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PREFACE 

WHO SHOULD USE THIS DOCUMENT - AND WHO WON'T NEED TO: 

Although the title of This aocument, ~ .lQ Collect ~ Anelyze ~ 
.h ~,lanual .f.Qr: Sherjffs anei .J.til ili!.rrjnistrators, should make it clear that 
this document has been written for individuals who are in pol icy-making 
roles in correctic.rls, of"his aO'2sn''t imply that others in the chain ef cor~

manei, from I ieutenclnts to ! ioe ufficers, won't also find it helpful. On the 
contrary, it should be h~lpful to anyone who suddenly fjn~s themselv~s in 
the position of having to gatner information about jai I problems, pol icies 
and pract i ces. H.Q~ .:!:.Q Co I I ect.Qll.Q Ana I yze ~ concerns i tse I t IV i th L,oih 
on-going and special i::,sue data collections in local jai Is. 

Those of you Itho have been involved in doing in-house data cellec
tions, who heve crime analysts or statisticians on your staffs will find 
that many of the i terns covered in thi s manual are fam iii cr. Thi s manual is 
not intended for cr-irni"al justice pol icy analysts, planners, c·r other 
indivicuals \lhorE:;~ularly \\'orl: \'lith statistics 1 inforr.lation si'~.ter.s or 
techniques I ike systsr./s analysis. 

WHAT THIS MANUAL II/ILL - AND \YILL NOT - DO: 

This nanual can not be Ed I things to. all people. It will not teach you 
everything you ever needeC to ~now about statistics, but it wil I make you a 
more informed consumer of the statistics you receive. It will also provide 
a ~ explanation of corrmon siatistics thc:.t is vlritten in English, not 
stat i st icc I j argon. It w i I I not teach you how to des i gn the most up-to
date computerized mc.nc.;emer.t i nforrr,ation system, but it will hel p you 
identity the elerrents thaof" 5r,ould be included in such a system and will 
provi de some hel pin S€7ti rog J[J a manual information system. It will not 
make you into a criminal justjCE: pol icy analyst, but it \,Iill give you the 
opportunity to analyze somE: real dota and show how that information was 
used in pol icy ce:ision-rjlckirlr: in other criminal justice systems. 

This manu~1 ha£ several 90Bls: 

1. to identify reaSOilS ~:hy cOirections pol icy-makers should collect 
dota; 

2. to "de-mystify" stetist:cs and data collection procedures; 

3. to provide tirs on no\'- to collect data in the simplest, easiE:st, 
r:l0St efficien-~ I~ay r:-ossible that allows pol icy-makers to draw 
val id concl Lsions; 

4. to pro'! i de an oppor-tun i ty to pract ice your ana I yt i ca I sk j I I s; and 
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5, to provIde guIdelInes whIch ensure that the information collected 
can be dIsplayed clearly and effectIvely so that county officials, 
other agencies and the public can understand it. 

A WORD ABOUT GOOD DETECTIVE WORK~ 

I hope that you find this manual to be a useful tool whIch introduces 
you to a new way of understanding and solving problems. Statistics are just 
one more tool that managers can use to "get the facts". That's all ~·hat 
analysis really is. Analysis is very much I ike good detective \;JorK. It 
Involves looking at a series of facts and trying to piece togeth~r a 
picture of what has happened. 

Those of you w hose background is in I aw enforcement cetua I I Y have c 
head start on many Individuals who are just beginning to try to analyze 
information. Many of the ski lis are the same. You will sti II need to "pi ay 
your hunches ll • You still need to think things through deductively. The 
tool s that you will be usi ng may be strange to you at first, but once 
you're used to them, they'll be 6S comfortabl e as the tool s you've used to 
solve your cases. I hope this manual makes you feel more at home with data 
and encourages you to try to apply these tools to solving the problems your 
jai I and your crimInal justice system face. 

Gall ElIas, 1982 
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HOW TO COLLECT AND ANALYZE DATA 

INTRODUCTION 

P-t times, correctional systems appear to be slowly sInking under ihe 
weight of their own paperwork. Together with law enforcemert end the 
courts, j a II s document tremendous amounts of i nforrnat ion. 

• Law enforcement officers complain about the paperwork assoclctee 
wIth arrests and complaints. 

• Court personnel document countless appearances and cispositions in 
addition to the text cf every hearIng. 

• Jail staff document details, like descriptions of inmate property, 
operational procedures, head counts, Incidents which occur while an 
indIvidual Is In custody, etc. 

ConsIdering the vast amounts of time involved in thesE: cctlvities, it 
is frustrating end dlsh~artening to think that so little of the information 
is captured so that It can easily be retrieved and used for ~anagement 
decIsion making. However, this state of cffalrs Isn't too surprIsIng when 
you stop to thInk about the purpose cf the multiple record keepIng systsms 
found in the criminal justice system. These systems are designed to store 
informatIon about people or event£; Information is put tegether on t! "Cf:.SE:: 

by case" or "event by event" basis. Ttw We)' in which information is identi
fied for each system often makes it impossible to look for informatIon in 
any otrer way searching through the entire record keeping system, file by 
f II e. 

TRADITIONAL RESOURCES HAVE FAILED TO HELP 

When SherIffs and Jai I Administrators have tried to learn how to 
collect jell data or set up a management information system in the jail, 
many found that the traditional resources avail able to them were very 
helpful. Usually, they turned to one of the fol lowing resources: 

• statl st I cs coursework; 
• Information SYSTems coursework or computer programming; and 
• research methods. 

RESOURCE #1: INTRODUCTORY STATISTICS COURSES 

Most statistics courses focus on mathematical foundations of statis
tics, derivatIons, and computation, which are things most correctional 
managers don't need to know. Calculators can perfor~ these computations for 
you. And memorizing statIstical formulae doesn't make a whole lot of sense, 
since they are readily avcdlable in texts or pre-programmed calculetors. 
Yet frequently, that's wha:- success in statIstics coursework requires. 

In addition, most statistics courses require breakinG through a sta
tistIcal language barrier. Not only do you have to deal with mathematical 
formulae, but you also have to de~1 with phrases I ike, "ninety-five ~crc8rt 
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confidence intervals", "significant at the .001 level", and "non-parametric 
tests of significance", which mean little at first exposure to statistics. 
And the explanations of these terms are often worse than the terms them
se I ves I lliLS MANUAL MAKES .fJ .GQNCERIEQ .EfTIlBI IQ .s.IAY .PJJ..AY. .EB.QM STAT I 5T' CAL 
JARGO~ From time to time, this manual wll I tel I you what the statistical 
term is for the concept we've been discussing in plain Engl Ish. This may be 
necessary as preventive medicine - so that you don't suffer cardiac arrest 
the first time a serious student of statistics starts throwing Standard 
Deviations and Sam?1 ing Schemes at you. If any statistical terms are intro
duced, they'l I be defined in the text end then summarized in Appendix A: A 
Dictionary of Statistical Terms for Non-statlstician~ 

In the long run, introductory statistics classes don't deal well with 
analYSiS, which is precisely what the Sheriffs and Jail Administrators hope 
to get from these courses. Analysis is really just the process of figuring 
out what something means and what, If anything, can be done about it. 
Statistics are tools that can aid In the process, not the process itsel f. 
Sheriffs and Jail Administrators need to apply this tool to solve "r€61-
I I fe" prob I em s. I nstead, I n most statl st I cs c I asses, they get e ser i es of 
instructions on how to make the tool. As a result, beglnr·lng statistics 
courses leave most Sheriffs and Jail Administrators frustrated, confused -
or very, very bored. Th is manuc I will avoi d stati stl ca I jargon, focus on 
statistical assumptions, and expose Sheriffs and Jail Administrators to 
data analysis and its resulting statistics. 

RESOURCE #2: INFORMATION SYSTEMS SEMINARS 

Information systems seminars often focus on the machine and forget 
about the information. This falls to help many Sheriffs and Jail Adminis
trators, because many organizations can't afford to purchase or design 
their cwn automated (computerized) information system. And many Sheriffs 
and Jal I Administrators attend these seminars to find out the data elements 
they shculd Include in any system they may develop at a later date. 

jl,ctual'y, the process for deSigning a manual system is a precursor for 
designing an automated system. Hcw8ver, many system designers don't empha
size. this point, because they have an investment in your purchasing their 
hardware (the computer) anC their software (the programs}. This may turn 
cut to be a sizeable investment ~hen programs have to be tailored to meet 
the needs of a specific department. Sheriffs and Jedl Administrators V/ho 
don't have the resources to invest ina systero. of i'h is type may hop€; ttc y 
can buy a mini-computers and program It to meet their needs. Hcwevbr, 
problems in learning programming languages and In making the time commit
ment associated with entering data into the computer frequently make these 
i nd I vi dua Is re-cons I der. 

Frequently, too, the language associated with information systems is 
even more confusing than that associated with statistics, but everybody 
picks up the "buzz words". And conversations are spiced with words I ike, 
"Data base, integrated, distributive network, and others. None of this 

• 

I • 

seems to help much when al I you really wanted to know is how to reorganize • 
your f i I es so that you cou I d find out how many pre-tr i a I felons you hel d 
for more than a month in 1980 by some easier method than looking at al I the 
prisoner flies and the shift activity sheets for that year. In frustration, 
many Sheriffs and Jail Administrators throw up their hands and continue 
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HOW TO COLLECT AND ANALYZE DATA 

gatharlrg information I ike they ha~ in the past, cr they ~en't cel lect the 
information at cll. This rr.Bnual will provide assistance in cesignins a 
manageable, manu~1 information system. 

RESOURCE #3: RESEARCH METHODS 

Sheriffs and Jarl Administrators who try traditional research or 
program eValuation courseworl'. actually may have more of their specific 
questions answered than those who try tht: previously IT,entioned resc·urces. 
Research methods or program evaluation coursework wil I provide some ~n5wers 
for these who want to knclw how to go about defining problems, designing 
questionnaires, and organizing daTa cellections. 

However, there are several problems attached to this resource 6S well. 
Research methods too, has a language of its own) t:nd the comple>:ity of 
research designs which require control and experimental groups ~ay seem 
unreal istic to Sheriffs and Jell Administrators who rapidly cor"e to the 
cone I us ion th at th e researcher th Inks th e organ i z at I ona I war I d r evo I ves 
around his/her research. This simply isn't and can't be so for correctiuns. 

The jai I's often competing missions of safety, security and service do 
net mesh well with traditionel research models. As a result, there is a 
tendency to "th row cut the liaby with the bath water" and disregard aspects 
of these courses which are useful, because other aspects makE; very little 
sense to Sheriffs and Jal I Administrators who are faced with real decisions 
and real problems. This manuel ~lill provide " r eal \'Iorld" research risthods 
that can hel p with jai I management. 

ADDITIONAL RESOURCES: 

Within thE; last year, a number of manuals and materials that deal with 
data collection issues have been publ ished by a variety of agencies. Unfor
tunately, many of these resources are unknown to Sheriffs and Jail Adminis
trator~ Many of these manuals are very, very thick documents, which intim
idate by virtue of their very size. Other documents are written by plan
ners, for planners, and assume thai the r&ader shares a commcn undE:r stand
ing of terms and techniques with the writer. These tend to be somewhat 
difficult for non-plarners. At the end of this document in Ap~endix 8 is an 
bibl iography of data col/ection manuals and materials \'lith some comment:, 
regardinG their contents. In acdition, in that section, s€VE:ral statistics 
and evaluation texts, as well as other books on the subject ere I is-ted. 
These shou I d be hel pf u I to thuse of you gettl ng started co I I ect I ng c,nd 
analyzing data and these of you who are organizing an information system. 

In spite of the fact thc:t a considerable amount of meterial has been 
developed over the last year or two, there is stili a surprising lack of 
mater I al s and resources for those who need to ~ I NEORMAT I ON abod hC~1 
to collect oata in their correctional faci! itles. This manual lI'ill help 
fil I that gap by identifying: 

1. why you should collect data; 
2. how to identify the information that is needed; 
3. how to organize a data collection; 
4. how to locate and capture that information; 
5. how to put the date collection together; 
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6. how to analyze the Information; 
7. how to Interpret the results; and 
8. how to share that Information most effectively. 

This manual also includes the following resources you r.iay find useful 
in ccllecting data: 

1. Co list of common data elements that jaiis should begin to collect; 
2. ~ description of the skil Is needed to collect data; 
3. ~ list of common places where data elements are found in jeils; 
4. a model manual information system; 
5. c> sample data collection sheet, code book and a corresponding SPSS 

(Statistical Package for the Soclel Sciences) Progrr~ th&t woul a 
process it; 

6. a short introduction to descriptive statistics; 
7. a ser i es of programmed I earn i n9 exerc I ses to be used to pract i CG 

your analytical skills; and 
8. a series of examples of charts and graphs that can be used to 

display data. 

hope that you find these resources hel pful In 
that you adapt them and improve upon them to meet your 
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HOW TO COLLECT AND ANALYZE DATA 

CHAPTER ONE: 

WHY GOOD MANAGEMENT REQUIRES GOOD INFORMATION 

!NTRODUCTION: 

I n the past, manag I ng j a I Is was cons I dered to be someth I ng so bas i c 
that there was nothing to It. However, in the 1970's, Il'ith increase.d court 
Intervention In correctlon~1 matters, demands for better management of 
correctional faci I Itles iiicreased. The courts dlscoverec that often the 
difference between a "Constitutional jail" and an "Unconstitutional jail" 
was the way in which the. faci! ity was managed. Since good managElrr.ent rei ies 
strongly en good informatic:!:, Sheriffs and Jail Admini::.trators found that 
their organizational world had just become a much more complex place In 
w h I ch to worle. 

As a result, "professional management" arrived in correctional facll i
ties. Sheriffs and Jal I Administrators were Introduced to a number ef 
techniques, such as cost-benefit analysis, management by objectives (~:BO), 
and organization development (00) that were designed to help them improve 
organizational performance. Sometimes these techniques were very helpful, 
and sometimes less so. In analyzing their relative successes and fcilures, 
the relative ability of the organization to generate.Q.Q.Q.d.....Y..il.IJJ1 inforn,a
tion about its problems emerged as a critical variable. 

WHAT IS MANAGEMENT? 

~~anagement is most I y about mobil I zing the resources of an organ I za
tlon~ In this case the jail, to solve or "deal with" problems. In many 
r;;ases, problems are not "solved" In the sense that they "go away", but the 
organ Izati or: finds a way to manage them more effect I vel! y. Unfortunate I y, 
most of the problems confronting jails today are far more comple~ HowBv0r, 
a basic managemert formula appl ies to analyzing both simple anc; corrplex 
situations. It consists of five steps. 

1. FACTS are gathered. 

2. FACTS are interpreted in light of the organization's rvilSSION and 
persona I VAL U ES. 

3. ALTERNATIVE SOLUTIONS are developed. 

4. A DECISION is made. 

5. ,A,CTION is taken. 

AI I of the elements in the formula are critical to it:: success appl i
cation. FACTS are the foundation on which everythin~ which fellows depends. 
If the facts are wrong, you are likely to reach the wrong conclusion, make 
the wrong decision, and take the wrong action. Good detectives don't bring 
a case to court unless they've gathered the evidence. r~rrectlonal nlcnagers 
are in precisely the same position. They should avoid making pol icy deci-
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sions without the best available information. This manual will provide 
gu I de lines in th is method cf gett 1 ng th e FACTS. 

WAYS TO GET THE FACTS: 

There are two major ways in which facts can be gathered. They are: 

• by qual itative methods; and 
• by quantitative methods. 

Quantitative methods rei y on numbers to tell us someth I ng about an 
event or phenomenon; they usually focus on questions I ike, "HolY often?" or 
"How much?". Qualitative methods describe an event or phenomenon. Law 
enforcement professionals use qual itatlve methods al I the time. Two of ths 
most common I y L!sed qua I itatl ve' methods are: 

• interviews; and 
• observ at ion. 

Qual itatlv€ methods are; excellent tools for problem solving. However, 
even In the hands of trained observers and interviewers, there are some 
problems attached to using them. First, as human beings, we have certeln 
perceptLal ciases; we hold certain values and assum~tions about the way the 
vlorl G operates. And we interpret all information in the I ight of thesE': 

• 

biases and assunlptlons. Qual itative tc·()ls provicE.l few "checks" or. thE:Se • 
bioses. 

Another problem associated with qualitative measures lies in the fact 
that "where vie s it often determ i nes where we stand". P.II the actors in the. 
criminal justice system have specific sets of tasks that they perceive as 
thE:ir "mis=.ion". These, together with the expectations that other indi
viduals have of them comprise their rolE. Because of their roles, the mejor 
actors are apt to see the same event e I ittle differently. For example, an 
individual charged with major narcotic sales may post bond while the court 
is del iberating. The Court has no problem with this as long as the defend
ant comes to court A crowded j~11 may see the individual as a relatively 
gooe ri~.k for releasE since he/she is not a violent criminal. Hcwever, law 
enfercement will probclt:,ly havE' c mejor proDlem with this, because they 
suspect (with good reason) that this Indivlducl will probably cisappear. 

If a researcher approached these actors, with this case fresh in their 
minds, with questions about changing bonding procedures, undoubtecly dif
ferent reactions would emerge from th~ persons who were interviewed. With 
qual itative methods, the researcher would obtain a great deal of rich, 
descriptive information, but there would be no way to evaluate how often a 
situation I ike the one cited above actually occurs. Nor coul c the re
searcher tell how many less spectacular individuals bond out cf the jail 
und~r fer less dramatic circumstances. 

~ithout quantitative data, you have no wey of knowin~ how many people 
bond out of jeil, the level at which bond is set, how many fail to appear, 
and many other questions that should be answered when bonding criteria are 
reveiwed. By gathering information In numerical form, we can be more objec
tive. The effects of our own individual perceptual biases can be limited. 
This is not to say that statistics can't be biased, because they can be. 
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However, it Is r'arely the numbers themselves that are biased. Most often, 
It is their interpretation or representation that is slanted. We will deal 
wi+h these Issues (and how to guard against therr) in Chapter 6: How To 
Analyze Information - or a Short Course in Statistics. 

Perhaps the biggest advantage of gathering information in quantitative 
form is the fact that you can determine just how much error i:. involved. 
Not only can you estimate what your chances are of being wron9, but you can 
also estimate.b..Qll wrong you're likely to be. In other words, you can 
identify how many times out of e hundred times you'd come up with a similar 
answer and how much each new answer would vary from the first one. 

In addition to focusing on the FACTS portion of the management equa
tion, this manual will focus specifically on quantitative ways of getting 
those facts. This is the process we've cal led cel lectlng, analyzing, I~tor
pret I ng, and d i sp lay i ng data. 

WHAT CAN YOU DO WITH DATA? 

Somei"imes, the hardest thing about collecting data is convincing 
yourself that it can be useful. On the fellewing pages are three e~amples 
that Illustrate how jail data can be used to make better management deci
sions. 

EXAMPLE #1: BETTER BUDGETING AND ALLOCATION OF FUNDS 

For many jails, budge:ting has been a somewhat mystical process, In 
I~hich the next year's decision is based upon what wcs spent Icst year. Tr.is 
figure is then divided into four equal amounts for each of the four qUBr
terse Sometimes, this process "backfires" when additional funding without 
any unusual circumstances is required because critical variables or changes 
were not cons i dared. 

Let's consider one area of the budget, food service, and apply this 
approach as Ivell as one that Is somewh3t diffErent. Last year, in two 
small, nearly identical faci! ities with averCig8 caily populations of 27 
prisoners, $30,000 was spent for food. Operating or. the "let's ask for 5% 
over last year's" approach, Sheriff #1 requests $31,525 for food In the 
next year's budget. Sheriff #2 decides to try a different approach. The
local Consumer Affairs Office advises Sheriff #2 that inflation hit food 
products heavily lastyearf causingan incre:aseof 10% in food costs, and 
that cests are projected 1'0 increase by at 18cIst 10% ne)(t year. Srer i ff #2 
has also been fcl/owing increases In the jail population closely. The 
statistics on Averagp, Dally Population, Length Of Stay and Jail Days (the 
total amount of days spent by all prisoners In jail during a fixed period 
of time I Ike a month or year) have also Increased regUlarly. Over the past 
five years, Jed I Days have increased by about 5% each year. Furthermore, 
Sheriff 1/2 knows that the jail was fuller from July through December. 

