
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 
Sheriffs 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 Sheriffs Office's Policy and Procedure Manual 
(Lexipol), and will adhere to the directives contained therein. 

� i le -::, 10L
Duf e 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.

2. Providing a safe and humane facility for staff and inmates alike.

3. The preservation of human dignity.

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

5. Public awareness programs to enhance education of the Corrections profession.

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

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

8. 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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SUBJECT:  ACCESS TO MEDICAL SERVICES (APPENDIX) 
 
EFFECTIVE DATE: August 12, 2015     No. H-001 APX  
 

Notification of Rights Regarding Sterilizing Surgeries 
 
This is a summary of your rights outlined in Senate Bill 1135, approved by the governor and put into law September 25, 
2014 and codified in Penal Code Section 3440 
 
A Sterilizing Surgery is a surgical procedure that permanently ends your ability to have children of which some or all of 
your reproductive parts are removed or altered.  
 
If you are offered a tubal ligation…  
 

• You have the right to refuse. This is illegal in all circumstances. Sterilizations cannot be used in county jail, 
juvenile facility, or state prison for the purpose of birth control. This means: a sterilizing procedure cannot be used 
to solely end future chance of pregnancy. Sterilization can only be used in county jail to address a health condition 
(for example, cervical cancer). Tubal ligations are used only for the purpose of birth control, so if you are offered a 
tubal ligation, it cannot be for a pre-existing health condition. You have the right to refuse a tubal ligation, and the 
institution cannot withhold future health care treatment you may need, as a form of retaliation. This also means no 
hospital or clinic providing care during pregnancy and birth cannot offer you a tubal ligation while you are in 
custody. 

 
If you are diagnosed with a health condition and offered a sterilizing procedure as treatment…  
Examples of a sterilizing procedure include: a hysterectomy (removal of your uterus), an oophorectomy (removal of your 
ovaries), and a salpingectomy (removal of the fallopian tube).     
This is not a comprehensive list so be sure to ask your doctor if the procedure they are recommending is a 
sterilizing procedure.   
 

• Ask to see a second doctor who does not work for the county department overseeing your confinement. 
You have the right to see a second doctor who does not work for the county jail before deciding that you would or 
would not want a sterilizing procedure.  
 
• Ask for less invasive, less permanent remedies. You do not have to try less invasive, less permanent remedies, 
but less invasive, less permanent remedies than sterilization must be offered to you before you receive a sterilizing 
procedure. (For example, fibroids can be shrunken or removed during surgery without taking out the uterus.)  
 
• Ask for full information about the sterilizing procedure. You must be told the full effects of the sterilizing 
procedure, including its permanence, side effects, and the impacts it may have on your future health care needs. 
 
At this point, if you have refused the less invasive, less permanent remedy, OR if a second doctor that does not work 
for the county department recommends a sterilizing procedure to take place, AND if you have been given full 
information about the sterilizing procedure, a doctor may lawfully provide a sterilizing procedure on you.   
 
Note: If the sterilizing procedure is needed for the immediate preservation of your life, a doctor may lawfully 
provide a sterilizing procedure to you without satisfying your rights listed above. 

 
If you have a sterilizing procedure while in county jail, a juvenile facility, or state prison…  
 

• Ask for psychological and/or medical follow-up care. Sterilizing procedures can impact one’s psychological, 
physical, and emotional wellbeing. You have the right to follow up health care to address your psychological, 
physical, and emotional wellbeing. You may also need hormone therapy to address surgical menopause, and other 
care to help you recover from the surgery.  























































































































































SUBJECT: 

HUMBOLDT COUNTY CORRECTIONAL FACILITY 

POLICIES AND PROCEDURES 

INCOMING MAIL 

APPROVED BY: 

DATE: 

REVISED: 

REFERENCES: 
Title 15 - CCR 1063 
PC 6030, 4570, 2601 (b) 

Captain Duane Christian, Facility Manager 

April 14, 1996 

September 22, 2021 

Domestic Mail Service Sec. 156.61 
HCCF P&P 1-002, 1-003 & 1-005 

FORMS: 
Incoming Mail: Return to Sender HCSD 0313 .6 

POLICY: 

PAGE NO 1 OF 5 

No. 1-001 

Inmates in the Humboldt County Correctional Facility are permitted to communicate by 
mail with their families, friends, business associates and government authorities within 
established rules and regulations to maintain safety and security within the facility. 

DEFINITIONS: 

Bulk Mail - Bulk quantities of mail sent to the facility and not addressed to any individual 
inmate. 

Contraband - For the purpose of this policy contraband is any sexually explicit material, 
information concerning where, how, or from whom such materials may be obtained. 
Anything which tends to incite murder, arson, riot, violent racism or any other form of civil 
disobedience. Any gang related materials, escape materials (maps, diagrams, schedules 
etc.) explosives of any kind, narcotics or tobacco products of any kind, handcuff keys, 
hacksaw blades, stationary and/or stamps, polaroid pictures, photographs larger than 
5"x7", stickers, etc ... 

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 
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. 
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SUBJECT: Incoming Mail PROCEDURE NO: 1-001 
PAGE N02 OF 5 

Legal Mail- Mail sent between the inmate and any member of the State and Federal Courts, 
a member of the State Bar, State Board of Corrections, the Facility Administrator, Facility 
Manager or holder of a Public Office. 

Mail Deputy - A Correctional Deputy assigned to process incoming and outgoing inmate 
mail through the facility. 

Scanning of Inmate Mail - The rapid examination of incoming or outgoing mail for 
contraband, money, threats, violence, escape plans, gang related materials, or criminal 
activity. If scanning reveals any of the above mail may be read for security purposes with 
the approval of the Facility Manager or their designee. 

Sexualized Work Environment (PREA Standards) - A work environment in which the 
behaviors, dress, and speech of either staff and or inmates creates a sexually charged 
workplace. Sexually explicit talk, inappropriate emails, posted cartoons, jokes, pictures, 
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. 

Reading of Inmate Mail - Inmate mail, except legal mail, will be randomly read to ensure 
security and safety of the Facility and the life safety of any inmate, staff member, or other 
person. 

Vero Vision Mail Screener - A computer driven screening device which detects the 
presence of illicit substances within the articles of mail. 

GENERAL INFORMATION: 

1. Incoming mail may be randomly read as a standard security measure to help provide 
a safe and secure environment for staff, inmates and visitors. 

2. For the safety and security of the facility and in order to reduce/prevent the 
introduction of contraband to the facility, only mail written on postcards or white 
paper (plain or lined, not cardstock) will be accepted. 

3. The HCCF will not accept greeting cards or mail written on colored paper. 

4. All incoming inmate mail will be processed through the US Postal Service. 
a. No letters, notes, or packages for inmates will be accepted through the 

reception counter. 
b. Inter-jail mail is not allowed. All mail must be stamped and processed 

through the US Postal Service. 
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SUBJECT: Incoming Mail PROCEDURE NO: 1-001 
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5. Inter-Office County mail is allowed. This mail must be official mail and must be 
placed in the County Department's Pre-addressed envelope and then placed inside 
an Inter-Office envelope and sent through the county mail system. This mail WILL 
NOT be accepted through the reception counter. 

6. It is the policy of the Humboldt County Correctional Facility to comply with the 
US Postal regulations as they pertain to penal institutions. 

7. Incoming mail to inmates will be addressed in the following manner: 
Inmates full name 
c/o Humboldt County Correctional Facility 
901 5th Street 
Eureka, Ca. 95501 

8. Any incoming mail that does not contain a complete return address (last name and 
full address of sender) will be refused by the Facility and stamped "Refused" and 
placed in the outgoing mail. Any Incoming Envelopes, which contain drawing, 
symbols, foreign substances, words, or anything other than the Senders Name and 
address and the name of the person the letter is being sent too will be denied, and 
sent back to the sender. 

9. Inmates may send and receive an unlimited number of letters. The number of 
letters kept in their cells/housing units may be restricted by the facility due to fire 
protection regulations. 

10. Mail is delivered to inmates daily, except weekends and holidays. 

11. Requests from other law enforcement or investigative agencies for photocopies of 
a particular inmate's non-legal mail, will be submitted in writing to the Facility 
Manager. If the Facility Manager approves, the request will be forwarded to the 
mail officers through the proper chain of command. 

12. Mail will be delivered in a timely manner after it has been searched for 
contraband and materials that create a hostile or sexualized work environment. 

13. Boxes and packages other than those containing books shipped directly from the 
publisher or approved internet sources, will not be accepted (see P&P I-005). 

14. All incoming mail will be inspected to intercept money sent to inmates and to 
prevent the introduction of contraband into the facility (see P&P I-003). 

15. Legal mail will be accepted and processed in accordance with P&P I-002. 

16. Any incoming mail not containing a legible, bona fide return address, will not be 
accepted by Humboldt County Correctional Facility and will be returned unopened. 
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SUBJECT: Incoming Mail PROCEDURE NO: 1-001 
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17. Any suspicious packages or letters with terrorist threats or threats that the letter 
contains a biohazard substance shall not be opened. The Mail Deputy must try not 
to shake or otherwise disturb its contents. He/she shall put the letter or package 
down and leave the area gently closing the door behind them. Hands should be 
washed immediately with soap and water. The Deputy shall notify the Shift 
Supervisor who will make the proper notifications. Movement shall be limited 
within the facility to prevent the spread of the substance. (See P&P E-018) 

18. Bulk mail will be approved by administration on a case-by-case basis. Vendors 
must write a letter to get an approval prior to the bulk mail being accepted and 
distributed. 

19. Only those trained in the use of the Vero Vision Mail Screener shall operate the 
device. 

PROCEDURE: Standard Mail 

1. The US Postal Service will deliver incoming inmate mail to the county mailroom 
located in the basement of the Courthouse. 

2. The Mail Officer is responsible for receiving, processing and delivering the mail to 
the Briefing Room S-240 prior to shift change. 

3. The Mail Officer or assigned Legal Office Assistant shall pick up the mail from the 
mailroom each weekday, except holidays. Staff handling, processing and opening 
mail shall wear latex gloves. 

4. The mail will be sorted by housing unit. Before opening the letter, the Mail Deputy 
shall determine if the addressee is in custody. Letters received for inmates who are 
not in custody shall be returned to the sender, unopened. If, after the letter is 
opened, and it is determined that the inmate is no longer in custody, the letter shall 
be destroyed by shredding it, unless it contains cash, check or a money order. 

5. If a letter is opened and it is determined that the inmate is no longer in custody, and 
the letter contained cash, check or money order, the Mail Deputy shall address a 
new envelope to the sender and return the opened letter with the cash, check or 
money order. 

6. Mail addressed to a person that is deceased will be stamped "Return to Sender" 
by the Mail Deputy and placed in the out-going mail. 

7. After it is determined that the addressee is in custody, the Mail Deputy opens and 
scans all incoming mail for contraband, money, threats, escape plans or gang related 
materials. All stamps, stickers and metal fasteners are removed from the incoming 
mail prior to delivery to the inmate. Any mail marked "Legal Mail" will be handled 
in accordance with P&P I-002. 
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8. Any greeting cards, post cards, or mail containing any colored paper will be 
stamped "Return to Sender" with a notation clearly identifying why the mail was 
not accepted by the Mail Deputy and placed in the out-going mail. 

9. Envelopes and contents shall then be passed through the Vero Vision Mail Screener 
to determine if concealed substances are present. 

10. Mail containing contraband or that constitute a hostile or sexualized work 
environment will be handled in accordance with P&P I-003. 

11 . Any incoming mail that does not have a complete return address will not be opened 
and will be stamped "Refused" and placed in the outgoing mail. If there is a bar 
code on the envelope it must be completely blackened out. 

12. After the mail has been processed, the Mail Deputy delivers the mail to the mail 
baskets located in the hallway outside the SW AP office for distribution by the 
Housing Officers. 

PROCEDURE: Bulk Mail 

1. Publishers wishing to send a publication in to the facility in bulk form must submit 
a letter to Administration prior to sending the publications. 

2. Publishers must be willing to send the publications free of any metal fasteners 
which could be considered contraband. 

3. Bulk publications must meet the same guidelines as any other publication with 
regards to obscene pictures or writings, information concerning where, how or from 
whom such materials may be obtained, anything which tends to incite murder, 
arson, riot, violent racism or any other form of civil disobedience, explosive 
materials of any kind, gang related materials, escape materials (maps, diagrams, 
schedules etc). 

Approved by: Duane Christian, Captain 
Facility Manager 
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HUMBOLDT COUNTY CORRECTIONAL FACILITY 

POLICIES AND PROCEDURES 

PAGE NO. 1 OF 5 

SUBJECT: INCOMING MAIL CONTAINING CASH, CHECK OR 
MONEY ORDERS 

APPROVED BY: Captain Duane Christian, Facility Manager 

DATE: 

REVISED: 

REFERENCES: 

Title 15 - CCR 1063, 1066 
PC 2601 

FORMS: 

Checks/Money Order Log 

POLICY: 

April 14, 1996 

September 22,2021 

No. 1-004 

Inmate mail containing cash, checks, and money orders shall be processed in a manner 
that ensures accountability while following proper bookkeeping procedures. 

DEFINITIONS: 

Booking Kiosk-A locked Kiosk used for the purposes of depositing inmate funds securely. 

Bookkeeper - An employee of the Inmate Welfare Fund who makes bank deposits and 
maintains a proper accounting of the fund. 

Mail Deputy - A Correctional Deputy assigned to process incoming and outgoing inmate 
mail through the facility. 

Scanning of Inmate mail - The rapid examination of incoming or outgoing mail for 
contraband, money, threats, escape plans or gang related materials. 

