuse (see above).

PROCEDURE: Staff-on-Inmate Sexual Abuse

L.

Whenever any employee, volunteer, contractor, or agency representative
recognizes or becomes aware of any act, accusation or report of a staff on inmate
sexual abuse they SHALL report the incident to the Shift Supervisor as soon as
possible. (Staff as used in this policy includes any volunteers/contractual
employees)

Upon being advised of the situation the Shift Supervisor will respond to the scene
and shall direct specific personnel to respond if appropriate.

If currently on duty, at work, or in the immediate proximity, the staff member
alleged to be involved shall be removed from the area to protect the inmate from
being subject to harassing behavior or a hostile environment.

The Shift Supervisor shall interview the alleged victim and any witnesses to
perform an initial review of the allegations. If abuse allegedly occurred where
cameras are located, the Shift Supervisor will review DVR footage to assist
determination.

If the Shift Supervisor determines that the allegations are clearly unfounded, from
witness statements and/or DVR footage, he/she will complete an inter-office memo
and forward it to the Facility Manager via chain of command for review.

The Facility Manager or designee will review and determine if the matter is
Unfounded or if it needs further investigation. If further investigation is needed, it
will be forwarded to Criminal Investigative Division (CID) for review.

If the Shift Supervisor determines that there is a chance the allegations could be
“Founded”, he/she will ensure the scene is preserved by immediately assigning a
correctional deputy to guard the scene permitting no one, except essential personnel
(medical, mental health, investigators) to enter the scene. The supervisor shall
ensure that any evidence is left undisturbed.

If the victim is to be transported to the hospital, the shift supervisor will assign a
correctional officer to accompany the inmate and remain with him/her until relieved
by an investigator.

The Shift supervisor will notify the Staff Services Lieutenant or in his/her absence,
the Operations Services Lieutenant, who will in turn notify the On Call Duty
Officer and the Facility Manager.




Page 8 of 9 . Procedure: A-026

10.

11.

12.

13.

The On Call Duty Officer will notify, or have the communications dispatcher
notify, the Criminal Investigations Commander to have an investigator respond.

Any evidence including medical reports, officer’s incident reports, audio or video
recordings shall be turned over to the investigator.

Only the Sheriff or his/her designee can place an officer on administrative leave.
The decision to do so will be made by the Sheriff or designee after investigators
have determined further investigation is warranted, and have advised the Sheriff of
the details of the investigation.

The Sheriff or designee shall ensure the complaint is thoroughly investigated in a
timely manner by whatever means is deemed appropriate, including but not limited
to an administrative investigation, criminal investigation conducted by the criminal
investigations unit, district attorney’s office or other agency with the ability and
authority to complete such investigation.

PROCEDURE: Staff-on-Inmate Sexual Harassment

1.

Whenever any employee, volunteer, contractor, or agency representative
recognizes or becomes aware of any act, accusation or report of a staff on inmate
sexual harassment he/she SHALL report the incident to the Shift Supervisor as soon
as possible. (Staff as used in this policy includes any volunteers/contractual

employees)

Upon being advised of the situation the Shift Supervisor will respond to the scene
and shall direct specific personnel to respond if appropriate.

If currently on duty, at work, or in the immediate proximity, the staff member
alleged to be involved shall be removed from the area to protect the inmate from
being subject to harassing behavior or a hostile environment.

The Shift Supervisor will notify the Staff Services Lieutenant or in his/her absence,
the Operations Services Lieutenant.

Any evidence including medical reports, officer’s incident reports, audio or video
recordings shall be turned over to the Shift Supervisor.

The Shift Supervisor shall investigate the allegations to determine if an incident
may have occurred, and if further investigation is required.

The Shift Supervisor will complete their documentation of the incident and forward
it to the Facility Manager through the chain of command.

The Facility Manager shall notify the sheriff of the incident and forward any
information to him through the chain of command.
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9.

10.

The Sheriff or designee shall ensure the complaint is thoroughly investigated in a
timely manner by whatever means is deemed appropriate, including but not limited
to an administrative investigation, criminal investigation conducted by the criminal
investigations unit, District Attorney’s office or other agency with the ability and
authority to complete such investigation.

Only the Sheriff or his/her designee can place an officer on administrative leave.
The decision to do so will be made by the Sheriff or designee after investigators
have determined further investigation is warranted, and have advised the Sheriff of
the details of the investigation.

PROCEDURE: Administrative Review

1.

All alleged violations of PREA shall be reviewed and logged by the PREA
Coordinator. Matters suspected to be criminal in nature will be forwarded to the
CID for further investigation. Those not requiring criminal investigation will be
reviewed by the PREA Coordinator, who will determine whether the allegations
are Substantiated, Unsubstantiated or Unfounded.

The PREA Coordinator will notify the reporting party of their findings in writing
using the Notice of Findings of PREA Investigation form.

In the absence of the PREA Coordinator, complaints will be handled by the Facility
Manager or designee.

If the individual receiving the notification wishes to appeal the findings they may
do so on an Appeal form.

All appeals will be reviewed and responded to within 5 business days by the Facility
Manager or in their absence the Undersheriff.

Approved by: Duane Christian, Captain Signature {)‘{‘ ’{//\_;._A‘Y] 3

Facility Manager ‘
Date Slgned. \ \ | &5

Reviewed by CC:ﬂ (A i; \ L:-- 1-17-23
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION
POLICIES AND PROCEDURES

SUBJECT: PRE-BOOKING PROCEDURES

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 16, 1996 B-001
REVISED: June 30, 2023 |
REFERENCES:

Title 15 CCR - 1041, 1050, 1056, 1207, & 1260

PC 815, 849, 881, 853.6, 1269 (A), (B) and (C), 1300, 1301, 2656(c), 4004, 4015

Civil Code Section 2080.10

HCCEF Policy and Procedures, B-008, B-004, D-002, D-003, E-015, F-008, F-009, G-006 & H-
002

Sheriff’s Policy Section 300

FORMS:

Medical Receiving Screening

Officer’s Booking Request Form HCSD 0310.23

Property Inventory Receipt/Property Held for Safekeeping Form HCSD 0410.5
Misdemeanor Incarceration Report HCSD 0624.1

Probable Cause Form DA-83

POLICY:

The Humboldt County Correctional Facility will receive individuals who have been lawfully
arrested, detained or remanded to custody by court, and shall conform to the guidelines established
by the court and the Sheriff.

DEFINITIONS:

Arrestee - A person lawfully arrested and transported to the facility for booking.

Facility Health Services Staff - Health care services in the Humboldt County Correctional Facility
are currently provided under contract.

Medical Receiving Screening - A process that occurs at intake, prior to acceptance for booking, in
which trained Facility Health Services Staff document initial observations of arrestees, ask a series
of medical questions, conduct vital signs (if necessary) and record their responses to questions
pertaining to medical and mental health problems, developmental disabilities and communicable
diseases. (See P&P H-002)

B-001F PRE-BOOKING PROCEDURES 6-30-23 (002).docx
06/30/23 14:33
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Pat Search - A thorough hands on search conducted by Correctional Deputies on an arrestee or
inmate without removing or re-arranging clothing to permit a visual inspection of the
underclothing, breast, buttocks or the genitalia of the inmate. (See P&P F-008) -

Pre-Book Room - A secure room with the necessary equipment for law enforcement officers to
conduct testing prior to booking an arrestee into custody. Pat searches, removal of excess clothing,
and medical pre-screening are conducted here.

Transportation Sally Port - A sally port adjacent to the Pre-Book Room, designed for general
inmate and officer movement.

Vehicle Sally Port - Secure parking area located inside the first level of The Humboldt County
Correctional Facility.

GENERAL INFORMATION:

1. Arresting agencies may request assistance with combative arrestees by contacting Central
Control. In these situations the arresting officer shall remain in control of the arrestee from
their vehicle to the Pre-Book Room (Pre-Book). Correctional Deputies may only assist in
this movement.

2. Arrestees unable to walk from the vehicle to Pre-Book with minimal assistance from the
arresting officer, with the exception of those restrained in a “body wrap” or other similar
restraint will be refused pending medical clearance from the hospital. Those brought to the
facility in a “body wrap” will need to be unwrapped and show that they can walk prior to
being accepted for booking. If this cannot be accomplished, they will not be accepted.

3. If the arrestee poses a risk to the arresting officer due to aggressive, combative or resistive
behavior, the shift supervisor may assign Correctional Deputies to assist the arresting
officer in removing the arrestee from the vehicle. The arresting officer will maintain
control of the arrestee at all times and be the primary person responsible during the removal
and control of the arrestee.

4. Prior to entering the Pre-Book, arresting or transporting officer(s) shall remove all personal
property the arrestee has in their possession. The removed property will be placed in a
plastic tub supplied by HCCF and located at the officer workstation located in the vehicle
sally port.

5. Understanding certain personal property may be difficult to remove from an arrestee prior
to entering Pre-Book, reasonable accommodations may be made for items such as body
piercings or other jewelry, suspenders or belt, orthopedic splints, braces or supports.

6. Any item or substance the arrestee is in possession of, such as, alcohol, backpacks, bedrolls,
firearms, live ammunition, chemical agent, explosive device, or any other object or
substance which may be illegal to possess or considered contraband, will be the
responsibility of the arresting or transporting officer, and will not be accepted for safe-
keeping at the correctional facility in accordance with Civil Code 2080.10.

B-001E




SUBJECT: Pre-Booking Procedures PROCEDURE NO: B-001

7.

10.

11.

12

PAGE: 3 of 5

Arrestees arriving at the facility face down in the vehicle with their arms and legs secured
behind them (Hog Tied) will be refused pending medical clearance from the hospital.

The Medical Receiving Screening at HCCF shall be completed on each arrestee,
commitment and court remand by Facility Health Services Staff to determine if the arrestee
is acceptable for booking. (See P & P H-002)

During the pre-booking process, Correctional Deputies and Facility Health Services Staff
will watch for any behavioral changes that might indicate increasing depression and/or
suicidal tendencies. If a Correctional Deputy sees a behavior change, they shall take
immediate steps to make the proper notifications and to protect the inmate from potential
injury. (See P&P E-015)

Officers requiring assistance with language interpretation can refer to P&P B-008.

If during the process of searching the arrestee, the Correctional Deputy finds a prosthesis
or orthopedic appliance, the Correctional Deputy will have the arrestee remove the device
for inspection. Facility Health Services Staff will make the decision along with the Shift
Supervisor if the arrestee will be allowed to keep the device, and where the inmate will be
housed. If for security reasons the device is removed from the arrestee’s possession, the
arrestee will be examined by a physician within 24 hours after such removal. If the
examining physician determines that removal is or will be injurious to the health or safety
of the arrestee, he or she shall so inform the arrestee and the Facility Manager. Upon
receipt of the physician’s opinion, the Facility Manager shall either return the appliance to
the arrestee or refuse to return such appliance. If the Facility Manager refuses to return the
appliance, the Facility Manager shall inform the physician and the arrestee of the reasons
for such refusal and promptly providing the arrestee with a form, as specified in subdivision
(¢) of Penal Code Section 2656.

At no point will any minors under the age of 18 be accepted for booking or holding of any
kind in the facility. If an individual is determined to be a minor, they will be immediately
rejected for booking and remain in the custody of the arresting agency to determine the
appropriate course of action.