Last year, Sheriff #2 calculated that $3.00 was spent on food each day 
for each prisoner in the facility. At 10% Inflation, next year it is 
anticipated that $3.30 will be necE'!ssary to provide the: same meals. And, if 
the population continues to increase, Jail Days will increase to 10,500 for 
the whole year. As a result, Sheriff #2 asks for $34,650 for food. 
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Let's assume that Sheriff #2 is also a good pc.d iiicien ond thaT the 
County CommIssIoners provIde the full amount requested. Ir addition to 
dlvidlns the money into four equal amounts of $8,662.50 per quartEr that 
the accountant recommends, Sheriff #2 calculates how much money vdll really 
be used each quarter - If the jail population behaves as it r.as :;,'.;er the 
last fIve years. Usually, 19% of the Jail Days fall during the eech cf tt!(~ 
first tV/o auarters of last year; 29% foil during the thIrd quarter; E.r:C th~ 
fourth quarter accounts for a w hopp I ng 33% cf th e J a I I Day s. So, :;y c 1\, ; d
ing the $34,650 by those percents, Sheriff #2 knows that about kl~8?-.5( 
should be spent during each of the fIrst two quarters of th.:; j'6cr, 
$10,048.50 during the thIrd quarter, and $11,434.50 11'111 be neE-dec ~t.;r·ing 

the I ast quarter'. 

Based on this scenario, assuming Sheriff n can stick to thE Ludget, 
the funds should last through the fiscal year without any diff;cl,lty, but 
She riff # 1 w II I h a v e s pen t 0 I I the fun d sin the f 00 d bud £' e + ~ (j m r., \'I her c. 

around the first week of December. That's not goln£, to make: .:.i"':'cr the;; 
prisoner's, cooks or the Commissioners very happy. Similar str::1teS'lE.~. ::ar, Jt'
use~ tc colculete future costs of any items suppl led to t~a ir~ete .~~u;a
tlon. A I ittie Information and a relatively simple ~ath&rna+ica! procedur~ 

I>el ped Sheriff #2 make a more accurate estimate of future expenc:7 1,rE'::' enG 
to monitor the rate at which dol lars were being al located for thai ~urpose. 
It also got Sheriff #2 a slightly larger budget. 

EXAMPLE #2: DEPLOYING STAFF MORE EFFECTIVELY 

Jails have traditionally been understaffed; If personnel are a~ong the 
jai 1'5 most precious resources, It is critical that they be deploye':, in H'E 
most effect ive manner. Letts assume that Sher iff #1 end Sher i tf #2 are 
eval uatlng their staffing patterns. Both know that their average daily 
populations are about 27 and that there are about 2,000 bookings a year 
<about 5 book I ngs a day). 

Sheriff #1 looks at these statistics and decides to staff the Duoking 
Room 365 days a year, 24 hours a day. After all, since prisoners are 
brought in 7 days a week, 24 hours a day, personnel have to staff thE; 
Booking Room. If the shift relief factor is 1.7, 5.1 officers will be 
needed to cover the Book i ng Room. When presented with th i s i nformati on, the 
Board of Com~!ss'oners express a great deal of concern about the costs 
aTtached to this staffing pattern and refuse to give Sheriff #1 the money 
to hire additional staff. 

Sheriff #2 decides that more information is needed before deciding how 
to deploy the staff. Because Sheriff #2 suspects that more people are 
bOOked during the weekend, a search for data to validate this assumption 
begins. Sheriff #2 has the Jail Administrator go back over the Booking Log 
for the previous year and prepare a chart that shows the nunber of bookinss 
or. each shift for the last y~ar by day of the week. Actually. all +!-.e Jeil 
Administrator has to dc. is count the number of bookin£s thot take plc,ce on 
each sh i ft each day of the week. The resu I ts I ('ok somei'h i nf like tt, is. 
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**********************************************************1**************** 
SH 1FT TUES ~/EDS THURS FRI SAT SUN SHIFT TOTAL 
******1*1*1**************************************************************** 
12AM-8AM 50 1 0 20 10 10 300 300 700 
==================================================~================:======= 

10 10 10 10 1 (1 150 100 300 
=======~===:================~==~~===========~==================~=========== 

4pr~-12MJ, 50 75 75 50 300 300 150 1,000 
============================================:::=====::=:::====~============ 

DAILY TOTAL 110 95 105 70 320 750 550 2,000 
*****************************************************************11******** 

TABLE 1: DAILY BOOKINGS BY SHIFT (1981) 

Sheriff #2 decides against full-time Booking Offic&rs on all but the 
4-12 Shift when the volume of activity on that shift is heavy enough to 
warrant a full-time position. During the week, on the other shifts, jeil 
staff assigned to other areas should be able to handle any In-coming pri
soners. However, weekends are a different matter for the 12-8 and O-~ 
sh i fts w hen the Book i ng Room is very busy. Sher i ff t!2 el ects to post orle 
staff member in the Booking Arcas durin£ the graveyard end day shifts on 
weekends with instructions that the IIr ov ing jail officer ll assigned to (:'cch 
shift will assist in the Booking Room when it's busy. Ultimc:.tE!/Y, tt:i~ 
results in 1.4 staff posted to the Booking Room. When the 1.7 shift relief 
factor is consi dered, Sher i ff 1/2 need 2.4 staff for the Book I ng Room. And 
the Sheriff believes that this area w/l I be covered more effectively 
during peak periods of use that it had been in the past. 

EXAMPLE #3: DEVELOPING A CLASSIFICATION SYSTEM 

Inmate classification systems Dre one of the filoSt useful tools that 
Sheriffs and Jail Administrators have to manage the inmate population since 
housing the right inmates at the right security level is a critical vari
able in making sure that the jail operates safely and securely. Using good 
information can be extremely helpf~1 in designing ~nd evalu6ting classifi
cation systems. In states whGre i-he classification system Is defined by 
standards, at a minimum, data can tel I you how large each classification is 
likely to be and which inmates are' Ikely to be found in that crea. In 
states which simply require that jails have an inmate classification sys
tem, good information can be use to design an even more effective inmate 
classification system which is based in discovering groups of inmates with 
related housing and program needs. 

The I atter situation was the case In the state where Sheriff #1 and 
Sheriff #2, happen to hold office. Sheriff #1 takes a rcther traditional 
approach to designing a new classification system. Following the. leed of 
many other jo i Is, pre-tr i a I and sentenced pr i soners, felons and r.1 i sdemean
ants, and males and females are separated. This seems quite logical to 
everyone concerned. Unfortunctely, She:riff 1.l1 has E; jEil in whid, the 
Inmate I ivlng units are all the same size. Equally unfortunately, number of 
inmates in each of the classifications designed by Sheriff fi'l are nowhere 
near equal. 

There are a great many pre-trial felons but very few who are senten
ced; there are few pre-triol misdemeanants, but a substantic.1 number of 
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sentenced m I sdemeanants, who are there pr I mar i I y on weekends. ~leec I as£: t~ • 
say, Sheriff #1 experiences a lot of ..:rowding In the pre-trial telons' 
living unit while the pre-tried misdernpanants' area is nearly empty. Cle-
verly juggl ing bodies, Sheriff #1 make it thrcu9h the week - cnl)' to haVE" 
his classification system fall apart 01, thE: wr:ekE-nGs when the "weekenders" 
arrive. Struggling with a crowded jail, Sheriff #1 approaches the Ccmmis" 
sloners Commissioners about constructi~~ a new facil ity. Their response i~ 
not available for the record. 

Sheriff #2 decides to use the Information that is available to analY2~ 
the problE:m of deslf;nlng a classification system. In consultation witll a 
professor at the local university, She:-;ff ~'2 uses c statistical +~'chlli~ue 
cal led discriminant anclysls (an advanced tYDe of statistic thct iGe~tifl8 
the variables that differentiate between groups) to identify groups at 
similar inmates in the jail population. The technique tel Is Sheriff #L tha~ 
there are essentlEI Iy three groups in his jail population: 

• a group of pre-trial felons wna stay an averafje )f 90 dc:ys, L:S' 

about 60% of th€: availdlE jell I space, constltLte only about 5% 01 
all persons booked at the ja ii, and about wholr there is a greaT 
~ of descriptive information! 

• a group of sentenced misdemean~nts who stay an average of 20 days, 
use about 30% of the available Jail space, constitute about 15% of 
all persons booked at the jail, and about whom there Is a .$;..CSJ.Sl.+ I 

.Q§M of descriptive information; and • 

• a group ot other pre-trial felons and miscerneanants who neve I-.cin
ing in common except for the fact that they stay less thar. three. 
days, comprise the other 80% v; the people booked at the jail, ant 
about whom there is relativelv little informc;tion, other that thE' 
fact that nearly all of them are released or, some kine of bond. 

Sheriff #2 decides to structure the classification systerr, around thes( 
three groups: one classification fer Ions-term pre-trial detainees; onE; 
classification for sentenced prisoners; and an intake classificatiol". ThE 
idea seems even better when the professor confirms one of Sheriff #2's 
suspicions: the two non-intake classifications consist of very differcn1 
individuals with very different program needs and security requiremerts. 

The PRE-TRIAL DETAINEES are: The SnTENCED F'F:ISONEF.S are: 

1. charged 'fIlth felony-level pro- 1. charged with traffic offenses; 
perty crimes; 

2. three or four time offenders; 2. two or three time offenders; 

3. unemployed at the time of ar- 3. employed at the time of arrest; 
rest i 

4. high school drop outs; 4. hiSh school graduates; 

5. drug abusers; 5. alcohol abusers; 
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6. single; 

7. aged 18-22; 

8. Involved In between and 5 
Incidents while in custody; and 

9. are ultimately placed at 
the State Reformatory, 
Prison, or on Intensive 
tion. 

either 
State 

prGba-' 
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6. married, with at least two de
pendents; 

7. aged 28-40; 

8. Involved in few if any Incidents 
while in custody; and 

9. are ultimately returned to the 
cur,r.lun Ity, unsupervi sec:, fol-
lowing release. 

Sheriff 112 remembers c nUFlb€'r of Individuals from the pre-triell srcup 
all too weill They tend to be trouble-makers unless staff closely supc:r
vises them and makes sure that they are ~ active. Sheriff #2 also 
remembers the sentenced group quite wei I. Many of them ar& trustys; most 
of them are no problem in the facility. Their major problems are caused by 
alcohol abuse and the mandatory jail sentences required for second offense 
DU I. 

Since Sheriff #2 al so knows how many Jail Days each group spent in 
the fac iii ty dur I ng the I cst year, It is easy for the professor teo trans-
late that statistic into the number of beds required for each classifica
tion (the number of J~II D~ys ~ivided by 365). Sheriff #2 decides that the 
sentenced classification can participate In a community work program durin, 
the day and attend an alcohol treatment program sponsored the local Alco
hollcs Anonymous et night. This idea Is so popular with the Commissioners 
that they authorize Sheriff #2 to hire a Work Program Coordinator to keep 
the sentenced prisoners busy working on community projectsl 

CONCLUSION; 

The rather "tongue In cheek" examp;es cited above are onl)l three of 
many cases which il lustrcte ways In which good information can be used to 
help Sheriffs and Jail P,dministrators manage more effectively. Generating 
and using good data is a critical aspect of dEcl ing with jeil issues such 
as: 

1. crowd I ng; 
2. facll ity planning; 
3. pol Icy and procedure development; 
4. control I ing violence in facll ities; 
5. manag i n9 spec i a I i nrr.ates; 
6. transportins prisoners; 
7. cost-effectivE; operations; 
8. staffing; and 
9, determining appropriate programs and services. 

These examples suggest thai" a lot Gf good can CCrr:8 frcr.l cc.l lectin£1, 
analyzing and using good information. In addition, most standards for 
correctional facil ities mandate that jails maintain records systems which 
conta I n I nformatl on w hi ch can (and shou I d) be used for management purposes. 
In some cases, management information systems are even specified. Further
more, compl lance with standards requires a considerable amount of documen-
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tatlon. As you w III see In Chapter 4: ·"01\' To Locate and Capture InforMt:l
tron, much of the documentation you k(O,;:l to defend against litigation will 
be part of the management information ~~d data eel lection system. 

That being the case, you can take your choice about ~ you are going 
to ccllect data and llM..:t you are g(lin~ +0 do wIth It. In most cases, you 
1I.llL collect some informatIon. By now, it should be evlcent to you tr.at 
information b power. It's up to you to tap it, channel it, and pJi it to 
good use. 
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CHAPTER TWO: 

HOW TO IDENTIFY THE INFORMATION THAT SHOULD BE COLLECTED 

Many people find it difficult to Identify all the pieces of informa
tion (or data elements) they wll I need to collect to Improve the both the 
quantity and the quality of InformatIon avaIlable to them for management 
decIsIon making. As a result, Sheriffs and JaIl AdminIstrators may rely on 
professIonal analysts to defIne the data elements that will be collected. 
The problem wIth this is that the analysts wll I select data elements that 
~ think jails could use. n.e resulting Informat/en system or data coi-
lectlon may be fIne; it may also be less than spectacular. 

ThIs Chapter wll I help you decIde whIch data elements should be coi
I ected on a rout i ne bas i sIn your j a II. It w II I a I so prov I de gu i de I I nes for 
developIng good problem statements, sInce they are the basis from whIch the 
data elements you w II I need to gather in spec I a I I ssue data co I I ect Ions 
emerge. It will suggest how organIzatIonal or program goals can be used to 
Identify data elements. FInally, it categorizes and lists data elements 
which are commonly collected In jails and Identifies other crImInal justice 
data elements which should be of concern to the jail although they may not 
be readily aVedlable In the jail itself. These data elements wIll probably 
become part of your management InformatIon system. 

WRITING GOOD PROBLEM STATEMENTS: 

This section wil I describe a process for IdentIfyIng the data elements 
to be gathered In specIal Issue data collectIons. Statements that describe 
problems In detail are actually composed of many basIc data elements which 
should be collected; others may be suggested by the problem stetement. 
Writing a good problem statement sounds as if it should be elementary. 
However, most people fInd It very difficult to descrIbe a sItuatIon In Its 
most basic terms, and that's what a good problem state~ent does. Most 
people tenc to define problems a I ittle differently. They define problems 
as: 

1. solutions (ways of solving problems) 
2. obstacles (condItions that make it difficult to solv6 problems) 
3. reasons (why things happen) 
4. symptoms (vIsible signs that Indicate a deeper problem Is present) 
5. goals (the end results to be achieved) 

There are costs attached to substituting any of these im~osters for a 
true problem stEtemen~ 

1. By defining a problem as a solution, other solutions which may be 
longer lastIng and more cost-effective may be glossed over; or you 
may fa II to so I ve the "r I ght" prob I em. 

2. By defining problems as obstacles, they may seem Insurmountable and 
no effort to change the status quo Is made. 
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3. By defining problems as reasons, it's possible to de-roil the Vlhol.~ 
proble~ solving process froto a dtsagreement. 

4. By defining problems as symptor.ls, It's BII too easy to miss th. 
factors that are really causing the problem. Unless these an'! 
Identified, It's Ilk&ly tha-r the problems will perpetuate thew.
selves, and that the situation w ill actually deteriorate. 

5. By defining problems as goals, roo description of the 51tuation a~ 
It presently exists (which Is th~ point from which al I change mus~ 
begin) Is developed; as a result, It may be difficult to identify 
the da-ra elements which should b~ collected. 

A good problem statement is a concrete description of the situation. 
It makes It possible to identify the dgta elements needed to deiermln( 
causes and suggest sol utions. For exampl e, the follow Ing paragraph I s I:.. 

good statement of the crowding problem in a specific jail: 

"For the last year, the number of people who have been arrested 
and booked at the jail has steadll y Increased; I've observed that 
their length of stay has increased too. As a result, I've had 
prisoners sleepIng on mattresses on the floor from time to time. 
Something appears to have changed the way our criminal justice 
system operates. I wonder I f the personnel changes at the Prose
cutor's Office are related to this." 

Th I sis a usef u I prob I em statemert, beca use I t concrete I '/ descr i be::. 
the crowding that is troubl ing the jeil. In tre next s(;cti"n, we'll use 
this problem statement to identlf) the p:eces of information that should b8 
cel lected to figure out what Is ceusino +he problew.. 

IDENTIFYING DATA ELEMENTS FROM PROBLEM STATEMENTS: 

Turning a problem statement Into t1e d~ta elements related to it i~ 
usually not too difficult; the better the problem statement, the easier- i' 
will be. Genorally, by askin£ yourselt the questions for which Y0l.; ar( 
tryirg to find answers, the pieces of information that you will need begir 
to emerge. It may help to think of pcssftle questions I ike: 

1. what's changed? 
2. how much? 
3. how often? 
4. why? 
5. what's related to this? 

The problem statement as It's written above directs the analyst toward 
pieces of information that will hel p to unravel the reason for crowding. 
These incluae data elements I ike: 

1. the ones mentioned in the problem statement ltsel f (number o~ 
people arrested and booked and len£th of stay); 

2. charges on which persons are arrested (this year compared with last 
year) i 
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3. numbers of summons arlC citations issued by local law €nforcemE'ni 
pgencles (this year com~ared with last year; 

4. amount of time from first appearance to arraignment, trial disposi
tion (this year compared with ja~t year); 

5. average lensth of sentence (this year compared with last year); and 

6. charges for which sentences are given (thIs year compared with last 
year. 

While these data elements will not Identify the ultimate cause cf thE:: 
problem, they will identify the area in which the investigation shcLla 
proceed. A good follc,w-up to ihis analysis would Include interviews with 
key actors in other law enforcement agencies, the courts ane the prosecu
tor's office to Identify any policy changes that would lead to crowding In 
the facility. 

This problem statement is good for twc other reasons. 

/I) It is based on c kncwledge of the criminal justice system and an 
understanding of the basic factors which lead to crowding, I.e., 
Increased admissions and Increased length of stay; and 

• It Includes an educated guess (a hypothesis In the terminology of 
research methods) about what may be caLslng the problem • 

If the problem statement actually defines goals, the task of identi
fying the dcta elements beco:,1es a I ittle bit more difficult, but it Is 
sti II very manageable. In fact, rr.ost program or performance eval uatlons 
start from a statement of the goals of a particular program. The trick with 
goals, which are usually very abstract statements, is to find somethln~ 
measureab I e that w II I be present I F the goa I ! s ach I eved. To put th is in 
research terminology, you must look for measurable objectives which lead to 
the goal or an operational definition of the goal. 

For example, suppose that Sheriff #2 has established a goal of prOVIC
i ng a safe env I ronmeni for staff, inmates and v I s i-tol"s to tho tac Illty. 
lifter making a number of policy and procedural changes, Sheriff #2 decides 
to find out how wei I the organization is meeting that goal. Sheriff 12 and 
the Jail Administrator work together to defIne oj-he conditions that will 
describe a safe environment. These include the fol Ic~ing conditions: 

1. there are no assaults on staft, Inmates or visitors; 
2. no contraband enters the fac i I j ty; 
3. no fires occur in ihe facility; 
4. there are no occlde.ntal injuries to staff, inmates or visitors; and 
5. the tension level in the faci Iity Is low. 

Sheriff t2 and the Jail Administrator have no trouble In identifying 
the data elements for most of these objectives. The data elements are: 

1. the number of assaults on statf, inmates and visitors; 
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2. the number of times contraban-: was found either ir the facility 0, • 

before It entered the faci Ilt~': 
3. the number of fires which occ~I;-ed In the jeil; 
4. the number of Compensation r.:"-limsj and 
5. the number of accidental Inju: les recorded In the Inmate medica, 

records. 

While the process of identitying ~Jtc elements from goal statements is 
somewhat more complex than working frOm a problem statement, jails car: 
identify the data elements needEd tc ~valuate program performance. Ther\) 
are a number of good handbooks which Co" help Sheriffs and Jail Administra·· 
tors with this particular kind of date: collection. Some are listed In the 
Annotated 81bl iography (Appendix R). 

So, to determine the data elemenTs that you need to collect, you wil; 
generally fol lowing these steps: 

1. Define the problem and Its comG~nent parts. 

2. Determine the date elements th~t are represented ir th~ problem. 

3. Identify potential causes and rJntrlbutin£ factors. 

4. Write the questions for which you are trying to find answers. 

5. Determine the data elements .·epresented In the potential causes 
contributing factors, and ques~lons. 

A CATALOG OF CORRECTIONAL DATA ELEMEN1~: 

The process we have described In ,ne precedin~ section is very helpfu 
when putting together a data ccl lectio~ that deals with a specific issue or 
prob I err •• However, it rr,akes a greet dec::: of sense to col I ec-:- some data on C' 

routine basis so that you don't have t(l ccllect frequently used data ele
ments every time you need that bit of .n~ormation. This sectic'n will cate
gorize, Identify, anc describe frequE:"t, IJses for commonly ccllected dat< 
elements. Some of these data element~ should be routlr.ely coll€,cted to bE: 
most useful; others w ill more likely:"..; collected only when specific prob
lems confront the jed I. 