Returned to Sender Form -A note which SWAP Mail Officer use to advise either inmates 
or members~ f the public why mail was refused, or any other notes. 
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SUBJECT: Incoming Mail Containing Cash, Check or Money Orders 

GENERAL INFORMATION: 

PROCEDURE NO. 1-004 
PAGE NO. 2 OF 5 

1. The Mail Deputy processes all incoming and outgoing inmate mail. 

2. Incoming mail to inmates will be addressed in the following manner: 
Inmates full name 
c/o Humboldt County Correctional Facility 
901 5th Street 
Eureka, CA 95501 

3. The Humboldt County Correctional Facility will accept the following checks for 
inmates incarcerated in this facility: 

a. Cashier' s checks 
b. Federal checks 
c. State checks 
d. Any state or county correctional facility checks 
e. Checks from conservators/County Public Guardian 
f. Payroll checks from verified businesses 

4. Any incoming mail that does not contain a complete return address (last name 
and full address of sender) will be refused by the Facility and returned to sender 
through the US Postal Service. 

PROCEDURE: CASH 

1. Upon discovering cash in the inmate's mail, the Mail Deputy writes the following 
information on the envelope: 

a. Officers Name, 
b. Officers PIN number, 
c. Date, and 
d. Amount of cash enclosed. 

2. The Mail Deputy personally contacts the Shift Supervisor to advise him of the 
found cash. 

3. The Shift Supervisor will verifies the amount and deposits the money into the 
booking kiosk which adds the funds to the inmate's Trust Fund Account. (JMS 
"Bank Account") 

4. The Shift Supervisor places the copy of the transaction back in the envelope. 

5. The letter is delivered to the inmate in the same manner as all other mail (see Policy 
and Procedure 1-001). 
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SUBJECT: Incoming Mail Containing Cash, Check or Money Orders 

PROCEDURE: MONEY ORDERS 

PROCEDURE NO. 1-004 
PAGE NO. 3 OF 5 

1. The Mail Deputy removes the money order from the envelope and confirms it is a 
US Postal Money Order, Money Gram Money Order, or Western Union Money 
Order (These are the only money orders the Humboldt County Correctional Facility 
will accept). The money order is visually scanned for complete names of sending 
parties (not just initials or nick names) and is paper clipped or stapled to the 
envelope. 

a. If the senders name and address is not on the money order, or the money 
order is not of an acceptable type it will be returned to the address on the 
envelope with an explanation of why the money order was not accepted. 

b. The envelope is refused with a "Return to Sender" form, and 
documentation of why the envelope was refused. 

2. The Mail Deputy shall document the money order was received on the 
Checks/Money Order log with the following information: 

a. Date 
b. Recipient of the money order/check 
c. Sender of the money order/check 
d. Amount of the money order/check 
e. Money order/check number 
f. Booking number of recipient 

3. The envelope is delivered to the Housing Deputy in the same manner as any other 
mail. 

4. The Housing Deputy has the inmate sign the money order, and gives the inmate 
any mail in the envelope. At no time will an inmate be allowed to possess money 
orders while in custody. 

5. If the inmate refuses to sign the money order the Housing Deputy will 
keep the money order and the envelope and rout them back to the Mail Deputy. 
This will aid the Mail Deputy in returning the money order to the sender. 
The Housing Deputy will allow the inmate to have the contents of the 
envelope less any money orders. 

6. The Housing Deputy is responsible to give the signed money orders to the Shift 
Supervisor or designee on their next rounds. 

7. The Shift Supervisor or designee will place the money order m the Money 
Orders/Checks box located in the processing area. 

8. The Bookkeeper will be responsible for retrieving the money order from the Money 
Orders/Checks box and depositing the funds on the Inmate's Trust Account. 
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SUBJECT: Incoming Mail Containing Cash, Check or Money Orders 

PROCEDURE: PERSONAL CHECKS 

1. Personal checks will not be accepted by the Facility. 

PROCEDURE NO. 1-004 
PAGE NO. 4 OF 5 

2. The check will be returned to the sender with an explanation of why the check was 
not accepted. The Mail Deputy will document the refusal on the "Return to 
Sender" form and document why it was refused. The Mail Deputy will also note 
the letter was approved and forwarded to the inmate. 

3. The envelope is delivered to the Housing Deputy in the same manner as any other 
mail. 

4. The Housing Deputy delivers the mail to the inmate. 

Acceptable Checks 

1. The Mail Deputy removes the check from the envelope and confirms it is one of 
the six types of checks accepted by the facility. The check is visually scanned for 
complete names of sending party, not just initials or nick names. The check is paper 
clipped or stapled to the envelope. 

a. If the senders name is not on the check, or the check is not of an 
acceptable type, it will be returned to the address on the envelope with an 
explanation of why the check was not accepted. 

b. The envelope is returned with the "Return to Sender" form, with the 
appropriate reason why it was refused. 

2. The Mail Deputy shall document the check was received on the Checks/Money 
Order log with the following information: 

a. Date 
b. Recipient of the money order/check 
c. Sender of the money order/check 
d. Amount of the money order/check 
e. Money order/check number 
f. Booking number of recipient 

3. The envelope is delivered to the Housing Deputy in the same manner as any other 
mail. 

4. The Housing Deputy has the inmate sign the check, and gives the inmate any mail 
in the envelope. At no time will an inmate be allowed to possess checks while in 
custody. 

l-004A INCOMING MAIL CONTAINING CASH, CHECK OR MONEY ORDERS 8-20-20.docx 
9/22/2021 8:50 AM 



SUBJECT: Incoming Mail Containing Cash, Check or Money Orders PROCEDURE NO. 1-004 
PAGE NO. 5 OF 5 

5. If the inmate refuses to sign the check the Housing Deputy will keep the check and 
the envelope and rout them back to the Mail Deputy. This will aid the Mail Deputy 
in returning the check to the sender. The Housing Deputy will allow the inmate to 
have the contents of the envelope less any checks. 

6. The Housing Deputy is responsible to give the signed check to the Shift 
Supervisor or designee on their next rounds. 

7. The Shift Supervisor or designee will place the signed check m the Money 
Orders/Checks box located in the processing area. 

8. The Bookkeeper will be responsible for retrieving the check from the Money 
Orders/Checks box and depositing the funds on the Inmate' s Trust Account. 

Approved by: Duane Christian, Captain 
Facility Manager 

( ,, Ji ,, .... -- '\ 
Signature: L~~ ~...:,--r,l?'l_ 

Date Signed: { IL } 0 
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HUMBOLDT COUNTY CORRECTIONAL FACILITY 

POLICIES AND PROCEDURES 

SUBJECT: RELIGIOUS PROGRAMS & ACCOMMODATIONS 

APPROVED BY: 

DATE: 

REVISED: 

REFERENCES: 

HCCF P&P L-006 
PC 4027, 4573.5 

Captain Duane Christian, Facility Manager 

April 14, 1996 

October 26, 2021 

No. M-010 

Religious Land Use and Institutionalized Persons Act of 2000, 42 U.S.C 2000cc (RLUIPA) 
Title 15 - CCR 1072 
Turner v. Safley (1987) 482 U.S. 78 

FORMS: 

Volunteer Rules and PREA Acknowledgement 

POLICY: 

All inmates in the Humboldt County Correctional Facility have the right to practice the religion of 
their choice and to worship in any manner which does not conflict with legitimate considerations of 
safety and security, or with the rights of others. All inmates will be given equal access to religious 
and spiritual resources, services, instruction, and counseling. No religious philosophy, group, or 
organization will be favored over others, nor provided with any advantage in terms of access to 
the inmates, procedural restrictions, or staff actions. Conversely, no inmate or inmates will be 
required to be exposed to any religious philosophy, materials, or activities unless it is on a purely 
voluntary basis. Facility approved religious diets shall be made available to inmates whose religion 
mandates specific dietary requirements. 

DEFINITIONS: 

Correctional Programs Coordinator - Employed by the Sheriffs Office, this person oversees and 
coordinates inmate programs and the volunteer services. 

Religious Observations - Approved items, food, or services which assist the inmate in the practice 
of their religion while in custody. 
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SUBJECT: Rel igious Programs PROCEDURE NO. M-010 

PAGE NO 2 of 8 
Religious Diet - Breakfast, lunch, and dinner served according to an approved religious diet (see 
L-006). 

Religious Item - An item that has significant religious meaning to a person practicing a certain 
faith. Items may include, but are not limited to: prayer rugs, head coverings, beads. Approval of 
religious items will be made by the Facility Manager or designee, with input from the Religious 
Oversight Committee. 

Religious Land Use and Institutionalized Persons Act of 2000 (RLUIPA) - Law enacted to protect 
individuals, houses of worship, and other religious institutions from discrimination in zoning and land 
marking laws. 

RLUIPA Balancing Test - If a facility regulation substantially burdens an inmate ' s exercise of 
religion, HCCF must show that the burden is in furtherance of a compelling governmental interest 
and is the least restrictive means of furthering that interest. 

Religious Volunteer - A person who has requested clearance into the facility to conduct religious 
services or religious counseling to inmates on a scheduled or as requested basis, and has 
successfully completed the Volunteer Clearance process (see M-016). 

Turner Factors-Four part test use by the U.S. Supreme Court in Turner v. Safley (1987) 482 U.S. 
78, to determine if a prison regulation is reasonably related to a legitimate penological interest 
(First Amendment challenge): 

1. Is a legitimate penological interest that is rationally related to the disputed regulation (the 
disputed regulation being the denial or modification of the requested religious 
accommodation)? 

2. Do alternative means of practicing the religion remain open to the inmate if the requested 
accommodation is denied? 

3. What impact will accommodation of the request have on guards and other inmates, and on 
the allocation of prison resources generally? 

4. Are there ready alternatives to the current policy that would accommodate the inmate at de 
minimis cost to the facility? The existence of obvious, easy alternatives may be evidence 
that the regulation is not reasonable, but is an exaggerated response to facility concerns. 

GENERAL INFORMATION: 

1. All requests for religious services/accommodations will be taken seriously and will be 
reviewed to ensure that the request reflects an inmate' s sincerely held religious belief and to 
determine whether HCCF can fulfill the request. In response to a request for religious 
accommodations, HCCF may (1) grant the request for accommodation, or (2) in 
consultation with the Office of County Counsel, apply the RLUIPA balancing test and the 
Turner factors, and either offer the inmate a modified accommodation or deny the requested 
accommodation. 

tMJ10B RELIGIOUS PROGRAMS AND ACCOMMODATIONS 1~26-21(40(.docx 
10/26121 9:56 AM 



SUBJECT: Religious Programs PROCEDURE NO. M-010 
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The burden lies with the Department to show that any decision to deny or modify an 
inmate' s sincere request for religious accommodation was done in a thoughtful manner 
(through application of the RLUIPA balancing test and the Turner factors) that serves a 
compelling governmental interest and furthers the governmental interest through the least 
restrictive means possible (i.e. means of accomplishing the governmental interest that places 
the lowest burden on the inmate ' s exercise ofreligion). The RLUIPA balancing test is more 
stringent than the Turner factors and both tests should be met and documented. 

2. Modesty is a key component of some religious practices. To achieve the required level of 
modesty, practitioners may be required to wear head coverings. Arrestees at intake shall 
not be permitted to retain their personal religious head coverings without first being subject 
to a complete search. However, in an attempt to preserve modesty during the search, the 
inmate will be taken to a private area before the head covering is removed and searched to 
ensure the hair and covering are free of contraband and weapons. After the search is done 
and it is determined that the length of the head covering is not of sufficient length to be used 
to hang oneself, it is returned to the arrestee/inmate. If the length is determined to be a safety 
hazard, the inmate shall be given the option of having a designee of their choice provide 
them with a replacement head covering that does not present a safety risk or, if funds are 
available, the Programs division may help facilitate the purchase of an appropriate head 
covermg. 

3. Inmate participation in religious counseling or services is voluntary. 

4. Religious services and counseling will be held in the multi-purpose rooms in the housing 
areas when possible to keep inmate movement at a minimum. 

5. Authorized representatives from any recognized religious group may be issued facility 
clearance to minister to the needs of inmates, providing there is a demonstrated need for 
their services and support, and no reason exists to believe that their presence in the 
detention facility would be contrary to the maintenance of order and discipline in the 
facility . (See M-016.) Such recognition shall be extended to the religious groups or 
organization as long as no reason exists to believe that their representation is false , 
spurious, or motivated by any intention to engage in criminal activity, and no reason exists 
to believe that group is inciting, or intends to incite misconduct or criminal behavior on the 
part of any inmate. 

6. Religious Volunteers are not to visit, counsel, or conduct services to any inmates(s) to 
whom they are related. This does not restrict their right to visit inmates during normal non­
contact visiting periods in their capacity as family members. 

7. Religious books, pamphlets, tracts, or other related materials may be furnished by religious 
organizations. These materials must be approved by the Administrative Supervisor prior to 
volunteers delivering them to the inmates. 
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8. The Facility Manager or their designee may, at their discretion, deny, curtail, postpone, or 

discontinue access to the detention facility by any or all religious groups and 
representatives if and when such would be in the best interests of the Sheriffs Office and 
the inmates. Shift Supervisors, with approval of their Lieutenant, may discontinue religious 
programs and activities and remove religious representatives from the detention facility on 
a temporary basis in any instance where such action is required to maintain the safety and 
security of the facility. If any religious representative is going to be removed on a 
permanent basis, they will be notified by in writing by the Facility Manager and given the 
opportunity to appeal. That appeal would be reviewed by the Sheriff or their designee and 
the individual notified in writing of the decision. 

9. Inmates in restrictive housing due to behavioral issues or classification status, may request 
religious services on an Inmate Request Slip (see P&P M-002). In these situations, the 
services may be provided through glass similar to a public visit. Such services will be 
approved by the Administrative Supervisor and coordinated with the Shift Supervisor. 