PROCEDURE:

1.

B-001E

The arresting/transporting law enforcement or public officer with an arrestee pushes the
intercom button located at the Fourth Street entrance of the Facility.

The Control Room Operator, after verifying the identity of the officer using the intercom,
opens the vehicle sally port entrance allowing the officer’s vehicle to enter.

The Control Room Operator notifies processing of the incoming officer’s arrival.

The officer(s) exit their vehicle and secure their weapons in the gun lockers provided or in
the locked trunk of their vehicle.

While in the vehicle sally port, the arresting or transporting officer(s) will complete a
booking request form and any other necessary paperwork.
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15.
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Arresting or transporting officer(s) enter the Pre-Book through door N150 with the
arrestee(s) and all removed property. The arresting officer will instruct the arrestee to face
the blue mat.

No less than two Correctional Deputies will meet the arrestee in the pre-booking room.
Facility Health Services Staff will complete a medical receiving screening and Correctional
Deputies will conduct a pat down search prior to allowing the arrestee to enter the main
facility.

The Correctional Deputies conducting the pat down and/or the Facility Health Services
Staff will review the Officers Booking Request Form filled out by the arresting officer
documenting their observations of the arrestee. (e.g. injuries, depressed, violence, suicide
risk, etc.) (See P&P H-002).

If not accepted for booking due to medical or mental health reasons, the arresting or
transporting officer will be required to transport the arrestee with their personal belongings
to the hospital for written medical clearance signed by a physician prior to booking.

If excessive personal property is found on the arrestee during the pat down search the
arresting/transporting officer may be directed by Correctional Deputies to remove the
arrestee from the Pre-Book area until which time the remainder of the personal property is
removed. ‘

Any outer clothing such as jackets and hats will be removed, inventoried, and logged on
the inmate’s property after being placed in a blue clothing storage bag. Disrobing or
clothing exchanges shall not occur in the Pre-Book Room.

Arrestees, who arrive without clothing or are scantily clad, shall be given jail issued
clothing to wear until released or housed.

Perishable items (such as fruits, vegetables, milk, etc.) will be discarded.

Facility Health Services Staff will be notified of all prescription medications in the
possession of an arrestee. All medications will be inventoried and sealed inside the personal
property bag unless Health Care Services staff takes custody of it or needs to administer
the medication to the arrestee.

If, during the pat search, there is a reasonable suspicion, based on verifiable facts, that the
arrestee is concealing weapons or contraband, a strip search or Body Scan may be
conducted in accordance with the policies and procedures outlined in F-009.

The arresting/transporting officer shall remain with the arrestee until directed otherwise by
the Correctional Deputy conducting the pat search. The arresting officer will witness the
pat down search and the removal of any property from the arrestee which was not removed
by the arresting/transporting officer prior to entering the Pre-Book Room.
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All personal property will be taken from the arresting or transporting officer by the
Correctional Deputies and inventoried and pictured prior to being placed into a property
bag in accordance with the policies and procedures outlined in B-004.

After the pat search and the computerized pre-booking information has been completed,
cooperative arrestees will be asked to sit in the waiting area until a Booking Officer asks
them to approach the booking/processing counter for further information if necessary.

The blue clothing storage bag will be given to the Property Officer for storage. The arrest
paperwork, personal property and money will be given to the booking officer.

PROCEDURE: Arrestees Displaying Violent Behavior

1.

Arrestees displaying violent behavior shall be securely restrained prior to entering the
transportation sally port with the arresting or transporting officer.

The Shift Supervisor shall assess the situation and determine if the restraint chair should
be utilized to safely control the arrestee. If so, refer to P&P-G-006.

Facility Health Services Staff will complete the Medical Pre-Screening. If a proper
assessment and/or vital signs cannot be obtained, the arrestee will be refused pending
medical clearance from the hospital.

If accepted for booking, the Shift Supervisor will determine if more than two Correctional
Deputies will be necessary to conduct a thorough pat down search of the violent arrestee.

After the pat search has been completed, the arrestee can be placed in a holding cell,
sobering cell, safety cell or restraint chair as determined by the Shift Supervisor or designee
depending upon the arrestee’s behavior.

The Shift Supervisor will ensure that all incidents involving violent inmates are properly
documented and routed appropriately. (See P&P D-002, D-003 and Sheriff’s Policy

Section 300)

/4
Approved by: Duane Christian, Captain Signature: ﬁ)ﬂl bl 32z

Facility Manager

Date Signed7 é /3(7 /Z?J

1 AT LA L g0
Reviewed by CC: f |1 ea02

B-001E




PAGE NO: 1 of 3

HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES
SUBJECT: BOOKING PROCEDURE

APPROVED BY:  Captain Duane Christian, Facility Manager

DATE: April 14, 1996 B-002
REVISED: May 1, 2018
REFERENCES:

Title 15 - 1029, 1041, 1050 1056, 1207, 1260
P.C. 815, 849, 851.5, 853.5, 853.6, 853.6(i), 1269, 1300, 1301, 1318, 4004, 4015, 4030
HCCF P&P B-001, B-004, B-101, B-102, F-008, H-002

FORMS:

Agreement to Appear (HCSD 0314.1)
Detention Certificate (HCSD 0314.2)
Medical Receiving Screening

Request for Non-Release (HCSD 0624.1)

POLICY:

All arrestees received for booking at the Humboldt County‘ Correctional Facility will be processed
in a safe and timely manner.

DEFINITIONS:
Booking - Official recording of an arrestee’s name, fingerprints, and photograph.

Jail Management System (JMS) - An automated system used for booking and other jail management
functions

ORAS-PAT Screening — A risk assessment conducted at booking, approved by the Humboldt
County Superior Court, for the purposes of determining inmates eligible for release on their own
recognizance.

GENERAL INFORMATION:

1. This procedure will apply to all arrestees, court ordered commitments, bail bond
revocations and self-surrenders presented for booking into the Humboldt County
Correctional Facility.

B-002C BOOKING PROCEDURES
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PROCEDURE:

1.

10.

11.

After the pre-booking procedures have been completed as outlined in P&P B-001, F-008 and
H-002, and the inmate is presented for booking, the Booking Officer will:

a. Complete a local and State warrant check.
b. Run arap sheet on inmates determined to be staying in custody that are unable
to bail.

If the Booking Officer finds there is a previous booking record for the inmate the new record
created in Pre-Booking shall be merged with the old record to maintain continuity of the
historical booking records.

A Booking or Roving Officer will take the inmates picture and ﬁngerpnnts and then direct
the inmate to return to the waiting area.

If the inmate is to be booked and released from custody, the Booking Officer will prepare
the appropriate form and have it ready for the inmate to sign upon release.

The booking officer will determine if the inmate is eligible for release using the ORAS-PAT
Screening.

In the event the arrestee is eligible for release pursuant to PC849 (b)(2), PC 1318 or ORAS-
PAT screening and the arresting officer is requesting the arrestee be held pursuant to
PC853.6(i) the arresting officer shall complete a Request For Non-Release Form. The Shift
Supervisor shall review the request and either approve or deny the request and document that
on the form. In the event the request is denied the Shift Supervisor shall document the reason
for the denial on the form.

If the inmate is going to be housed, the Booking Officer will ensure the inmate is provided
the opportunity to make at least three completed local telephone calls to call an attorney or
public defender, a bail bondsman, a relative or other person. An arrestee who is identified,
as a custodial parent of a minor child or children is entitled to make two additional local
telephone calls for the purpose of arranging childcare.

If the inmate has made arrangements to post bail, the Booking Officer will direct the inmate
to remain in the waiting area while waiting to be bailed.

If the inmate was not able to post bail, the Booking Officer will print out an Inmate Housing
Card with inmate identification wristband and inmate movement card.

The Booking Officer will securely attach an “Inmate Identification Wristband” around the
inmate’s wrist.

The Booking Officer will label a file folder with the inmates name and booking number and
place the following items inside:

B-002C BOOKING PROCEDURES
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JMS Booking ID Report.

The arresting officers “Booking Request”.

A copy of the warrant (if the arrest was made by warrant).
Signed Inmate Property Receipt.

Signed Inmate Telephone Identification Notification sheet.
Local and State warrant checks

o Ao o

12. All property and money will be handled in accordance with policy and procedure B-004.

13 If the inmate is going to be housed, the Booking Officer will complete a classification
packet which includes a Booking ID Report, rap sheet, and probable cause form and
forward these documents to Classification.

14. The Booking Officer will distribute all booking forms and questionnaires to the
appropriate boxes.

15. If the inmate is being released on their own recognizance (OR) or per PC Section 849b, the
Booking Officer will make sure the inmate has signed and been given the proper
paperwork. The Officer will then escort the inmate out the facility by way of sally port
N104. The officer will hand the inmate their property bag as he or she enters the sally port.
(See P&P B-101 & B-102)

16. If the inmate is going to be housed, the Booking Officer or a Roving Officer will dress out
and house the inmate according to the inmate’s classification or in an intake cell in the
absence of being classified.

1
Approved by: Duane Christian, Captain Signature: /) p/{‘ / 51527
Facility Manager T
Date Signed: 6 /l [) 8

B-002C BOOKING PROCEDURES
5/1/2018 9:27 AM



PAGE NO: 1 of 4
HUMBOLDT COUNTY SHERIFEF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: BAIL

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. B-003
REVISED: May 30, 2023

REFERENCES:

Title 15 CCR- 1029

PC 1269a,b & c; PC 1300, 1301

Title 10, chapter 1, Articles 1-9, beginning with Section 1268.
CVC. 40310

HCCF B-101, B-009

FORMS:

Inmate Booking Sheet

Release Agreement and Bail Deposit Receipt (HCSD 0314.4)
Superior Court Cash Bail Form

Temporary Holding Form (HCSD 0315.4)

POLICY:

Arrestees booked into the Humboldt County Correctional Facility may be released from custody

upon posting bail, as established by the court.

DEFINITIONS:

Bail Bond - A contract from a surety insurer which guarantees a pre-determined cash amount be paid
to the court of jurisdiction if the inmate who was released does not appear in court at the required
appearance date and time.

Bondsman - A person who is licensed under Section 1801 if the Insurance Code to issue Bail Bonds.

Cash Bail - A sufficient amount of money held by the court of jurisdiction as collateral to ensure the
appearance of the defendant for court.

B-003C BAIL 5-30-23.docx
5/30/2023
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GENERAL INFORMATION:

1.

Every bail licensee shall keep in his or her possession an identification card issued to him by
the commissioner and shall, upon request, show it to any person with whom he or she
transacts bail.

2. The amount of bail for felony, misdemeanor and infraction offenses is established by a
uniform countywide bail schedule produced annually by the Humboldt County Superior
Municipal Courts.

3. The amount of bail for Vehicle Code infractions is established by the Judicial Council in
accordance with Section 40310 of the Vehicle Code.

4, - A defendant charged with a capital offense punishable with death cannot be admitted to
bail.

5. Humboldt County Correctional Facility staff will not accept bail on any subject arrested
on or charged with any federal violation, regardless if bail is listed on the warrant.