Correct I ona I DatE Elements can be d i vi ded I ntcl four different catego-
ries! 

1. Inmate Population Data Elements; 
2. Inmate Profile Data Elements; 
3. Operational Data Elements; ane 
4. Criminal Justice System Performance Data Elements. 

INMATE POPULATION DATA ELEMENTS: 

• 

The fol low I ng sect Ion I nc I udes m03t Inmate POPL!i atl on Data Elements. • 
They are called "population" data ele;nents because information Is kept 
about each and every person booked at the jal I (the whole population in c 
statistical sense). These data elemen+s should be kept regularlYi they arE 
the items should be Included In an information system. 
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1. AVERAGE DAILY POPULATION (ADP) = is an arithmetic average of the number 
of people housed at the jai I (the mean). ADP is usually expressed as a 
monthly or yearly average. It is really a computed data element and i~; 
calculated for one year by dIviding Total Jail Days by the 365 days In 
the year. ADP Is most often used as a way of expressing how full the 
f a c I I I ty j s. 

2. LENGTH OF STAY (LOS) = Is the number of days between a prisoner'~ 
admission and release. LOS Is often expressed as an average. That way it 
refers to how long (on the average) each pr I soner stays at the jB i I. LO~; 
can also be expressed as Q frequency distribution. In that case, thc 
amount of time each prisoner stays is divided Into groups, I.e., [)ri
soners rei eased with I n 24 hours, 48 hours, 72 hour~, 1 \'leek, etc., ane 
then the number of pr i soners in each group I s counted and expressed as ~: 
percent, I.e., 66% are released within 24 hours, another 14% are re
I eased with 48 hours, etc. LOS is al most al ways expressed in days in 
jails and in months In prisons. It Is used as a way of assessing the 
speed of the court ~rocess. 

3. JAIL DAYS = Is another measure of the amount of time spent In the jail. 
Jail days are calculated by adding up the time each prlson€: spends 
within the facility within a given period of time (usually a month). In 
many respects, this data element Is one of the most useful because ADP 
and LOS can both be calculated from it if the number of bookinss and th8 
amount of timE it spans. Jedl Days can be translated (irectly into thE 
percent of capacity at which the jail operates and the number of beds 
that are needed to accomodate a certain jail population, and used with 
other data elements to develop cost ratios (I.e., food cost per resident 
per day). Jail days are often called by other names, including prisoner 
man days, inmate days, res I cient days, days of care, etc. 

4. TOTAL BOOK I NGS = are a II the persons who are arrested ~ brought to th£:, 
jail. TOTAL BOOKINGS is a good measure of Bookin~ Room activity; togeth
er with TOTAL ARRESTS, TOTAL BOOKINGS suggests something about I~w 
enforcement practices In your jurisdiction, I.e. field citations. A word 
of caution is In order here, however. Sometimes persons are brought to 
the jai I, detained there for some time, and llQI booked. These could 
Include persons such as those held on mental or alcohol detainers. if 
you find that ihese practices occur in your facil ity, you vlill ne'Ec 7(1 
keep separate statistics on these individuals. 

5. NET BOOKINGS = are persons who are actually housed at the facility: 
following Booking. NET BOOKINGS also may be calleel INIv:ATES, PRISONERS, 
RESIDENTS. While TOTAL BOOKINGS are the best measure of activity In the 
Booking Room, NET BOOKINGS are the best measure of activity In the jail 
itself. If you subtract NET BOOKINGS from TOTAL BOOKINGS, the result 
w ill tel! you how many people are released directly from the Bookinf 
Room without ever enterin£ General Population. These individuals usually 
leave by posting bond, signing a summons and citation, or because re
lease is authorized by the Arresting Officer • 

Most jails maintain records on several sub-groups of this dcta element 
as a way of describing the jail population. Common subsets of net book
Ings include: 
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a. felony and misdemeanor inmates, traffic offenders, and holds; 
b. pre-trial, post-trial and sentenced Inmates; 
c. male and female Inmates; and 
d. adult and juvenile inmates. 

Jeils frequently keep Information on these subsets because of statuator' 
requirements for separation. These elements become particul~rly impor
tant when planning for a new fc;cility since 7hey orG directly related t,") 
the number of beds which must be provided for cedaln types of prisor':' 
ers. 

These are the basic data elements that jails should routinely keep ttl 
describe the Inmate population. They can be used for a multitude of pur
poses, from monitoring population levelS In the facility, long-range facil
ity plur.nlng, population forecasting to determine antlcipatec: bed space 
needs, to budgeting, deployment of staff, and program developmer.t. 

I NMATE PROF I L E OAT A EL D4ENTS : 

The fol low I ng list represents many common inmate prof i I e date. el e
ments. However, there L. e many additional data elements, rele.i"ec tc th-:. 
unique needs of a specific jurlsdlcticn, which deserve consideration. You 
w II I have to Identify what these are for your jurisdiction on your own. YaJ 
may elect to keep this some of this information on a regular basis; othe.' 

• 

date, elements will I ikely be collected only as some special issue cr prc.t.,- • 
I err, emerges. 

1. LEGAL STATUS = describes th£ lege! reason why the prisoner is at thu 
facil ity_ General categories used with this data elemen~ are: pre
tr i ai, post-tr I ai, sentenced, and tor) I ds. Th i sis one of the most bas I ~ 
des c rip t i v e d a t a E.' I em e n t s • I tis use c! I n a v a r' i e t y e f way s • S 0 m e use ,; 
relate to the kinds of programs in which the inrrate may partlclpat,,~ 
(I.e., only sentenced Inmates can work); others relate to the develop'
ment of alternatives to incarceration or chcnges In arrest or cour" 
practices to rei leve crowe/ing. If your classification system is baseCJ 
or. objectivE; criteria, this will probably be one of them. 

2. CHARGE STATUS = describes the level of charges on which the prisoner i; 
detained or sentenced. General categories used with this data elemenT 
are: felon, misdemeanant, municipal ordinance vlolator 1 traffic offend
er 1 or hold (especially probation and parole violations). This i:; 
anoi"hf:r one of tr.E.: v8ry tc:sfc descri ptive data eI8nt€-nts. Charge. statue ... 
is frequently used as one of the criteria '1'0 decide If an Individual is 
housed In maximum, medium or minimum security. It's not certain how 
good an indicator of behavior in the facility an individual's charge 
status rea I I Y Is. 

3. SPECI Fie CHARGE or CHARGES = are what the pr i soner is arrested tor. 
This data elemert Is often usea tu try to predict behavior withir tha 
facillty. Sometimes it does, and sometimes it doesn't. However, charge 
en arrest is often ~ goed indicator of who wll I remain in custody. You 
may went tv add a date element which tells what the charges are on 
release. A word of caution In categorizing charges is In order. If you 
hope to pick out Information about persons charged with specific offen
ses, I.e., all individuals charged with DUI, you have to code your 
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information at that level. You can group chargE~. iii 0 nun;b0r of ways in 
later analyses, I.e., all traffic offenses, or all alcohol-related 
offenses, but I f you code- the charges as a traff I c or al cohol-re I ated 
offense, you can never separate out the Information for ONLY DUI's. 
There Is more Information about this coding procedure In Chapter 5: How 
To Put I t A II Together. 

4. DATE OF BIRTH = is preferable to AGE as a data element. Statis'~'ical 
stud I es have show n that peop Ie meke nlore "m I stakes" (or m I srepresenta
tlons) when bsked their ~ge. An advantage to this Element If that nl~ny 
computer programs (I ncl ud I ng the ona I ncl uded i r th i~, documE 1"11) ccn 
calculate AGE from DATE OF BIRTH. This data element Is often expressed 
as the age of the average prisoner. It Is frequently more useful when 
displayed as a frequency distribution. This data element is often usee 
to make decisions about the types of programs ~hlch wculd be appropri
ate for the Inmde populaticn, I.e., younger prisoners are more likely 
to use- an active recreation progra~ than older prisoners. 

5. ETHNICITY = refers to the prisoners' racial or ethnic bacl<groLJnd. 
Common general categories include: white, black, hispanic, oriental, 
amer i can I nd i an, and other. Th i s data el ement can be used ina number 
of ways. It may suggest ethnic groups from which corrections personnel 
should be recruited. It may suggest cultural or social customs or 
practicES of which staff shculd be aware. It may suggest potential 
language barriers. It may be a useful data element in c'eal in!; with thE 
assumptions the community holds about ~ Is In jail. 

6. EDUCATION = is really several potential data elements of varying levels 
of sophistication. They include: the last grade completed, actual level 
of educatl ona I atta I nment as i nd I cated by test I ng, degree of interest 
in obtcining a GED, interest in a Remedial Program, or interest in 
college coursework. Its main application is in deciding what type of 
education program Is appropriate for the) Inmate population. 

7. VOCATIONAL SKILLS = elsa consists of several data elements, including 
skil Is attained; and skll Is interested in building. This data element, 
In combination with LOS data, is useful in developing programs and 
services which might be provided to the Inmate population. It also 
provlaes information that is potentially useful for these designing c. 
"br i dge" or "re-entry" program for I nrr.ates. 

8. E~;PLOYMENT = is elso re,all) sevEre.1 pCJientlc.1 dai'o elenwni.s, ir.cludin£ 
the amount the individual is employed (i.e., employed full-time, part
time, unemployed at time of arrest); last date employed; whether or not 
the prisoner is or wcs receiving unemployment benefits; end occupation 
(categorized). There are several popular uses for this date. element. It 
I £ frequent I y used as one cr Iter i c. for rei eaSE: en recogr. i zance. I t may 
also suggest certe.in programs or services which might be helpful to th~ 
prisoner in preparai'ion for release, i.e., err·ployment counHlling. 

9. FM,~ILY TIES = als0 consists of several potential data elements, which 
Include marital status; next of kin; residence; and number of depend
ents. All of these are potentially useful In assessing whether or not 
the prisoner is a good candidate for release on recognizance. 
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10. PHYSICAL HEALTH STATUS = consids r;·f several dota flements, incilldin:, 
current illnesses or injuries; disabil itles; ;jnd history of physlca 
II I nesses. These data elements w II I def i ne the most like I y meG I ca 
conditions the medical staff will have to treat; they are useful i(1 
preparing training for staff in First Aid, CPR, etc., and In prepcrlnp 
and defending -the ~1edlcal budge:t, Including requests for medical s""'aff 

11. EMOTIONAL/MENTAL HEALTH STATUS = llso consists of a nu~ber of dat~ 
e'lements, including pc:st or prr:5€lrt trec:tm€nt for E:rr.otlcnal or me'ltal 
health problems; type of treatment (I.f'., In-pal-Ient vs. out-patif.nt) 
whether mental health crisis work6f had to see prisoner on intake; an 
whether spec I a I hous I ng Is requ I red because of psych I otr i c cond i ti or •. 
These data elements are becoming more and more Important tc Sneriffs 
and Jail Administrators as increasing numbers of serlol'sly di:.turbel~ 
Individuals wind up in jails and prisons. These cate elerrents cr~ 
useful in rraking decisions aboul ine level of prog~arr,s nnd service~ 
thEt ora required by the inmate population; they id~ntify the types o· 
personalities that staff should be trained tc manage; ane Hey ar! 
helpful In pre-architectural programml.lg since these individuals hav, 
special requirements In their housing units. They will also be c' 
interest to a number of the other actors In the criminal j~stice syster 
and the communit~ 

12. SUBSTANCE ABUSE STATUS = al so con~ i sts of a number of discretE: data 
elements, includin, the presence of past or prese~t substance abuse 
prob I ems; types of substances abused; whether or not there I s a hi stor . 
of treatment for substance abuse prob: ems; whether or not substanc.! 
abuse Is related to the reason the prisoner Is in custody; wheth8r o· 
not the prisoner was under the Influence when the crime was committeG. 
or under th E: in flue nce VI hen arrested; and interest in tr Batm ent for' 
sUbstance abuse problems. These d~+:: eIE:rneri£ v:11l bo useful ir f.1c:kinD 
decisions about the kinds and leveis of programs ci.1d services which 
should be provided for the inmate population; they car, be used to 
Identify areas In which staff will require training; and they will bl 
of intere~t_t~any of the other actors In the criminal justice systerr. 

-~ ~--

13. RELEASE STATUS = is a series of data elements that describe how the 
individual was released from the facility, including the location to 
which tre prisoner WaS releEJEed; 'c:lgal and Charge ~taius on rel(;cEe~ 
and bond type and amount (If a bond release. These deta elements can be 
particularly helpful in assessing haN the local crimina' justiCE: syster 
Is working; they can be useful In ma~ing choices about the appro' 
prlateness of alternatives to incarceration for some elements of th, 
jail population, i.e., those who are released back Into the community. 

Inmate Profile Data Elements contain some of the most useful inforrlcl
tlon that can be gathered in the jail. T~ey may used to: 

• assess the i mpect (or potentl21 I mpact) of al tarnati ves to I ncar' 
ceration and additional release options on tne jail population; 

• Illustrate the Impact of criminal justice pol icy and legislative 
decisions on the jail; 

• determine the causes of crowd:nGi 
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• design and Implement G classification system; and 

• develop a pre-arch itactural program that I s based upon needs and 
describes the functions and programs that will be carried out in 
the new faci I I ty. 

Many jails don't collect the Inmate Profile Data Elements on a routine 
bas Is al though some of these data el ements wi i I al most certa in I y be re-
corded In every jail. Data of this type often is collected at specific 
tlm05 to provide information about specific problems. These data eleme~ts 
are often collected for only Co specially selected portion of the Inmates 
housed at your facility (a sample). There are varIety of ways in which 
samples can be selected in jails. Information about sampling is provided in 
Chapter 6: How To Analyze Information - or a Short Course in StatIstics. 

PartIcularly In smaller jells, this is some of the most difficult date 
to gather In jails because of the way in which most jail :~ecord systems 
(when they exist) are structured. It is also some of thE r:'ost pcwE:rful 
information you can have. But unless you~ system is atypical, you wil I ret 
be able to locate all the information from your records. This is extremely 
frustrating, because when people are In custody, you generally know the 
answers to a I I or most of these quest Ions. I f you ere to capture tt-- is 
information, most I ikely you w il I need to fll I cut Especial deta cellec
tlon sheet (a data collection instrument) while the individual is in cus
tody ur,t i I you have enough peop I e for the samp Ie. 

OPERAT IONn DA-:/I ELEI1!ENTS: 

Operatlor,s are ihe cere of c.ny correctional facIlIty, and if you are 
going -ro monitor operational performance, additional data elements are 
necessary. These data e! ements w II I be necessary to: 

1. complete a staffing analysis; 
2. cnange operational po! icies and practices; 
3. evaluate organIzational efficiency and effectiveness; 
4. assess the "cl imate" within the facility; and 
5. defend against litigation. 

These data elements also can be grouped In "sets" that relate to 
specific operational areas. LIsted below are some 0'1 the most coolmon ope:rc.:
tlonal data elements. 

1. TRANSPORT SET = are data elements that provloe information about trans
ports to court and to other locations including the locations to which 
prisoners were transported; reasons for transport; number of staff 
required to do the transport; nurr,ber of inr:.ates transported; time In; 
time out; transport expenditures, i.e., meals, gasolire, etc; and miles 
travelled. 

These data elements can be combined to identify the staff hours used 
(from whIch personnel costs can be calculated), the mc£,i frequent desti
natIons, and the number and cost of medical transports (useful in 
assessing whetber providing a medical service in-house through a con
tract physICian or~-denT-rs-T-would be more cost-efficient than transport
ing to hospitals, doctor or dentist offices, etc.). This dcta would alse 
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be critical in supporting requests for additional staff. 

2. INCIDENT SET = are the data elements which provide Information about the 
crimes and incidents (significant events) which take place In the jail, 
Including reason for Incident; number of Inmates Involved; number of 
staff Involved; location of incident; time of incident; date (day) of 
inCident; action(s)1 Including disciplinary hearIngs, taken as a result 
of the incident; character of the incident (violent or non-violent); and 
Injuries and/or property damage resulting from the incident. 

You should already be documenting these data elements In a systematic 
way to use In the event that legal actIon Is taken against the jal I. 
Since you're already documentIng them, you mIght as wei I get some addi
tional use out of the documentation and try to identify problems which 
lead to incidents. By analyzing these deta elements, you may be able to 
identify specific places, times, days, or staffing patterns that contri
bute to Incidents. Once you know what they are, you can take corrective 
action. 

3. PERSONNEL SET = summarizes all of your personnel changes and practices, 
including number of sick days used per employee; vacation days; compen
satory time authorized and taken; other leave time, I.e., mil itary, 
matern ity, etc., author Ized and used; rate of turnover, both by those 
leaving the department and by those vacating a position but remainir~ In 
the department through transfer or promotion; and demographic infurma
t Ion (age, sex, race, etc.). 

Th i sis anoth er set of data elements th at you a I ready recor din your 
personnel records. You wll I find them critical when you establ Ish your 
shift relief factor (how many actual people It takes to fill one post 
that operates on a 24 hour a day, 365 days a year bas I s). They are al so 
critical in ceallng with a problem most ccrrectlonal facil itles are 
constantly C:r~al ing with - employee turnover. 

4. COST OR BUDGET SET = art dEta elemnts associated with the cost of 
running the jail, including all your budget information, particularly 
categorical expenditures. Hopefully, your budget (or your accounting 
system) divides the dol lars you are authorized Into categories, such as 
personnel, fringe benef its, food, medical, Inmate supplies, etc. Most 
budgets provide a considerable amount of detail about how the jail's 
money I s spent. 

These data elements are very useful when they ~r~ 1rhnslcted into ratios 
with Inmate Popule-d"ion Data. Exr1mples of these ratios include: meal cost 
per inmate per day; cost of care per Inmate per day; medical, staff, 
etc. cost per Inmate per day; cost of photo processIng per inmate (mug
shots); and other similar elements. They are often used to evaluate the 
efficiency and effectiveness of jail operations. 

Operational data elements are most frequently used for "In-house" 
purposes: to eval uate and monitor organizational performance; to locate 
organ I zatl ana I "troub I e spots" before they get out of hand; anc' tc docvr.:ent 
present problems which can then be rectifle~ 
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However, these data elements have some faIrly obvIous uses outsIde the 
organIzation, primarily In developing effective funding requests. In these 
days of limited and declining governmental resources, It Is crItical to 
justIfy budget requests. Data elem~nts of this type can help you wIth your 
budget presentation by presentIng a wei I-documented rationale for funding. 

CRIMINAl JUSTICE SYSTEM PERFORMANCE DATA ELEMENTS: 

The pol Icy choices of the other elements of the crimInal justIce 
system (primarily law enforcement and the courts) determIne the size and 
nature of the Jail populatIon. Law enforcement practices determIne the 
number of people who come Into the criminal justice system in general and 
the jail In particular. The court, on the other hand, detGrmlnes the jail 
population by controllIng the amount of tIme Inmates spend wIthIn the 
facility. Basically, the jail is a lot like a bathtub. Law enforcemen-r has 
control over the water tap; it controls both the rate at whIch water comes 
Into the tub and the "mix" of the water. The Courts (IncludIng the Prosecu
tor, Probation, and the Defense In addItIon to the Judges) have theIr hands 
on the plug; they control the rate at whIch water flows out. ThIs leaves 
the jail wIth little abil ity to regulat·s the rate at whIch water flows Into 
or I eaves the tub. 

The jail's Influence over the size of the Inmate population Is IndI
rect at best. As a result, In many situations, It Is essentIal to delve 
into the practices of the other elements of the criminal justice system. 
Two such times are when you are plannIng a new facilIty and when you are 
trying to reduce crowdIng. There are a variety of data elements whIch 
reveal a great deal about the pol Icy and practIce of the other components 
of the system. 

LAW ENFORCEMENT DATA ELEMENTS: 

The· following I ist IdentIfies data elements that are helpful In as
sessing thA activity at law enforcement agencies In your area. 

1. POL I CE AGENCY = is th e data element th at i dent I f I es th e po I I ce depart
ment responsible for the arrest. It Is generally used to determine whIch 
agency accounts for what % of the bookings at the Jail, and on what 
charges. Generally, comparisons are made from agency to agency or 
agaInst a common set of arrest crIteria (If you have one). 