10. Authorized representatives from religious groups who have successfully completed the 
Volunteer Clearance process will be provided a civilian orientation and be required to sign 
a Volunteer Rules and PREA Acknowledgement Form (see P&P M-016). 

11. A schedule of organized religious services, programs, and activities will be posted in each 
housing unit. The various activities and programs will be listed with scheduled times and 
locations. The list will be updated as required by the Administrative Supervisor. 

12. The scheduling of special religious programs and activities during holiday periods and 
seasons will be coordinated between the Correctional Programs Coordinator, the 
Administrative Supervisor, and the leader of a religious organization(s) involved. 

13. Every effort will be made to make reasonable accommodations for religious observances that 
may conflict with institutional schedules (such as meals or lockdowns). 

14. Inmates who wish to receive religious items shall submit a request to the Facility Manager 
or designee for approval. The request will be reviewed to ensure that the inmate holds a 
sincere belief that the item holds religious significance (to the inmate) and to determine 
whether the item would jeopardize safety and security of inmates or the facility . If a 
legitimate safety/security concern arises, an alternative means may be used (such as: a 
picture of the item may be provided to the inmate). 

15. The cost of providing religious accommodations that are not traditionally provided by 
HCCF or through religious volunteers ( e.g. symbolic holiday religious foods, headdresses, 
or religious items to be used in prayer or ceremonies) must be paid by the requesting inmate 
or another person on behalf of the inmate, such as a family member. Inmates must also 
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make arrangements to obtain any requested items of religious worship that are allowed in 
the facility, but not readily available to the HCCF. All such religious items must be 
expressly approved by the Facility Manager prior to delivery to the inmate. 

16. Religious Volunteers who conduct services or activities in the program classrooms must 
assume responsibility for the supervision and conduct of the inmates attending such 
services. Should an emergency arise, or any other condition which necessitates assistance, 
the religious volunteer responsible will immediately contact Central Control via the 
available telephone and advise them of the situation. 

17. Religious Volunteers conducting religious rites and ceremonies utilizing sacramental wine 
will substitute with a non-alcoholic communion wine or juice. The introduction and use of 
beverages containing alcohol or other illegal stimulants in the detention facilities is a 
violation of Penal Code 4573 .5. 

18. Special religious ceremonies may be held with the approval of the Facility Manager. 

19. HCCF recognizes modesty is a key component of some religious practices and doctrines. 

20. Staff shall ensure inmate privacy when the professed religion requires modesty, provided 
the practice does not compromise the safety and security of the facility, staff, or other 
inmates. 

21. At intake, arrestees wearing a head covering for modesty as required by a religion may be 
allowed to retain their head covering once a thorough search is completed. Searches will 
be conducted in a location that ensures privacy. 

22. Religions that may require head coverings may include, but are not limited to: 

1. Amish 
2. Christian 
3. Islamic 
4. Jewish 
5. Muslim 

23. In the event the religion of the inmate requires a head covering but the inmate was not in 
possession of one upon arrest, the inmate shall work with the Correctional Programs 
Coordinator to make arrangements for the appropriate head covering to be delivered to 
the facility . 

24. At any time during an inmate' s incarceration, correctional staff may request to search an 
inmate' s religious head covering. For modesty purposes, this must be done by same gender 
staff and in a private area. 
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1. Arrestees who enter Pre-Book wearing what appears to be a religious head covering will be 
asked if is for religious purposes. If the inmate says it is not, it will be removed and placed 
into the property bag. 

2. If the arrestee says the head covering is religious in nature, the deputy will ask what religion 
to determine legitimacy. If the deputy believes that the arrestee is being sincere, the deputy 
will ask if they wish to retain it during their incarceration. 

3. If the arrestee wishes to retain the head covering, the deputy will explain that it must be 
removed and searched prior to the arrestee being housed. The deputy will explain that this 
search can be done in a private area if the arrestee wishes. 

4. If the arrestee wishes to have the head covering removed in private, deputy(s) of the same 
gender will escort the arrestee to the Dress Out room (N127). 

5. The deputy(s) will ask the arrestee to remove the covering and hand it to the deputy for 
searching. 

6. The arrestee' s hair will be searched. 

7. After it is determined that the hair and cover are free of contraband and/or weapons, the 
covering will be returned to the arrestee. 

8. Two (2) photos will be taken of the arrestee (one with the covering and one without). If 
possible, a photo will be taken in a private area and the photo will be imported into the JMS. 
If unable to take the second photo in a private area, to ensure modesty, the Shift Supervisor 
will ensure all inmates are moved out ofN125 and only staff needed to ensure safety will be 
in sight of the inmate during the photo. After the photo is taken, the inmate will be allowed 
to put the head covering back on. 

9. At any time during the incarceration, correctional staff may request to search the head 
covering, but must do so in a private area. 

PROCEDURE: Scheduled Programs 

1. Religious Volunteers will enter the facility during scheduled times. 

2. The receptionist will contact the housing unit deputy to see if inmates are available for 
services/counseling and if they wish to attend. 
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3. If inmates are available and wish to attend, the receptionist will advise Central Control that 

volunteers will be entering the facility and where they want to go. 

4. The housing deputy(s) will advise the inmates of what type of religious services will be 
available in the housing unit. 

5. The religious volunteers will enter the housing areas and go to the assigned room as 
designated by the housing deputy. Inmates who wish to participate will then be allowed to 
enter the room. 

6. Upon completion of services, inmates may be searched and then allowed to return to 
their normal activities. 

7. The religious volunteers will gather and account for all materials used for their program. 

8. When all materials are accounted for, the housing deputy(s) will call Central Control to 
allow the religious volunteers to exit the housing unit. 

PROCEDURE: One-On-One Counseling Requests 

1. An inmate may request one-on-one religious counseling with a religious volunteer by 
submitting an Inmate Request to the Correctional Programs Coordinator. 

2. The Correctional Programs Coordinator will determine if the inmate's request is approved, 
modified, or denied in accordance with General Information, Paragraph 1, above. 

3. If denied or modified, the Correctional Programs Coordinator will document the reasons for 
denial or modification, including analysis pursuant to RLUIPA and the Turner factors as 
outlined in General Information, Paragraph 1, above, and place the document in the inmate ' s 
classification file. The Programs Coordinator will also answer the request and return it to 
the inmate. 

4. If approved ( or modified in such a way that the counseling will occur), the Correctional 
Programs Coordinator will make notification to the appropriate volunteer that they may visit 
the inmate. 

5. If the request is approved, but there is not a volunteer for that religion or denomination, the 
Correctional Programs Coordinator will attempt to locate a volunteer, if possible. 

6. Once a volunteer is located and has sufficiently gained a facility clearance, they will be 
instructed when to come visit the inmate. 

7. When the volunteer comes to visit the inmate, he/she will check in with the receptionist. 
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8. The receptionist will contact the housing unit deputy to see if the inmate is available for 

services/counseling. 

9. If the inmate is available, the receptionist will advise Central Control that the volunteer will 
be entering the facility and where he/she wants to go. 

10. The housing deputy will advise the inmate that he/she has a visit. 

11 . The housing deputy will place the inmate into the appropriate areas/room. 

12. The religious volunteer will proceed to the location of the visit. 

13 . Upon completion of session, the religious volunteer will advise the housing deputy that the 
session 1s over. 

14. When all materials are accounted for, the housing deputy(s) will call Central Control to allow 
the religious volunteers to exit the housing unit. 

15. The housing deputy will rehouse the inmate. 

PROCEDURE: Religious Diets 

See Policy L-006. 

Approved by: Duane Christian, Captain 
Facility Manager 
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HUMBOLDT  COUNTY  CORRECTIONAL  FACILITY

POLiCIES  AND  PROCEDURES

SUBJECT: INMATE  VOTmG

APPROVED  BY: Captain  Duane  Christian,  Facility  Manager

DATE: Aprill4,  1996 No.  M-014

REVISED: January  27, 2020

REFERENCES:

HCCF  P &P  I-002

Title  15 - CCR  1071

Attorney  General  Opinion  No.  05-306

AB  109  &  AB  117

POLICY:

Inmates  in  the Humboldt  County  Correctional  Facility  shall  be allowed  to register  to vote  and  to

submit  absentee  ballots  for  local,  state  and federal  elections  pursuant  to the election  codes.

i

DEFINITIONS:

AB  109 & AB  117  -  Criminal  Justice  Realignment  Act  where  inn'iates  sentenced  on charges

defined  as low-level  felony  and  sentenced,  on  or after  October  1, 2011,  to a term  of  more  than  one

year  in  the  county  jail.

Absentee  Ballot  - A  ballot  submitted  by  a registered  voter  in  lieu  of  voting  at a polling  place.

Affidavit  of  Registration  - A  form  used  for  registration  of  voters.

Correctional  Programs  Coordinator  - The person  appointed  by administration  to oversee  and

coordinate  inmate  programs.

Mail  Officer  - A Correctional  Deputy  assigned  to process  incoming  and outgoing  inmate  mail

through  the facility.

GENERAL  INFORMATION:

1. To  qualify  to vote,  inmates  must  be:

i.  A  citizen  of  the  United  State  of  America.

ii.  A  resident  of  the State  of  California.

iii. 18 years  of  age or older  as of  the  day  of  the  next  election.

iv. Registered  at least  twenty-nine  (29)  days  prior  to the election.
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Completed  inmate  Voter  Registration  fornns  and absentee  ballots  shall  be handled  as legal

mail.  (See  I-002)

Completed  absentee  ballots  for  Humboldt  County  shall  be delivered  to the Humboldt

County  Clerk's  Office  by  way  of  the United  States  Postal  Service.

4. Persons  in  jail  that  may  vote  are:

A. Serving  a misdemeanor  sentence  (a misdemeanor  never  affects  a right  to vote)

B.  Because  jail  time  is a condition  of  probation  (misdemeanor  or felony)

C.  Serving  a felony  jail  sentence

D. Awaiting  trial

Persons  in  jail  that  may  not  vote  are:

A. Currently  serving  a felony  state  prison  sentence  in the county  jail

B. Currently  in  county  jail  awaiting  transfer  to a state  or federal  prison  for  a felony

conviction

C.  Currently  in county  jail  for  a parole  violation

D. Currently  on parole  with  the California  Department  of  Corrections  and Rehabilitation

PROCEDURE:  INMATES  WHO  ARE  REGISTERED  TO  VOTE  IN  HUMBOLDT

COUNTY

Registered  inmates  will  submit  an Inmate  Request  Form  to the Correctional  Programs

Coordinator  requesting  an Absentee  Voter  Ballot  application.

The  Correctional  Programs  Coordinator  will  research  the inmate's  current  custody  status

and determine  their  eligibility  to vote  based  off  the criteria  described  under  General

Information  above.

The  inmate  will  complete  the  Absentee  Voter  Ballot  application  and  give  it  to the  Housing

Deputy  (See I-002).

The  Mail  Officer  will  pick  up and  process  the  mail.  (See I-002)

PROCEDURE:  INMATES  WHO  REQUEST  TO  REGISTER  TO  VOTE  m
HUMBOLDT  COUNTY

Inmates  who  request  to register  to vote  must  submit  an Inmate  Request  to the  Correctional

Programs  Coordinator

The  Correctional  Programs  Coordinator  will  research  the  inmate's  current  custody  status

and determine  their  eligibility  to vote  based  of  the criteria  described  under  General

Information  above.
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4. The  inmate  will  complete  the  Affidavit  of  Registration  and  forward  it,  byway  ofthe  United

States  Postal  Service,  to the  County  Recorder/Clerk's  Office  (See  I-002).

PROCEDURE:  INMATES  WHO  ARE  REGISTERED  TO  VOTE  IN  ANOTHER

COUNTY.

1. AJI  inmate  may  request  an Absentee  Ballot  from  another  county  by  sending  the following

information  to the  Registrar  of  Voters  in their  county  of  residence:

a, Name  and Address  (as registered);

b.  Personal  Signature;  and

c. The  address  to which  the  ballot  is to be sent.

Approved  by: Duane  Christian,  Captain

Facility  Manager

Signature:

Date  Signed:
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COURT HOLDING 

POLICIES AND PROCEDURES 

 

 

 

EFFECTIVE DATE JUNE 2023 

 

REVISED JULY 2023



 
POLICY STATEMENT 

 
 

This manual is provided to establish procedures and guidelines for the detention of prisoners in the 
temporary court holding facilities of the Humboldt County Sheriff s Office.  The policies are consistent 
with the requirements of the California State Law and the California Board of Corrections. 

 
As in any standard directive, policy or procedure, situations will arise which are not specifically 
addressed.  In these situations, the Supervisor shall be consulted, and good judgement shall prevail. 
These policies and procedures are intended to reflect our most impo1iant considerations:  the safety of 
employees, public safety and the safety and security of the prisoners. 

 
The regulations outlined in this manual shall be followed at all times unless exigent circumstances arise. 
Exigent circumstances necessitating deviation shall be duly documented and forwarded to the Sheriff. 

 
These policies are to be used in concert with the Humboldt County Sheriff s Departments General 
Orders and certain orders and procedures by the Humboldt County Correctional Facility. 
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2.1003 

MISSION STATEMENT 
 

It is the mission of the Humboldt County Sheriff's Department to provide secure, safe 
and humane facilities for the temporary detention of persons charged with crimes that 
require their incarceration. It is the intent of the Humboldt County Sheriff's Court 
Holding Facility to meet or exceed standards established by the California Board of 
Corrections regarding the operation, staffing and management of the temporary holding 
facility. 

 
ORGANIZATION 

 
The Sheriff is the ultimate authority over the court holding facilities. The Court Services 
Division Commander shall oversee the management of the court holding cells.  The 
Division Commander shall ensure that all court services personnel have a general 
knowledge of these procedures.  First line supervisors shall be responsible for ensuring 
compliance with these procedures as well as other emergency plans. 