(See B-009 Federal Inmates)

6. The Humboldt County Superior Court processes all bail bonds.

7. Bail bonds shall only be accepted for individuals currently incarcerated in the Humboldt
County Correctional Facility. No bond shall be accepted for anyone in custody in a different
jurisdiction. :

PROCEDURE:

1. The Bondsman enters through the public entrance and requests bail information from the
receptionist or receives the bail information by contacting the Legal Office Assistant via the
telephone.

2. The receptionist will provide the necessary information from the inmate’s bail calculation
screen (located in the JMS system) and give it to the bondsman. :

3. If a bondsman requests a private consultation with the involved inmate, the receptionist will

notify a Booking Officer working in the booking area. A Roving or Booking Officer will
direct the arrestee to the Bail Bond Interview room for the consultation.

B-003C BAIL 5-30-23.docx
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4. - The consultation will take place in the Bail Bond Interview room located between the
processing and public areas.

5. If the bondsman wants to post a bond, the receptionist will notify the Shift Supervisor
and will accept the bond under the guidelines listed below.

6. Once -the Shift Supervisor has verified the bail bond, the arrestee or inmate will be
released as outlined in B-101 (Inmate release).

PROCEDURE: Posting Bail Bond

1. A bail bond shall be executéd only by a licensed bail agent. (Note: Anytime a Bail Agent is
working, the agent must have in their possession a current State Bail Agent license. This
license must be presented upon demand to any peace officer, or an on duty Correctional
Deputy to verify the identification of the bondsman prior to accepting a bail bond.)

3. The bond must be issued in an amount equal to or exceeding the amount of bail set by
the court. It must contain the court, charge, amount of bail, appearance date, and either
the docket number, case file number, or warrant number.

4, Upon release of the inmate, the bail bond, will be placed in the secure Bail Bond Box located
in Receptionist Room #117.

5. A clerk from the Humboldt County Superior Courts will come over daily (M-F) to empty the
Bail Bond Box. The receptionist will be responsible for giving the contents of the Bail Bond
Box to the court representative.

PROCEDURE: Posting Cash Bail

L. Anyone, including the inmate, may post cash in the amount of bail set. Cashier’s
Checks/Money Orders in the exact amount of bail, made payable to the "Humboldt
County Superior Court" will be accepted for bail.

2. Personal or business checks are not acceptable.

3. When a check or cash is presented for bail, the receptionist will verify the identity of the
individual presenting the bail by verifying and a making a copy of the person’s ID card. If a
valid ID card is not presented the bail will not be accepted.

4, The receptionist will then complete a written bail receipt in the name of the person presenting

the check or cash. The Shift Supervisor will verify the cash count or the amount of the check.

B-003C BAIL. 5-30-23.docx
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11.
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The Shift Supervisor or designee will complete the Superior Court Cash Bail Form and
provide a copy of the form to the individual posting the bail.

If the Cashier’s Check/Money Order or Cash Bail is received outside of admin hours the
money will be secured in an evidence locker in the pat-down room until the Staff Lieutenant
can be contacted during normal business hours. The Supervisor or designee placing the bail
in the evidence locker will maintain custody of the key until the funds can be turned over to
the Staff Lieutenant.

Upon contacting the courts and confirming secure delivery of the bail, the Staff
Lieutenant or designee will deliver the funds along with a booking sheet for the person being
bailed to court operations.

The Staff Lieutenant or designee will contact the finance manager at the courts at 707-269-
1205 or by email at court. fiscal@humboldtcourt.ca.gov and advised them there is a cash bail
to be delivered. Additionally, they will be informed whether the cash bail is a Cashier’s
Check/Money Order or actual Cash.

Court operations will be provided the original copy of the Superior Court Cash Bail Form, a
copy of the individual who posted the bail’s ID card and a copy of the bail receipt.

A copy of the Superior Court Cash Bail Form will be maintained in the booking file along
with a copy of the bail receipt

The inmate will then be released as outlined in P & P B-101 (Inmate release).

PROCEDURE: Bail Bondsman surrenders

1.

If a Bail Bondsman surrenders and returns an inmate to the facility for booking, the
inmate will be booked into the facility on the charge(s) for which the bond was written.

The Shift Supervisor will ensure that the inmate has an upcoming scheduled court date in the
matter they are being surrendered. In the event the inmate has not been arraigned in the matter
with which they are being surrendered the Shift Supervisor will ensure the inmate is taken
before the local magistrate in the time frame set forth in PC825 of the Penal Code.

Approved by: Duane Christian, Captain Signature: %/Z/ //% il B

Facility Manager ( /
Date Signed o ZO 2%
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: PERSONAL PROPERTY STORAGE

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 B-004
REVISED: May 1, 2018

REFERENCES:

Title 24 - CCR 470A.2.21
HCCF P&P B-102 & J-005

FORMS:
Itemized Personal Property Inventory Receipt/JMS

POLICY:

The maintenance of a secure property storage system for the safe storage of inmate’s personal
property during their incarceration in the Humboldt County Correctional Facility is necessary to
reduce loss, theft damage or destruction.

. DEFINITIONS:
Bin - Adjustable metal shelf unit measuring 2"x12"x12"
Booking Kiosk — A locked Kiosk used for the purposes of depositing inmate funds securely.
Property Bag — Clear plastic bag with heat seal capability

Property Storage Room - Room N124 accessed from within the booking counter

GENERAL INFORMATION:

1. Arresting officers may seize personal property for evidence during the pre-booking process
only and prior to the property bag being sealed at booking.

2. An itemized receipt for property removed for evidence that has been signed legibly by
- the officer seizing the property will be placed in the arrestees property bin.

B-004A PERSONAL PROPERTY STORAGE
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Law Enforcement agencies must present a search warrant to remove personal property to be
taken as evidence once the booking has been completed and the property has been sealed in
the property bag,

Inmates are not allowed to enter the property storage room at any time.

Monthly, the B-shift Property Officer shall run a vault-by-vault report and compare it with
the contents of the property room.

No large bags (i.e. backpacks, duffle bags, grocery bags, etc...) will be accepted fér any
arrestee determined to be staying in custody unless approved by the on-duty Shift Supervisor.

PROCEDURE:

1.

When an arrestee is brought in for booking, the officers conducting the pre-booking pat
search will remove all of the arrestee’s personal property.

The officer(s) removing the arrestee’s property will place it in a plastic bin located in the pre-
booking area. The arrestee’s excess clothing will be placed in a blue property bag. At this
point the arresting officer may, inspect the property and take possession of any property to
claim as evidence. Confiscated property taken for evidence shall not be listed in the IMS
property section. '

All property will be inventoried in the pre-booking area and documented in the JMS property
section. In addition, a picture of the arrestee’s property (minus clothing) will be taken in the
pre-booking area using the JMS imaging system. (Nofe: Yellow or silver tone metals are
listed as such. Officers are not to determine value or authenticity of the item)

Once inventoried and documented the personal property will be placed in a clear property
storage bag with clothing placed in a blue property bag. A copy of the JMS property receipt
will be placed in the blue property bag as well as in the clear property storage bag.

All money will be counted in the pre-booking area and documented in the IMS property
section. In the event the arrestee is due to be booked and released the money will be placed
in the clear property storage bag. In the event the arrestee is determined to be staying in
custody the money will be deposited in the Booking Kiosk in an account created for the
arrestee. Any amount of money exceeding one hundred dollars will be counted by a second
officer in the pre-booking area prior to being documented in the JMS property section.

Any money suspected of being contaminated will not be deposited in the booking kiosk but
will be placed into a separate plastic bag and sealed. That bag will then be placed in the clear
property storage bag with the arrestees other property.

The clear property storage bag will then be heat sealed. The clear property bag and blue
property bag will then be given to the Property Officer. The Property Officer will compare

B-004A PERSONAL PROPERTY STORAGE
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the property with the property receipts to identify any discrepancies. Once the property is
verified the Property Officer will place the property into the Property Storage Room.

The clear plastic property bag is stored on the metal-shelving units in the appropriate
numbered space.

The blue clothing bag is hung on the rack in numbered order.
A JMS property receipt of the inmate property, including money, will be signed by both the

inmate and officer inventorying the property. This receipt will be kept with the inmate
booking packet.

PROCEDURE: PERSONAL PROPERTY VAULT AUDIT

L.

On the last weekend of the month, the B-Shift Property Officer will run a Vault-by-Vault
report from the JMS

The Property Officer will compare the vault list with the names occupying the vault. Any
discrepancies will be pulled and set aside.

Property belonging to inmates who have been released will be processed in accordance with
Policy and Procedure J-005 Missing or Damaged Personal Property & Unclaimed Personal

Property.
N, /)

Approved by: Duane Christian, Captain Signature: L D=/ /\‘_A;;i’:';’;\;) 297

Facility Manager

I |
Date Signed: 5 /' //8
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: INMATE ORIENTATION

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: | April, 1996 No. B-005
REVISED: May 1, 2018

REFERENCES:

Title 15 - CCR 1069

Inmate Orientation Video

Inmate Orientation Handbook

Title II of the Americans with Disabilities Act (ADA), 42 U.S.C. §§ 12131
Rehabilitation Act of 1973 § 504

FORMS:
Inmate Rules and General Conduct (HCSD 0309.1)

POLICY:

The Humboldt County Correctional Facility utilizes both written and electronic versions of inmate

orientation to impart pertinent and necessary information to all newly booked inmates.

DEFINITIONS:

Inmate Orientation - The orienting of newly booked inmates on the rules of the facility, services, and
programs available to them while in custody. This is provided by request and available in all units on
the housing unit kiosk.

GENERAL INFORMATION: ‘

1. The Inmate Orientation Handbook is available in all units on the housing unit kiosk.

2. Inmates may request their own copy of the Inmate Orientation Handbook from the programs
office.

3. An inmate orientation video is available to be shown if needed.

4. Accommodations will be made for inmates who are hearing or visually impaired.

B-005B INMATE ORIENTATION
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3 Inmate Orientation Handbooks are available in English and Spanish.

6. All inmates assigned to a housing unit will receive an orientation of the housing unit by the
housing unit officer upon housing.

7. Inmate orientation will cover the following areas:
a. Correspondence, visiting, and use of telephones
b. Rules and disciplinary procedures
& Inmate Grievance procedures
d. Programs and activities available and method of application
e Medical/Dental/Mental Health services
f. Classification/housing assignments
g. Availability of personal care items and opportunities for personal hygiene
h. Court appearances
PROCEDURE:
1. Upon arrival in the Housing unit immediately following booking, the housing officer will

instruct the inmate to review the Inmate Orientation Handbook on the housing unit kiosk.

2 In the event the inmate wants their own copy of the Inmate Orientation Handbook they will
be given an Inmate Request Form and instructed to request it from the programs office.

3. The housing officer will orientate the inmate to the housing unit, pointing out the bulletin
boards, kiosk, mailbox, sick call box, phones, etc.

N

4
- -
Approved by: Duane Christian, Captain Signature: { ,//)0[" / uf’;:?fi—zza

Facility Manager 2 ]
Date Signed: 6 (( ) e
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: INMATE HOUSING

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 B-006
REVISED: © May 31, 2023

REFERENCES:

Title 15 - CCR 1050, 1069

P.C. 4002

P&P B-001, C-002

Title IT of the Americans with Disabilities Act (ADA), 42 U.S.C. §§ 12131

Rehabilitation Act of 1973 § 504
FORMS:

Inmate Identification / Movement Card
Inmate Housing Card

POLICY:

Inmates at the Humboldt County Correctional Facility are assigned to compatible housing areas,

based upon objective criteria established in accordance with the facility’s classification plan.