2. ARREST TYPE = Is a data element that attempts to document how the agency 
"uses" the jail. General categories of ARREST TYPE could Include: "book 
and releases" or statlonhouse bookings (In whIch prisoners are "booked", 
and prints and photographs done prIor 10 Immediate release from the jaIl 
upon slgnln£ a citation; wE.rn.r.-: ;::rrl.:~.i~; c.ne c.r.-vlew arrf:sts. This data 
element Is often used In conjunction with the CHARGES on which the Indi
vidual Is aFrested and other data elements Included In the Inmate Pro
f II e Data to determ I ne I t there are I nd I v I dua I s be I ng j a II ed who are 
candidates for release on citation or diversion alternatives. 

3. SUMMONS AND CITATION IN LIEU OF ARREST USE = Is a data element which 
refers to the number of summons and citations which are written by law 
enforcement agencies. It Is most commonly used in conjunctIon with 
CHARGES, lIke f~RREST TYPE, tc C:f~·· .. n:linE: if there are Individuals wr.o 
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might be diverted from the Jail. 

4. TRAFFIC-RELATED ARRESTS = Is a data element that Is used to Identify 
arrests that are associated with a traffic violation which results In 
arresi- and in which a summons Is not used. It, too, Is generally used In 
conjunction with CHARGES and ARREST TYPE to determine If there are 
Individuals who are candidates for diversion frem the jQII. 

5. ALCOHOL-RELATED ARRES'I"S :: Is a data element that Identifies wh€:t~€;r' or 
not alcohol abuse was related to the arrest. It Is generally used In 
conjunction with CHARGES, ARREST STATUS and other Inmate Profile Data 
Elements to determine If detoxification Instead of arrest Is a viable 
alternative. 

It can be helpful to determine who the chief "supplier" of the Jail's 
population Is and to assess how each departmeni" uses the jail. Information 
from this area can be helpful In assessing the vlabil ity of diversion 
programs and the use of summons and citation as ways of reducing the jail 
population. This Is especially true when this information can be related to 
the amount of time that Individuals who are potential clverslon candidates 
actually spend In the Jail. This will help you assess ",hether or not the 
Increased use of summons and citation (or any of the other options) will 
significantly reduce crowding or the need for additional bed space. 

COURT DATA ELEMENTS: 

The fol lowing data elements are crltlc~1 to managing jail populations. 
Unfortunately they are often the hardest to collect since that Involves 
delving Into another record system, which is not organlzec to facil!tate 
data collection. Since the court"s ·Impact on the jetil Is cn the amount of 
time that prisoners spend In the facility, LENGTH OF STAY and JAIL DAYS 
become even more Important when trying to assess the Impact of changes In 
court policy and practice. Furthermore, It Is critical be able to Identify 
the LENGTH.Qf.sIAY..Qf.±M group ~ .aLe try I og .i.Q d 1 vert or the n um ber of 
JAIL DAYS ihgf ~roup spends In the jail. The average LOS for the whele jail 
~Iill only give you misleading Information. This requires either that LOS or 
J/.IL DAYS information be collected with the court in-fornlE.tlon. The court 
data elements Include: 

1. BOND I NG SET = are several data elements reI atl ng to the bond I ng prac
tices of the criminal Justice system, Including the'types of bonds used 
In the Jurisdiction; offenses for which bond is granted; the level·at 
which bond Is set; and the number of bond reductions. These data ele
ments are often used with the Inmate Profile Data Elements, especially 
EMPLOYMENT STATUS, RESIDENCE, and MARITAL STATUS; frequently, two other 
elements are added: # OF PRIOR ARRESTS, and # OF PRIOR FAILURE TO 
APPEARS (FTAs). The pr I mary app I I cat I on of these data elements I s to 
determine if changes In bond'ing practices, i.e., the use of release on 
recognizance (ROR) bonds or reduction In the level at which bond Is set, 
woul d reduce the jail popul atlon. 

2. FAILURE TO APPEAR RATE (FTA) = is a data element which measures the 
n umber of peop I e who have been granted bond fa II to return for court 
(also potentIally the number of bond revocations) in comparison with the 
total number of bonds and citations Qlven. Local criminal justice sys-
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t ems w i I I h a vet 0 de t e r m i 118 \'I hat a n a c c e pta b leFT A Raj e is' for t r ~; i r 
jurisdiction. This data element can be used to compare FTA raiE:S for 
individuals relE~ased throU(1h different mechanisms, i.e., those released 
in the field with a surnmo~s vs. those relea5ed after scrE:ening at the 
j G' i I • 

3. OFFENSES FOR I'/HICH JAIL SENTENCES ARE GIVEN = I ists the charqEos ~.Iich 
resulted in sentences at the local j2i I. This d6te GIEment is ~fter use~ 
in conjunction with other data elements, i.e., JUDGE or COURT, TO ';":;.sess 
differences in sentencing rractices. If ycu have senter.cin~ ~l.iidelinGs 
in your jurisdiction, this data (dement would be useful in asses:inc the 
degree to which they are fol lowed. 

4. TYPE OF RELEASE = is the data el8ment that describes how the indlvi~uals 
who are jailed prior to a court appearance are rel0ased as 500n a~ t~Py 

go to court. In any event, you will need qualitative informatic·r ·:..tC.'JT 
the system to help you interpret this d~t~ elemen~ 

5. Jl'DGE = identifies which Judge has responsibi I ity for 'the· cases. Fre
quently jurisdictions find that different judges use the jail to ciffer
ent degrees. If changes in practices are necessary, it is critical tc. 
identify.1ill.Q must change. This data element shoula be har',dled I:ith :Jre:at 
care; it can raise very sensitive issues ~round judicial discretion. 

6. ATTORNEY = i dent if i es the Defense Attorney. Frequent I y, cases are r"an
aged differently by the elements of the defense bar ~nd require ~ift8r
ent amount~ of processing time. Changes in processinc spe~d c[n be 
critical in reducing crowding at the jai I; this dato element is neodec 
to identify points at l'/hich extra manpower or 0 chan0e in policy c.:uld 
infl uence the jai I population. 

7. OFFEI~SE ON ARREST, OFFENSE ON FILING AND OFFHISE Ol! SEN"!"ENCING::: ore <'.:11 
charges. Charge is a very tricky data elernent to interpret OVLn thouSh 
its definition seems relatively clear. You will need to interpr8t it in 
the context of information you have about crininal justice ~ol icy anc 
practice. Some of the issues which em8rge around this data element 
include: 

o does law enforcement incorrectly charge the persons they arrest?; 
o does law enforcement "over charfle" ths persons they arr8st?; 
o does the prosecutor engage in plea bargaining; 
o do local law enforcement and the prosecutor charre barsain? 

Often, the trickiest part of this data element is its pol itical sensi
tivity. Use a lot of caution when you present information on thi s data 
element. 

8. SENTENCE = describes the sentence imposed by the court. It should in
clude ali alternative sentences \'Ihich are usee in the jurisdiction; 
sentence should also include the length of sentenCE • 

9. CRITICAL EVENTS = are the dates of critical events in the court process. 
Since the length of time needed to process a case is the l'1ajor way in 
which courts determine the jail population, it is critical to identify 
the amount of time each aspect of the process requires. The primarily 
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critical event data elements include the d~tes of arrest, first appoar
ance, arr I gnment, tr I a I, and sentenc I rg. Th I s data set shou I d cd so 
I ncl ude # OF CONT I ~:UANCES (and on whose request). 

Both law enforcement and court data serve a critical purpose In plan
n I ng. I n order to estab II sh an appropr I ate I eve I cf conf I dence I n any 
planning or forcastlng to be aone, one element for close consiceratlon Is 
the degree of variability In the behavior of the other parts of the system. 
These data elements provide the best means of assessing the degree to which 
the behavior of other parts of the crirr.inal justice systenl has fluctuated 
over the years and determining what the actual variations In practice have 
beer. 

CONCLUS ION: 

Sometimes the hardest part of any activity is getting started. Knowing 
what can be collected and how other jurisclctions have used these dcta 
elements should heir:;, Sheriffs and Jail Admir,istrai"ors decide what data 
elements they need to co! lect to solve the specific problems their j&ils 
face. In many cases, the dat~ elements which have ceen Identified in the 
previous section wll I ~ore than cover the spectrum. Some systems wil I not 
require more than the Inmate Population Date Elements, a few of the Inmate 
Prof i Ie Dc:t2 EI ements, .:!nd the Operational Data EI err.ents. Other systems 
which are confronting more specific problems 1'1111 need to do a special dat2 
collection, including both Inmate Prof lie Data Collections an( the Criminal 
Justice System Performance Elements. 

Some of you may find that there are specific Issues or problems that 
confront you which are not Included ir. the prevlolJ£, section. You will need 
to define those data elements, using the methCJds suggested In the section 
of Hils Chapter, IDENTIFYING DATA ELE~1ENTS FRN'; PROBLEM STATE~1ENTS. The 
program eV21uation and researcr i'exts cited In the Annotated Blbllcgrophy 
(Appendix E..) car. provide sc'meaddltlonal help with this. By now, some of 
you are probnly shaking your heads and saying, ''This is nice, but row l'Iill 
I ever fine the time to do this? And If I hire someone, r.ow rr.uch I!: It 
going to cost me?" For these of you who aren't concerned about those 
issues, go directly to Chapter 4: How To Loccte end Capture Information. 
For thcse of you '1/ ho are concernec about these issues, turn to Chapter 3: 
f;ow To Get Ready tor the Data Col lectlcn for informatlo~ on d~ta collection 
strategies. 
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CHAPTER THREE: 

HOW TO GET READY FOR THE DATA COLLECTION , 

Now that the data el emenis to be collected have been ider,tif ied, the 
next big task is to decide.b.mi to collect them. This iE not the same thing 
as the format in which they should be collected (that'~, the n€y.t chapter); 
nor does it mean identifying the sources of the information that you need. 
This chapter offers suggestions about ~ might actually find the infor~a
tlon and record It on the data collectIon sheet or or. your manual Inforr.oa
tlon system's col lection shee~ What you are real Iy loo~ing for is a set of 
skills and the people who possess them. That's what this Chapter i~ about. 

DATA COLLECTION SKILLS: 

At this point, it's important to differentie:te between the routine 
Information gathering activities that the jeil wil I perform to ~airtain a 
mcdest, but e:ffectlve manual Information system and the special data col
lections that are done for specific purposes, i.e., plcfir,ing for CJ nel'! 
facll ity or recucing crowding in the jail. 

Let's start with maintaining the management Information syste~. Let's 
assume that you've decided on the data elements which will be captured 
routinely have elready been determined and that the mechanisms for reccrd
Ing this information have been designed. Chapter 4: How Tc Locate and 
Capture Information provide guldel ines for Sheriffs and J~il Adnlinlstrators 
who are interested in tha~ But if the organization doesn't have the skil Is 
to ~aintair the system, there Is no point In setting it up in the first 
place. 

Interestingly enough, the skI! Is that are e.ssociated with maintaining 
the information systerr, are GOOD CLERICAL SKILLS, Including: 

1. the ability to read and write legibly; 
2. the abil ity to do simple math (mostly aeding and subtracting) with 

the assistance of a calculator; 
3. the abll ity to organize one's work; and 
4. commitment to doing the work on a dally basis. 

Once the system is set ur, clerical perscnnel can maintain it. And 
they'l I probably do a far better job at it than either the Sheriff or Jail 
Adm I n I strator. 

Collecting data for a specfie study requires a f(~w more skills, par
ticularly when the data collection involves a lot of cases and requires you 
to use :nformatlon from more than one source. Stili, theSE: skills are 
routinely founc in joils, other agencies of County Government, Crlmlnol 
Justice Planning Agencies, consulting agencies and in the co~munity. The 
skil Is you will need are: 
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1. DATA COLLECTING AND CODING SI<ILLS = are, once again, mostly good cl€rl
ca I sk i I I s. I tis Y.fll:..::/.. he I pf u I I f the co I I ector or coder has at I east 
superficial knowledge of jail operations End criminal justicE system 
terminology. Data collectors and coders should also knov.' what Infori.la
tion Is already being collectec In the jc:il. Finally, they should bE, 
resourceful people who aren't afraid tc ask questions about the informa
tion they uncover; they wll I need ~ccess to people wlthlr tho system who 
can answer the I r quest Ions. Depend I ng on the size, scope and time ccn
stralnts of the data collection, this person will probably need to worf
at least half-time on the data col lactlon while they ore tracking dowr 
the I nformatl on. 

2. COORDINATING SKILLS = arc ~o5tly admlnfstratJve skills .. with a few areas 
of technical expertise throwr In for ~ood measure. The d~ta collection 
coordinator needs tc have an understanding of basic descriptive statis
t I cs, good w r It i ng sk I I I S, some exper lonce In L £, I ng dcta te- ccnvey 
Information, making presentations, and some l..ncerstandinf; of the jail. 
This person will most likely present th0 Information. He or she will 
help make some of the critical data col lactlcn decisions - I Ike how big 
the sarr:ple will be, what dai"a elements will bE! included, and which 
sources of Information wil I be used. 

5. }"NALYTICAL SKILLS = are largely interpretive. The person (or preferably 
persons) involv€'d In analyzing the InformC',tlon should be cble to think 
logically and to see the whole situation In terms of the rei evart compo
nents. These people wil I be drawing on their experience and knowledge of 
the jail and the cri~lnal jusi"lce system. They wll I be trying to answer 
the quest Ion, "\\I hat does th is data mean to us?". 

4, DATA PROCESSING SKILLS = could vary a great deal depending or, the nature 
of th e data co I I ect Ion. At a r:l I nl mum, data entry sk II 15, such as key
punching or typing information Intc a computer ter~inal wil I be neces
sary. In th. case ot the Inmate Profile Data Collection program 1"h~1 is 
Included with this document, the services of c: pE.rson who is famll iar 
with operating a common statistical package computer program, I.e., the 
Stctistlcal Package for the Socicti Sciences (SPSS), will be necessary. 

If you are collecting data ror- a speciEI study, or If you can'i" rind a 
computbr with SPSS reasonably close to you, the person who processes the 
cata wi I I need to use another stat 1st i ca I progr am. WARN I t\'G! If th is is 
the case, work closely ~/lth that person as you deslgr the data collec
tion sheet. This is for two reasons: 

• to make sure that the data can be Input as easily as possible; and 

• to make sure thct the ccmputer program you are us i ng can process 
the data you are collecting. 

There are few things more frustrating than to col Isct data that you w~nt 
to use very badly only to discover that the computer can't handle it! 
And while this Is rare, since most common statistical programs can 
process any data that Is numer I ca II y coded, It can happen. Make sure It 
doesn't- happen to your data collection! 
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These skills have been included in this ITIClnual even though most jails 
don't have their own computers. It simply Is much l'ester and easier to 
use a computer to process data (particularly for a 18rge number of 
cases) that It is to calculate averages on the adding machine and to use 
tally sheets to figure out frequency distributions. We arE fin~lng more 
and more county governments and private individuals have mlcro- or mlrl
computers, many of which have proGrams that are powerful enougr tc 
process jail information and perform basic statistical functions. ,lust 
because you don't havE.' a computer, don't give up. This daptElr will give 
you some Ideas about where you might be able to find one for free or for 
a rather smal I dollar cost to pay for the amount of time that you 
actually use the computer's memory. 

A very few lucky Sheriffs and Jai I Adml~istrators may be able tc find 
all these skills in one person. Most counties will find that the skills 
they need are ~ivlded between t~c or more peopl~ While it may be a little 
easier to coordinate the data collection if all the data collection roles 
are found in one person, a team approach to the data collection i!:. certain
ly a viable option. What Is Important Is that ALL of these critical roles 
are represented in the data collection effort. 

WHERE TO FIND THE SKILLS YOU NEED: 

Each jail, criminal justice system, county and community are unique. 
Unfortunately, as a result, it's Impossible to tell Sheriffs and Jeil 
Administrators speclflcal~ where they can find the people· who have these 
skills in their own communities. Hcwever, there ~re a number of strategies 
you can pursue to bring these skil Is Into your date col lectlo~. 

1. RESOURCE #1 - VOLUNTf:ERS: ~lore end more cOIT'r.lunitles have vol un1'eer 
offices that attract people who wish to donate their skills for "public 
service" or "charltable" reasons. Thi:. is a source of clulcal help that 
can't be overlooked by jails, particularly those with I ittle or IlO 

clericc..1 help of the.lr own. If the ccunty does not havE.' a volunteer 
office, Sheriffs and Jal I Administrators should consider recruiting 
volunteers on their own. Often churches in the corrrr.unity provE': to be 
good sources of volunteer help. This chapter 1'111 I offer some suggestions 
that have m~de working with volunteers in jBils easier - for everyone! 

2. RESOURCE 112 - LAW ENFORCE /·1ENT RESERV ES: W h II e most Reserves are i nter
ested In more exciting c:spects of workins in the jail, they ~ G 

potential source of help for some special projects. It might be a good 
learning experience for the Reserves to discover that there Is a lot of 
paperwork involved in working In a career in law enforcement or correc
tions. 

3. RESOURCE #3 - STUDENTS: Col I E!ge stUdents are a wonderf u I source of 
vol unteer hel p. Net only do they work for nothing, but they al so are 
usually very motivated (because they 1'111 I be earning credits or complet
ing a required internship) ~ they come equipped with an outside super
visor (their professor) who has some sanctions to use against them if 
they don't cooperate or participate fully. ~1any community colleges now 
have criminal justice coursework; students in these programs are ideal 
volunteers, and you get the added benefit of pre-screening Individuals 
who may very wei I apply for jobs in the near futur~ The saMe col leges 
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often have Computing Centers and computing classes, complete with stu
dents who need practical experience. A nu~ber of counties have been able 
to find students to enter all the data, and a professor (or graduate 
student) with the skills to develop or run an already existing program 
to process the data. The only thing tha"1- these counties had to pay for 
was the computer tl me; I n several cases the actl'a I cost to the county 
wcs Ib5S than $200. Even If costs do include keypunchln£! and verlflcc:;
tlon, they will stili be surprisingly lo\'l! 

4. RESOURCE #4 - TH1PORARY CLERICAL HELP: Unfortunately tempcrary help does 
cost something. However, most do not cost as much as a regular employee, 
and they may be needed for a re,fatlvely short pe.rlod of time, i.e., 3-4 
weeks. 

5. RESOURCE #5 - OTHEF! COUNTY OR CITY AGENCIES: These other county agencies 
rr.cy be willing to lend clerical staff tc your deparTnlE":nt for a short 
period of time. This Is particularly true If they are interested In the 
eutcC'me of the data collection. This n:ay bE vE~ry beneficial ir -he 
cr I m I na I just Ice sy stem, since data co I I actors end coders \'i ho are f am iI
iar with the court or prosecutor's record systems may col lect d~tE there 
more effiCiently than Individuals who don't know the "Ins and outs" of 
the system. 

6. RESOURCE t!6 - JAIL CLERICAL STAFF: One of the greatest overlooked re
sources In law enforcement agencies arE clerical personnel. Not onlv do 
they have the necessary skills, but they 61 so have first-hand working 
knowledge of the jEll, and they know where to find Informctlon. Training 
the clerical staff to collect c:nd code GatE may have many benefits, both 
tc· the orgarlzatlon and to ihe personnel Involved. 

WORKING WITH PEOPLE FROM OUTSIDE THE SYSTEM 

Many systems are beginning to use volunteers from outside the criminal 
justice system to help In spec-iBI data collection efforts, particularly 
tho=:·e associated with planning new jEils. Citizens' AdvlsCJry Boards often 
take an active role- In this process. \llhlie this manual can not provide all 
the informc:tion needed to successfully inltide a volunteer prograrr, the 
National Institute of Corrections Information Center does hav~ a great deal 
of information that could help you get started. Ir the meantime, here are e 
few tips that may help. 

1. SPEAK ENGLISH, NOT JAIL. 

Criminal justice professionals have a language of their own; It Is 
fil led ~ith abbreviations whic~ are routinely used by people Ir the 
system, but are unfam iii ar tc· cuts i cers. I f you hope to co I I ect ~..d 
i nformatl on, make sure thet everyone understands v/hClt you are tal k I n9 
about. 

2. FIND OUT WHO YOU ARE DEALING WITH. 

Do set up a mechanism to screen your volunteers. Most systems that use 
volunteers conduct the same background investigation or their volunteers 
that they do for employees. Th lsi s not to suggest that pol ygraphs and 
psychological evaluationson ycur volunteers.should be required, but 
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routine reference che~ks and clearances should be part of t~6 volurteer 
se I act I on process. 