 
PRE-BOOKING PROCEDURES/COURT CO MM ITM ENTS 

ARRESTING/TRANSPORTING O F F I C E R ’ S  RESPONSIBILITY: 

(A)   Conduct a pat down search of the prisoner to make sure that the person does not 
have any items that could inflict harm on the deputies or other prisoners during 
the transport from the court to the holding facility. 

 
(8)  No firearms are permitted in the court holding facilities.  The 

arresting/transporting deputies will secure their weapon(s) in lockers outside the 
holding cell area prior to entering.  Any weapons located on a prisoner will be 
secured in the locker and processed in a manner which conforms to chain of 
evidence procedures. 

 
(C) Report to court services supervisor any prisoners exhibiting these conditions: 

 
(1) Pregnant or nursing females 
(2) Combative persons 
(3) Mentally disturbed persons 
(4) Persons with known communicable diseases 



(5) Persons under medical treatment or claiming to need medical treatment 
(6) Suicidal persons 
(7) Developmentally disabled or handicapped persons 
(8) Persons with diabetes or epilepsy 
(9) Persons infested with vermin 

(D) Call for a female deputy to respond whenever the subject is a female and the 
court deputy is not.  Searches should be performed by female 
arresting/transpo11ing deputy; otherwise, transport female prisoner directly to 
the Humboldt County Correctional Facility. 

 
(E) Remove all weapons (including knives, chemical weapons) and place in a bag 

separate from other property. 
 

(F) Remove all property from the prisoner including all items in accordance with 
section 2.1219 (Suicide Prevention Program).  Nothing should be left with the 
prisoners except for the basic clothing they are wearing.  Be sure to remove any 
item that could be used as a weapon against you, another deputy or another 
prisoner.  Remove anything that may be used to damage or deface a cell. 

 
(G) Bring the prisoner into the holding area; the prisoner is to remain cuffed at all 

times during the pre-booking procedures, including search.  Just prior to placing 
prisoner in the assigned holding cell, the handcuffs will be removed. 

 
(H) Take custody of any contraband and then book the confiscated property into 

evidence. 
 

(I) The property will go to Humboldt County Jail with the prisoner. Upon arrival at 
the Correctional Facility the transporting deputy will be required to stand by 
until the prisoner is again searched and accepted for incarceration. 

 
(J) The officer shall log the prisoner's name and other information on the daily 

log. He/she shall ensure that all firearms remain secured outside the detention 
area before transporting the prisoner up the stairwell. 

 
 
 

TEMPORARY HOLDING BEFORE TRANSPORT 
 

The transporting deputy will classify the prisoner'1 1'the holding cell.  The Humboldt County 
Sheriff s Correctional Facility classification system will be used as a general guide for the 
holding cells. 

 
(A) The deputy shall ascertain that a full and complete pre-entry pat down search 



has been conducted prior to placing the prisoner into the holding cell. 
 

(B) When a cell is vacant of all prisoners, the assigned Court Officer will inspect the 
cell for damage and for items that may have been left.  The Court Officer will 
note any cell damage on a cell inspection log.  He/she will compare damage 
listed on the cell inspection log to any new damage upon the prisoner's release. If 
new damage is noted and the perpetrator known, he/she can be charged with 
PC4600 (damaging a jail, felony).  A deputy will then complete a crime report. 

 
(C) A prisoner (new bookings only) is entitled to make telephone calls per 

PC85 l.5; refer to section 2.1067-8 of this manual.  For this reason new 
bookings should be transported in an expedited manner to the correctional 
facility. 
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2.1002 

DEFINITIONS 
 

The "temporary court holding cells" operated by the Humboldt County Sheriff s 
Court Services Division is identified by the California Board of Corrections as a 
"temporary court holding facility."  This facility is used for the confinement of 
persons for twelve (12) hours or less pending their transfer to the custody of another 
facility or their appearance in court.  It is the policy of the Court Services Division that 
No Inmate shall be held in any holding cell exceeding four hours. 

 
The term "prisoner" shall refer to a person who is in custody in a detention or 
sentenced facility; or who has been remanded to custody by the court; or who has been 
placed under arrest and is to be transported to a detention facility for booking.  A 
prisoner is any person deprived of his/her liberty and kept under involuntary custody or 
confinement. 

 
The term "deputy" or "officer" refers to sworn deputies of the Humboldt County 
Sheriff s Department acting as bailiff to the Humboldt County Superior Court.  The 
term "Court Service Supervisors" refers to the Sergeant or Lieutenant in Court 
Services. 

 
 

RATED CAPACITY OF HOLDING CELLS 
 
The Board of Corrections regulations mandate the following capacities for the holding 
cells in the Humboldt County Court Facilities. 

 
Courthouse Holding Fa c i l i t y : 



H-1 7 prisoners maximum 
H-2 7 prisoners maximum 

 
 

2.1007 SEARCHES: DEFINITIONS AND LIMITATIONS 

ROUTINE (ALLOWABLE) SEARCHES 

(A) NORMAL PAT-DOWN SEARCH 
 

The pat down is the standard type of protective search used by officers in the field for 
the purpose of checking an individual for weapons.  It involves a thorough frisk or 
patting down of clothing for the purpose of locating any weapons or dangerous items 
that could pose a danger to the deputies or others. 

 
(B) BOOKING SEARCH (Fresh arrest/remands) 

 
This search involves a thorough patting down of the prisoner's clothing.  All pockets, 
cuffs, collars, etc. of clothing are checked in order to locate all property, contraband 
and possible weapons. 

 
The following more thorough searches are performed only at the correctional facility: 

 
EXCEPTIONAL (RESTRICTED) SEARCHES 

 
Strip or body cavity searches of the type described below are prohibited at the 
Humboldt County Court Holding Cells.  In the event of a court order requiring such a 
search, the prisoner shall be transported to the jail for the order to be performed.  In 
situations where the officer has a strong belief or has received information that the 
prisoner is concealing items, they will be removed to the Humboldt County Correctional 
Facility for further search. 

 
(A) STRIP SEARCH OR VISUAL BODY CAVITY SEARCH 

 
The search requires a person to remove or rearrange some or all of his or her clothing 
so as to permit a visual inspection of the underclothing, breasts, buttocks or genitalia of 
such person. (PC4030c) this is a search which shall not be performed in the holding 
cell; such searches shall be referred to the Humboldt County Correctional Facility. 

 
(B) PHYSICAL BODY CAVITY SEARCH (Court Order required) 

 
This is a search which includes a medical intrusion into a "body cavity."  "Body cavity" 
searches SHALL NOT be conducted in the court holding cells, such searches shall be 



referred to the Humboldt County Correctional Facility. 
 
 

2.1010 
 
 
 
 
 
 
 
 
 
 
 
 

2.1012 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.1024 

COURT-ORDERED SEARCHES 
 

Section 4030 of the California Penal Code requires a magistrate's search warrant in 
order for the body cavity search to be performed on misdemeanor or infraction 
prisoners © & D, above) . The same section also requires prior written approval by the 
supervisor or ranking officer on duty, but does not apply to reasonable searches for 
weapons or contraband substances, or to prevent the destruction of evidence.  For 
strip or cavity searches, prisoners will be delivered to custody for that purpose.  No 
body cavity searches will be performed in the Humboldt County Court Holding Facility. 

 
 

EMERGENCY SUSPENSION OF STANDARDS/REQUIREMENTS 
 

The standards and policies in this manual have been reviewed as carefully as possible to 
both comply with law and approved practice, as well as to allow sufficient flexibility for 
officers to cope with unforeseen circumstances.  Nevertheless, in the event of a life 
threatening emergency in the court holding cells, the Sheriff may temporarily suspend or 
alter these standards and regulations as the emergency dictates.  The prevailing concern 
always shall be the preservation of life and the safety of the officers and prisoners, as 
well as the public. 

 
In the light of this overriding concern for preserving life, the Sheriff may, in the event of 
a life-threatening emergency, use his/her discretion to momentarily set aside any of 
these rules in the interests of protection human life.  The Court Services Commander 
shall notify the Board of Corrections in writing in the event that such a suspension lasts 
longer than three days.  Additionally, he/she shall insure that an incident report is taken. 
In no event shall any suspension continue more than fifteen (15) days without the 
approval of the Chairman of the Board of Corrections for a time specified by him. 

 
 

COURT HOLDING FACILITY TRAINING 
 

Deputies and bailiff s who are responsible for prisoners held in the court holding 
facilities are required to satisfactorily complete a minimum of eight (8) hours of 
specialized training .  Such training shall include but not be limited to: 

 
(A) Applicable jail minimum standards 
(B) Jail Operations liability 
(C) Prisoner Segregation/Classification 
(D) Emergency procedures and planning 



(E) Suicide prevention/Mental d isorder recognition 
 

Such training shall be completed as soon as practical, but in any case, not more than 
one year after the date of the assigned responsibility or the effective date of these 
regulations. 

 
In the event that juveniles are held in any court holding cell the deputies assigned to the 
court holding area shall be familiar with section 2105.5 of this manual. 
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2.1032 

NUMBER OF PERSONNEL (MINIMUM) 
 

(A) Whenever there is a prisoner in custody in the court holding facility, there shall 
be at least one deputy sheriff on duty.  The deputy shall be immediately 
available and accessible to prisoners in the event of an emergency.  The deputy 
shall not have any other duties which would conflict with the supervision and 
care of prisoners in an emergency.  The deputy sheriff shall remain in the 
immediate vicinity of the secure area, at all times while assigned to this position. 

 
(B) Whenever one or more female prisoners is in custody, there shall be at least 

one female deputy sheriff who shall be immediately available or accessible to 
such females. If a female deputy is not available, females will not be placed into 
holding cells. 

 
FIRE AND LIFE SAFETY STAFF 

 
Pursuant to Penal Code 6030(c), whenever a prisoner is in custody, there shall be at 
least on person on duty at all times who meets the training standards established by the 
State Fire Marshal for general fire and life safety which relate specifically to the facility. 

 
FIRE SUPPRESSION PRE-PLANNING 

 
The Humboldt County Court Holding area is equipped with automatic fire sprinklers 
and smoke detectors in the sally-port area and inside each cell.  The fire protection 
equipment is monitored while prisoners are present.  A fire hose is available in the main 
hallway and a fire extinguisher is located in the corridor outside the holding cell area. 

 
A fire prevention inspection for the court holding facility will be conducted monthly at 
the direction of the court services supervisor.  The fire prevention inspection shall 
consist of a visual examination of all sprinkler heads, smoke detectors, fire hose and 
hose bibs to ensure that they are intact with no evident damage.  The examination of fire 
extinguisher will also be conducted to ensure that they are in place and fully charged. 
All inspections of the facilities and equipment will be documented on a logbook kept in 



the Main Security Office Administrative Files.  An annual fire inspection will be 
conducted by the Fire Marshal with the assistance of this office as required. 

 
Note: Annual fire inspections are required by Health and Safety Code Sections 
13146.l (a) and (b).  Monthly fire prevention inspection reports must be 
retained for a period of two years. 

 
In the event that a fire or other emergency makes an evacuation of prisoners necessary, 
the prisoners shall be moved to the Jail or other area of safe refuge, as quickly as the 
circumstances of prisoner confinement and the safety of staff, the public, and the 
prisoners themselves, will a l l ow .  The primary evacuation route is through the stairwell 
exit door located in the sally-port. 
 
EVACUATION ORDERS 

 
Immediately notify the division commander or supervisor in charge (SIC).  If evacuation 
is needed due to smoke or fire in the courthouse proceed via the stairwells - donot use 
the elevators.  Do proceed via stairwells until they have been declared clear. 

 
1. If evacuation is needed there are four stairwells on the court floor, one on the 

west side and three on the east side.  In case of fire or smoke in either of the 
stairwells -EXIT VIA THE CLEARED STAIRWELL.  The holding cells 
will be evacuated one at a time.  The order of evacuation will be determined by 
the SIC. 

 
2. . In case of evacuation, bailiff assignments have been designated by court 

room numbers. 
 

3. If evacuation is needed due to fire or smoke below on the first floor and the 
stairwells leading down are not passable, the stairwells may be used to proceed 
up to the fourth floor, then exit onto the refuge located on the roof of building B 
(the roof above court OPS) to await rescue. 

 
4. If the fourth floor exit is not passable, proceed to the top of the fifth floor and to 

the ease roof refuge to await rescue. 
 

5. When evacuating in-custodies, using public stairwells, chain all in custodies 
together by classification and use fourth street access to the correctional facility. 

 
6. Remember to re-con all stairwells before proceeding with an evacuation. 

 
REFER TO THE ATTACHMENTS TO THIS MANUAL FOR EMERGENCY 
PROCEDURES 
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2.1044 

DOCUMENTATION OF ROUTINE CELL CHECKS 
 

Any time a prisoner is in custody in the courthouse holding cells, a record shall be kept 
of each check made on that prisoner.  These checks shall be documented on the daily 
facility log as defined in section (f) A documentation process by which a safety 
check is reviewed at regular defined intervals by a supervisor or facility manager, 
including methods of mitigating patterns of inconsistent documentation, or 
untimely completion of safety checks. The following list comply with all 
requirements listed in this section: 

 
1.  Cell checks shall be made every half hour (15 minutes) on all prisoners, by a 

visual check. 
 

2. Prisoners in restraints shall be checked at intervals of no more than fifteen (15) 
minutes. 

 
3. After such visual checks, an entry shall be made in the log book indicating the 

date, time, cell number, initials or pin number of the person making the check. 
 