DEFINITIONS:

Jail Management System (JMS) — A computerized system that maintains all pertinent information
about individuals booked into the Humboldt County Correctional Facility from the time of arrest to
release from custody.

Pat Search - A thorough hands on search conducted by Correctional Staff on a clothed arrestee or
inmate without removing or re-arranging clothing to permit a visual inspection of the
underclothing, breast, buttocks or the genitalia of the inmate.

B-006D INMATE HOUSING 5-31-23.docx
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Qualified Individuals with Disabilities — People who have a history of, or who are regarded as

having a physical or mental impairment that substantially limits one or more major life activities.

Major Life Activities — Caring for one’s self, walking, seeing, hearing, speaking, breathing,

working, performing manual tasks, and learning,

GENERAL INFORMATION:

1.

Housing Officers will pat search any inmate that enters or exits the housing unit (See P&P
F-008).

During the pre-booking process, inmates who have a history of, or are regarded as having a
physical or mental impairment that substantially limits one or more major life activities shall
be housed in a cell or dorm that accommodates their disability.

PROCEDURE:

L.

During the booking process of a new inmate, the Booking Officer completes a computerized
initial classification and assigns a housing location, subject to approval of the Shift
Supervisor. The approved housing location will be entered into the JIMS

The Booking Officer will print out an “Inmate Identification/Movement Card” and
“Inmate Housing Card” from the JMS.

The Booking Officer will telephone the appropriate Housing Unit and inform the
Housing Officer of the intent to house a new inmate in their unit.

The inmate will be dressed in jail clothing, issued the appropriate linen, and given the Inmate
Identification/Movement Card and Inmate Housing Card to deliver to the housing unit.
(Refer to P&P J-002)

Inmates who have limited mobility, visually or hearing impaired shall be escorted by
Correctional Staff to their assigned housing unit.

Upon arrival at the housing unit, the inmate will hand the Housing Officer the
Identification/Movement and Housing Cards. The Housing Officer will complete a pat
search of the new inmate. This pat search is to be completed prior to allowing the inmate to
come into contact with other inmates in the housing unit.

Once the inmate has been patted down the Housing Officer will give the inmate a complete
orientation of the housing unit. Some of the things covered in the orientation may include
but are not limited to; dayroom/out of cell time, recreation schedule, visitation schedule,
access to phone/video visitation, rules of conduct, and shower/toilet access.

B-006D INMATE HOUSING 5-31-23.docx
5/31/2023 8:41 AM




SUBJECT: Inmate Housing PROCEDURE NO: B-006A
PAGE NO: 30of3

8. The Housing Officer will show the inmate which cell or dorm bed they are assigned to
and ask the inmate to make their bed and put their other materials away.

9. When the Housing Officer completes the housing process, they will file the inmate’s
Movement and ID cards and enter the appropriate information into the Housing Module of
the IMS

10.  Approximately 10 minutes after the inmate has been housed, the Housing Officer will
inspect the new inmates assigned cell or bed area to make sure it is in order.

11. After this inspection, the Housing Officer will determine if the inmate is to remain in
their cell area or be allowed in the dayroom area.

t] F]
Approved by: Duane Christian, Captain Signature: / /l;;lvl //g,:—j

Facility Manager
Date Signed G(Bf 75
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: SOBERING CELLS

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 No. B-007
REVISED: June 27, 2018

REFERENCES:

Title 15 - CCR 1056, 1213

Title 24 - CCR 470a.2.4 through 470a.2.4.7

HCCF Policy & Procedures B-001, B-004, D-002, D-003, F- 004 F-018, H-002, H-100, K-003, &
L-008

California Medical Association Standards 303

IMQ Health Care Accreditation Standards, Adult Detention Facilities — 2013, Standard 303
Sheriff’s Office Policy 300 — Use of Force

FORMS:

Observation Log Form (HCSD 0317.4)
Medical Receiving Screening

POLICY:

The Humboldt County Correctional Facility will use sobering cells for inmates who may be a threat
to their own safety or the safety of others due to their level of intoxication. Such inmates will be
removed when they are able to safely continue the booking process.

DEFINITIONS:

Direct Visual Observation - Observation of an inmate by trained Correctional or Medical staff
without the aid of a video monitor or mechanical device. The purpose of direct visual observation is
to allow officers to physically see and hear the inmate to ensure that the inmate’s condition is not
worsening and that the inmate is not having difficulty breathing while in the sobering cell.

Facility Health Services Staff - Health care services in the Humboldt County Correctional Facility
are currently provided under contract.

B-007E SOBERING CELLS 6-27-18
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Medical Receiving Screening - A process that occurs at intake, prior to acceptance for booking, in
which trained Facility Health Services Staff document initial observations of arrestees, ask a series
of medical questions, check vital signs and record the arrestee’s responses to questions pertaining
to medical and mental health problems, developmental disabilities and communicable diseases.
Facility Health Services Staff also screen inmates for intoxication, chemical dependency,
withdrawal, and overdose risk. (See P&P H-002)

Sobering Cell - A cell with a padded floor and a padded partition next to the toilet fixture to provide
support and privacy. This cell is designed to safely hold intoxicated inmates until they are able to
care for their own safety at which time they will be removed from the sobering cell.

GENERAL INFORMATION:

1. No inmate will be placed in a sobering cell without first receiving a Medical Receiving
Screening assessment performed by Facility Health Services Staff that screens for
intoxication, chemical dependence, withdrawal, and overdose risk in accordance with P&P
H-002.

2. Inmate experiencing severe, life-threatening intoxication or withdrawal shall be transferred
immediately to an acute care facility.

3. To reduce the risk of physical confrontations between inmates and, if space allows, inmates
will be housed singly in separate sobering cells. No more than five (5) inmates will be placed
in a single sobering cell at one time. (See Title 24 section 470A.2.4.2)

4, Only inmates of the same gender may be placed together in any one sobering cell.
5. Incompatible inmates shall be housed in separate sobering cells.

6. . No inmate will be placed in a sobering cell without first being thoroughly pat-
searched and all property removed.

7. No inmate will be placed in a sobering cell with his or her shoes, eyeglasses, belts or any
other property, including jewelry.

8. Inmates temporarily held in sobering cells shall be regularly and carefully observed as
required and any deteriorating condition or life threatening situation shall be immediately
referred to Facility Health Services Staff.

9. Whenever an inmate is placed in a sobering cell, he or she will be video recorded by way of
closed circuit television (CCTV).  This is designed to supplement, but not replace, the
required direct visual observation by Correctional Deputies and Medical Staff. (See F-004)

B-007E SOBERING CELLS 6-27-18
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10.

11.

PAGE NO: 30f6
No food will be served to inmates in the sobering cells. If an inmate is in the sobering cell
during a meal and a period of fourteen (14) hours will elapse before the next regular meal,
the inmate may have a snack served in a holding cell prior to housing if determined necessary
by medical. (See L-008)

After being cleared for booking and placement in a sobering cell by Facility Health Services
Staff, in no case shall an inmate or arrestee remain in a sobering cell over one hour without
written medical clearance by Facility Health Services Staff. Continued retention of an
arrestee in the sobering cell requires a recorded clinical evaluation that includes a hands on
evaluation and vital signs by Facility Health Care Services Staff at a minimum of every four
hours thereafter to determine if there is a need for additional medical care. An inmate may
only remain in the sobering cell if medically cleared medically pursuant to this paragraph at
least every four hours.

PROCEDURE:

1.

* When the Central Control Room Officer is notified that a law enforcement agency is bringing

in an arrestee under the influence of drugs and/or alcohol for booking, the Central Control
Room Officer will notify the Booking/Roving Officers.

No less than two Correctional Deputies will meet the arrestee in the pre-booking room.
Facility Health Services Staff will complete a medical receiving screening and Correctional
Deputies will conduct a pat down search prior to allowing the arrestee to enter the main
facility.

If Facility Health Services Staff does not accept the arrestee for booking, the arresting officer
or the arresting agency’s transporting officer will be responsible for transporting the arrestee
to the hospital emergency room for medical clearance prior to incarceration.

If Facility Health Services Staff accepts the arrestee, the Booking/Roving Officers will
continue the pre-booking medical receiving screening procedure. (See P&P H-002)

Whenever a combative arrestee is brought to the facility, the Shift Supervisor will be notified.
If force is used, an incident report will be written and forwarded to the Shift Supervisor prior
to the end of shift. All force used will be documented in the incident report. The Shift
Supervisor will forward a Use of Force Review to the Staff Lieutenant for review and filing,

Intoxicated arrestees who may be a threat to their own safety or the safety of others due to
the state of their intoxication shall be placed in a sobering cell until they are able to safely
continue in the booking and processing procedures.

Intoxicated arrestees who are suicidal and/or a danger to others may be placed in a safety cell
in accordance with the procedures set forth in P&P H-100.

B-007E SOBERING CELLS 6-27-~ 18
6/27/2018 10:56 AM



SUBJECT: Sobering Cells PROCEDURE NO. B-007

8.

10.

11.

12.

13.

14.

15.

16.
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-To be placed in a sobering cell, the arrestee must have been cleared for placement by Facility

Health Services Staff during the Medical Receiving Screening, be able to be aroused, be able
to respond to simple commands, have no difficulty breathing, not appear to be acutely ill,
and be able to walk to the cell with minimal assistance.

The Shift Supervisor shall ensure that Facility Health Services Staff is notified immediately
by telephone, radio or in person when an inmate is placed in a sobering cell. The time of this
notification shall be documented on the observation log form.

Intoxicated arrestees who are not a threat to their own safety or the safety of others may, at
the discretion of the Shift Supervisor or designee, remain in the processing waiting area or
in a holding cell as long as they remain cooperative until they are released from custody or
housed.

The Correctional Deputies placing the arrestee in the sobering cell will start an Observation
Log form, one (1) form per person.

Inmates cleared by Health Services Staff in the Medical Receiving Screening and placed in
the Sobering Cell will be clinically evaluated by Facility Health Services Staff no later than
one hour after admission and a minimum of every four hours thereafter. Facility Health
Services Staff will document these checks on the Observation Log form.

Direct visual observation of inmates held in the sobering cells shall be made at least every 15
minutes to ensure that the inmate’s condition has not deteriorated. The Correctional Deputy
observing the inmate will document their observations on the Observation Log form posted
outside the cell.

The Shift Supervisor will review and initial the Observation Log form with their Pin# a
minimum of once every four (4) hours to approve continued retention in the sobering cell.

Correctional Deputies and Facility Health Services Staff will check the inmate’s breathing
during cell checks to determine that breathing is regular. Breathing should not be erratic nor
indicate that the inmate is having difficulty breathing. A loud, heavy snoring sound in
respiration is an indication of difficulty in breathing. Shallow breathing may also be an
indicator of breathing difficulty. Should any breathing difficulty be suspected, immediate
steps will be taken by both Correctional Staff and Facility Health Services Staff to provide
medical treatment.