3. PROVIDE ORIENTATION AND TRAINING. 

Most people from outside the system (end a number of people withl~ it) 
find jails very Intimldoting places to be. Volunte8rs will need an 
oriE!ntatlon tc the jail; they \llill also need a place tc work ir v/hich 
they feel safe and relatively comfortable. Training in the tasks thct 
the volunteel-s are to perform 11l.l.1.S.± be provioed. For example, If volun
tEiers will be used to code and collect data, trclir,lng in good coeing 
procedures and the codes be I ng used is mandatory. I f the voll.mteers ore 
golnfj to work in the jail Itself, they will ne;,ed both an orientctior to 
the faci! Ity, an explanation of the security requirE~ment£ which apply to 
them, and an clear explanation of the behavior that is expected of them 
while they are ther~ They should also be clear ~bout what behavior is 
unacceptable. 

4. CHECK YOUR CONF I DENT I AL I TY REQU I RElvIENTS. 

Before recruiting vo{u~teers, check your state statutes regarcing the 
conf idential Ity of Inmate records. If there Is any question rE-garding 
the use of vol unteers, an op I n ion from the County Attorney rnay be neCE;S
sary. Generally. the laws regarding the confidential ity of records allow 
Individuals to gether Information from them .fQ.[ reseercb purposes. To 
insure the con"fidentlality of the records once the Information is 
gathered, remove any I dentl fy I ng i nformCltl on, such 25 a name, frolr the 
data col lactlon sheet. When ir doubt, use caution and good sense. 

5. tlCCEPT THE VOLUNTEERS. 

Law enforcement and correctional agencies sometimes find if very hard tc 
accept "outsiders". This state of affclrs IS not very conducive-. to 
developing good working relationships with volunteer groups. Your volLn
teers w III be doing you and your jell [\ favor. Being supportive of yeur 
vol unteers Is critical. 

CONCLUSION: 

Doing a good data col lectlon i~-house re~ulres a considerable amount 
of time end commitment. It Is an area in which counties haVE frElquently 
sought outside hel~ And there is n6thing wrong with securing professional 
hel~ ir this area. It isn't an admisslon of fc,i1ure or Inadequacy. Some
times it may be much more practical, as in situations in which the jail 
lacks the necess~ry skil Is or when there is Insufficient tima to do the 
study in-house. A good consultant can fll I the role of the data collaction 
coor~lnator as wei I as any or al I of the other roles. 

However, there are c. number of benef its attached to doi ng the date 
collection yourself • 

1. Since you understand your system better than outsiders, you may be able 
to identify better sources of information that are not known to outsid
ers. You may have access to I nformatl on that outs 1 ders don't and w I I I 
never be privy to. You wil I not need help to understand either the 
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language of ccrrections or the pecul iarities of your system. 

2. Y·:>ur famll iarity wlth the system may let you make better "educa"red 
guesses" that shape the research. 

3. You understand the politics of your system better than any outsider ~nd 
so will probab I y know more accurate I y the al ternat Ives that wi I I be 
acceptable to the system. 

4. You may be surpr I sed ot the amount of money that consul tants get for 
some types of data collections in relationship to what the jEil gets for 
I ts money. 

5. ~10st important, if you do your own data collection, you are fer mc·re 
I ikely to bel ieve the flnelngs, and as a result, It is more I ikely that 
50me action wil I be taken as a result of the study. 

As you might expect, there are also drawbacks to doing ycur own data 
co I I ect i on. These are some cons i cerat i on~ you w! I I have to trade-of f 
against the benefits attached to Lsing others to do your data collections 
for you. 

1. Doing a data collection involves an investment of time and energy. And 
data collections are something thet shculd be done right - If you want 
to be sure that the results you get are accurate. 

2. Because you are~ close to the situation, ycur ir.terpretation of the 
data may be somewhat slanted. Having en outsider participate in the 
analysis and Interpretation of the informetion can £uard against this 
type of bias. 

3. If you are not famil lor \'11th what is happening in similar jurisdictions, 
you may find it difficult to Identify data which suggests th6t something 
unusual is nappening In ycur system. To illustrate· with a very simplis'" 
tic exam~le, if you had little kno~/ledge cf other jail populations, you 
might not think it unusual to discover that 40% of your jail population 
was ferrla Ie. 

I n dec i ding if you are go I ng to do yo!.:. c~,' n data co I I ect i on, you must 
real istical Iy determine if you have the people with both the right skil Is 
IJ.rui the time to do the work. Chapter 4: How To Locate and Capture Informa
tion will identify !=,Iaces to locate the necessary Information anel tips on 
usaf u I data co I lect i on form ats. 
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CHAPTER FOUR: 

HOW TO LOCATE AND CAPTURE INFORMATION 

Many people begin their data collections at this point by grabbing 6 
yellOW pad and pencil, starting a tally sheet, and rummagln~ through files. 
S I x pages later, unab I e to read the I r notes, they des I gn a form on ~I hi ch 
the data can be recorded. Hal fway through the data collection, they dis
cover that they didn't leave enough spaces for one of the d6ta elements. At 
this point, they often change their minds about doing the date collsction. 
This Chapter wil I suggest ways to avoid these difficulties by: 

1. identifying documents, forms and logs commonly found in lecal jails, 
which are frequent sources for the data elements identified earl ier; 

2. suggesting how to implement a manual Informctlon system, providing 
samples of the forms that might be used in such a system, and estimating 
the time invclved in maintaining it; 

3. providing copies of data collection sheets and code books (summaries of 
al I the data elements, their possiblEl val ues, the numerical codes for 
each, and the columns in which each is located on a keypunch card) for 
some of the data collections mentioned in the manual, (the Ir.mate Fre
file Data Cellection, a Transport Data Collection, and ar Incident Det6 
Collection); and 

4. discussing guidel ines for the development of date collection sheets and 
code books. 

JAIL INFORMATION SOURCES: 

The first step in locating i~formction is to identify al I the places 
in which information is already beint] capturec or recorded on Ci routine 
basis in the jail. One way to do this is te take blank copies of every form 
routinely used in the jail anc I ist the data elements that are specified on 
therr .. Next, review all the activity logs (such as the Booking Log, e 
Rei E: a s e Log, a D a I I Y Act I v I t Y 0 r S h i f t Act I v I t Y ShE: e t, etc.) and de the 
same. Don't I ist items that ere normally recorded in any narrative sections 
as data elements. There are several reasons for that: 

tl they will probably not be recorded on ALL the forms end certainly 
won't be found i r the same pi acei and 

• reading the entire narrative to extract one piece of information is 
far too time-consuming for most data collections • 

-33-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



HOW TO COLLECT AND ANALYZE DATA 

METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

INCIDENT REPORT FORM 

INMATE NAtiE ____________ _ BOOKING NUMBER ___ _ 

HOUSING ASSiGNMENT ___________________ _ 

INCIDENT DATE __ TIME ___ REPORTING EMPLOYEE ______ _ 

REPORT DATE ___ TIME ___ SUPERVISOR __________ _ 

INCIDENT DESCRIPTION (including who W.8 Involvad, what happened, whara the incident 
occurred, what cllueed It, atcJ _________________ _ 

~CFUNARYACnoNTAKEN ______________________ __ 

FU..E V1OLATlON MA.JOfl __ MINOR __ NO_ 

IS A C. R. NEEDED? YES _ 1\'0_ 

Figure 1 

Figure 1 Is en Inclder.t Report Form. The date; clement£. that Officers 
must fll lout on this for~ are: 

1. Inmate's name; 
2. inmate's booking number; 
3. Inmate's housing assignment at time of occurrence; 
4. date of occurrence; 
5. time of occurrence; 
6. date report is completed; and 
7. time report is completed. 
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This step may reveal that a number of data elements ar~ already being 
collected. However, there wll I undoubtedly be some essential data elements 
that are camouflaged in the narrative section of a form. If thaVs so, wake 
a list of these items and at least think about revising the form so that it 
specifically asks for the missing Items that are critical. If, in your 
opinion, the form leaves something tc be deslre~, revision might make good 
sen~e from a number of perspectives. In the case of the Incident Report 
Form In Figure 1, a data element that is both missing AND highly desirable 
is LOCATION OF INCIDENT. While this is normally included ir the n6rrative 
section, It's often not very visiblEl. Sometimes Officers forg8t it or 
several locctions are listed. This is a dota Ellement thai" should be plC:1ced 
on the I ist of missing data elements; It's a form I'd consider revising if 
I were the Jail Adrnlnl:i"rator. 

en the other hand, it may be thai' a number of common dcta el ameni"s are 
HQI collected in your facil ity. Few if any forms may bE- used, ontl the only 
log book available may be the Booking La,. These jails have not ceveloped 
their record keeping systems. And wrile thc:t really is too far afield from 
data collection topic to devote much time to in this document, it should be 
a matter of great concern to Sheriffs and Jail Administr~tors. The reason 
has to do with the prevalence of inmate litigation agBinst jails and Pri
sons and the fact that without adequate documentction, the Sheriff, Jeil 
Administrator, County Commissioners and tho County itself are in a very 
vul nerable positior. 

The logs and forms w hi ch are br I ef I y descr I bed be low prov I oe both a 
source of d~ta elements which are co~monly col lecte~ In jails AND documan
tati on in the event of I Iti gati on. 

1. BOOKING LOG - is a chronological record of all persons who are arrested 
ane booked at the facil ity. It typically captures tro followins date. 
elements: 

p.,. date; 
B. time prisoner accepted; 
C. pol ice agency; 
D. name of prisoner; 
E. daie of birth; 
F. place of birth; 
G. ch arges; 
H. court of jurisdiction; and 
I. bcoking number. 

Dor,'t be surpr i sed if the Book i ng Log used in your jai I isn't exactl y 
like this. The infornJation that is recorded irl the Booking Log will 
vary f rom county to county, but f i shou I d conta i n m~ of th ese data 
elements. The Booking Log Is an important source document for both the 
Inmate Population and Inmate Profile Data Elements. 

2. RELEASE LOG - is a chronological record of all individucls who are 
released frorr the facility. It typically Includes the following data 
elements: 
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A. date; 
B. time of release; 
C. name of prisoner; 
D. bookirg number; and 
E. means cf release. 

Release Logs are often combined with Booking Logs so that Release Date 
Elements for each Inmate are recorded on the same I ins cs his or her 
book I ng i nformatl on. 

3. ARREST REPORT - provides basic Identifying and some demographic infor
mation about persons who have been arrested, a statement of the author
ity under which individuals are detained, and some infc,rmation about 
the dete-ils of the arrest. Jails usually keep a copy of the Arrest 
Report (or a comparable Booki~g or Arrest Summary) es their documenta
tion of the reason for thE arrest. This ~ractlce enables them to prcve 
that the jail is not unlawfully detalnir:g anyone. The Arrest F.eport is 
a surprisingly good source of some of the Inmate Profile Data Elements. 

However, a word of caution is in order. Although there is some evidence 
that information which comes directly from people without ar,y adci
tlonal documentation (self-report ~ata In research methods terminology) 
is quite reliable, it Is Important to note that P.rrestir.g Officers get 
information from prisoners at a time when they have a number of good 
reasons to conceal something and make themselves "look good". As a 
result, data elements like employment status or educational level nlay 
r:ot be very accurate' here. 

4. BOND LOG - Is a chronological record of all bonds that are paid at the 
jci I. It usually includes the following dcta elements: 

A. name; 
8. date; 
C. time; 
C. charge (for each bond); 
E. type and amount of bond; 
F. return court date; 
G. jurisdiction; and 
H. officer's Initials. 

This is a good source ot information about bonding practices. 

5. MEDICAL SCREENING FORM - records the results of the Intake Me~ical 
Screening. It usually incl udes the following types of information: 

t .. the inmate's responses to a series of diagnostic questicns, designed 
to reveal the presence of any medical conditions which would require 
immediate treatment or of which the jail should knew about immedi
ately, i.e., Is the prisoner a diabetic or epileptic?; 

8. a brief description of the Inmate's physical state; and 

C. a brief medical history, including questions about substance abuse 
problems, mental health problems and any treatment the inmate was 
receiving or had received in the past. 
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This form Is one of the few places to fint Inmate Profile Data El~rnents 
relating to medical, mental health and substance ebuse problems. 

6. MEDICAL LOG - is a chronolofjlcel record of medicel activities at thE 
facility. It I ncl udes data el ements like: 

A. distribution of medlcatlcn (what, when end to whom); 
S. sick call (when. who); 
C. doctor's rounds (when, who); and 
~ special requests for medical care (when, who, what and response). 

These are important Items of medical documentetlon, but ~hey Dren't of 
major help In any of the date sets mentioned In the m5nucl. They ~culd, 
however, be very helpful In evaluating the me~lccl care recelvet In the 
facility and might be important in r"aking decisions about how medical 
care shou I d be de I ivered to inmates. 

7. CLASSIFICATION SCREENING FOR~,1- rElcords a great deal of information 
about the individual who is custod~ It includes the fol lowing types of 
data elements: 

A. demographic Information; 
B. cr I m I na I h I story; 
C. current legal status; 
D. medical, psychological, substance abuse problems and treatment re

corn men det ions; and 
E. program and service needs. 

Classification Screening Forms may ce relatively simpl€ or detailed 
documents that resulf from an in-depth Irtervlew of c:n hcur or IT'ore. 
The amount of Information contained In them variEls accordingly. They 
are excel lent sources of Inmate Profile Data. 

8. DAILY (GR SHIFT) ACTIVITY LOG - is a chronological record cf all opera-' 
tional activities. Whether the jail uses a Dally or Shift Activity 
Sheet or Log vi II I depend on the size of the fac i I I ty. Sma I I (I ess than 
25) facil ities will probably want to use a Deily Activity Log; larg0r 
facil ities will probably want tc use a Shift Activity Sheet. Very large 
facilities (100 or IT;ore) will probably need to subdivide the dcta 
elements that are I isted below into separate Logs: 

A. court activity (who went to ccurt for what type of heEring); 

8. master control activity (results of routine hea~ counts, any routine 
tests done by master cor,tro I, I nmate movement records, resu I ts of 
any routl ne tests done: cn jail equi pment, notation of any unusual 
events, i.e., smoke detectors going off, otc.); 

C. physical plant checks (routine check of all locks, wlr.dows, security 
equ i pment, I ife safety equ I pment, etc.); 

D. laundry exchange (dates of distribution of bedding end or uniforms 
to prisoners); 
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E. outside agency inspections (dates and results cf routine inspections 
done by State Inspectors, Fire t.iarshalls, Publ ie Health eff lcers, 
Rodent Control, €ltc.); Dnd 

F. progrc:Jm activity records (date, time, type of progrc.:m, i.e., recrea
tion, rei igious servIces, etc.) and identity/nurr.ber of inmetes Clt
tending). 

Other than the head count: which woul d provide a measure of Average 
Dolly Populctlon, this information does nc,t relate directly to any of 
the data sets identified ir. the manual. It would be irrposslble, how
ever, to evaluato any of the programs end services provided ir thE 
facil ity without this information. This information represents critical 
documentation of a jeil's efforts to corne Into compliance with !:.tand
ards. 

g. VISITOR'S LOG - is a chronological record of visitors to the faci I ity. 
It incl udes both professionEI and fa~1 Iy visitation. Dete elements 
found here i~clude: 

A. name of visitor; 
B. name of inmate visited; 
C. relationship tc visitor; 
D. c1ote; and 
E. time. 

Both professional and family visitors should be entered in the Visi
tor's Log. This is E good source of informatlo~ that me~sures the level 
of activities in the facility, and its review would be a critical 
component of a staffing analysis. It Is not B very good source of 
information about any of the data sets we have mentioned. 

10. riAIL .AN[! TELEPHONE LOG - is a chronologiccl recGrcJ of all in-corning 
mail and felephone calls. Its major purpose is to document 1~le jail's 
practices ir theSE: areas for standards compliance. It is net helpful in 
data collectIon efforts. Smal I jails may want to incorporate tnis with 
their Deily Activity LOQ. 

11. TRANSPORT LOG - is a chronological record of prisoner transportc:i"ion 
activities. It Includes al I the deta eleme~ts identified in the Opera
tional Dat6, Transport Cate Set mentioned in Chapter 2. It is often the 
only source of that information. This is anot~er critical source of 
information for staffing analyses. Facilities that do c large number of 
transports may want to develop a Transport Form, to be completed for 
each transport and then compiled in a chronological Transport File. 

12. INCIDENT LOG- is a chronological record of ell "out of the ordinary 
events" In the facility, including fires, assaults, Injuries, contra
band, major and minor rule Infractions, suicide attempts, violent 
behavior, psychiatric problems, etc. It should include all the data 
elements notec in Operatloncil Data, Incident Set described in Chapter 
2. In smaller facilities, it may include information about Disclpl inary 
Hearings and Administrative Segregc.tlon ""ovesj larger facilities will 
need other mechanisms for documentation of this type. This is often the 
only source of information about this type cf event In the jail and is 
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a crltiCel part of any evaluation of the jeil and its operaticns. 
Larger facilities w ill probably want to develop an Incident Report 
Form, to be completed for each incident an~ then compiled in a chrono-
109 I ca I Inc i dent F i I e. 

13. PERSONNEL RECORDS - document B I I personne I act Ions take n, inc I ud i ng: 

A. hlrings (date, salary, position); 
8. terminations (date, position, type, reason); 
C. demographic Informetlon. 

These are normally kept in individual employees' files; they Bre the 
only source of informction for OperatlorcJl Date, Persc·nnel Set. Orte way 
to facil itate using these documents (without having to go through each 
c:nd every file) 15 to de.velop a Perscnr.el Notebook, ... I!th a face sheet 
for each employee. Copies of CJII personnel action forms can be placee! 
ir the nctebook behind each employee~J face sheet, with a special sec
t Ion for term i rlat ions. 

14. f3UDGET PECORDS - document budget c:llocations and expenditt.:res, usually 
b y qua r l' e r s. The bud get s h 0 u I d bed i \' ide d I r. t 0 cat ego r i e s sot t, at 
dol I cr costs Clttached to personne I and sa I ar i es, fr i nge benef Its, food, 
medical care, inmate supplies, etc. can be used ES describee in Chap+er 
2. 

15. co~·n,qSSARY REQUEST - is a form on which inmates I ist the items they 
~/oulc like to purchase fron-. the jail's Cor:.r:lssary. Staff thE':n deducts 
the cost of the items listed on the form from the inmate's funds; the 
forn- Is placed in the Inmate F ile a~ D record of the transaction. It is 
not useful for any of the elata sets i dentl f led I n Chapter 2 with the 
possible Exception of Operation~1 Data. It does hel p to measure thE 
level of activity in the facil ity and is, as a result, important when 
conducting a staffing analysis. 

16. PROPERTY SU~1~1ARY - is a form on which the Booking Officer records all 
items of personc:1 property that the: inmate haE in his possess Ion wher 
jai I ed. Items rei eased by or brought to the inmate are al so noted. 
While essential for good operctions, it is not hE:lpful In dcta collec
tic,ns. 

17. INMATE BEHAVIOR LOGS - are chronological record~ of staff observations 
of inmates in a particular housing ur.it. They describe inmate-inmate 
and Inmate-staff problems, as well as any behavioral indications of 
medical or psychological problems. While these Logs Dre critical 
sources of information for officers working with the inmates on a dally 
basis, they are frequently too cu~bersome to use in data collections. 

18. JAIL LIST - is a daily list of all inmates detained at the jail, (their 
charge status, legal status, specific charge, any holds, hOL£.ing loca
tlon and age); a I I book I ngs (same i nformatl on as above); and rei eases 
(means of release, type and amount if a bond). Thi~. I ist is primarily 
put together for the other actors in the system and shou I d be sent to 
all courts, the publ ic defender, the prosecutor, I aw enforcement agen
cies, etc. It is a source of both Inmate Population and Inmate Profile 
Data. ~aintaining this document is not as time-consuming as mlgt"-t be 
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inmaglned. I, little creative use of "white-oui· 1I and the xerox machine 
makes it possible for most jails to type one new copy a week. Smaller 
facilities may find their copy will last even lon£er. 

The documents that are listed above are these which are fcund ir, 
jails. It Is a fairly generic list. As a result, some of the documents kept 
in your facility may not be I isted by narr,e. So, don't be concerned if the 
record systerri in ycur county's jail is not identical tc this. But 00 start 
thinking about improving documentcilon at the jail. If there ere c.ny 
ac:ditlonal questions about recc,rd keeping systems, the NATICt\AL INSTITUTE 
OF CORRECTIONS INFORr·~ATION CENTER, 1790 30th Street, Boulder, Colorade, 
80301 has additional resources which might be c1 help to you. 

I n terms of data col I Gcti on efforts, however, r.1any of the forrols and 
logs routinely kept by the jail eJre not particularly helpful. The r.:(Jst 
useful information sources for data collections tend to be: 

1. the Arrest Report; 
2. the Sooklng Log; 
3. the Inc!dent Log; 
4. the Transport Lo£; 
5. Dei Iy Activity Log; and 
6. the Jal I List. 