4. In the event a juvenile is held, regular checks for safety and security must be 
entered in the log. 

 
5. Juveniles shall not be placed in a holding cell unless there is a qualified 

probation officer to attend him/her.  The court supervisor shall hold regular cell 
checks at intervals of no more than fifteen (15) minutes on juveniles. 

 
PRISONER RECORDS 

 
Since the holding cells are for court holding only, no commitment papers, court orders, 
reports of disciplinary actions, or medical information will be maintained at the court 
holding area.  All will be sent to the correctional facility. For our own records, the daily 
activity and booking forms are sufficient.  If additional information is for any reason 
necessary, the Sheriff s Records Division or correctional facility should be consulted. 

 
The Humboldt County Correctional Facility maintains individual arrest files on all 
persons in custody.  These records include booking information and personal property 
receipts.  Individual booking files containing the above information are maintained at the 
facility. 

 
CRIME/INCIDENT REPORTS 

 
It is the policy of the Humboldt County Sheriff s Department to maintain a written 
record of all incidents or crimes which result in damage to county property or physical 
harm, or serious threat of physical harm, to any employee (including correctional 
officers and deputies), prisoner, or other person in the holding fa c i l i t y . 



The bailiff s are responsible for reporting all incident/crimes, which occur in the court 
holding areas, to the court services supervisors and appropriate correctional staff, as 
soon as practical following the event.  The deputies shall complete incident reports on 
all non-criminal events in the court holding areas.  Deputies will prepare all crime 
reports.  These reports shall completely and concisely document the incident/crime.  
The report shall be directed to the court services supervisors, and after review, the 
original copy shall be filed at the sheriff s department records division, with a copy sent 
to the correctional facility.  All reports should be completed and approved prior to the 
end of the work day. 

 
The court service supervisors shall ensure that all crimes are investigated and that those 
that meet the criteria shall be submitted to the District Attorney's Office for complaint. 

 
The court services supervisors and other appropriate command levels are responsible 
for immediately reviewing such (completed) reports.  In the case of death or attempted 
suicide in the holding facility, a report must be made as per Section 2.121 8 below. 

 

2.1045 
 
 
 
 
 
 
 
 
 

2.1050 

PUBLIC INFORMATION PLAN 
 

Since the holding cells are for temporary holding only, many items of public interest 
associated with jails/prisons (programs, education, services, etc.) do not apply. 

 
In the event of an incident or emergency that involves the holding cells, in which the 
news media seeks information, the court services supervisors shall follow the Humboldt 
County Sheriff s Departmental General Orders pertaining to press releases. 

 
CLASSIFICATION PLAN 

 
Definition: "Classification", in a custodial setting, refers to the systematic subdivision 
or segregation of the confined population into groups based on security and program 
needs, to the extent permitted by facilities available.  This subdivision or segregation 
covers a range of levels from physical, to auditory, to visual separation from other 
inmates. 

 
The holding cells will follow the classification plan in use by the Humboldt County 
Correctional Facility to the fullest extent possible, given the space and accommodation 
limitations of the facilities available.  By and large, classifications in the court holding 
cells will fit into either: (1) general population, (2) special handling, (3) protective 
custody, or (4) male/female. 

 
"General population male" prisoners who are charged with criminal (not civil) 
offenses normally comprise the largest classification of prisoners and are kept 
segregated from the other classifications listed as follows: 



"Administrative Segregation or Special Handling" prisoners include an assortment 
of miscellaneous categories, including co-defendants, medical, potential enemies, gang 
or assaultive to staff.  For case security purposes, co-defendants may also require 
separation from each other, and thus would receive the special handling classification. 

 
Persons who may become the target of physical attacks shall be segregated in a 
"Protective Custody" (PC) classification apart from general population.  Possible 
targets would include child molestation suspects, homosexuals, informants, persons 
associated with the law enforcement community, and prominent or newsworthy 
personalities, etc. 

 
"Male and Females" will be separated from one another and by the three classifications 
above.  Female prisoners shall not be placed in the holding facility or holding cells 
without a female deputy on duty.  If no appropriate female employees are on duty, 
female prisoners will immediately be transported to the main jail for booking/detention.  
Male and female prisoners must be kept separated at all times while in the holding 
facility. 

 
Ifthe sex of a prisoner cannot be determined at the time of arrest and segregation from 
other prisoners is not possible, that prisoner shall be transported to the Humboldt 
County Correctional Facility for booking and detention. 

 
Juvenile prisoners (those under age 18) shall not be placed in the same cell with adult 
prisoners.  See Section 2.1050.5 of this manual for exceptions. 

 
The Supervisors may make other segregation or classification of prisoners as is deemed 
necessary to provide for safety of staff, prisoners, (as in the case of violent or high-risk 
prisoners) or to aid in an investigation. 

 

2.1050.5 CLASSIFICATION AND DETENTION OF JUVENILES 
 

Definitions: 
 

"Temporary Custody" means that the minor at this time is not at liberty to leave the 
law enforcement facility. 

 
"Secure Detention" means that a minor is being held in temporary custody in a law 
enforcement facility and is locked in a holding cell. 

 
"Non-Secure Custody" means that a minor's freedom of movement is controlled by 
the staff of the facility; and (1) the minor is under constant personal visual supervision by 
the staff, (2) the minor is not locked in a room or enclosure, and (3) the minor is not 
physically secured to a cuffing rail or other stationary object. 



"Law Enforcement Facility" means a police facility. It does not include a jail, which 
has the purpose of detaining adults charged with criminal law violations while awaiting 
trial or sentenced adult criminal offenders. 

 
"Court Holding Cells" means a locked room or secure enclosure under the control of 
the sheriff s Department Court Services Division's deputies which is primarily for the 
temporary confinement of adult prisoners. 

 
Rules for the Detention of Juveniles: 

 
1. Segregation 

State law generally requires the segregation of juveniles (under age 18 years) 
from adults (W&I 208). There shall be no sight or sound contact between 
minors held in temporary custody and adult prisoners who are detained in the 
facility.  However, a limited number of exceptions to this rule have been made. 
The legislature has authorized (W&I 208 .1) the temporary confinement of 
certain minors in adult facilities under controlled conditions. 

 
Except as provided in W&I 208(c) and 208.1, the only situations in which a minor and 
an adult may be in the same room are incidentally to either, 
A) Booking, or the 
B) Movement of persons in custody within the facility. 

 
Additional exceptions and qualifications for confining juveniles include the 
following: 

 
A) The minor age 16 or over who has been alleged to have committed a violent 

felony and whose case has been transferred to the jurisdiction of a criminal 
court may be temporarily housed in a controlled adult situation. 

 
B) The confining facility shall provide for the protection of the minor within the 

secure facility, taking into account factors including the age, maturity, and 
potential vulnerability of minors who may come into contact with adults within 
the facility. 

 
C) A minor placed in a situation of possible contact with adults shall be supervised 

in a manner that assures his or her safety and protection from assault or other 
predatory behavior by any adult within the facility. 

 
No minor described in W&I 601 (truant, curfew, habitually disobedient) may be 
detained in the holding facility. 

 
Certain juveniles described in W&I 602 (wards of court, convicted of crime) may be 



held in secure confinement for up to six hours in a lockup as described in W&I 207.1. 
 

W&I 207.1 (d) states: "A minor 14 years of age or older who is taken into custody by 
a peace officer on the basis of being a person described in W&I 602, and who, in the 
reasonable belief of the peace officer, presents a serious security risk of harm to self or 
others, may be securely detained in a law enforcement facility that contains a lockup for 
adults if all of the following conditions are met: 

 
A) The minor is held in temporary custody for the purpose of investigating the 

case, facilitating release of the minor to a parent or guardian, or arranging 
transfer of the minor to an appropriate juvenile facility. 

 
B) The minor is detained in the law enforcement facility for a period that does not 

exceed six (6) hours. {See exceptions; disaster, extraordinary conditions, W&I 
207.1 (g)} 

 
C) The minor is informed at the time he/she is securely detained of the purpose of 

the secure detention, the length of time the secure detention is expected to last, 
and the maximum six-hour time the secure detention is authorized to last. {See 
W&I 207. l (g)} 

 
D) Contact between the minor and adults confined within the facility is restricted in 

accordance with W&I 208.  Juveniles must be separated from adults by sight 
and sound.  Juveniles must not be able to see, hear, speak or otherwise be in 
contact with adult prisoners. 

 
E) The minor must be adequately supervised. 

 
F) A log or other written record is maintained by the law enforcement agency 

showing the offense which is the basis for the secure detention of the minor in 
the facility, the reasons and circumstances forming the basis for the decision to 
place the minor in secure detention, and the length of time the minor was 
securely detained. 

 
Other juveniles described under W&I 602 (wards of Court convicted of crime) may be 
held in temporary custody in a law enforcement facility. 

 
2. Right of Minors 

 
The following shall be made available to all minors held in temporary custody: 

 
A. Food, if the minor has not eaten within the past four (4) hours, or is 

otherwise in need of nourishment, including any special diet required for 



the health or medical needs of the minor. 
 

B. Access, upon request by the minor, to licensed attorneys. {Title 15, 
Section 1377(a)} 

 
C. Privacy during visits with family, guardian, and/or attorney. 

 
D. A means of activity such as reading materials or games. 

E. Reasonable access to a telephone, as per W&I 627 (b). 

 
3. Secure Detention 

 
There is no Secure Detention holding cells for minors available on the court 
floor.  Minors are NOT to be placed into the adult holding cells. Minors are to 
be transported directly to court. After the minors court appearance they are TO 
BE transported back to the Juvenile Detention Center immediately. 

 
4. Non-Secure Detention 

 
Minors held in non-secure custody shall receive adequate supervision which, at 
a minimum, includes constant personal visual observation and supervision by a 
probation officer. Bailiff s will check with the probation officer and minors no 
less than every thirty (30) minutes on an irregular schedule. All checks will be 
documented, {Also see W&I 207.1(d), quoted in full, above}. 

 
5. Other Provisions Referenced 

 
The policies in this manual relating to suicide risk/prevention (section 2.1219), 
the use of restraints (section 2.1058), medical assistance and services to adult 
prisoners (section 2.1200 et seq) shall also apply to all minors held in 
temporary custody. 

 

2.1051 COMMUNICABLE DISEASES; QUARANTINE 
 

Each remand/fresh arrest prisoner brought into the holding area should be screened 
with great care for any health or medical problems. If it is suspected that the prisoner 
has a communicable disease such as tuberculosis, hepatitis (a, b, or c), STD., AIDS, 
vermin, or impetigo, he/she is to be immediately transferred to the correctional facility 
for booking and a full medical screening. 

 
If a prisoner shows signs of injury or illness, or if he/she claims to be injured or ill, 



he/she is to be transported back to the correctional facility and medical staff notified.  If 
life threatening, immediately notify correctional staff and medical so as to arrange 
transport to the hospital, meanwhile notifying the court supervisors.  Err on the side of 
caution. If there are any questions or observations concerning possible health or 
medical problems of a prisoner, that prisoner shall not be accepted into our court 
holding area. 

 
It is crucial that all staff members be aware of and follow universal precautions relative 
to infectious disease.  Every prisoner should be considered a potential carrier of 
communicable disease.  Hand washing and glove use must be practiced will ALL 
prisoners. 

 
If it is later learned that a prisoner who had used a cell was infested with vermin, that 
cell shall not be used again until it has been disinfected.  A sign shall be placed on the 
cell door to this effect.  Anything inside the cell that is removable (toilet paper, blanket, 
etc.) shall be sealed inside a plastic bag, and as required, marked for destruction.  (See 
Vermin Control, 2.1212). 

 
Likewise, equipment (handcuffs, etc.) contaminated by bodily fluids, by which HIV 
and/or hepatitis B are transmitted, must be disinfected after use with hot water and 
bleach, diluted to 1:10 ratio; soak twenty (20) minutes. 

 

2.1052 
 
 
 
 
 
 
 
 

2.1056 
 
 
 
 
 
 
 
 
2.1057 

MENTALLY DISORDERED PRISONERS 
 

A remand/fresh arrest prisoner shall be deemed mentally disordered if he/she appears 
to be a danger to him/herself or others, or if he/she appears gravely disabled.  Such a 
prisoner shall not be held at the temporary holding facility.  The prisoner shall be 
removed to either County Mental Health or the Humboldt County Correctional Facility 
at the supervisor's direction. 

 
DETOXIFICATION 

 
This facility shall NOT be used for any type of detoxification.  Prisoners believed to be 
under the influence of alcohol or drugs shall be immediately transported to the 
Humboldt County Correctional Facility for evaluation. 

 
 
 

PHYSICALLY OR DEVELOPMENTALLY DISABLED PRISONERS 
 
Prisoners who are determined to be physically or developmentally disabled shall not be 
housed in the Court Holding Cells.  They shall be transported directly to court once 
received from the Humboldt County Correctional Facility and are to be returned 



immediately to the correctional facility after their court appearance in compliance with 
section 2.1206 of this manual. 

 
Physically or developmentally disabled prisoners are to be under escort at all times and 
classified as Administrative Segregation-Special Handling under section 2.1050 of this 
manual. 

 
Definitions: 

 
Developmentally Disabled- Those inmates who have been identified to have a 
disability caused by mental retardation, cerebral palsy, epilepsy, autism, physical 
disability or a combination of those handicaps. 

 
Medical Inmates- Those inmates who have physical handicaps, communicable 

diseases or other medical conditions, or that have orthopedic or prosthetic devices that 
might necessitate housing separate from other inmates. 

 
Mentally Disordered Inmates- For the purpose of this policy, Mentally Disordered 
Inmates are those who appear to be a danger to themselves or others, or are gravely 
disabled. 