Correctional Deputies and Facility Health Services Staff will check the inmate to ensure that
they have not been vomiting while sleeping. Note: Ensuring that intoxicated inmates
remain on their side rather than on their back will help prevent aspiration of stomach
contents.

B-007E SOBERING CELLS 6-27-18
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17.

18.

19.

20.

21.

22.

23.

. PAGE NO: 5of 6
Correctional Deputies and Facility Health Services Staff will closely monitor inmates in the
sobering cell and remove inmates to continue with the booking process as soon as it is
possible to do so.

Once the inmate has been removed from the sobering cell the Observation Log will be
forwarded to the Sheriff’s Compliance Officer for review and filing.

Inmates who are eligible to be released from custody after being held due to their level of
intoxication may be released when the Shift Supervisor or designee determines that they are
no longer a threat to their own safety or the safety of others due to their state of intoxication
and are able to complete the booking and release procedures.

The time frame an arrestee is to remain in custody due to their state of intoxication can vary
and is to be determined by the Shift Supervisor. Generally, three to four hours from the time
of arrest is a guideline Shift Supervisors may use to consider whether an arrestee is ready for
release. However, other factors may come into play that could reduce or extend the three to
four hour time frame including, but not limited to, the intoxicating substance ingested
(alcohol, drugs, glue, paint or a combination of substances), arrestee’s age, gender, weight,
other medical or psychological issues, and the display of aggressive behavior. Facility Health
Services Staff shall be immediately contacted for consultation when there are any questions
or concerns relative to the health and general physical well-being of the arrestee. When a
Shift Supervisor deems it necessary to consult with Facility Health Services Staff, the Shift
Supervisor shall write a report outlining the reasons for consulting the Facility Health
Services Staff on the release.

If an incident occurs inside the sobering cell (i.e. assault, injury, suicide attempt), the Shift
Supervisor will be notified immediately and Facility Health Services Staff called to provide
first aid if required.

The incident will be documented in the JMS and criminal and/or incident reports shall be
completed by the officers involved. These reports will be turned in to the Shift Supervisor
prior to the end of shift. (See D-002 & D-003)

The Shift Supervisor will ensure that any areas contaminated with blood, sputum, urine or
feces are cleaned and sterilized prior to placing another inmate in the cell. (See K-003)

B-007E SOBERING CELLS 6-27-18
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24.  The Shift Supervisor will notify the Sheriff’s Compliance Officer of any incident occurring
in the sobering cell so it can be retrieved from the DVR system.

A /

Approved by: Duane Christian, Captain Signature: Z\S .’@( Vo

Facility Manager /
Date Signed: Q?/Z-'Z (D

Reviewed by CC: W)WV 1‘1]{8

B-007E SOBERING CELLS 6-27-18
6/27/2018 10:56 AM



SUBJECT:

APPROVED BY:

DATE:

REVISED:

REFERENCES:

FORMS:

HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES
USE OF INTERPRETERS
Captain Duane Christian, Facility Manager
April 14, 1996

May 1,2018

Interpreter Voucher (HCSD 0048.3 9/94)

PAGE NO: 10f 2

No. B-008

POLICY:

The Humboldt County Correctional Facility will utilize interpreters or a telephone language service to
assist in booking or any other process requiring communication with individuals who cannot speak or

DEFINITIONS:

understand the English language.

Interpreters List- An established list of various multilingual local residents available to the Sheriff’s
Department and compensated on an hourly rate plus mileage.

AT&T Language Line Services- A service provided by AT&T whereas an interpreter can be accessed

on the phone to assist in interpreting for a Non-English speaking inmate,

GENERAL INFORMATION:

L. If it is determined that an inmate cannot speak English, the supervisor will attempt to find an
employee who can speak the language of the inmate.

2, The AT&T Language Line may be used after the Supervisor has determined that no officers on
duty speak the language and only after reasonable attempts to communicate with the person have
failed.

3. An Interpreter may be called in after the Supervisor has determined that no officers on duty-gpeak

the language, reasonable attempts to communicate with the person have failed, and the use of the
AT&T Language line failed.

B-008A USE OF INTERPRETERS
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4. A copy of the interpreters list is kept at the Shift Supervisor’s desk in processing.

5. Using inmates as interpreters is not allowed unless in an emergency situation where there is a
safety risk and then only with the approval of the Shift Supervisor. (In the event an inmate
interpreter is used, the Shift Supervisor shall document in a memorandum to the Staff
Lieutenant what the safety risk was that required the use of the inmate interpreter)

PROCEDURE:

1. When the pat down officer realizes that an incoming arrestee cannot understand the English
language they will notify the Shift Supervisor.

2. The Shift Supervisor will try to utilize an on-duty staff member to do the interpreting if at all
possible.

3. When the Shift Supervisor determines that there are no staff members on duty who can speak the
language of the arrestee, the Shift Supervisor will approve use of the AT&T Language Line.

4. When the Shift Supervisor determines that there are no staff members on duty that can speak the
language of the arrestee and use of the AT&T Language line has failed, the Shift Supervisor will
approve calling an interpreter from the Interpreters List, which is located at the Shift Supervisors
desk.

< 4 During business or non-business hours the interpreter will enter the facility by way of the
Reception, room N108 (See H-112).

6. The Interpreter will assist the booking officer in completing the booking process,
including any medical questions the health care staff may have. The interpreter may also
assist in orienting the inmate on facility rules.

7. After booking and orientation are completed, the booking officer will complete an
Interpreter Voucher form and have the interpreter sign it.

8. The Shift Supervisor will review the form for completeness and sign it.

0. The Interpreter will be escorted out of the facility.

10. The Shift Supervisor will forward the original voucher to the Sheriff’s business office and a copy
to the Staff Lieutenant.

Approved by: Duane Christian, Captain Signature: d[dj" ) /NWS_ﬁ) | 322

Facility Manager ] '

Date Signed: § / ( // (d
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: FEDERAL INMATES

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 14, 1996 | No. B-009
REVISED: May 1, 2018

REFERENCES:

United States Code Annotated (Title 18 & 21)
Rules of Criminal Procedure

Intergovernmental Service Agreement
HCCF P&P B-001, B-002, C-002, D-001, E-004, E-009, F-012, & H-002

FORMS:

POLICY:

The Humboldt County Correctional Facility books and houses arrestees charged with Federal law
violations and individuals being held as material witnesses in a Federal case.

GENERAL INFORMATION:

1. All persons brought into the facility to be booked and held on Federal charges must be
medically cleared for booking just as any other person being brought into the facility.

2. The Humboldt County Correctional Facility DOES NOT accept or deal in any way with
Federal inmates bail. All questions or inquiries about Federal inmates bail is referred to the
local United States Magistrate, the United States Marshall’s Service, or the United States

Bureau of Immigration and Custom Enforcement.
3. For information on Federal warrants or Federal inmates, except Immigration cases, call the

United States Marshall’s Service during business hours at (707) 442-4875. During non-
business hours call (415) 436-7660. For Immigration inmates, call the United States Bureau
of Immigration and Custom Enforcement in San Francisco, CA: Daytime Number (415) 844-
5134, Nights/Weekends (415) 760-1322.

B-009A FEDERAL INMATES
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4.
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The local United States Magistrate is Judge Robert Illman. The United States District Court
is located at 3140 Boeing Ave, McKinleyville, CA. The Clerk of the Court can be reached
at (707) 445-3612.

Any state or local charges that may arise on a Federal inmate that is housed in the
facility will be placed as holds on the inmate.

Any Federal charges that may arise on an inmate being held on state or local charges
shall be placed as a hold. The United States Marshall’s Service shall be notified that a
hold has been placed on the inmate and that they should contact the Humboldt County
District Attorney’s office for further information.

PROCEDURE:

1.

All Federal inmates brought into the facility must go through the pre-booking process in
accordance with P&P H-002 and P&P B-001 of this manual.

The arresting officer must complete a booking request form and supply the specific title
and section under which the subject is to be booked and copies of all documentation
supporting the arrest, if available (i.e., warrant, probable cause).

The arresting officer will advise the booking officer when he/she or the United States
Marshall’s Service will return to pick-up the inmate for arraignment or transport if they
know. If that has not been established yet they can call when arrangements are made.

The booking officer will note the day and time the officer is to return to pick-up the
inmate and pass it on to the Shift Supervisor. The Shift Supervisor will mark the pick-up
time on the Shift Supervisors calendar.

After the pre-booking process is completed and all documentation is received, the
arresting officer may leave.

The inmate will be booked in the JMS following in accordance with P&P B-002 of this
manual. In the Charge screen of the JMS the specific Federal charges will be entered.

Federal inmates are classified and housed in accordance with P&P C-002 of this manual.

Once booked, the inmate has the same rights and privileges and is subject to the same
rules, regulations and disciplinary procedures as any other county inmate (See D-001).

The Humboldt County Correctional Facility DOES NOT accept or deal in any way with
Federal inmates bail. All questions or inquiries about Federal inmates bail are to be
referred to the local United States Magistrate, the United States Marshall’s Setvice, or
the United States Bureau of Immigration and Custom Enforcement.

B-009A FEDERAL INMATES
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12

13.

14.
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It is the responsibility of the arresting agency or the United States Marshall’s Service to
make all arrangements for arraignment and transportation to and from the Federal
Magistrate.

Upon return from arraignment the arresting agency or the United States Marshall’s Service
will supply the facility with the appropriate documentation for transport or release of the
inmate. The United States Marshall’s Service shall make all needed arrangements for
transport. The United States Marshall’s Service shall issue a Detainer-Pay Document. A copy
of this document will be placed in the inmate’s booking file with the original being forwarded
to Administration.

In the event a Federal inmate needs emergency medical care, correctional staff will provide
security for the inmate in accordance with P&P F-012 of this manual. If a federal prisoner is
admitted, the United States Marshall’s Service shall be contacted immediately to arrange for
guard service. The Shift Supervisor must document this notification in writing and copies will
be placed in the inmates booking and medical files.

Escape of a Federal inmate is handled in accordance with P&P E-004 of this manual. The
United States Marshall’s Service shall be notified immediately in the event of an escape.

Death of a Federal inmate is handled in accordance with P&P-E-009 of this manual.

/
Approved by: Duane Christian, Captain Signature: :(/) ASE= 1002

Facility Manager / /
Date Signed: {S (1D
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES
SUBJECT: SLEEPERS

APPROVED BY:  Captain Duane Christian, Facility Manager

DATE: October 1, 2002 B-010
REVISED: May 1, 2018
REFERENCES:

B-001, B-002, B-005, B-006, B-101, B-102, H-002 & H-008
FORMS:
Authorization to House Sleepers / Body Receipt HCSD 0315.5

Medical Pre-Screening Form
Officer’s Booking Request Form HCSO 0310.23

POLICY:

In an effort to assist other law enforcement agencies in the short term housing of inmates in their
custody, while in transit, the Humboldt County Correctional Facility may house Sleepers as the daily
population dictates.

DEFINITIONS:

Daily Rate — The cost associated for housing an inmate for one (1) day.

Short Term — A period of twenty-four (24) hours or less. This period enables the Transportation
Officers to rest or make needed repairs to transportation vehicle(s).

Sleeper - An inmate in the custody of another law enforcement agency in transit who is temporarily
housed at the Humboldt County Correctional Facility.