THE PROBLEM WITH DATA SOURCES - AND SOME SOLUTIONS: 

Unfortunatel),} trle documents kept in the jail provide little help In 
gathering data about criminal justice system performance. It is possible to 
find out something about arrest, boncing practices, and sentencin~ for 
which jail time is given, but the whole picture Is not available. Asthe 
jail data collection begins, because no system is perfect, some problems or 
"quirks" will emerge. 8ecause each jail and criminal justice systenl is 
urique, a particular problem may not be included in this section. However, 
the problems listed here are shared by virtually every criminal justice 
systerr. Some of them are th I ngs that can be managed; others can severe I y 
damage the data collection and shoul d be avoided at all costs. 

1. D,.o,TA ELnlENTS .AHE SC,.o,TTERED. 

Typically, In jai I data collections, the data elements are scattered 
from one information source to another. Some elements are only available 
eutsice the jail (i.e., the courts). Not cnly does this increase the 
amount of time required to collect the data, but it also sets In metion 
oth er prot. I em s. 

Even within the same criminal justice system, the same t€rm can have 
different meanings. For example, the term "charge" has distinctly dif
ferent mean I ngs to low enforcement, the prosecut i ng attorney and the 
courts. To avoid comparing "apples and oranges", Sheriffs and JCiil 
Administrators who use more 'than one source of information !':lust make 
sure that everyone uses the same definition for the data elemenis they 
are collecting. Errors of this type can lead to mistaken conclusions in 
spite of the most sophisticated computer pr09rams and statistical analy
sis. That's because the best analytical tools can be used on bad data. 
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2. DATA IS r~ISSING. 

Missing data Is a common problem - and one of the most frustrating. When 
collecting and ccelng persons finally find the right arred report In 
the three-inch-thick file on one cf the jail's regular guests, and dis
covers that the one piece of InformatloG they were looking for is mis
sing, their responses are apt to be unprintable. 

~ilsslng data Is fru~.tratlng from anothE:r perspective. Let's assumE that 
a good sample of 500 prisoners has been developed for an Inmate Froflle 
Data Collection. Unfortunately, because a lot of the data Is ml~slno, 
only 50 of the files have any information about ene cf the variClbles, 
for example, employment s1atus. Assur.ling that the lnformatior, that's 
been gathered about the 50 cases app lies eq ua I I Y Vlsi I tc the other 450 
people ir, the sample is the stCltistical equivalent of stanciin!;,; out on 
the limb of a very tall tree and giving your worst enemy a chair saw. 
Researchers consider this en lIexternal valielty" problerr'. I','hile inforrr;a
tlon Is available about some of the prisoners, there Is no evidence that 
suggests that the resu I ts can be genera I Ized to the other pri scners. 

I n fact, the rem a y beg a 0 d rea son t 0 bel I eve t hat the 50 P r i son e r s Vi h 0 

provided that Information mlgr.t be IIdlfferent" fran. the t·50 whc Cldn't. 
They may have been unemployed people~ charged with serious offenses, who 
stayed In jail a lonG time; maybe they were al I students who ware trying 
to convincE'1 the Arresting Officer to take pity or. them; or maybe 1hey 
had good employment histories c.tnd were trying to make! thEmselves look 
like good candidates for re:iease on bond. In these three IImaybes ll ere 
three significantly differe~t employment plcture~, A I ittle missing data 
is manageable in a data collection; a lot of missing dati::· makes it very 
difficult to interpret the results of the data collection and analysis. 
Anything more than 10% missing data Is a REAL problem. 

However, missing date provides an extremely usefL;1 piece of n.anagement 
information. It means that staff aren't fill ing out the forms complete
I~ There mey be a number cf reasons for that: 

1. they oon'i" have the information at the time they have to fill cut 
the form; 

2. they forget to ask for the Information; 
3. they forget teo write down the Information; or 
4. they don't think the information Is important. 

As a manager, you can forg ive the f J rst as long as the form I s changed 
to .effect the Information that Is available when staff have to complete 
it. Then make arrangements to routinely capture the Information at the 
time when It finally surfaces. As a manager, you can't consistently 
forgive the others. This impl ies one of two things. Either your staff 
has to learn the importance of fll ling out the Information that you ask 
for or you need to design better forms. Two more Impl icatlons are hidden 
In that statement: 

• staff should not be asked to fll lout information that isn't Impor
tant; and 
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• the information that Is collected should be shared with staff end 
used to solve organizational problems. 

3. THE I NFOR~~AT ION ON THE FORlvl I S ~mONG. 

"Bad data" is a serious problem for any data collection. It's an espe
clally serious problem If there Is no way to know that the information 
that be I ng gathered i sn't correct. 

In Chapter 2, the manual mentioned a problem associated with taking the 
data el erne nt, Er~PlOniENT STATUS, from an Arrest Report, e.g., thE: I nO 1-
vidual being arrested might have reasons to give Inaccurate Information. 
That problem belongs In this generel category. One way to deal with this 
situation Is to check the information given by the prisoner at one 1'ime 
with Information given later or agaInst informatio~ ihet has been veri
fied. 

One other I< i nd of error shou I d be ment I oned here. The peop IE! who f II i 
cut your forms are human; they make clerical and typographical errors in 
record I ng i nf orrn at I cn. And \'I h I I e these errors nI ay be obv lous te· you, 
they wll I only be a series of numbers to the person who erters data into 
the computer. Even ~Iorse, the computer \~ i II make: no judgements.at.aLL 
about the qual ity of the information that it processes. One of the 
oldest computer programmer sayings (IlGarbage in = garbage out") is stili 
all too true today. 

Sheriffs and Jail I\dmlnlstrators can take steps to mal<.e sure that this 
doesn't happen by identlfyln~ a logical range cf responses fer each d~ta 
element, e.g., the likely range of responses for the variable age rnlght 
be fro" 18 - 55. Anything above or below that would warrant checklns the 
data. This Is a common checking procedure statisticians use to make sure 
they don't have bad data. Most compuiers prlr.i"outs will I ist the high 
and low s("~res for each variable which nakes it elementary to perforrn 
th iss imp I e check. 

1ft his s h 0 u I d hap pen, the per s c n who pro c e sse d the d a taw I II k n 0 VI 

procedures to find out If there is a problem with ~ single computer run, 
i.e., a keypunch card is In the ~/rong order, or if there are problerrs 
~It~ the data Itself. Even if there Bre data problems, there are statis
tical conventions to help counteract the effects of bad data. 

4. THE DATA ElE~1ENTS ARE POORLY DEF I NED. 

This can happen to the most skil led people who develop data collection 
sheets. They design a question that ask: the person fll ling oui' the form 
to make a val ue judgement and then fal I to provide any criteria for 
mak I n9 that deci s Ion. 

A common jail example will make this clear. Let's suppose the t,16dlcal 
Screening Form asks the Sooklng Officer to answer the fol lowing ques
tion, "Does the prisoner exhibit any mental health prot:lems?". This 
sounds fine untl I you stop to think about what constitutes a mental 
health problem. Does It include: 
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• only people who are so "out of It" thai' they have to be seen by a 
crisis worker from the Mental Health Department?; 

• people who are violent on intake after D bad night at the local 
watering hole?; 

• people who smile benevolently and giggle at questions like "Name?", 
but are totally cooperative?; or 

• only people who would be conslderec "legally insane"? 

There is nothing wrong \~Ith asking this question, provicing that the 
criteria for answering "Yes" or "No" are defined. This is an areE. ir 
which staff need trc.linlng anyway. ~laktl SUrE' to get some help in defining 
these criteria and then train the jail staff in applying them. 

5. THE HAND\~R I' I NG, I S I LLEG I BLr. 

No one ever saiG that 81 I of these problems would be elegant or complex. 
Sometimes, the dc:ta Is Here, but the handwritin!; Is Indecipherable. 
Data collectors and coders GO not read either hieroglyphics or cunei
form. And "guesses" in this area can lead i-o "bad dClta". As a manager, 
this ~ something that can be remedied for future cata collections. If 
you have people on staff whose handwriting isn't legible onco It's cold, 
suggest they print; If that fails, suggest they type; and If that falls, 
corslder whether or not thc:t person should be Ir th~t particular posi
tlon. 

6. NO Ot~E KEEPS DATI\ FOR THE \',IHOLt= SYSTH1. 

This Is really an extention of Problem '1: Data Ele~ents Are SCEttered. 
Each of the agencies in the criminal Justice system keeps its own data; 
some ap'1ncles ~uDrd their dctci I ikE: the- crc'wn JE'VlE:ls. As iJ result, €loch 
agency has facts about only Its own part cf the system. This results in 
informBtlon being lost or friJ(;mented. As a result, it IT,ay be extremely 
dlfflculi- for a data ~cllE.;ctor from one part of 1'he system to get 
I nformatlorl from or access to records in another part of the systerr. 
This frustration sometimes leads to the elements of the system maintain
ing duplicate record systems. 

fill of this lends credibility to charges that 1'he crimInal justice 
system is uncoordinatec. As policy rnakers in the system, Sheriffs and Jc-Il 
JI.orninlstrators must take an active role in remedying this problem. Ai a 
minimum, the elements of the system must begin to shar& information ane to 
work together on common problems. It woul~ be nice if we could move direct
ly into guidel ines for develcplng an automated, integrated information 
system for the entire crirrtlnal justice system. But that goal is a long ~/ay 
off for most of us. So this Cha~ter next turns 1'0 developing a manual 
inforraation system for the jail. Who knows? Once the rest of the system 
sees the benefits attached to having management Inforrnation or a regular 
basis, they might be more Interested in working on a shared system. After 
eoll, if you want to get somewhere, you need to foil OYi one of the f undamer,
tal laws of physics, ''Direction first, then velocity!" 
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SETIING UP A MANUAL INFORMATION SYSTEM FOR THE JAIL: 

Information systems are structurally or functionally r€:leted elements 
or procedures which provide informetion to an organizatIon, usually in 
summary form. They may be automated (computerized) or menual (on peper). 
They vary a great deal In their usefulness, their complexity, and the 
amount of time involved In maintaining the system. The system described in 
this section is a very basic management information system that generutes 
monthly statistical reports about the Inmate Population Date Elements and 
soms Inmate Profile Data Elements, es wei I as some operational date. This 
system has been used In a fairly large faell ity (100 beds, about 6,000 
bookings ~,er YGar) for six years. It provides bas.le information to manage
nent; it is relatively slmr,le to I11clintairj and it demands c; relatively 
smal I time eom~ltment on the part of cl~rical staff. Anc it ~orks! 

ELH1ENTS OF THE SYSTEr~: 

To set up this management information system, the jal! wil I need: 

1. a supply of 5xS cards, r.referably pre-printed with the names of the 
data elements elements you want collected and spec6s for irforma
tion to be recorded (D. about $15.00 for 500, pi us the cost of 
pr i nt! ng); 

2. two sets of alphabetic file dividers (@ about £4.00 each); 

3. two card f:les (which vary In cost from $17.50 for the Cadillac of 
card f I I es to $7.65 for the Chevette); 

4. a ballpoint pen (@$.29); and 

5. about 4% of <; clerk's annual .... ·orking hours (about 70) fer every 
1,000 book i ngs. Th i s trans I ates to about 4 min utes for each card 
til I eo out. 

So, if the jail booked 1,000 people Ir. a year, the cost of maintaining 
this information system would be about $32.90 fer eqLipment (assuming you 
chose the least expensive equipment) and $350 for I ~bor (If the person 
f!luintoininf, the system makes $5.00 an hour). At $382.90 for the annuel 
operatir,g cost, this manual infermation system is far'less expensive than 
even the most inexpensive computer; suddenly manuel systems become very 
CJppeal ing! 

SYSTEM START-UP: 

The information covered so far in this manual should have mad& it 
clear as to what the first thing to be corsidered in startin£, u~ the new 
information system might be. If not, re-read Chapter 2: ~ow To Identify the 
I nformat i on that Shou I d Be Coil ected; you missed someth i ng. 

1. IDEtHIFY THE Il\FOR~·IATION THE SYSTEM SHOULD COLLECT. 

The purposes of this information system is exactly as stated in the 
first paragraph of this section: 

-44-
A MJ\NUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 

• 

8 



• 

• 

• 

------~-------.~-----------------------. 

HOW TO COLLECT AND ANALYZE DATA 

e to collect the InmatE Population Data Elements (Average DEi Iy 
Population; Length of Stay; Jail Days; Total Bookir.gs; ~~et tiook
ings; Number of Felons, Misdemeanants, Traffic Cffenders, Dnd 
Hoi ds; Number of Pre-tr i 81, Post-tr i ai, and Sentenced Offenders; 
Number of MalE and Female Inmates; and Adult and JuvenilE Inmates; 

• to collect some basic Inmate Profile Data Elements (Charge; flge; 
Ethnlcity; Residence; end Release status); and 

• to collect some operational data (Number and Location of Trans
ports; Number of I nci dents; and Number of Ccntact & Ncn-contact, 
Professional and Family VisIts). 

2. DETERt'll NE HO~J FREQUEtHL Y SUI'~MARY REPORTS AR.E tlFEDED. 

~10st Sheriffs and Jail AdminIstrators will probably want monthly stCl'~ 
tistlcal reports. ThE: Inmate PopulatIon Data Elements are most Lnder
standable statistically when they are grouped by month; somehow, weekly 
stats are too much to absorb when look 1 ng for ja i I popu I ation trends 
and patterns. An exception tc +hls general rU!fil occurs v,hen the jail is 
tryIng to cortrcl crowding. Then monthly stet reports wculd not be 
frequent enough; weekly summaries would be helpful. 

3. DES I GN AN I Nr·~ATE I NFORtv:AT IO!" CARD. 

Later i r th is Chapter, there ara ti ps on how to des I gn geod data 
collectlc,n sheets. When you are raady to design the Inmate Information 
Card, refer to that section. Figure 2 provides E sample Inmate Informa
tion CDrd. A ful I-sized copy of this card is provided in A~pencix C. 

INMATE INFORMATION CARD 
NAME _____________ ~_ BOOK-IN DATE ___ _ 

BIRTHDATE___________ BOOK-OUT DATE ___ _ 

RACE ______ SEX _ LENGTH OF STAY_. __ _ 

CHARGE(S) ______________ _ (IN DAYS) 

FE1.0NY 

MISDEMEANOR 
TRAFFIC 
OTHER 

PRE-TRIAL 
POST-TRIAL 
SENTENCEO 

_ RELEASED AT BOOKINC. 

_ HOUSED IN JAIL 
HOLD FOR ___ , ______ _ 

COUNTY RESIDENT RELEASED TO _______ ~ __ 
STATE RESIDENT BOND TYPE __________ _ 

OUT OF STATE RESIDENT AMOUNT _________ _ 

+'---- EMPLOYED ~ FULL TIME _ PARTTIME _ UNEMPLOYED _ 

Figure 2 
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4. DECIDE WHC WILL ~~INTAI~ THE SYSTE~. 

Sheriffs and Jail Administrators should make one persen responsibl8 for 
maintaining the information system. As this manual has strongly sug
gested, it's a clerical function. If there are no clerical staff in the 
jell, Offlc8rs whc work the graveyard shift or dispatchers migllt be 
able to maintain the system durIng slow periods. One of the benefits of 
having clerical staff rralntair the informaticn system lies ir th~ fact 
that they aren't' tied to their radios like cilspatchers. They can lE.ave 
their work area to get the information if need be. 

IN: 
TIME 

NAWE 

CHARCiE 

p, O. 

TlWE 

NAWE 

CHARGE 

P. ~. 

TW.IE 

tuME 

CHARGE 

P. D. 

TlW~ 

NAME 

CHARGE 

P. D. 

TNE 

NAWE 

CHARCOE 

P. O. 

TME 

NAME 

CHAIIGE 

P. O. 

METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

SHIFT ACTIVITY SHEET 

OUT: 
TlWE ______________________ _ 

~IoIE ________________ __ 

P.E~A~TO ____________________ _ 

~---------------------

PUME ___________________ _ 

RELEASF. TO ____________ _ 

~--------.--------------

~----------------------NAIoIE _____________________ __ 

RELEASE TO __________ • _________ _ 

BONO ____________________ _ 

TlME _____________________ _ 

PUME ______________________ __ 

RELEA~ TO _______________ _ 

BONO _____________________ __ 

PUME ______________________ __ 

R~ASF.TO __________________ _ 

B~ro ___________________ __ 

1W£ ____________________ _ 

PUIoIE _________________ __ 

RELEASE 'ro ______________ _ 

~--------------------

STATlSTtCAL SUMMARY ~ COUNT ____ _ ~c~ _______ __ 

.,. FEl.OHS _____ ~ IoUSOEI.4EAHAHTS ___ ." TltAFAC __ ." OTHER 

.,. PRE-TRIAJ.. __ .,. 8EHTENCED ___ + FEUAJ..ES ___ "'.JUVENILES 

Figure 3 
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5. DETER~1ItJE \IHEHE THE JP.IL ROUTlt'IELY CAPTURES THE tt'~FOR~'lATlm; ?M) DECIDE 
PoOl" TO GET IT FROI··l Tf-IAT SOURCE TO THE CARe. 

It's hord to bE very specific about this step b&cause jeils captur~ the 
information in so many places. It would be helr-ful to review the list 
(If documents included In this Chapter. The DEily /\ctivity Los ()r 6 

Shift Activity Sheet, Booking Log and the Arrest Repor+ y, ill prcLably 
provide most of the inmate data elements; the operation~1 det~ elcrlants 
wil I need to come from the Transport, Incicent end Visitor Logs. fr.oth
er pctentlal resource for the Inmate Data Elemarts would be the ~iatus 
board found in most Booking Areas which records t~e inmates who ~re in 
custody, some descr I pt Ive' information and the i r hOL s. i ng 2SS Ignme/;ts. 

Let's assume for this example that the Inmate Infc-rrnation can b( col
lectec from a Shift r,ctivity Sheet. In case the· jeil deesn't curr-e,ntly 
use a Shift Activity SheE!t, Figure 3 provides an example .. App€:r..:i>: r. 
includes an 81/2"x 11"copy; depending on the amount of activity en 
each of your shifts, you may want to use lesal size paper. 

Let's also assume thet nene of the Logs that n€ede~ tc geth~r the 
operating information about Transports, Incident!:. and Visito/'s ere 
available. This wil I require some additionsl eqLipment: 

o three three-ring birders; ond 
o a ream of xerox paper • 

Repeat Steps 1 through 4 tc decide what Information should be i~clude~ 
in these Logs; ho\l. frequently the information will be nE!edec; d(~~ign 
Transport, Incident and Visitor Log Sheets; and decide who will ITlain
tain the system. Figures 4, 5, end 6 provide sample Visitor, Tra~sport 
and Incicent Logs; Appendix E provides ful I-sized copies. 