 

2.1058 USE OF RESTRAINT-RELATED DEVICES 
 

Restraint devices in the Court Holding Facility are limited to the following: 
 

A. Metal handcuffs and leg irons.  

B. Belly Chains and cuffs. 

C. Spit guards. 
 
 

Restraint devices are aids to provide better control of a prisoner.  They do not 
immobilize; they merely restrict a prisoner's range and rapidity of movement, impeding, 
or limiting action, and reducing the risk a particular prisoner represents.  On the court 
floor restraints are only used for inmate movement to and from court.  In no case shall 
restraints be used as a punishment.  (Penal Code Section 2652 & 2652.5) 

 
Should a prisoner become combative, display signs of mental disorder, become a 
danger to himself or others, or reveal an intent to harm himself, others, or the facility, the 
officer shall notify a supervisor and/ or correctional officers for assistance.  The inmate 
must be returned immediately to the Humboldt County Correctional Facility.  An inmate 
exhibiting this behavior is not to be placed into a holding cell on the court floor. 



In the event a prisoner is in a holding cell when the above behavior is observed by an 
officer, immediately notify a supervisor and call for assistance. The prisoner is to be 
kept u nder constant visual observation until back up arrives to remove the inmate for 
the holding cell and escort the inmate back to the correctional facility. 

 
The Court Supervisor on duty shall immediately notify the Correctional Facility Shift 
Supervisor of the inmate’s actions or behavior so that they can make a determination 
of the action needed based on their policies and procedures. 

 
 

INFORMATION 
 

This procedure does not pertain to the restraint of inmates necessary for security 
reasons, i.e. movement from holding cell to courtroom, while in the courtroom, etc. 

 
 

2.1062 
 
 
 
 
 
 
 
 

2.1067 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.1068 

VISITING 
 
 

Since the facility is for court detention only (4 hours or less), there are no provisions for 
visiting.  If  a prisoner (adult or juvenile) requests to see his/her attorney, and makes 
arrangements for the attorney to come to the court holding area, the attorney must be 
allowed to visit, staffing level permitting. 

 
ACCESS TO TELEPHONE 

 
Per P.C. 851.5, "Immediately upon being booked, and, except where physically 
impossible, no later than three (3) hours after arrest, an arrested person has the right to 
make at least three (3) completed telephone calls...to an attorney of his/her choice or a 
public defender. ..a bail bondsman, or a relative or other person."  A phone call to an 
attorney shall not be monitored, eavesdropped upon or recorded. 

 
The arrested person shall be entitled to make at least three (3) such calls at no expense, 
if the call are completed to telephone numbers within the local calling area. 

 
All phone calls will take place in the Humboldt County Correctional Facility after 
booking. 

 
ACCESS TO THE COURTS AND COUNSEL 

 
Due to the fact that the court holding facility is designed to hold prisoners for four (4) 
hours or less, most prisoners will not seek a visit from legal counsel. If a prisoner is to 
be transported to the correctional facility, the prisoner may (and should be expected to) 



make arrangements to meet with an attorney at the correctional facility, rather than in 
our court holding cell. 

 
However, if a prisoner to be held in our facility requests to see an attorney, and makes 
arrangements for him/her to come to the facility, an attorney visit shall be allowed, 
staffing levels permitting. 

 
Only attorneys may visit or communicate with a prisoner. 

 
All attorney's visits shall be conducted in the H-2 room, with a deputy on guard.  On 
no occasion shall an attorney and inmate be left alone unguarded.  If there is not a bailiff 
on duty to monitor the visit, it shall not occur. 

 
Attorney-client consultations are guaranteed confidentiality; therefore, the privacy of 
consultations shall be protected. 

 
2.1071 

 
 
 
 
 
 
 
 

2.1081 
 
 
 
 
 
 
 
 
 

2.1200 

VOTING 
 

If a prisoner who is a registered voter in Humboldt County is in court holding on an 
election day, and the prisoner is not expected to be released from custody at least two 
(2) hours before the polling places close, and the prisoner is capable of voting (i.e., not 
intoxicated) and expresses a desire to vote, the bailiff shall notify the Humboldt 
Correctional Facility so that an absentee ballot may be obtained. 

 
PLAN FOR PRISONER DISCIPLINE 

 
Discipline will not be administered in the court holding area or cells. If a prisoner 
violates a law while in custody, a crime report shall be taken and submitted so 
complaint or on-site arrest can be made. If the prisoner violates a holding facility rule, 
an officer shall write an incident report, and when the prisoner is transferred back to the 
correctional facility, the correctional facility will be advised of the incident. A copy of 
that report will be sent to the Humboldt County Correctional Facility. 

 
RESPONSIBILITY FOR HEALTH CARE SERVICES 

 
State Law prohibits a jail or holding facility from allowing any lack of care, whatsoever, 
which would injure or impair the health of a prisoner confined. Even though our facility 
and holding cells are for temporary holding only, this law still applies . 
Arresting/transporting officers and bailiffs are responsible for immediately notifying the 
court services supervisor and jail medical unit when the need, or likely need , for 
medical care arises. 

 
The court services supervisor and/or officers shall have the responsibility to ensure 



provisions of emergency and basic health care service to all prisoners in accordance 
with minimum jail standards.  Officers have the responsibility of summoning appropriate 
medical assistance, and for applying emergency first aid, pending the arrival of the 
medical team. 

 
Non-serious or less than life-threatening ailments, conditions, and injuries will be 
referred to the jail medical unit for treatment.  Potentially life-threatening conditions shall 
be transported to the emergency room of the designated medical center by ambulance, 
and the jail medical unit shall be notified. 

 
2.1206 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.1206.5 

MEDICAL/MENTAL HEALTH PROVISIONS 
 

Medical aid shall be summoned for seriously ill or injured prisoners in accordance with 
Section 2.1218.1 of this policy. 

 
Prisoners requiring the use of wheelchairs should be considered to have a disability that 
this facility is not equipped to handle.  Placement of any prisoners with impaired 
mobility will be evaluated by the court services supervisor in coordination with the jail 
medical unit.  These prisoners shall be transported to the Humboldt County 
Correctional Facility as per Section 2.1057 of this policy.  Prisoners having eyeglasses 
that are medically required, should be allowed to retain those eyeglasses, unless the 
eyeglasses present a danger to the prisoner or others.  Inmates who are medically 
impaired or disabled will be taken directly to court and not placed in a holding cell. 
When finished in court, they will be returned directly to the correctional facility. 

 
Pregnant and/or nursing women, mentally disordered patients, developmentally disabled 
prisoners, prisoners in need of special medical programs (including diets), prisoners 
known or suspected to have communicable diseases, and prisoners requiring 
medication, all demand services at a level that this facility may not be able to meet. 
Therefore, prisoners in these categories may be transported to the correctional facility 
per Sections 2.1003(e), 2.1051, 2.1052, and 2.1058 of this policy. 

 
 

Information regarding a prisoner's medical or mental health status shall be disclosed to 
the jail medical unit. 

 
REPORTING OF COMMUNICABLE DISEASES 

 
Prisoners may be carriers of infectious or contagious disease; such diseases may 
endanger the health of other prisoners and officers, as well as posing serious 
management issues for those concerned. 

 
All remanded/fresh arrest prisoners who are found to have a communicable d isease will 



be brought to the attention of the jail medical unit for their recommendation on 
placement. 

 
In case an employee has been exposed to a communicable disease via contact with body 
fluids, splashing of body fluids in mucous membranes or open wound, etc., he or she 
should immediately inform court services supervisor and seek medical attention. Any 
employee not already aware that he/she may have been exposed to a communicable 
disease shall be notified by the court services supervisor. Moreover, the court service 
supervisor shall attempt to determine if the affected cell was used by another prisoner 
after the infected prisoner used that cell. If it is determined that other prisoners may 
have been exposed, the court services supervisor shall notify the jail medical unit, 
whereupon they will notify the potentially affected prisoner in person, or by mail if not in 
custody. 

 

2.1207 
 
 
 
 
 
 
 

2.1208 
 
 
 
 
 
 
 
 
 

2.1212 

RECEIVING AND SCREENING 
 

All fresh arrests and remands will be transported to the Humboldt County Correctional 
Facility for booking and medical evaluation.  In the event the transporting deputy has 
knowledge of a specific illness or disability of a prisoner, he/she shall notify the 
correctional officer preparing the medical screening form. 

 
SPECIAL MENTAL DISORDER ASSESSMENT 

 
It is the responsibility of the bailiffs to maintain adequate surveillance of all prisoners 
during the shift. Any abnormal behavior, or changes in behavior shall be immediately 
reported to the court services supervisor. (Refer to Section 2.1024 regarding training). 
Service officers are especially cautioned to report to the court services supervisors any 
observation of behavior indicating possible withdrawal, hallucination, and depression. 
(Suicide prevention policies, see Section 2.1219 below.) 

 
VERMIN CONTROL 

 
While vermin and impetigo are not in the life-threatening category, they are highly 
contagious.  Any vermin infested prisoner brought into this facility shall be brought to 
the immediate attention of the court services supervisor.  It is the policy of this office to 
transfer such prisoners to the custody of the correctional facility where reasonable 
quarantine procedures may be followed.  Infested prisoners shall not be placed in a cell 
with uninfected prisoners. 

 
In the event that a vermin infested prisoner goes unnoticed, the procedures below shall 
be followed.  In all cases, the court services supervisor shall be informed immediately. 

 
It is not unusual for officers to observe what appears to be a lice infestation of a 



prisoner during processing or subsequent to placement in a cell.  The most common 
observation will involve adult lice and/or nits (eggs) on the scalp or other hairy portions 
of the body.  Lice can also infest clothing, especially along seams of inner surfaces. 

 
The three types of lice most commonly found in detention environments are the head 
louse, the body louse, and the crab (pubic) louse. The crab louse may be observed in 
the pubic area and, in some cases, the eyebrows and eyelashes. It is also possible for 
some forms of mites to be present on prisoners, including scabies. Lice do not jump, 
but transfer by direct contact with the person, clothing or other personal belongings. 

 
As our holding cells do not have a shower or laundry, there are no provisions for 
showering a prisoner or washing a prisoner's clothing. 

 
Should the facility and/or equipment be contaminated by a prisoner, the contaminated 
cell(s) shall be posted with a "contaminated" sign.  The cell(s) or area(s) shall not be 
used until after they have been thoroughly cleaned. 

 
The infested area(s) and equipment will be treated with a non-toxic pesticide, such as 
Pyrethrin.  After treatment, all area(s) and equipment should be thoroughly cleaned.  A 
heavy vermin infestation will require the services of a licensed pest control contractor. 
In the case this becomes necessary, the court services supervisor will confer with the 
Humboldt County Correctional Facility administrators for guidance. 

 
Any articles belonging to a prisoner should be sealed in a plastic bag, closed with a 
secure knot, and stored with prisoner’s belongings.  As lice cannot survive over 24 
hours away from a host body, they will soon die. 

 
Should an employee become infested with lice, he/she should report infestation as 
injury/illness in the usual manner. 

 
If  the employee's clothing becomes infested with lice, the clothing should be dry 
cleaned or washed in detergent and water at a temperature of 140 degrees. 
Commercial products such as "Silox", "R & C", and "Dri Code" are available at 
hardware stores and pharmacies to delouse clothing. 

 

2.1216 
 
 
 
 
 
 
2.1218 

SELF-TREATMENT BY PRISONER 
 

All medication will be approved and administered by the jail medical unit, except in 
extenuating, life-threatening circumstances, (heart medicine such as nitroglycerin, etc.), 
which the medical unit has already cleared. 

 
PRISONER DEATHS 



In the event that an officer discovers that a prisoner may have died while in custody, 
he/she shall immediately summon assistance and begin life-saving measures such as first 
aid and CPR.  Other employees shall: 

 
A. Summon paramedic and ambulance response. 

 
B. Apply, or arrange for the administration of emergency first aid. 

 
C. Notify the court services supervisor, who shall be responsible for notifying the 

co1Tectional supervisor in charge and the Sheriff via the chain of command. 
 

If death has indeed occurred, immediate action should be taken in advance of 
appropriate investigation.  Steps to preserve evidence and secure the scene include: 

 
A. Remove other prisoners from the scene as soon as possible. 

 
B.  Isolate, individually if possible, prisoners who were in or around the area of the 

decedent. 
 

C. Preserve the area as a possible crime scene. 
 

D. Restrict access to the area. 
 

E. Detain all possible witnesses for interview by the investigating authority. 
 

The court services supervisor will designate the appropriate deputy to complete the initial 
report.  All employees shall complete required supplemental reports, as directed. 

 
In the case of death or attempted suicide in the holding facility, the following information must 
be included in the report: 

 

3.  Date and time, if known, that the prisoner entered holding facility. 

4.  Time of last cell check, and who made the check, when victim was alive and 
well. 

 
5.  Time victim found in present condition, and who found victim. 

 
6.  Time first aid was started, what type of aid was administered, and by whom. 

 
7.  Time paramedics were called, and what time they arrived. 

 
8.  Time the victim left the holding facility. 



9.  Names of paramedics, ambulance personnel, coroner's personnel. 
 

10.  Name of Agency conducting investigation. 
 

It shall be the court services supervisor’s responsibility to see that all departmental 
policies and procedures relating to inmate death are followed. 

 
California Government Code Section 12525 requires that in any case in which a person 
dies while in the custody of a law enforcement agency, or local correctional facility, the 
agency shall report in writing to the California Attorney General within ten (10) days 
after the death, all facts in their possession concerning the death.  The written reports 
shall include incident reports, coroner's reports, death certificates, and other reports 
relating to the death.  The Bureau of Criminal Statistics (BCS) is responsible for 
maintaining the Death in Custody Reports submitted to the Attorney General. 