Sleeper Rate - The rate an agency is charged when a sleeper is housed at HCCF.
GENERAL INFORMATION:

1. A Shift Supervisor, Cotrectional Lieutenant or Facility Manager may approve sleepers.

B-010
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Bed space and classification issues, including medical needs, are the determining factors as
it relates to approving sleepers.

The sleeper rate is determined by adding the current Booking Fee to the Daily Rate. The
Agency shall be charged the full rate for any part of a day their prisoner(s) stays in the
Humboldt County Correctional Facility.

Law enforcement agencies that do not have a contractual agreement with Humboldt County
Correctional Facility (e.g. CDC, U.S. Marshals) may pay the cost prior to the inmates being
released back into the agencies custody or may choose to be billed. Checks are to be made
out to the Humboldt County Sheriff’s Department.

Enroute inmates that are arranged by the Humboldt County Correctional Facility
Transportation Officer, as part of the Northern California Shuttle Agreement, will not be
charged the sleeper rate.

Sleepers shall receive showers and meals just as any other inmate.

Sleepers are not allowed use of the phone, visitation, commissary or recreation.

Sleepers should not remain in custody for extended periods of time. Every attempt shall be
made to remove sleepers in a timely manner,

PROCEDURE:

1.

Requests from other agencies to house sleepers shall be referred to either the Transportation
Officer, Shift Supervisor, Correctional Lieutenant, or Facility Manager who before
approving the request, shall consult with Classification staff to determine if appropriate bed
space is available.

If appropriate bed space is available, the person taking the request will note the date and time
of arrival, the number of sleepers, and the agency/company requesting the housing on the top
portion of the Authorization to House Sleepers / Body Receipt form HCSD 0315.5.

The Authorization to House Sleepers / Body Receipt shall be placed in the briefing basket
on the Shift Supervisor’s desk. The date and time of arrival shall be noted on the appointment
calendar located on the Shift Supervisor’s desk.

Upon arrival the inmate(s) will be processed in accordance with HCCF Policy and
Procedures B-001, B-002, B-005, B-006, H-002 & H-008.

The names, sex, dates of birth and any classification and/or medical issues of the Sleepefs
shall be listed on the Authorization to House Sleepers / Body Receipt. The names of the
Transportation Officers, where they can be located and an emergency number shall also be
filled in.

B~010 SLEEPERS
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The Transportation Officers are to be given the third copy of the Authorization to House
Sleepers / Body Receipt as a receipt for their inmate(s).

It is preferable to collect payment for Sleepers prior to releasing the inmates back to the
agency/company. If payment is to be mailed at a later date, the Shift Supervisor will advise
the agency/company of the amount owed by filling in the Body Receipt portion of the form
and giving the Transportation Officer the second copy of the Authorization to House Sleepers
/ Body Receipt.

For payments made at the time of departure, the Shift Supervisor will check the box “Paid in
Full” on the bottom portion of the Body Receipt form and give the Transportation Officer
the second copy of the Authorization to House Sleepers / Body Receipt.

Upon departure the Sleepers will be processed in accordance with HCCF Policy and
Procedure B-101 & B-102.

The original Authorization to House Sleepers / Body Receipt and any payments shall be
forwarded to Facility Administration.

The Senior Legal Office Assistant assigned to Administration shall maintain a file containing
the Authorization to House Sleepers / Body Receipt forms, process payments made, track
outstanding payments and send monthly invoices as necessary.

i}

Approved by: Duane Christian, Captain Signature: C;‘pﬂ- / N BB

Facility Manager

Date Signed: 6 /i Zl’ ')

B-010 SLEEPERS
5/1/2018 9:29 AM
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES
SUBJECT: COLLECTION OF DNA SAMPLES

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: July 1, 2005 No. B-012
REVISED: May 1, 2018
REFERENCES:

PC 290, PC 295, PC 296, PC298.1
Title 15, 1059

HCCF P&P D-002

HCSO G.O. 72-5 F-2

FORMS:

PC 298.1 Admonishment Form (HCSO 0315.7)
PC 298.1 Collection Form (HCSO 0315.8)
Criminal Report Form (HCSO 0631.1B)

POLICY:

Trained Correctional staff of the Humboldt County Correctional Facility will collect without the use
of force DNA samples, thumbprints, and palm prints from those individuals who are required to
provide such samples under the DNA Fingerprint, Unsolved Crime and Innocence Protection Act
and the State of California DNA Data Bank Program.

DEFINITIONS:

Buccal Swab — The instrument contained in the DOJ issued kit used to collect the DNA sample from
inside the mouth.

DNA Flag - Language on the individual’s criminal history (RAP) that tells if the person is in need
of a DNA sample.

Samples - Specimens of blood, a saliva sample, right thumbprints, and a full palm print
impression of each hand as required for law enforcement identification pursuant to Penal Code
296.

RAP — Record of Arrest and Prosecution

B-012
5/1/2018 9:30 AM



SUBJECT: Collection of DNA Specimens PROCEDURE NO. B-012
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GENERAL INFORMATION: -

1. Qualifying individuals for the collection of DNA samples are as follows:

2. The Humboldt County Sheriff’s Office employees will not use force to collect DNA

Adults arrested on/after 01/01/2009 for any felony offense.

All adults and juveniles convicted or found not guilty by reason of
insanity of any felony.

All adult and juvenile PC 290 sex and PC 457.1 arson registrants
(includes misdemeanor offenders).

All adult and juvenile offenders currently in custody or on parole,
probation or other supervised release for any offense who have a
prior felony offense.

Adults and juveniles referred to and housed in a mental health
treatment facility for felony offenses, includes mentally disordered
sex offenders.

Out-of-state offenders accepted into California under interstate
compact.

Federal prisoners with a California or out-of-state qualifying
offense.

Adults and juveniles who plead to a misdemeanor offense
conditioned upon collection of a DNA sample.

Adults arrested for felony 290 sex crimes, murder, voluntary
manslaughter, or attempts to commit those crimes.

samples and/or palm print impressions from any inmate who refuses to comply with PC

296

3. Prior to collecting any DNA sample, staff need to verify the subject’s identity and
qualifying status. This may be accomplished through state and local criminal history

records, RAP sheet “flags” or by fingerprint live scan responses.

4. DNA sample collection should be a one-time event. It must be verified that the offender
has not previously provided a DNA sample — either through the criminal history system
or by contacting the DNA Lab by email PC296.PC296@DOJ.ca.gov or (510) 620-3300

(press “1-1” in the automated answering system).

B-012
5/1/2018 9:30 AM



SUBJECT: Collection of DNA Specimens PROCEDURE NO. B-012

10.

I1.

12.

13.

PAGE 3 of 4

Arrests are not retroactive: If a subject is arrested on an offense that does not qualify
under the current arrestee provisions (i.e. 187, felony 290 crimes, etc.), you cannot use a
prior felony offense or arrest to qualify this individual for DNA collection.

Retroactivity after conviction: If an offender is in custody after ANY conviction, the
provisions are completely retroactive and any prior felony conviction triggers the DNA
collection.

The collection of DNA samples, thumb and palm impressions shall be conducted during
the booking process.

The Buccal DNA Collection Kit and palm print cards are located in the marked drawer
at the ink print counter.

Completed kits and palm prints cards shall be dropped through the slot in the marked
cabinet at the ink print counter.

The Facility Compliance Officer or designee shall be responsible for maintaining an
adequate supply of DOJ kits and cards, the processing and monthly mailing of the
completed kits and cards to the CAL-DNA Data Bank and California Department of
Justice, respectively, and gathering statistical data for billing and reimbursement.

In accordance with the law, inmates who refuse to provide a mandated DNA sample or
accompanying thumb or palm print impressions are guilty of a misdemeanor. A crime
report will be written and the inmate will be booked for PC 298.1(a).

Once the DNA sample has been collected, the Shift Supervisor shall ensure that the
admonishment form is forwarded to the Compliance officer who is responsible for making
sure the inmate’s name is added to the automated list shared by HCCF and Probation.

Buccal swab samples may only be collected by Correctional staff who have successfully
completed the departmentally approved training in the collection of buccal swabs and with
the use of DOJ buccal swab collectors.

PROCEDURE: Booking

1.

B-012

All arrestees shall be booked into the Facility in accordance with the HCCF Policy and
Procedures.

During the booking process, the Shift Supervisor or designee will determine if the fresh
arrest or warrant charge(s) fit the criteria for collecting DNA samples pursuant PC 296.

5/1/2018 9:30 AM



SUBJECT: Collection of DNA Specimens PROCEDURE NO. B-012
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3. [f the subject is booked in on a failure to commit warrant or a self-commit, the Shift
Supervisor or designee will determine if the charge(s) in the warrant or commitment fit
the criteria for collecting DNA samples pursuant PC 296. In addition, the criminal
history shall be checked for prior felony convictions. (This can be accomplished by
checking the local criminal history, SID and FBI RAP sheets.)

4. The DNA flags shall be checked on the RAP sheets to verify if there is a need to collect
the samples. The only time a DNA sample needs to be collected again is if the DNA flag
notes the sample previously submitted was inadequate. In this situation, a blood sample
will be collected. Health Care Services staff will do the blood draw as long as the inmate
gives consent and is cooperative. They will not do forcible blood draws.

5. When DNA collection is required, the officer charged with getting the sample shall
admonish the inmate, complete PC 298.1 Admonishment form HCSD 0315.7 and collect
the samples prior to housing the inmate.

6. The PC 298.1 Admonishment form will be forwarded to the Compliance Officer.

7. The Correctional Officer collecting the samples will follow the directions provided in the
Buccal DNA Collection Kit.

PROCEDURE: Time Served Releases

1. Prior to releasing any sentenced inmate, who fits the collection criteria, the Shift
Supervisor or designee shall make sure a DNA sample and palm print impressions have
been collected by consulting the automated shared list.

2. If the sentenced inmate’s name does not appear on the automated shared list, the Shift
Supervisor or designee shall check the RAP sheet to ensure that a previous DNA sample
has not been taken before proceeding to collect a DNA sample.

PROCEDURE: Refusals

1. In the event an inmate refuses to give a DNA sample, the officer will complete the PC 298.1
Data Collection form (HCSO 0315.8) and forward it to the Compliance Officer or designee.
FORCE WILL NOT BE USED TO COLLECT SAMPLES.

2. Correctional Staff shall complete a Criminal Report and book any inmate who refuses to
comply with PC 296 for PC 298.1(a). (See G.O. F-2 and P&P D-002). A copy of the PC
298.1 Admonishment form (HCSO 0315.7) is to be attached to the criminal report.

3. The names of those inmates refusing to comply with PC 296 will be added to the automated
shared list as refusals.

/)
Approved by: Duane Christian, Captain Signature: QAL ///\Qﬁfi@//ﬁ
Facility Administrator r,

Date: 6/4 “8

JTITZUTO 7.JU ZXIvL
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HUMBOLDT COUNTY CORRECTIONAL FACILITY
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: HOLDING CELLS & TEMPORARY STAGING
- SEPARATIONS
APPROVED BY: Captain Duane Christian, Facility Manager
DATE: June 26, 2019 B-013
REVISED:
REFERENCES:

Title 15— CCR

Title 24 — CCR 1231.2.2, 1231 2.3

HCCEF Policy & Procedures F-004 & G-002
FORMS:

Observation Log Form (HCSD 0317.4)

POLICY:

Holding Cells and Temporary Staging Separations are used by the Humboldt County Correctional

Facility to temporarily hold or separate inmates for'safety and security reasons.