VISITOR lOG 

CONTACT 
DATE TIME IN TIME OUT INMATE NAME VISITOR NAME RELATIONSHIP YES NO 

~----+-----~------~----------------~---------------+-----------+--,~ 

- '--

~----+-----~----·--~----------------4---------------~-----------+--;1--

~----+-----~------~----------------~---------------~----------~--- --
I-----+-----~------~----------------;---------------+-----------i--~· 

-----I----+-------4-------·--------t-----------t--------·· ---I--
. ____ ~ _____ L_ _____ L_ ____________ ~ ______________ ~__________ ___ __ 

Figure 4 
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METRO COUNTY SHERIFF'S DEPARTMENT 
JAJL DIVISION 

TRANSPORT LOG FORM 

OFFICER 
NAME __________________ _ 

O. T. / COMP 

O. T. / COMP 

O. T.I COMP 

YES __ NO __ 

NAME _____________ _ YES ___ NO __ 

NAME _________________ _ YES ___ NO __ _ 

REASON 

EMERGE:NCY ROOM TREATMENT 

SOEDULED MEDICAL APPOIN'1lIIENT 

COlMn" APPEARANCE 

WARRANT PlCK-UP 

FlE'TUm TO OTHER ~ 

PRISONER 

~--------------------NAME ____________ _ 
NAME __________________ __ 

~ME _________________ __ 

NAME ___________________ __ 

NAME __________________ __ 

~---------------------NAME ___________________ _ 

NAME _________________ _ 

NAME ________________ __ 

~---------------------

TNE O£PARTURE 

FIE1UtN 

VEHICLE ODOMETER START ____ _ 

ODOMETER END 

VAN _CAR4o __ 
OTHER _______________ _ 

DATE _____________ _ 

TRANSPORT TO STATE HS1TT\J'1'1ON 

TRANSPOfIT TO STATE HOSPITAL 

TRANSPORT TO TREATMEHT FACLITY 

COURT ORDERED 
OTtER ___________ _ 

LOCATION 

FROM _______ _ TO 

FROM ______ _ TO 
FROM ____ __ 

TO 
FROM ______ _ TO 
FROM ____ _ TO 
FROM ______ _ TO 
FROM ______ _ 

TO 
FROM _______ _ TO 
FROM ______ _ TO 
FROM ______ __ TO 
FROM _______ __ 

TO 

MEALS S ____________ __ 
S , _____________ _ 

$ ----------------
CLEANUNESS GOOO FAil POOR 

MEOiAHtCAL 
CONDlTlON 0000 FAIR POOR 

GAS COST __ # GALLONS ruACHASED __ # GALLONS TO FILL ON RETURN ___ _ 
~MS __________________________ ___ 

Figure 5 
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METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

INCIDENT REPORT FORM 

INMATENAME _____________ __ BOOKING NUMBER ___ _ 

HOUSING ASSIGNMENT _____________________ __ 

INCIDENT DATE ___ TIME ___ REPORTING EMPLOYEE _______ _ 

REPORT DATE ___ TIME ___ SUPERVISOR __________ _ 

LOCATION 

HOLDING 

BOOKING 

INTAKE SALLY PORT 

PERSONAL EFFECTS ROOM 

ISOLATION 

CORRIDOR 

LIBRARY / CLASSROOM 

ElIERCISE 

REASON 

SUICIDAL 

VIOLENT 

ILLNESS 

ACCIDENT AL INJURY 

CAUSING A DISTURBANCE 

VISITING 

KITCHEN 

HOUSING UNIT ... : 1 

2 

3 

4 

5 
OTHER ___________ __ 

ARSON 

PROTECTIVE CUSTODY 

CONTRABAND VIOLATION 

ESCAPE ATTEMPT / RISK 

REFUSAL TO OBEY AN ORDER 

HARMING / THREATENING STAFF DESTRUCTION OF JAIL PROPERTY 

HARMING / THREATENING INMATE __ OTHER __________ _ 

INCIDENT DESCRIPTION (including who .... 118 Involved, .... hat happ .. ned, .... her .. th .. Inck/ent 

occurred, .... hot clluaed It, etc.) _________________ _ 

Figure 6 

Front 
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RULE VIOLATION MAJOR __ MINOR __ NO __ 

IS A C. R. NEEDED? YES _ -# ________ NO_ 

DISCIPLINARY ACTION 

MAJOR VIOLATION 

MOVE TO ISOLATION 

MOVE TO MAXIMUM SECURITY 

MOVE TO ADMINISTRATIVE 
SEGREGA TION 

MINOR VIOLATION 

NO ACTION 

VERBAL REPRIMAND 

48 HOUR LOSS OF PRIVILEGE 

MOVE TO _______ _ 24 HOUR LOC!(-oOWN 

USE OF RESTRAINTS 
NONE NEEDED 

_ PHYSICAL 

_ MECHANICAL 

OVER 48 HOUR LOSS OF PRIVILEGE 

OTHER __________ _ 

INJURY TO 
STAFF 

INMATE 
OTHER ___________ _ 

DISCIPLINARY REVIEW BOARD REOUIRED YES ___ NO _ 

DATE OF REVIEW BOARD _____ _ 

DA TE NOTICE SERVED 

GRIEVANCE FILED YES ___ NO ___ 

ADDITIONAL COMMENTS ______________________ _ 

A&.>MINISTRATIVE REVIEW AND APPROVAL 

COMr>t..ETCD BY 

comu;CnoNS OFFlCER __________________ DATE ____ _ 

. _____________________ DATE ______ _ 

.tAIL ADMHSTRATOR ___________________ DATE ___ _ 

Figure 6 

Back 
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The easiest way to get this information Is to: 

o require that ell incidents which occur in the faci I ity be; docu
mented on the Incident Form. In order to do that, the Sheriff or 
Jail Mmlnlstrator must define for staff what kind cf event!: IlLY .. S.t 

be documented. The Sheriff or Jtll Administrator should revle~ ~ach 
form and then give it to the person who Is maintaining the informa
tlen system to be three-hole punched and placed in the binder. 

Co require that all Officers transportir,g inmates outside the fcc.ility 
begin a Transport Form prior to their departure from the jeil end 
that they complete it as soon as they have returned. Have ther giVE 
the co~pleted form to the person who is to maintain the sy5~~m to 
be three-hole punched and ~I~ced i~ the binder. 

c require thct all persons whc visit the facil It) compl~ie thE Visi
ter's Log. The forms should be pre-punched and placed in the lhrae
ring binder, which shcul~ be kept at the place at thF vlsiiors' 
entrance. 

One more comment is apprcpr i ate here. I f the jai I ha~ rr,ore thc:ri ene 
source for a particular dcta elerr:8nt, I:' decision must be l'iade:bout 
which source should be used. Several criteria might help with that 
choice: 

1. one source may be more accurate than another; bnd 

2. the fewer sources needed to get the inform~tion, the better. ~hen 
confronted by a chol ce between one source that has onl y one dEtc 
element and another source that hcs more than one of thF data 
e I aments you need, un I ess there i 5 a COt/iPELL I t\G reeson to use the 
source with just one element, use the sourCE, thc1t provides thEJ most 
data elements. It's more conveniEnt. 

6. TRAIN THE PERS(Jt~ ~'/HO \1,' ILL ~ffll~;rAIN THE SYSTEr·\ IN HOW lC FILL au": THE 
II\MATE n:FaR~·)AT ION CARD. iNS I ST ..It:lAI 11 £.E .llilli.E DA I L YI 

r·janual systems are very manageablE' IF they arE' rrair.tcined en a dclilv 
basis, ~10nday through Fricay. ~'ondays r,!ay be c little hectic unti I the 
per son who does th i s job becorr,es f u I I Y comfortab Ie \\ i i"h the sy stern 
(usually no more than a weel< or two). But if inforrnC'tion systen's bre 
neglected, up-datins ther.: when it Is timE: tc COMplete the r.'c..r,i·hly 
report is extremel¥ tedious. Worse yet, if some, of the information is 
r:1issing, it may be Irr;posslble to gei it onCE. thE; inmate: is gore. [ind 
staff's memory of him has faded. From time to time, it is al so c: good 
idea to make sure that the information fil led out on each of the Inmete 
Information Cards is accur~tc. 

7. PICK A DAY 10 START. 

Ideally, the Information ~ystem should start on the first of the month. 
However, it's wise· to allow c few day~ of grace (no morE than Co week) 
TO practice just to be sure that the system is working properly. On Day 
1, r,lake a cord for eac~. I nmete who was I n custody 2t 8 Ato1. Get oui the 
rest of your eCjulpment. Label the two Card Flies, "Current Inmate!:"!! and 
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"Past Inmates". File the Inmate InformE.tion Cards by inmcte.: ICI~1 rr:rne 
after the appropriate letter in the Current Inmate C6rd Pi Ie. ~et E 
calendar that's small enough to be put inside one of the Card riles. 
Each day at the same time, record the number of Inmetes who ~re in 
custody. 8e SURE tc pick a time wher. the jail's populction i~ rot 
artlflclEd Iy 10Vi (lIke right after court). Usually 8 AM is CJ 900(1 '·ime. 

8. BEC:· IN DP\ I L Y ~'A I NTENANCE ROUT I tiE. 

Each day, complete an Inmate Information Card tor every perscn Looked 
at the jell. Pull out the Inmate Informcition Cerd of every perser. ~Iho 
is released, enter the release Ir.formction, and file it ir. th~ Past 
I nr.:ate Card F i I €. 

AGE 

18 

HI 

20 

21 

22 

23 

20( 

. 25 

26 
~ 

27 

28 

29 

30 

31 

32 

33 

SEX 
MALE 

METRO COUNTY SHERIFF'S DEPARTMENT 
JAIL DIVISION 

INMATE INFORMATION SYSTEM MONTHLY TAUY SHEET 

34 

35 

36 

37 

36 

39 

40 

41 

0(2 

0(3 

44 

45 

46 

47 

46 

49 OR OLDER 

Figure 7 
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t1t 9. PREPARE THE FIRST MONTHLY REPORT. 

• 

• 

Before startl ng the month I y report, make "ta I I Y sheets" for the each of 
data elements. Figure 7 provides a sample of a monthly tallysheet (a 
piece of paper which lIsts al I the categories for each data element and 
on which a check mark Is made next to the appropriate category for each 
Inmate Information Card); Appendix F provides sample ful I-sized monthly 
report tally sheets. Begin by averaging the head counts to calculate 
the Jail's average dally population for the month. 

Take out the Past Inmate Card File and remove al I the Inmate Identifi
cation Cards. NOTEII! Use only the Past Inmate Card File. The system 
actually counts Inmates as they are released from the jail rather than 
counting them as they are booked. Statistically this Is better, because 
It captures Information sooner about people who have been In the facil
Ity for a long time. Think about It for a second. Since inmate turn
over In Jails Is relatively rapid, It will only take about a month for 
the system to catch up. 

When going through the Inmate Information Cards, make a mark on the 
section of the tal Iysheet which represents the value noted on the card. 
in plain English, put a check mark In the section of the tallysheet 
marked "Felony" If the prisoner Is a charged with a Felony (If there Is 
more than one charge always code the most serious charge). When you've 
finished with the Inmate Information, pull the Transport, Incident and 
Visitor Logs for the month and fol low the same process. 

Now summarize and type up the Information In report form. For some help 
In doing this, refer to Chapter 8: How To Share Information With Others 
for some tips on how to display data. 

Next, make an accountl ng sheet for each of the data el ements so that 
when each monthly report Is completed, a "Year To Date" Total can be 
calculated for each data element. This wll I make doing the Annual 
Report ~ easier. Bunch these cards together, and label them by 
month. When the Annual Report Is completed, store the cards In a dry, 
secure place. They may be useful In later data collectlonL 

10. EVALUATE YOUR INFORMATION SYSTEM IN SIX MONTHS AND MAKE ANY CHANGES YOU 
THINK NECESSARY. 

Every Jail has Its own peculiaritIes. This system may not be tallor
made for you. After all, you're essentially buying It "off the rack". 
After six months, however, you should have enough experience with It to 
know what portions should be changed or adapted to fit your needs more 
adequately. Do plan a time to do this. And certainly talk about It with 
the person who Is malntaln!ng It. Evaluations that aren't planned have 
a way of never happening. This Information system, when tailored to 
meet the needs of the Jail can be a powerful management tool. Take the 
time to Improve on It! 

CONGRATULATIONS! You've Just set up a management Information systeml 
You've got a mechanism by which you can collect all the Information you 
routinely need. Now, let's deal with those special Issue data collections. 
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SPECIAL ISSUE DATA COLLECTIONS: 

Even though the manual system may routinely collect i:l great eleal of 
th e I nf ormat i on needed for j a II rna nagerr:€ nt, sooner or later, there w i I I 
come a time when a special data col lactlon is needed. You mey decide to: 

1. build a new jEdl; 

2. design a new Inmate Classification System or evaluate the present 
one; 

3. ~valuate Inm~te programs provided within the jail; 

4. change operational pol icies and procedures; 

5. conduct an analysis to determine appropriate staffing levels in the 
j a i I; or 

6. take a proactive approach to crowding. 

Wh i I e the data that is aVe i lab-I e through the i nformat-Ion system will 
be inval uable In these projects, additional information that the system 
doesn't provide wll I be required. This section wll I describe a process for 
desIgning these special data collection forms, Including tips for designing 
easy to use forms; it al so will prov i de cop les of data call ectlon sheets 
and code books for the fol lowing data collections: 

1. Inmate Profile Data Collection (Appendix G); 
2. Inmate Profile Data Col lectlcn - Overcrowding Modification (Appen

dixH); 
3. Incident Data (Appendix I); and 
4. Transport Date (Appendix J). 

DESIGNING SPECIAL DATA COLLECTION FOR~lS AND CODE BOOKS: 

The process for designing forms for special dcta collections Is ~ 
similar to the process for designing the form for the manual Information 
system. 

1. IDENTIFY THE INFORMATION TO BE COLLECTED. 

If questions arise regarding this step, refer to earlier sections of 
th I s Chapter. 

2. DETERMINE WHERE THE JAIL ROUTINELY CAPTURES THE It\FORI,lATION. 

Deslgnln~ the forms for special data collections Is ~ slrr,ilar to the 
process for des I gn I ng the form for the manua I i nformatl on system. Fur
thermore, if good design procedures were fol lowed when the Log Sheets or 
forms on which you routinely col Isct information, then this should be a 
elementary. The forms routinely used wil I double as data collection 
sheets. I f the jail's record system doesn't capture the i nformati on at 
al I, there are only two choices for remedyIng the situation. 
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1. Redesign a form that staff already completes at a time wher. the 
I~formatlon that's needed is likely to be available. For example, the 
special data collection may be concerned with finding out hml many 
people In the jail have been hospitalized for mental" Iness. The 
jalJ9s Medical Screening Form already asks whether or not the pri
soner exhibits a signs of mental Illness. This would be an ideal iime 
to ask about hospitalization for mental III ness; the r1edical Screen
ing form would be a likely target for redesign. This strategy is 
almost always preferable because it limits the prol iferation of 
additional forms, and it doesn't increase Officers' paperwork signi
ficantly. 

2. Design a form to collect the information. To use the previous exam
pi e, if you c I dn't have a Med i ca I Screen I ng Form, th is wou I d GEl the 
time to do I~ It Is Important to design good forms which capture the 
information which Is really needed and reduce the amount of dupl ica
tion. 

If the Log Sheets and other routinely used forms are wei I designed, they 
w II I double as data collection sheets with no modiflcetlor.. A good 
example of a form that doubles as a data collection sheet is the Trans
port Log Form In Appendix E. Howev~3r, If the information that's noeded 
is located in several different documents, a separate data collEction 
sheet on which ALL the information for each case Is recorded will be 
needed. A classic example of this kind of situation is the Inmat~ Pro
f ile Data Collection Sheet also Included In Appendix G. 

3. ANALYZE THE DATA ELEMENTS. 

Or.ce sl I the data elements are identified, the next step to developing a 
special data collection sheet is to think a lIttle bit about what infor
mation will be recorded for each data element. This is one more time 
that first-hand working knowledge of the jail ant its operations wil I be 
Invaluable. To explain this step, let's work with the Transport Log 
Form. Figure 8 on the following page provides a sample of a corr.pleted 
Transport Log Form. 

This step identifies differences in the ways In which the data elements 
CJre measured. On the Transport Log, the responses to some of the data 
elements easily fall Into different categories. These are data elements 
I ike: 

1. REASON FOR TRANSPORT - the Items in the checklist define the number 
of categories that are possible for this data element; 

2. LOCATION FROM AND TO - all the locations that are possl!::.le places tc 
which prisoners would be transported define the categories possible 
for this data element; 

3. VEHICLE USED - there are three possible categories for this data 
element; 

4. 8ADGE ~JUr·lBER - the number of commissioned employee.; defInes the 
number of possible categories In this data element; 
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OfF1CER 

METRO COUNTY SHERIFF'S DEPARTMENT 
JAIL DIVISION 

TRANSPORT LOG FORM 

NAME GeorFv R. Good 
~ME _____________________ _ 

~ME ____________________ _ 

O. T.I COMP 

O. T. / COMP 

O. T.I COMP 

YES __ NO 2-
YES __ NO __ 

YES __ NO __ 

REASON DATE~8~'~~.·~·6~~ ______________ ___ 

EMERGEHCY ROOM TREATMENT ~ TRANSPORT TO STATE ~lTT\J11ON 

SQ£DULED MEDICAL APPOHTlENT TFlANSPORT TO STATE HOSPITAL 

~ APPEARANCE TFlANSPORT TO TFlEATMENT FACUTY 

W ARRANT PICK -uP courr ORDERED 
RE'TtIm TO OTHER JI.1RISOICTlON OTl£R ______________ _ 

PRISONER LOCATION 

NAME :':lr.~: r. Fdor. F"IOM Counn' ,I ~i 1 TO StatE' Prl~on 
NAME __________________ __ 

FROM TO 
NAME _________________ __ 

FROM TO 
NAME ___________________ __ 

FROM TO 
NAME ____________________ __ 

FROM TO 
HAME ____________________ __ 

FROM TO 
~ME ____________________ __ 

FROM TO 

NAME FROM TO 
NAME ___________________ __ 

FROM TO 

~---------------------- FROM TO 
NAME ________________ __ 

FROM TO 

TNE ~AmRmE -D~q~O(~ ______ __ MEALS $ 3 1 P:' 

RETURN --,-' "'HO .... ·· _______ _ $ 

$ 

CLEANLINESS GOOD FAIR POOR 
). 

VEHICLE ODOMETER START n ". + 

ODOMETER END 32. Q,1:\ 

MECHANICAL 
CONDITION GOOD FAIR POOR 

). 

_ VAN _,_. CAR .. ..Ji.:1-. 
___ OTHER ______________ ___ 

GAS COSi~I" GALLONS PURCHASED~" GALLONS TO FILL ON RETURN ~ 
PROBLEMS~~~on~'~. __________________________________________ __ 

Figure 8 

5. DATE OF TRANSPORT - there are 365 poss I b I e cdegor I es for th I s dBta 
element (which would probably be grouped Into months for a study); 
and 

6. RETURN AND DEPARTURE TIMES - there are as many poss i b Ie categor i filS as 
there are minutes In the day (which would probably be grouped In 
hours for a study). 

Other data elements have responses that fall into some kind of order 
from better to worse. The data elements I ike that on the Transport Form 
rei ete to: 
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1. VEHICLE CONDITION - asks the Officer to ranI< the cleanl Ines.s and 
functionality of the transport vehicle from good to poor. 

The rest of the data elements have responses In which the possible 
answers are recorded are In equal units. These are data elements that 
could have a ~ ~ possible answers, such as: 

1. REGULAR AND O.T. HOURS - answers could vary c lot, from less thar: an 
hour to several days, but they w I I I al I be E.xpressed in hours (or 
minutes which can be turned into parts of hours); 

2. TOTAL TI~~E - answers could vary from less than an hour to better than 
a day, but they w I I I al I be expressed I n hours or parts of hours; 

3. TOTAL ~lILEAGE - ans\\'ers could vary from a IT il€ (cr less), bui they 
w II I all be expressed in m" es; 

4. GAS COST - answers \\' II I very from 0 (If no gas, had to be purchased on 
6 transport) to a rather sign I f I cant amount (;f cash, but they w I II 
all be expressed in dollars and cents; 

5. # OF GALLONS PURCHASED - answers w/l I vary from 0 (If no g~5 was 
purchased wh II e on the transport) to a largE: nUr.1ber, but they w II I 
al I be expressed In gGllons; 

6. # OF GALLONS REQUIRED TO FILL - answers wll I vary from close tc 0 to 
the ent I re ca pac I ty of the gas tank, but they w I I I a I I be exprE ssed 
I n gallons; 

7. MEAL COST - answers w/l I vary from 0 to the t~tal amount the depart
ment authorizes for food on transports, bu·r they will always be 
expressed I n dol I ars and cents. 

This may seem so logical that you may wonder why so much time and space 
were spent on describing the different kinds of data elements. To 5t~
tlst/clEns, this elementary phenomenonls a BJ~ deal. These are the 
LEVELS OF MEASUREMENT associated with all da+a elements. The first group 
of data elements (whose answers can be divided Into a series of catego
ries) are cal led NO~lINAL data elements. The second group (whose answers 
can be ranked In order frorr. good to bad) are called ORDINAL data el€!
ments. The third group of data elements (whose answers were expressed In 
equal unli's) are called INTERVAL and/or RATIO data elements. Statisti
cians divide the third group into two sub-groups, depending on whE,ther 
or not 0 Is a possible response. For the purposes of this manual, they 
can be treated as one group. 

Levels of measurement C're critical In calculating sta+lstlcs, because 
some statistical procedures are valid only with deta of certain levels 
of measurement. So, If the statistical procedure: c.ppl ied is not c.ppro
pr/ate for the data's level of measurerrent, the resulting analysis of 
the data may be meani~gless. Chapter G wll I spend more time on protlems 
of this nature. However, this has one very obvious application fur 
developing data collection sheets: nominal data elements, with a rela
t I v61 y short list of poss i b I e categor I es (I I ke REASON FOR TRANSPORT), 
lend themselves to checklists which make the form:, easlElr to fill out. 
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The final task In analyzlns the data elements Is to decide the I'evel .of 
detail to be reported. For example, for TOTAL ~1ILEAGE, It's necessary to 
decide If the answer must be written out ccrrect to the tenth of a rrlle 
or If responses can be rounded off. Either write this Information on the 
sheet or design the sheet in such a way that Officers must wrl1e the 
answer In the right form. 