 
Death-in-custody reports should be submitted to: 

 
Bureau of Criminal Statistics 
Statistical Data Center 
P.O. Box 093427 
Sacramento, CA 04203-4170 

 
In the event of a death of a juvenile in-custody, a copy of the report shall also be 
forwarded to: 

 
Board of Corrections 
600 Berent Drive 
Sacramento, CA 95814-0185 

 
There will be a medical and operational review of every in-custody death of a minor. 

 
2.1218.1 

 
 
 
 
 
 
 
 
 
 

2.1219 

SERIOUSLY ILL OR INJURED PRISONERS 
 
If a service officer finds that a prisoner may be seriously ill or injured, the officer shall 
immediately summon assistance and alert the court services supervisor.  The jails 
medical unit should be immediately requested.  Should circumstances warrant, 
paramedics and ambulance may be requested. 

 
Any outside inquiries regarding seriously ill prisoners shall be referred to the Humboldt 
County Correctional Facility. 

 
SUICIDE PREVENTION PROGRAM 



Upon admitting prisoners to the court holding cells, deputies must always be alert for 
those individuals exhibiting signs of potential suicide.  (Refer to Section 2.1024 for 
training). 

 
Generally, persons at risk are: 
A. Prominent persons charged with embarrassing crimes. 
B. Persons held for alcohol or drug related charges. 
C. All juveniles held in adult facilities. 
D. Persons with a history of self-destructive acts. 
E. Individuals who state their intention of suicide. 
F. Prisoners who appear depressed. 
G. A female who has given birth within the past year, and is charged with the 

murder or attempted murder of her infant child. 
H. A male, who at this admission, is a first-time arrestee. 

 
Prisoners having visible scars on their wrists or neck indicating prior suicide attempts, 
and prisoners displaying indications of suicide intent shall not be placed in our court 
holding cells. 

 
Suicides generally occur within the first eight (8) hours of incarceration.  Additional 
welfare checks, supplementing the regular fifteen (15) minute checks, should be 
conducted and documented in the log.  The state of intoxication of a person upon 
incarceration greatly increases the likelihood of suicide.  As special attention and 
documentation of observation is critical for intoxicated persons, it is court services 
policy that such prisoners be transferred directly to the correctional facility. 

 
Isolation is generally regarded as highly dangerous for potentially suicidal prisoners, and 
officers are encouraged to place such prisoners with other appropriate prisoners rather 
than to separate or isolate them totally.  Detention environments that eliminate or restrict 
visual or verbal stimulation to the prisoner may contribute to the problem. 
Nevertheless, while it is true that any human presence can be calming to a troubled 
prisoner, employees are cautioned that professional counseling cannot be provided by 
untrained or un-licensed persons, however well-intentioned.  If it appears that a 
prisoner is totally unable to cope with incarceration, the situation shall be brought to the 
attention of the court services supervisor for transfer to the custody of the Humboldt 
County Correctional Facility. 

 

2.1220 EMERGENCY FIRST AID KIT 
 

The first aid kit is located on the wall outside H-1.  The box is marked "First Aid Kit." 
The kit will consist of numerous bandages and compresses of various sizes, tourniquets, 
eye wash with the sterile pads, burn ointment, antiseptic wipes, rubber gloves, ammonia 
inhalants, adhesive tape, pair of scissors, splinter forceps, and a CPR mask. 



Inspection of the contents of the first aid kit for purposes of replenishment shall take 
place no less than once per month during the regular inspection of the facility by the 
court services supervisor.  Inspections and replenishment shall be logged on the 
appropriate form. 

 

2.1246 
 
 
 
 
 
 
 

2.1272 
 
 
 
 
 
 

2.1280 

FOOD SERVING 
 

Food service, when applicable, will be provided by the Humboldt County Correctional 
Facility in a manner prescribed under Title 15. The court services supervisors will 
ensure that all inmates are returned to corrections at mealtime.  No food will be 
served in the court holding cells and no inmates held over the lunch hour.  

 
MATTRESSES 

 
Due to the time and space limitations inherent in a temporary court holding cell, no 
prisoner will be permitted to remain in any holding cell who would require the issuance 
of a mattress. 

 
FACILITY SANITATION 

 
The holding facility will be kept in a clean and safe condition at all times. 

 
Custodial staff are primarily responsible for maintaining the holding areas in a clean and 
safe condition.  When emergency repairs are necessary, bailiffs shall notify the court 
services supervisor at once. 

 
At the beginning of their shifts, bailiffs shall visually inspect the two cells, and sally-port 
for contraband.  If necessary, arrangements will be made to sweep and clean the areas. 

 
At the end of the court day the holding cell doors are to be locked and chained open so 
custodial staff my gain access to clean and sanitize the facilities. 
Additional dut ies : 

 
The assigned bailiffs shall also inspect lights, locks, and plumbing fixtures for damage 
and proper operation. Any defects shall be immediately brought to the attention of the 
court services supervisor. 

 
The assigned bailiffs shall ensure that booking supplies and forms, and first aid supplies 
are sufficiently available. Any items needing restocking shall be brought to the attention 
of the court services supervisor. 

 

****************************************************************************** 



 
 
 
 
 

2.1299 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.1300 

CONCLUDING COMMENT 
 

The policies and procedures enumerated in this manual are intended to reflect the most 
important considerations of the Humboldt County Sheriff s Court Services Division: the 
safety of officers, employees, the public, and the security and safety of the prisoners. 
This manual of procedures are to be used in conjunction with the Humboldt County 
Sheriff’s Department's General Orders and are subject to change by order of the 
Sheriff. 

 
The court holding cells are used in the holding and transporting of prisoners between the 
jail and courts, and as such, our custodial role is a transitory one.  Deputies will make 
every attempt to limit the holding period to less than two (2) hours for any inmate 
awaiting his or her court appearance. 

 
 

COURT HOLDING POLICES AND PROCEDURES MANUAL 
 
The Court Holding Policies and Procedures Manual shall be reviewed on an annual 
basis.  The review will occur during the month of July of each year.  In the event the 
review results in any modification to the current policies or procedures, the required or 
requested changes will be sent up the chain of command for approval.  Once approved 
the Court Services Sergeant will review the procedures with staff and document the 
update on a departmental training sheet. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.1029 EMERGENCY PROCEDURES 
 
 

 
 

A. Fire Alarm Procedures 
 

I.  When an alarm is activated, Court Security personnel will initiate a 
search for the cause the fire alarm in the area indicated on the 
courthouse alarm system.  The alarm panel is located in the main 
security station on the second floor on the courthouse. 

 
2. The Sheriff’s court security personnel will immediately notify dispatch, 

the Presiding Judge, court Executive Officer, Risk Management or 
Safety Officer and Building Maintenance that a fire alarm has gone off 
and that we are attempting to determine the cause of the alarm. 

 
Note: Evacuation is not recommended at this time.  Employees and 
inmates should be advised to remain calm and await further direction. 

 
3. If it is determined that the incident is a false alarm, Court Security will 

immediately advise each person listed above. 
 

4. In the event a fire or smoke is discovered, follow the procedures in 
Section C. 

 
5. If a determination is made that there should be a partial of full 

evacuation, Court Security will notify dispatch and the chain of 
command. Court Security will then implement the Emergency 
Evacuation Plan. 



Note: Refer to Section 2.1032 Fire Suppression Preplanning and 
Evacuation Procedures. 

 
B. Fire Alarm Critical Task List 

 
1. Notify all court supervisors via radio and pager. 
2. Begin search in the area of the alarm. 
3. Notify Dispatcl1........ ..... .. .. .. .. . ... .... ...445-73 19 
4. Notify Risk Management................445-7657 
5. Notify Building Maintenance ...........445-7621 
6. Notify Presiding Judges ..................... 269-1291 
7. Notify Court Administration .............. 269-1263 

 
C. Actual Fire Procedures 

 
1. Any person discovering fire or smoke shall IMMEDIATELY : 

 
a. Activate a fire alarm pull-box located in the hallways. 
b. Notify dispatch, reporting exact location and type of fire. 
c. Dispatch will notify the fire department and court supervisors 

will direct a member of the department to meet the responding 
units. 

d. If it is determined by the Supervising Officer in Charge that an 
evacuation is necessary, the emergency evacuation plan will be 
implemented. 

 
2. Attempt to extinguish small fires with fire extinguishers or wall mounted 

fire hose.  Be certain to use the appropriate extinguishing agent for the 
type of materials used. 

 
a. DO NOT use water on any materials other than ordinary 

combustibles (i.e. wood, paper, etc.) 
b. NEVER use water on energized electrical equipment. 
c. NEVER enter or remain in any environment where toxic fumes 

or smoke may be present.  Burning products such as plastics, 
create deadly fumes. 

d. Once the fire department is summoned for assistance, Do Not 
Cancel them . Escort them to the scene to evaluate the extent 
and origin of the fire. 

 
3. If advised by the Supervisor in Charge via radio or verbal command, all 

available personnel shall report for assignments.  Bailiffs assigned to in- 



custody matters shall return prisoners to the court holding area if 
directed. 

 
4. In the event evacuation is required: 

 
a. Refer to the Emergency Evacuation Plan 
b. Be sure to close doors behind you. 
c. Do not break windows to vent smoke. 
d. Do not use elevators. 

 
5. Follow the procedures in Section 2.1032 EVACUATION 

PROCEDURES and Assignments Fire/Evacuation. 
 

NATURAL D I S A S T E R S  
 

In the event of a natural disaster (earthquake, etc.) render critical first aid and follow the 
evacuation procedure if necessary or when ordered.  Refer to Departmental General Orders 
99-2 Disaster Response, Employees. 

 
EVACUATION PROCEDURES 

 
IMMEDIATELY notify the Division Commander or Supervisor in Charge (SIC). 

 
IF evacuation is needed due to smoke or fire in the Courthouse, PROCEED via the stairwells. 
DO NOT USE THE ELEVATOR! 

 
DO NOT proceed via stairwells until they have been declared clear. 

 
I.  If  evacuation is needed there are four stairwells on the court floor (see diagram), o n e  

on the West side and three on the East side.  In case of fire in either of the stairwells - 
EXIT VIA THE CLEARED STAIRWELL.  The holding cells will be evacuated 
one at a time.  The order of evacuation will be determined by the SIC. 

 
2. In case of evacuation, bailiff assignments have been designated by court room numbers 

(see attached assignment sheet). 
 

3. If  evacuation is needed due to fire or smoke below on the first floor and the stairwells 
are not passable, the stairwells may be used to proceed up to the fourth floor, then exit 
onto the refuge located on the roof of building B (the roof above Court OPS) to await 
rescue. 

 
4. If  the fourth floor is not passable, proceed to the top of the fifth floor and to the east 



roof refuge to await rescue. 
 

5. When evacuating in-custodies, using public stairwells, chain all in-custodies together 
and use the 4th Street access to the jail. 

 
EVACUATION OF THE HAND-I-CAP 

 
l.  Identify all the disabled and move them to a safe refuge area as identified by the SIC. 

Wait for extraction by emergency personnel.  Continue to re-evaluate the safe refuge 
areas as needed and take appropriate steps to remove the hand-I-cap as needed. 

 
 

1. REMEMBER to re-con all stairwells before proceeding with an evacuation. 
 
 
 
 

FIRE/ EVACUATION 
ASSIGNMENTS 

 
SECOND FLOOR 

 
Each Courtroom Bailiff is responsible for the following: 

 
Court Room # 1 

#2 

#3 
#4 
#5 
#6 

#7 
#8 

In-Custodies 
"I" Street Stairwell 
Check North Side of floor 
Check South Side of floor 
Monitor Elevators 
Check East Hallway 
5th Street Stairwell 
4th Street Stairwell 

    
Back-up Officers will assist in moving the in-custodies and the hand-i-cap. 

Deputies not assigned will report to SIC for assignments. 

Always use Exits free of fire or smoke. 
Do Not use Elevato



ESCAPE 
 

In the event of an escape from the holding area or courtroom transmit an escape alarm via your 
radio and or panic button. Immediately notify your supervisor as to the description of escapee 
and direction of travel, and follow the listed procedure. 

 
1. Officers involved will notify their supervisor and provide the identification of the inmate. 

2. The supervisor will direct officers to search in the direction of escape. 

3. The supervisor will contact Sheriff s dispatch and Central Control with the following 
information: 

 
a. The escapee's name 
b. Physical description and clothing description 
c. Possible direction of travel 

 
4. The supervisor will notify the chain of command. 

 
5. The supervisor will obtain all crime reports prior to the end of the current shift. 

 
Officers discovering a possible escape and lock down their area and conduct a count of 
inmates. All inmates will be returned to the Jail Court Officer. 

 
1. The supervisor will contact the correctional facility's central control and request a lock 

of the court holding cells the court supervisor will be immediately notified.  If a determination is 
made by the supervisor in charge that the security of the holding cell area or the courtrooms are in 
danger of disruption the following will occur: 
 

1. Supervisor will notify dispatch to notify the Sheriff, Presiding Judge and request back 
up be sent to the court floor. 

 
2. Supervisor will order bailiffs to secure their courtrooms (lock outer doors, staff to 

judge’s chambers). 
 

3. Supervisor will order all inmates returned to the holding cell area and returned to the 
correctional facility via the secure stairwell. 

 
4. Bailiff s will stand by for further orders. 

 



down and provide identification of the possible escapee if known. 
 

2. The supervisor shall order a search of the court facility and perimeter. 
 

3. The supervisor will notify the chain of command immediately. 
 

4. The supervisor will coordinate with the Humboldt County Correctional Facility until the 
investigation is completed and any necessary crime, incident or supplemental reports 
have been completed. 

 
Refer to Humboldt County Correctional Facility Policies and Procedure-Inmate 
Escape E-004. 