DEFINITIONS:

Holding Cell — A cell as specified in CCR Title 24 Section 1231.2.2 that contains a toilet, wash
basin, drinking fountain, and a bench used for short-term holding of inmates. Inmate placement
in a holding cell requires staff log time of placement and other pertinent information on an
Observation Log (HCSD 0317.4).

Restraint - Any device used to immobilize inmate’s extremities and/or prevent the inmate ﬂom
being ambulatory, such as:

a. Handcuffs, belly chains, flex cuffs and leg irons
b. Restraint chair (see G-006) :
C. Other soft restraints deemed necessary by health services and mental health staff

which have been approved by the Shift Supervisor.

. Temporary Staging Separation — A separation constructed of wire mesh walls and top with a
locking door that can be strategically placed in a housing unit or area to securely separate inmates
of different classifications or security levels. These separations do not contain a toilet, bunk, or
bench and are only to be used as a témporary placement for no more than fifteen (15) minutes.
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GENERAL INFORMATION:

1.

1.

Absent emergency conditions, continued placement of an inmate in a holding cell for a
period longer than 24 hours triggers notification of the Staff Lieutenant and must be
documented by the Shift Supervisor in a memo form and forwarded to the Staff
Lieutenant.

If restraints are used on an inmate while he/she is placed in a holding cell, staff will follow
procedures outlined in HCCF P&P G-002.

Placement of an inmate in a Temporary Staging Separation shall not, under any
circumstances, exceed 15 minutes.

The location of the Temporary Staging Separations will be determined by the facility

- design and available space. The separations will be placed in a location that fully allows

maximum visibility for staff observation of inmates possible within the physical
constraints of the facility. Cameras may be placed strategically to assist staff with
observation while inmates are in these separations. Any recorded video footage will be
retained in accordance with HCCF P&P F-004.

PROCEDURE - HOLDING CELLS:

Holding cells may be used for a variety of reasons to temporarily house inmates. These
reasons may include, but are not limited to:

a. Separation of inmates pending investigation of an incident in the facility

b. Housing inmates pending permanent housing assignment or structured
release ‘

c. For closer observation to monitor inmates for medical or mental health
reasons or due to believed possession of contraband that may jeopardize the
safety or security of the facility

d. Temporary relocation of inmates in an effort to de-escalate negative
behavior

e. Separation of arrestees in booking who are unable to follow instruction or
co-exist with other arrestees in the booking lobby

f.  Staging of inmates of different classifications for court, sick call and other
such functions :

g. For increased security and control of inmates during a critical incident

The Correctional Deputy placing the inmate in the holding cell will start an Observation
Log form, one (1) form per person.

Direct visual observation of inmates held in a holding cell shall be made at least every
30 minutes. The Correctional Deputy observing the inmate will document their
observations on the Observation Log form posted outside the cell.




Page 3 of 3

4. Absent emergency conditions, the Shift Supervisor shall notify the Staff Lieutenant if
an inmate is housed in a holding cell longer than 24 hours. The Shift Supervisor will
document the reasons for this in a memorandum to the Staff Lieutenant.

5. Once the inmate has been removed from the holding cell, the Observation Log form
will be completed and forwarded to the Sheriff’s Compliance Officer for review and
filing.

PROCEDURE - TEMPORARY STAGING SEPARATIONS

1. Temporary staging separations will be placed in various housing units and/or holding
areas of mixed housing classifications. Correctional deputies shall only use these
separations to briefly secure inmates either to allow other inmates of different
classifications to pass through the immediate area, or to separate inmates during a
critical incident.

2. The maximum number of inmates placed in a temporary staging separation shall not
exceed two (2) inmates of the same classification at any one time. Inmates of differing
classifications shall not be placed in a temporary staging separation together at any
time.

3. Inmates shall not be kept in temporary staging separations for more than 15 minutes.
As soon as is practical and safe, inmates should be removed from the separation and
either rehoused or returned to the dayroom to finish their tier time. Inmates that cannot
be rehoused to their cell and require longer separation should be moved to a holding
cell pending review and/or reclassification.

Approved by: Duane Christian, Captain Signature:
Facility Manager

Date Signed:

Reviewed by CC: M RQ uf 184
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: INMATE RELEASE

APPROVED BY: Captain Dﬁane Christian, Facility Manager

DATE: April 16, 1996 B-101
REVISED: February 28, 2023

REFERENCES:

AB 2023

PC 686.5, 825, 849-849.5, 853.6, 1268, 1318, 4018.6, 4024, & 4024.1 (See general information)
P&P B-003 & J-005

FORMS:

Agreement to Appear (HCSD 0314.1)

Detention Certificate (HCSD 0314.2)

Detention/O.R. Pre-Release Verification Form

Inmate Request Form (HCSD 0326.3)

Property Receipt Form/IMS

Request for Transportation Pursuant to PC 686.5 Form (HCSD 0325.8)

POLICY:

Inmates booked or committed to the Humboldt County Correctional Facility will be released from

custody upon completion of their sentence or as allowed by law.

DEFINITIONS:

Indigent (for the purposes of release) - Any inmate possessing less than five ($5.00) dollars on
their persons, or showing less than a five ($5.00) dollar balance in their Inmate Trust Account, or
does not have an immediate funding source, either credit or debit account exceeding five ($5.00)
dollars.

Inmate Welfare Fund - An account separate from that of the Inmate Trust Fund, in which moneys
are deposited from sources such as: profits gained by operating a store (commissary), refunds,
rebates or commissions received from a telephone company, interest or increment accruing on
funds invested and donations.

B-101C INMATE RELEASE 2-28-23.docx
3/1/2023 11:27 AM




SUBJECT: Inmate Release PROCEDURE NO. B-101
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GENERAL INFORMATION:

1.

PC 686.5: In any case in which a person is arrested and released without trial or in which
a person is arrested, tried, and acquitted, if such person is indigent and is released or
acquitted at a place to which he has been transported by the arresting agency and which is
more than 25 airline miles from the place of his arrest, the arresting agency shall, at their
request, return or provide for return of such person to the place of his arrest.

PC 825: Inmates must be taken before the magistrate without unnecessary delay within 48
hours after their arrest, excluding Sundays and holidays. However, when the 48 hours expire
at a time when the court is not in session, such time shall be extended to include the duration
of the next regular court session. When the arrest occurs on a Wednesday after the conclusion
of the day’s regular court session, and provided that the Wednesday is not a court holiday,
the inmate shall be taken before the magistrate not later than the following Friday, provided
Friday is not a court holiday. Ifthe inmate has not been before a magistrate within the above
time limits, they shall be released from custody.

PC 849(b)(1): Any peace officer may release from custody any person arrested without a
warrant when they are satisfied that there are insufficient grounds for making a criminal

- complaint against the person arrested. The peace officer shall complete a Detention

Certificate prior to releasing the inmate.

PC 849(b)(2): If the person was arrested for intoxication only, and no other proceedings
are desirable, complete “Detention Certificate” prior to releasing the inmate.

PC 849.5: In any case in which a person is arrested and released and no accusatory pleading
is filed charging him or her with an offense, any record of arrest of the person shall include
arecord of release. Thereafter, the arrest shall not be deemed an arrest, but a detention only.

PC 853.6: In any case in which a person is arrested for an offense declared to be a
misdemeanor, including a violation of any city or county ordinance, and does not demand to
be taken before a magistrate, that person shall, instead of being taken before a magistrate, be
released according to the procedures set forth by this chapter, although nothing prevents an
officer from first booking an arrestee. If the person is released, the officer or his or her
superior shall prepare in duplicate a written notice to appear in court, containing the name
and address of the person, the offense charged, and the time when, and place where, the
person shall appear in court. If the person is not released prior to being booked and the officer
in charge of the booking or his or her superior determines that the person should be released,
the officer or his or her superior shall prepare a written notice to appear in coutt.

PC 1268: Released by bail (See Bail Policy B-003)
PC 1318: A signed release agreement to appear which includes:

B-101C INMATE RELEASE 2-28-23.docx
3/1/2023 11:27 AM
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10.

11.
12.
13.

14.

15.

16.
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(1)  The defendant’s promise to appear at all times and places, as ordered by the court
in which the charge is subsequently pending.

(2)  The defendant’s promise to obey all reasonable conditions imposed by the court.

(3)  The defendant’s promise not to depart this state without leave of the coutt.

4 The defendant agrees to waive extradition if the defendant fails to appear as required
and is apprehended outside the State of California.

(5)  The defendant acknowledges they have been informed of the consequences and
penalties applicable to violation of the conditions of release.

PC 4018.6: The Sheriff may discharge any inmate from the county jail for purposes
preparatory to his/her return to the community. Any such removal shall not be for a period
of more than three days.

PC 4024: The Sheriff may discharge any inmate from the county jail on their last day of
sentence at such time the Sheriff considers to be in the best interest of the inmate.

PC 4024.1: Accelerated release methods authorized by the court during overcrowding.
Time Served: Release on the date the sentence expires.

Inmates being released from custody “Time Served” shall be released between the hours of
0600 and 1800 hours on the last day the inmate may be confined. (Unless pre-approved plans
have been made and approved by a Shift Supervisor for the inmate to be picked up by a
Sfriend/family member.)

To help ensure the safety of both the public and the individuals being released, Correctional
Staff shall use a Detention/O.R. Pre-Release Verification form for all inmates who are subject
to a PC 849 (b)(2) or PC 1318 releases as described above.

The time frame an arrestee is to remain in custody due to the state of their intoxication can
vary and is to be determined by the Shift Supervisor or designee. Generally three to four
hours from the time of arrest is a guideline Shift Supervisors may use in considering
whether an arrestee is ready for release. However, other factors may come into play that
could reduce or extend the three to four hour time frame including, but not limited to, the
intoxicating substance ingested (alcohol, drugs, glue, paint or a combination of substances),
arrestee’s age, gender, weight, other medical or psychological issues, and the display of
aggressive behavior. Health Services staff is to be consulted when there are any questions
or concerns relative to the health and general physical well-being of the arrestee. When a
Shift Supervisor deems it necessary to consult with Health Services staff, the Shift
Supervisor shall write a report outlining the reasons for consulting the Health Services staff

on the release. :

Inmates on the self-administration medication program who are being transferred to another
facility or being released from custody shall be allowed to take their medication with them.

B-101C INMATE RELEASE 2-28-23.docx
3/1/2023 11:27 AM
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18.

19.

20.

21.
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Medication left by an inmate who has been released will be turned over to Health Services
staff.

Each housing unit and the booking area shall have postings notifying inmates of PC 686.5.

Those inmates who meet the qualifications of PC 686.5 and request transportation shall be
accommodated.

Transports pursuant to PC 686.5 shall be conducted seven (7) days a week during the hours
of 0600-1600. In the event an individual is requesting a transport during the hours of 1600-
0600, they will be afforded the opportunity to stay in custody until that transportation can be
provided.