 
DISTURBANCE I N  THE HOLDING AREA  

 
In the event of a disturbance within the holding area, transmit an emergency alarm or request 
assistance via radio.  Notify the Jail Court Officer and attempt to defuse the situation. 
Administer first aid if necessary. Submit a written report to your shift supervisor documenting 
any injuries and the circumstances of the disturbance . Complete any crime or incident reports 
prior to the end of the current shift. 

 
CIVIL DISTURBANCE 

 
In the event of a civil disturbance occurring in the courthouse or on the court floor in the vicinity 
of the court holding cells, the court supervisor will be immediately notified. If a determination is 
made by the supervisor in charge that the security of the holding cell area or the courtrooms are 
in danger of disruption the following will occur: 

 
2. Supervisor will notify dispatch to notify the Sheriff, Presiding Judge and request back 

up be sent to the court floor. 
 

3. Supervisor will order bailiffs to secure their courtrooms.  (Lock outer doors, staff to go 
to the Judge's chambers.) 

 
4. Supervisor will order all inmates returned to the holding cell area and returned to the 

correctional facility via the secure stairwell. 
 

5. Bailiff s will stand by for further orders. 
 

HOSTAGE POLICY 
 

In the event of a hostage situation, contain the suspect and the hostage.  Do not negotiate with 
the suspect.  Use of deadly force will be used as a last resort and only when a life is in 
immediate peril (Sheriff’s Department General Order 92-3).  Delay the suspect and follow 
Departmental  General Order 99-1, Hostage Negotiations, Barricaded Suspects. 

 
  



USE OF FORCE POLICY  
 

In accordance with the department's Use of Force Policy (General Order 92-3), deputies shall 
exercise good judgement in any use of force. Personnel using any force against an individual 
will make an oral report to their immediate supervisor as soon as possible, followed by written 
report on form H.C.S.D. 0075.9 "Use of Force". 

 
TESTING  OF EMERGENCY EQUIPMENT 

 
Emergency equipment including back-up lighting systems, panic alarms and general conditions 
in the courtroom and holding cell area shall be visually checked on a daily basis with any 
concerns documented and forwarded to the court supervisor on duty.  A full testing of all alarms 
will be conducted on a weekly basis.   Should any alarm be found inoperative any emergency 
equipment defective, the supervisor shall report the defective item immediately. 

 
Report any safety hazards discovered immediately, using FORM RMOS-Safety Hazard 
Condition Incident Report. 

 
Note:   prior to testing any panic alarms the following offices must be notified: ` 
 



                             1.          Sheriff’s  dispatch ............................. ......445-7319 
2. Advanced Security Systems ................... 442-0681 

 
Note:   prior to testing man-down alarms, notify all officers that a testing is occurring! 

STORAGE OF SECURITY DEVICES 

Inspections of security devices including necessary equipment for evacuations (chains, 
handcuffs, leg irons, etc.) shall be inspected at least quarterly.  These items shall be kept in 
either the main security station outside the holding area, or locked in storage lockers outside the 
holding area. 

 
No weapons, ammunition, chemical agents or other weapons shall be stored inside the sally 
port of the holding cell area.  These items will only be stored in locked gun cabinets in the main 
security station. 

 

Deputies will check out holding cell keys at the beginning of their shift, to be returned to the 
main security office on the court floor.  The court supervisor will account for the keys at the end 
of shift and place them in the locked key box. 

 
3.0000 GENERAL H.C.C.F. PROCEDURES 

 
Personnel will need to refer to the following Humboldt County Correctional Facility Policies and 
Procedures. 

 
E-1 Implementation of Emergency Plans 
E-2 Responsibilities and Authority of Command Officers in an Emergency 
E-003  Earthquake After Action 
E-4 Inmate Escape 
E-5 Evacuation Plans 
E-6 Facility Lock down 
E-007  Fire Plan 
E-8 Hostage  Situations 
E-9 Inmate Death Investigations 
E-013  Inmate Disturbances and Riots 
E-014  Bomb Threats 
E-015  Suicide Prevention 
E-016  Toxic Spills 

 
F-017   Court Movement and Staging 
 

G-1 Control Holds 
G-2 Use of Restraint Devices G-003   
Use of Tear Gas 
ADDENDUM 

 
Humboldt County Facility Emergency Action Plan 



COURT HOLDING FACILITIES 
 

PROCEDURES 

ADDENDUM: JUNE 2014 

 
 

TITLE 15 SECTION: 
 

1024. COURT HOLDING AND TEMPORARY HOLDING FACILITY TRAINING: 
 

All regularly assigned deputies to Court Services have completed a POST certified Police 

Academy and are tenured Deputy Sheriff ll's. Each deputy receives 6-8 hours annual 

training in use of force, which includes, but is not limited to, pain compliance techniques, 

handcuffing, use of OC spray, Tasers, and lethal force. In addition to this training, each 

deputy assigned to courts is mandated to read the policy and procedure manual for Court 

Holding and receives informal field training by their supervisor and experienced bailiffs. In 

addition, the deputies must complete 24 hours of POST certified training in every two year 

training cycle. This training includes, but is not limited to, Forced Option Simulator, First Aid, 

and Policy and Procedure 

daily training bulletins. It should also be noted that all annuitants working in Court Services 

receive the same training as regular deputies and all of the annuitants have a minimum of 

25+ year's law enforcement training with the majority retiring with a supervisory rank. 

 
1028. FIRE AND LIFE SAFETY STAFF: 

 
One of my regularly assigned Bailiffs has been assigned to Court Services for the past 17 

years. He is a certified EMT I, and is currently an Acting Captain in the Volunteer Fire 

Department in Fortuna California, where he has been employed for the past 30 years. He 

has an extensive first aid bag that meets annual inspections from Public Health. It should 

also be noted that if there is any kind of medical emergency in courts, the Humboldt County 

Correctional Staff Medical responders are within seconds from the incident. The Correctional 

Facility and Courthouse 

share the same building and are connected by stairs and an elevator. If my qualified Fire 

and Safety Officer is off duty, the bailiffs fall under the Humboldt County Correctional 

Facilities policy and procedures in this area. The Courts also have a wheel chair that can be 

used if an inmate is in need of one after a court appearance. It should also be noted that 

the Courthouse is centrally located in  Eureka and the response of Fire paramedics and 

ambulances are within minutes of the facility. 

 
Court Services has an emergency evacuation plan in place and the bailiffs have the plan 

affixed to their courtroom podiums. Each bailiff has a particular responsibility during an 

evacuation and 



it is spelled out on the procedure for their courtroom. The bailiffs escorting the inmates from 

the jail to courts also have unique responsibilities during an evacuation, and their plan is posted 

next to the stairwell and elevator. The plan is reviewed on a continual basis. 

 
1029: POLICY AND PROCEDURES MANUAL: 

 
There are (4) Court Holding Cells. One of the four Holding Cells is used by Juveniles only, as they 

are transported from Juvenile Hall on an as needed basis. The juvenile holding cell is isolated 

from the adult holding cells, and the juveniles are under constant supervision by the Probation 

Officers that transported them to the Courthouse. 

 
Each day the holding cells are inspected by a bailiff to ensure that there is no contraband left in 

the cell, the plumbing is functioning (each cell has a functioning toilet and sink), and the cell has 

toilet paper. The Court Services supervisor inspects the cells on a monthly basis and denotes 

the inspection on a log placed in the Court Services Sergeant's Office. Each cell is cleaned every 

week by the Courts custodial staff. In addition, there is a log sheet place on each Holding Cell 

door to be completed whenever an inmate is placed in the cell. The inmates name, gender, 

custodial status (segregation, house alone, protective custody, and general population) is 

denoted on the log, as well as, the time the inmate enters and exits the cell. The observation 

times that the bailiff's check on the inmate is also denoted on the log. Visual inspections are to 

be done no later than every fifteen minutes. Visual inspections are logged. The average length 

of stay in a holding cell is about 15 minutes. The holding cells are never occupied by more than 

one inmate at any given time. The bailiff placing the inmate in the cell, or removing the inmate, 

signs the log. Each month the logs are changed and the used logs are placed on a clip board in 

the Court Services Sergeant's office, available for inspection. The Holding Cells are inspected 

annually by the State of California. 

 
Key control is accomplished as follows. There is a locked key box in the Court Services office. 

The lock box contains 8 sets of numbered keys that are assigned to bailiffs on a daily basis. The 

keys open the bailiff's office, secured court hallways, the stairwell leading to the Correctional 

Facility, the elevator connecting courts with the Correctional Facility, and the holding cells. The 

key box also contains keys for the Jury Deliberation rooms and gun lockers. The lock box 

inventory is checked every night before locking. Each key is numbered and entered in a Key 

Folder located in a file cabinet in the Court Services Sergeant's office. The log contains the 

information of where each key is issued. A copy of the Key log is also given to the Court 

Administration Officer via the Court Custodial Supervisor. 

 
The Humboldt County Correctional Facility administration reviews, evaluates, and documents 

internal and external security measures annually. 

 

 

1030. Suicide Prevention Regulation



Court Holding deputies strictly follow the Humboldt County Correctional Facility policies and procedures 

relating to Suicide Prevention Regulation section (k) Plan for mental health consulation following 

return from court,  as  determined by the mental health director. 

 

The Court Holding Cell Policy and Procedure Manual is located in the Court Services Sergeant's 

Office, in the Sergeant's in basket, and is accessible to the bailiffs 24/7. 

 
1046. DEATH IN CUSTODY 

 
In the event of an inmate death while in Court and/or in a Court Holding Cell, the review will fall 

under the Humboldt County Sheriff's Office authority. The protocol will mirror the Humboldt 

County Correctional Facilities in-custody death policy and procedure. 

 
Upon receipt of a report of death of a minor from the administrator, the Board may within 30 

calendar days inspect and evaluate the jail, lockup, or court holding facility pursuant to the 

provisions of this subchapter. Any inquiry made by the Board shall be limited to the standards 

and requirements set forth in these regulations. 

 

1047. Serious Illness or Injury of a minor in an adult Detention Facility 

 

Prisoner Deaths 

 

2.1218 (i) Juveniles are brought to the court facility under the supervision, care, and 

responsibility of the Probation Department. The probation department is responsible for 

notifying the court of jurisdiction and the parents, guardian, or person standing in loco parentis. 

 
1051. COMMUNICABLE DISEASES: 

 
In the event of an inmate having a communicable disease, the Humboldt County Correctional 

Facility medical staff denotes the health issue and classifies the inmate as medically segregated. 

The jail staff documents each inmate's classification rating and notifies the bailiffs of the 

classification before the inmate comes to court. If the inmate has a contagious health issue 

that cannot be adequately neutralized, the Judge is made aware of the issue and a decision is 

made to keep the individual at the jail until he or she can come to court in a safe manner . 

 
DETENTION OF MINORS: 

 
Minors are in the custody of the Humboldt County Probation Department and are house in 

Juvenile Hall which is located within 5 miles of the Humboldt County Courthouse. When a 

minor needs to appear in court, he or she is transported by one or two probation officers to the 

Courthouse. The Probation Officers and inmate enter the Courthouse via the secured basement 

parking area . The bailiffs are notified by radio that Probation is in the basement, at which time 

we request the Correctional Officer operating the secured elevator send the elevator to the 

basement to bring the Probation Officers and juvenile to court. Once on the elevator landing for 

the courts, the bailiff will escort the Probation Officers and inmate to the appropriate court. If 



the court is not ready to hear the inmate's matter, the juvenile will be placed in the court 

holding cell. The Probation Officers will sign the log and remain at the holding cell to observe 

the juvenile through the large window of the holding cell. All aspects of the juvenile's behavior 

while in the holding cell are monitored by the Probation Officers. When the court is ready to 

hear the juvenile matter, the court notifies the bailiff, who notifies the Probation Officers, who 

escort the juvenile into court and remain with the individual until the hearing is over. When the 

hearing is concluded the inmate and Probation Officers return to the basement, via the 

elevator, and return to Juvenile Hall. While at the Courthouse, the juveniles are segregated from 

the adult population at all times pursuant to Welfare and Institutes Code 

Section 208.  There is never contact between the adult and juvenile e inmates while in the 

Courthouse. 

 

The Court Holding Cell Policy and Procedure Manual is located in the Court Services Sergeant's 

Office, in the Sergeant's in basket, and is accessible to the bailiffs 24/7. 

 

1051. COMMUNICABLE DISEASES: 
 

In the event of an inmate having a communicable disease, the Humboldt County Correctional 

Facility medical staff denotes the health issue and classifies the inmate as medically segregated. 

The jail staff documents each inmate's classification rating and notifies the bailiffs of the 

classification before the inmate comes to court. If the inmate has a contagious health issue 

that cannot be adequately neutralized, the Judge is made aware of the issue and a decision is 

made to keep the individual at the jail until he or she can come to court in a safe manner . 

 
DETENTION OF MINORS: 

 
Minors are in the custody of the Humboldt County Probation Department and are house in 

Juvenile Hall which is located within 5 miles of the Humboldt County Courthouse. When a 

minor needs to appear in court, he or she is transported by one or two probation officers to the 

Courthouse. The Probation Officers and inmate enter the Courthouse via the secured basement 

parking area . The bailiffs are notified by radio that Probation is in the basement, at which time 

we request the Correctional Officer operating the secured elevator send the elevator to the 

basement to bring the Probation Officers and juvenile to court. Once on the elevator landing for 

the courts, the bailiff will escort the Probation Officers and inmate to the appropriate court. If 

the court is not ready to hear the inmate's matter, the juvenile will be placed in the court 

holding cell. The Probation Officers will sign the log and remain at the holding cell to observe 

the juvenile through the large window of the holding cell. All aspects of the juvenile's behavior 

while in the holding cell are under the Constant visual  and response  of the probation 

department.



Title 15 1122.5 Pregnant Minors 

 

This court facility uses the jail policy HCCF G-002 Use of Restraint Devices for pregnant 

persons. 
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