Transports pursuant to PC686.5 shall be provided either by public transportation or by law
enforcement.

Inmates being released from custody shall have access to a minimum of three free phone
calls to plan for a safe and successful release.

PROCEDURE: Release of Inmates from Housing

L.

7.

The Shift Supervisor or designee shall verify the legal authority for release ensuring that the
proper forms and documents that contain proper signatures of authority are completed.

a. Checks JMS to ensure release on all cases
b. Warrant checks are completed and clear
¢. No holds and/or Detainers are in effect

The housing unit officer will instruct the inmate to gather their belongings and report to the
housing unit control counter.

The Housing Officer will notify Central Control that the inmate is ready to be released from
the housing unit and instruct the inmate to report to Processing. If the classification of the
inmate makes it necessary, a Roving Officer will escort the inmate to the first floor. Central
Control will operate the door(s) and elevator to allow the inmate access to Processing.

The Property Officer will use the photos on the inmate’s movement card and wristband to
verify the inmate’s identification and then complete the following.

Retrieve the inmate’s property and check all items against the original clothing receipt. If the
Property Officer is unable to locate the property, he/she will refer to P&P J-005.

Give the inmate their personal clothing and instruct the inmate to change clothes in one of
the dressing Rooms N112 & N113,

Retain all facility issued clothing, examine it for damage, and verify that all issued items
have been returned.

B-101C INMATE RELEASE 2-28-23.docx
38/1/2023 11:27 AM
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10.

I1.
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Allow the inmate to view his/her property through the bag and have the inmate sign the
property receipt indicating that all personal items listed on the receipt have been returned. If
the inmate refuses to sign and claims there is an item missing, the Officer will open the bag
and inventory the contents against the printout. If the inmate still insist item(s) are missing
the Officer will write, “Refused to sign” on the property printout. (For Missing or Damaged
Personal Property refer to P&P J-005)

Have the inmate sign any necessary forms (i.e. citations, promise to appear, receipt for
money) and remove the inmate identification wristband.

All release paperwork and computer entries shall be completed prior to escorting the inmate
out of the facility. Once completed, the booking paperwork will be filed in the
Administration box located in processing,

The Property Officer will maintain possession of the property to be returned until the inmate
has passed through door #168C at which time the Property Officer will hand the inmate the
property by way of the package pass through located in the doorframe of door #168C.

PROCEDURE: Release of Inmates Pursuant to PC 849 (b)(2) & PC 1318

1.

The release of inmates for detention only pursuant to PC 849(b)(2) or on their own
recognizance pursuant to PC 1318 will be completed the same as, “Releases of Inmates from
Housing” listed above with the exception of the completion of a Detention/O.R. Pre-Release
Verification form.

All releases pursuant to PC 849(b) (2) and PC 1318 will have a Detention/O.R. Pre-Release
form attached upon approval of the booking by the Shift Supetvisor.

Inmates who are eligible to be released from custody after being held due to the level of
their intoxication, may be released when the Shift Supervisor or designee determines that
they are no longer a threat to their own safety or the safety of others due to the state of their
intoxication and are able to complete the booking and release procedures.

In order to determine the appropriateness of the release, the officer processing the release
shall document the observations listed on the Detention/O.R. Pre-Release Verification
form, ensuring the individual being released is no longer showing signs indicative of being
under the influence.

The officer will then document the Mental Health condition of the individual being
released. In the event that, in consultation with the Shift Supervisor, the individual presents
a danger to himself, others or appears to be gravely disabled, he will be transferred to the
County Mental Health facility pursuant to W&I 5150. In all cases the officer will document
the offering of Mental Health services to include a courtesy ride to the County Mental
Health facility. (When an individual is requesting to self-commit or being committed to
the County Mental Health facility the Shift Supervisor shall assign an officer to conduct
the transportation of the individual to the County Mental Health facility)

B-101C INMATE RELEASE 2-28-23.docx
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6.

10.

11.
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During the hours of 2200-0600 those inmates eligible for release pursuant to PC1318 and
PC849(b)(2) being released from custody will be advised of the right to contact a
friend/relative for a ride, contact a cab, or remain in the Correctional Facility until daylight.
Once advised of the options the inmate will be instructed to sign the checklist documenting
they were made aware of the options.

Upon advising the inmate of their rights the officer processing the release shall sign the
checklist as the Witnessing Officer.

In those releases of inmates eligible for release pursuant to PC1318 and PC849(b)(2) that
do not occur between the hours of 2200-0600 the officer processing the release will still
conduct their observations, then select the box on the form that says “Does Not Apply-
Inmate Was Not Released After Hours”, and sign the checklist.

In the event that an inmate is released between the hours of 2200-0600 and the inmate
refused to sign acknowledging they have been advised of their options, the releasing officer
will mark the box acknowledging the refusal and sign the form.

In the event an inmate chooses to remain in custody until daylight hours, the officer will
check the appropriate box at the bottom of the form. If an inmate later chooses to be
released from custody, a new form should be filled out and attached to the booking packet.

Once completed. the booking paperwork and checklist will be filed in the Administration
box located in processing.

PROCEDURE: Release of Eligible Inmates Meeting the Qualifications of PC 686.5

1.

If any individual being released (regardless of innocence or guilt) who is indigent and was
arrested over 25 air miles from the facility requests assistance in returning to their place of
arrest, the Shift Supervisor shall have the inmate document their request on a Request for
Transportation Pursuant to PC 686.5 form.

If the arrest was made by a Humboldt County Sheriff’s Office employee, the Shift Supervisor
shall assign a Correctional Deputy to conduct the transport during the hours outlined above.
(Exceptions will be made for those individuals whose address of arrest can be reached by
public transportation. In those cases, the Sheriff’s Office shall supply the means to obtain
public transportation to their place of arrest.)

If the arrest was made by an agency other than the Humboldt County Sheriff’s Office, the
Shift Supervisor shall contact that agency and advise them the individual is requesting to be
transported back to the place of arrest by that agency. (Exceptions will be made for those
individuals whose address of arrest can be reached by public transportation. In those
cases, the Sheriff’s Office shall supply the means to obtain public transportation to their
Place of arrest even if arrested by a different law enforcement agency than the Sheriff’s

Office)

B-101C INMATE RELEASE 2-28-23.docx
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4. In the event the Shift Supervisor determines they do not have adequate staffing (below 18)
to accommodate the transportation, they shall contact the Patrol Sergeant and request
assistance to conduct the transport.

5. Ifthe request for transportation pursuant to PC 686.5 occurs outside the hours of 0600-1600,
the individual requesting the transport shall be afforded the opportunity to remain in custody
until after 0600 for transport.

6.  All documentation of transports pursuant to PC 686.5 shall be documented on the Request
for Transportation Pursuant to PC 686.5 form including those instances where an individual
requests transport after 1600, but is unwilling to remain in custody until after 0600 hours so
the transportation to the place of arrest can be arranged.

7. Inthe event the individual requests transportation, then, after being advised of the parameters
of such transportation, chooses to decline, both the requesting inmate and officer processing
the request shall document the declination on the Request for Transportation Pursuant to PC
686.5 form.

8. Once completed, the Request for Transportation Pursuant to PC686.5 form will be filed with
the booking in the Administration box in processing.

Approved by: Duane Christian, Captain Signature: (‘,!.LL 4@

Facility Manager
Date Signed: Z% / @f)

Reviewed by CC: Ll s
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HUMBOLDT COUNTY SHERIFF’S OFFICE
CUSTODY SERVICES DIVISION

POLICIES AND PROCEDURES

SUBJECT: RELEASE OF INMATE MONEY/PROPERTY

APPROVED BY: Captain Duane Christian, Facility Manager

DATE: April 16, 1996 B-102
REVISED: May 1, 2018

REFERENCES: |

Title 15 - CCR 1029.c.1
HCCF P&P D-005, J-004 & J-005
Inmate Orientation Handbook

FORMS:
Inmate Request Form (HCSD 0326.3)
Personal Property Received List (OMS Receipt)

POLICY:

The Humboldt County Correctional Facility will maintain inmate property and cash in a safe and
secure manner by providing a method of receiving, documenting, storing and the releasing of such
items.

DEFINITIONS:

Booking Kiosk — A locked Kiosk used for the purposes of depositing inmate funds securely.

Essential Clothing — For the pufpose ofthis policy essential clothing for transport is that which covers
their body appropriately. It may include; footwear, appropriate under garments, dress, blouse, pants,
jumpsuit, or shirt.

Inmate Trust Fund — The money belonging to inmates, held in trust by the Sheriff and deposited in
a bank account

Jail Management System (JMS) - An automated system used for booking and other jail management
functions.

Receptionist — Legal Office Assistant assigned to Reception in N117 who handles inquiries from the
public, schedules inmate visiting and handles release of inmate money and/or property.
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GENERAL INFORMATION:

L. Upon release, any amount due the inmate will be returned to the inmate in the form of a
check from the Inmate Trust Fund Account.

2. An inmate may not place money on the account of another inmate.

3. Money may not be released to a family member or designated person with the intent to place
the money on the account of another inmate.

4. ‘The HCCF shall allow only one money release and it must be within the first 7 days of
incarceration. No further money releases shall be allowed without the approval of the Facility
Manager or their designee.

5. If it has been determined an inmate is releasing sums of money to a family member or
designated person to be placed on the account of another inmate, disciplinary measures will
be taken in accordance with HCCF P&P D-005.

6. Court clothing for use during jury trials will be accepted and stored in the Property Room or
in the Court Holding Area only for the duration of the trial. (See P&P J-004)

7. No additional personal property will be accepted once an inmate is booked into the facility
without the approval of the Shift Supervisor.

8. Inmates are allowed to release their personal property only once during their incarceration.
(With the exception of those inmates who have been sentenced to state prison who are
allowed to release all personal property and clothing that is not essential for the transport
regardless of whether they have previously released any of their property)

PROCEDURE: Release of money and property upon inmate release

1. As inmates are cleared for release, the Releasing Officer will check the Inmate’s Trust Fund
Account in the Keefe System for any money due to the inmate(s) upon release.

2. As the inmate prepares to be released, the Releasing Officer will print a check from the Keefe
system for any funds owed the inmate at the time of their release. The check will be reviewed
and signed by the Shift Supervisor or Senior Correctional Officer.

3. The check will be given to the Property Officer who will retrieve the inmate’s personal
property bag from the property room and attach the check to the inmate’s property bag.

4. The property officer will allow the inmate to visually check the contents of the property

bag without opening it.

B-102D RELEASE OF INMATE MONEY-PROPERTY
5/1/2018 9:31 AM



SUBJECT: Release of Inmate Money/Property PROCEDURE NO. B-102

5.

PAGE NO: 3 of 4
When the inmate is satisfied with the contents of the property bag, the Property Officer will
have the inmate sign the Personal Property Receipt for their property.

An officer will carry the personal property and check while escorting the inmate to sally
port door N104. Once the inmate enters sally port door N104 the officer will hand the
personal property and check to the inmate.

If an inmate claims that he or she has not received all of their property back, the Property
Officer will follow the procedure outlined in P&P J-005. R

PROCEDURE: Release of money while incarcerated

1.

Inmates requesting to release their money during their incarceration must complete an Inmate

“Request Form
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