This Is a very critical task because these categories of the varl~bles 
wll I become the finest amount of detail that your data collection sheet 
will measure. It's always possible to re-group cr re-deflne the catego
ries Into larger topic areas, but It's Impossible to get finer detell 
once the information is coded. The data element, CHARGE, Is an excel lent 
III ustration of this problem. If, for example, charges are coded as 
nCR I MES AGA I NST PERSONS", "TRAFF I C OFFENSES", etc., then it wou I d be 
Impossible to find out how many Inmates are charged with specific types 
of offenses or to Investigate the characteristics of Inmates charged 
with DUI, Assault, etc. Take the time to make sure that the Information 
Is gathered In the finest level of detal I that coulG possibly be impor
tant to the jai I. 

4. DESIGN A DRAFT DATA COLLECTION SHEET. 

Unce al! the data elements have been defined and the ones which require 
special treatment, i.e., checkl ists, decimal places, etc., have been 
determ I ned. des I gn of the data co I I ect Ion sheet It se I f can beg I n. Data 
collection sheets are really just forms on which people recor'c the 
Information that you need to collect, but statisticians call them "data 
collection lnstruments l '. 

Good data collection sheets have the fol lowing characteristics: 

A. thRy reduce the amount of writIng that has to be done to a minimum by 
pr~-prlntlng the names of the data elements; 

B. they are clear l easy to understand, and easy to fll lout; 

C. they ~roup related data elements in sections 50 that the person 
fll ling out the sheet has a logical sequence to fol low; end 

D. they are as short as they can be (preferabl y 1 sheet of paper) 
w;thQuj Q~ crowded. 

The first data element on the data collection sheet (and in the code 
book) should be a case identification number (a Lnlque number assigned 
to ONLY one case about which you are gathering information). Remember, a 
"case" In the statistical sense can be a person, event, or object, about 
which Information Is gathered. Thinking in terms of "cases" Is so impor
tant that we'll spend some tl me on that in the next Chapter. But for 
now, either fill In the case Identification number (such as 001,002, 
003, etc. through the last case) on each of the data collection sheets 
BEFORE you start using them, OR you can number the data col laction 
sheets AFTER the data has been collected, but before keypunching. But DO 
number them. Otherwise, there Is no good way to check and correct key
punch errors. Worse yet, the keypuncher could have the bad luck to drop 
all the cards. Once the cards are out of order (Gspeclally If there Is 
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problems versus how many were treated for mentel health problems. Review 
the sample code books In the appendices, and begin to develop your own. 

6. REVISE THE DAiA COLLECTION SHEET. 

Based on any changes which may be made while developing the Code Book, 
revise the Data Collection Sheet. This time, when It Is typed u make sure 
that the space next to each data element on which the Information Is to 
be entered reflects the exact number of digits that wll I be Included In 
that code. So, for MEAL COST, a four digIt code, the entry on the Data 
Collection Sheet would look I Ike this: 

r·1EAL COST 

Other variables mIght look I Ike this: 

DATE OF TRANSPORT 

DEPARTURE T I ~1E 

RETURN TIME 

STARTING ODOMETER READING 

7. TEST IT. 

~ II] / l2.l [i] / [!] ~ 

ITJ[!][!J~ 
[D[!J[i][i] 

l2.l ~ [l] ,[!J II] [!] .liJ 
As thorough as the job of designing the data collection sheet might have 
been, no one has ever designed a perfect form on the first try. Because 
we have been Known to make mistakes from time to time, It's Important 
to find out how wei I the data collection sheet works. Statisticians cal I 
thIs process "pre-testing the sur'vey Instrument". Sometimes It's a good 
Idea to ask someone who works In the jail to fill It out and give you 
feedback about how well It works before the form is finalized. When 
you're confIdent that the data collection sheet is right, decIde on a 
time period for the test. 

As the data collection sheet Is tested, problems will quickly surface. 
Information wll I suddenly appear that Isn't Included In the coding 
system; data won't "fit" Into those categories that seemed so clear. As 
decisions are made about how to handle each instance, ~~ ~ ~ in 
iM ~ .b.QQk. 

8. FINALIZE THE CODE BOOK AND THE DATA COLLECTION SHEET. 

When the test period Is over, there are several Items to consider. 
First, review the Code Book !n which changes made to respond to coding 
problems have been recorded. Second, rev le\', each data collection sheet 
and look for pi aces where people have had to use the "Other" category. 
If the same things are frequently written In, It's I ike,ly that a cate-
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gory has been omitted. Third, look for dcta elements that have a lot of 
i'Don't Know" responses. This can mean a couple of things: 

~ staff should be directed to find the missing Information if It Is 
Important; 

• the data element should be removed from the data collection sheet 
If It's not Important )j OR 

• the question Is confusing. 

Most often, It's the latter. The only way to find out which is which is 
to ask the peopl e who have compl eted the form. Once the nature of the 
prob I em has been determ I ned, after a f I na I check with the data ana I y st, 
make the final copies of the data collection sheet and the code book. 

CONCLUSION: 

That's about all there Is to It 1 The data collection sheet end the 
code book, have been developedj if the data collection is going to be 
computerized, the operatl ng or control cleck has been prepared. Once the 
data collection sheet has been finalized and the data collection begun, 
your attitude toward changing It should be somewhat like your attitude 
toward draw I ng a gun: I f there are ..c..QMPELL I NG reasons, by a II means, go 
ahead, but If you can avoid It, DO ~ AI ALL COSTSI 

By keeping the data collection essentially the same from year to year, 
It becomes possible to compare the data elements over time. Statlstlcions 
cal I this a "longitudinal" deta collection. If you do the data collection 
just once, statisticians call It a "cross-sectional" data collection. While 
a "cross-section" can help you describe something, "longitudinal date" can 
document change and even begin to explain it. So, without any further 
adieu, let's take care of a few final tips about putting the actual data 
collection together. 

.-
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more than one card per case), It's virtually Irr.posslble to figur'e oui; 
which sets of cards' went together. In most cases, this results in key
punching all the cards again. 

Begin by looking at the data collection sheets that are Includec with 
i-his manual. ThInk about the format of the data collection sheet. Once 
the results are satisfactory, type It up. As nice as It may look, this 
will probably not be the final data collection sheet. It needs to be 
tested first. This wll I require a code book. 

5. DRAFT A CODE BOOK. 

Code books are documents that translate the data element categories 
(which are usually written words) into nurr.bers so that computers can 
process them more quickly. Code Books icentlfy: 

• the data elements; 
• the categories for each data element; 
• the codes for each data element; and 
• the keypunch column numbers for each data element (if the data wil I 

be computerized). 

It is generally good practice to have the data analyst help to develop 
the Code Book. He/she wll I probably have a number of suggestions about 
ways to format the data collection sheet that w III make it easier to 
keypunch. It is also good pra(':tice to have the data analyst develop the 
operating program (In the case of SPSS, a statistical program we've 
ffientioned before, the procedure cards or contrel deck) before the data 
collection sheet is final ized. 

The following example illustrates how code books work. The categories 
(which statisticians call VALUES) of the data element (which stcTistl
cians cal I VARIABLES) RESIDENT STATUS are: 

• Metro County resident; 
• Your State resident; and 
• Non-resident. 

It's not very efficient to type words Into the computer. And some com
puters can only handle numericcl data. To deal with this problem, peeple 
designing data collection sheets develop codes (almost always numbers) 
to represent the different categories (or values) of each of the diffcr
ent data elements (or variables). So, for the above €·xample, the three 
values of RESIDENT STATUS would become: 

1. Metro County resident; 
2. State resident; 
3. non-resident; 
4. other; 
B. not appllcabl e; and 
9. unknown. 

The code for the data collection is in some respects like t·10rse Code or 
the 10 code; it makes communic~tlon with the computer more efficiert end 
effective. This actually is a very tricky job. Three major challenges 
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I Ie ahead. The first concerns the categorical data elements (which 
statls,tlclans call NOMINAL VARIABLES). It Is critical to Identify All 
of the possible categories (or as many as possible). This Is another 
area In which knowledge of corrections and the criminal justice system 
Is very helpful; It gives Sheriffs and Jail Administrators a head start 
over any researcher who has never collected data In a Jail before. 

In dealing with this challenge, there are a number of ways to get 
started. First, decide what level of detail Is needed. For example, 
continuing with the data element, RESIDENT STATUS, decide If the res
ponses shou I d be rather genera I (II ke the va I ues I dent I fled above) or 
more specific (the specific city or town In which the prisoner resides). 
For some data elements, this will be very easy, I.e., a-tARGE STATUS. The 
criminal code will define some of the categories for you, I.e., felony, 
misdemeanor, etc. For other data el2ments, It wll I be much more diffi
cult. 

Next, do a little more research to Identify all th8 pcsslble categories. 
It's often a good Idea to ask an associate to review a final list of the 
categories. For' a little added Insurance, Include a category, "Other", 
with a space for people filling out the form to write In Information 
which Is missing from the checklist. If It's possible that the people 
who will fill out the form may not have the Information, add two 
categor I es, 91Not App I I cab I e" and "Don't Know". These w II I be a big hel p 
In finalizing the data collection sheet. 

The second major challenge Is particularly Important If a computer wll I 
be used to process the data. I t concerns the I nterva I frat I 0 data el e
mants which are measured In some type of unit. These are almost always 
expressed In numbers already. The challenge Is to Identify the number of 
dIgits that will be In the largest possible answer to that question. 
MEAL COST, one of the data elements on the Transport Form, Is a good 
example of this type of data element. Assuming that both dollars and 
cents are necessary, the code book must Identify how many spaces should 
be reserved for that data element. 

Should It be 3 digits, as In $3.991 
or 

Should It be 4 digits, as In $03.991 

If It's likely that meal cost for a slngl e meal woul d run In excess of 
$9.99, then a 4-dlglt code Is necessary, or Information about the most 
expens Ive meal swill be lost. Generally speaking, It's better to use an 
extra digit, especially If the size of the biggest response Is uncer
tain. 

The third and final challenge Is to review each and every question that 
has been asked to be ABSOLUTELY .suRE that only .QNE question at a time Is 
asked. For example, let's taking an Innocent-looking question, which 
might be found on a Medical Screening Form, "Has the prisoner been 
hosp I ta I I zed for treatment of menta I hea I th or substance abu se prob
lems1~ This kind of question may sneak through the coding stages of the 
data collection without causing many problems. However, when It's time 
to Interpret the Information, there will be no way to Identify how many 
of the people who were hospitalized were treated for substance abuse 
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CHAPTER F! VE: 

HOW TO PUT IT ALL TOGETHER 

Now that the data collection sheet and the co~e book heve been ~evel
ope d , the rea reo n I y a few mar e de t a I 1st 0 be c I €l are d u p be for est crt i n g 
the data collection. Now Is a good time to think Gbout the nlttY-rritty 
details of really DOING the data collectIon. That's what this Chapter i£, 
all about. 

DOING THE DATA COLLECTION: 

Doing the data collection itsel f Is really just CI nlatter of sood 
plonring and organization with a healthy dose cf hard work thrown in for 
good measure. Collecting data In jails can be tedious and time-consuming. 
But this manual has done its best to make it as easy as possible to cel lect 
jai I data by insisting that the proper preparations ere ITiade and by provid
ing a number of guldel ines and resources to SEve yOG extra time and energy. 
Now, however, it's ti me for you to go to work. As ycu start the actual data 
collectIon, follow these steps to get orgarized. 

1. DETERMINE ~IHERE YOUR JAIL FWUTI~:ELY CAPTURES THE INFORMATION At:D (IF 
NECESSARY) DECIDE HOW TO GET IT FROM THERE TO A DflTA COLLECTIGN SHEET. 

This manual has dedicated a considerable amount of time to this topic In 
the previous Chapter; documents that are commonly sources of jail infor
mation were Identified. If you're not certain about how to proceed, you 
might want to review those sections. 

2. DETERMINE HOW ~·lUCH DATA TO COLLECT. 

For some of the data elements (Inmate Population Data Elements and the 
Operational Data Elements), this is net an i:,sl!E; at all. Inforri1:1tion 
w I II be call ected c:bout EVERY inmate or event. Rut for other types of 
data collections, determining how many and which cases to collect dcta 
en is a major issue. Statisticians refer to this process as sampling. 

fdthough it may be desirable, from a statlsticel ~oint of view, tv have 
c I args amount of data, (for exanl pie, I nm ate Prof i I e Data f rom an f!nt Ire 
year), in reality, that's often impossible for most jc.ils. Sometimes the 
Record Keep i ng System has not captured the necessary i nformati on, or the 
record system mcy be unrelIable. If the- Inmate Record system is in "good 
shape", hl~torical cases can be used. In many situations, however, the 
data collection has to r.love forv.ard in time to gcther infCJrmation on 
people who are currently passing through the jai I. However, most systems 
can not afford to walt for an entire year to get the infornlatior; they 
need. Qata collections need to be timely as wei I as accurate. Further
nlore, collecting some I< Inds of data about every case may be too timE: 
consuming. This Is partIcularly true when the data collection involves 
getting data from other parts of the criminal justice system. 
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Fortunately, statistical sampl ing allows analyst.:. to gather inforr:lation 
from a segment of the entire population (8 st:.ple) In such a way that 
you can be safe In applying what you've found out to the whole popula
tion. You can even determine HOW safe you are In making this assumption. 
Earlier, thIs manual Inclcated that statistics enables analyst~, to 
estimate what the chances of being wrong are. Statistics uses the laws 
of probabilIty and applies certain mathematIcal formulas to what's known 
about the data. The law s of probab II i ty shou I d be pretty fam iii ar to 
indivIduals who have been known to wager a bit; the laws of probatil ity 
eIre essentially the same thing ES "the odds". 

In sampling J statisticians USE; probability to determine what the odds 
are of selecting a statistically similar sample. Samples are statisti
cally similar If they are drawn from the same population AND the differ
ences between them can be explained by the just sampling process itself 
(sampling error). Statistics can determine how many times out cf a 
hundred a sampling schenle will result In a statistically slrr,lIar sample. 
Most statisticians want to be at least 95% certein that they would get 
similar results If they analyzed a different sample from the same popu
lation, and some want to be 99% certain. 

The simIlarity of samples taken from the same population is measured by 
a statistic called the Standard Error of the ~1can. StatisticIans can 
also estImate how accurate this statistic really Is. The accuracy of 
this statistic tells you how "reliable" your sample - and the statistics 
that result from It - ar~ Researchers have to decide how big a differ
ence they can tolerate In the results of their :,tucies when they use Q 

sample. This concept, reliability, becomes very meaningful when scien
tists are trying to determine appropriate dosage levels for new medic~
tlons; it Is less a "life and death" issue for social research. 

One of the main factors that causes the differences between sample~ that 
are drawn from the same population Is something that statlstlclBns cal I 
variability. Varlabll ity essentially asks how dltferent the individuals 
cas est hat m a k e u p the en t Ire pop u I at ion (a I I 0 f the cas e s fro mIl' hie h 
the sample is drawn) are from one another. The more al I the cases in the 
population dIffer, the more lIkely that samples drawn from the popula
tion will dIffer too. In other words, the statisticcl reliabilIty will 
be less. 

So, to constr uct a sam pie, you fir st need to an sw er th ree bas I c q ues
tions: 

1. what is the population for be sampled; 
2. how many cases should go irto the sample; and 
3. which cases should go into the sample. 

In most jeil data collections, defining the population is relativE-ly 
easy. For example, a "typIcal population" woulc include "all persons 
booked at the rvletro County Jail durIng calendar year 1982". 

To determine how many cases should go into the sample, stetlstlcians end 
mathematicians have developed a formula that al lows an anlyst to c~lcu
I ate exactl y how many cases shaul C; go Into samp! 8. It is: 
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SEx = the standard error of the mean 
5 = the standard devlctlor. of the sample: 
N = the numbr:r of cases in th£ sample 

The manual will formally introduce standard devlatlens In the next 
Chapter. So, for now, just think about the concepts, not the specifics. 
This formula forces the user to decide two things: 

1. how much variation can exist in the sample (In other word::, how 
confident of the results do you want to be: 99%?; 95%?; or less?); 
and 

2. how rei iable must the results be (how much error can you tolerate? 
- which gets really interesting when you are estimating dellar 
variables>, 

Most researchers don!t fol low this process every time they decide to put 
together a good sample. They use a table that has been developed by 
statisticians to save time. The tables also force analysts to answer the 
same questions, but they provide a little nlore help. The tables give the 
actual number of cases that must be included In the sample tc meet the 
specifications determined by the answers to the two questions written 
above. The tables Included in Appendix K are for 95% and 99% confidence 
ir.tervals; variation in the: sample error of the m€.an of 2%, 3% and 5% 
are calculated for both the 95% and 99~ confidence Intervuls. All you 
w II I need 'to know Is: 

1. how much confidencE: must the analysts have in the results (most jail 
data collections can live ~ happi Iy with 951 confidence ir.ter
vals); 

2. how reliable must the data mUST be (most jai I s can get el ong won
derful Iy with 2r or 3~ sampl ing error, which Is the same thing as 97% 
or 98% reliability); 

3. the size of the population from which you are sampling; and 

4. what proportion of the population from which the sample Is drawn has 
the characteristic being measured (the tables only Include propor
tions from 5% to 50% because if the proportion is more you con 
reverse the question). If, for example, you II/anted to sample: female 
inmates, you would need to be concerned about the proportion of 
female inmates found in the jail populCltlon. 
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Now, that the number of cases to go into the samp I e has been detern; i ned, • 
the next problem Is to decide which cases should go Into the sample. 
This Is a very Important decision, because the: laws of probability (and 
al I the statistics that are ba~Bd upon them) assume that the cases that 
go Into the sample are selected randomly. This Is the famous "random 
sample". All that really means Is that each casE' has an equal chcnce of 
being selected for the sample. Samples thet are structured this way have 
the least bias (built-in error). 

There are a number of ways to determine which cases go Into the sample 
(sampling schemes In "research-ese"). They Incl ude: 

1. SIMPLE RANDOM SAMPLE in which cases are selected randomly from CI 

homogeneous population; 

2. STRATiFIED RANDOM SAMPLE in which the population Is divided Into 
different groups, such as fedons and mlsden,eanants, and cases are 
selected randomly from within the different groups so that equal 
numbers are selecte~ from each group. In this kind of a sample, there 
woul d be an equal number of felons and m Isdemeanants.; 

3. PRO PORT I ONAl RANDO~l SAMPLE In wh I ch the popu I atlon Is d Iv I ded into 
different groups, and cases are selected randomly from within the 
groups until the groups are In the same proportion In the sample as 
they are In the population, I.e., if the population had 70% felons 
and 30% mlsdemeanants, the sample would be the same; 

4. CLUSTER SAMPLE in which the population Is clustered Into specific 
areas or units, I.e., housing units. Then the housing units to be 
sampled would be selected randomly, and Information collected about 
every individual In the housing unit; 

5. COHORT SAMPLE is essentially the same thing as a cluster samplf, but 
It Is based on time periods, rather than physlcel or geographic 
areas, I.e., all prisoners arrested on a specific date that had been 
selected randomly would go Irto the sample; and 

6. SYSTEMATIC SAMPLE in which Information Is collected about cases In a 
certain sequence until the nU8ber of cases required for the sample Is 
reached, I.e., data Is collected about every 3rd, 5th or 10th, etc. 
(every Nth person In statistical terms) etc. person booked until 
enough cases are reached, with the number on which you begin being 
random I)' sel ected. 

Some of these sampling schemes (or designs) seem to work better than 
others. Append I x l prov i des both a good discuss Ion of methods for con
structing a simple random sample and the random number tables (charts of 
numbers without any logical sequence) that are often used to develop 
random samples. Constructing random samples from random number tables 
can be extremely tedious - and time-consuming. Statistically, they are 
"the best", but from a practical perspective, other sampling methods may 
be preferab I e. 
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Because of the nature of jai f record keeping practices, a SYSTEt1ATIC 
RANDOM SAMPLE, based upon the book i ng or reI ease I o~, works very well 
for Inmate Profile Data Collections. Once the nunbar of cases to be 
included In the sample has been determined, divide the number of cases 
In the population by the number of C~Ges wanted in the sample. The 
result tells you how frequently to put a case In the samplE:, i.e., every 
3rd, 4th or Nth case. For e>:ample, If the jell books 10,000 people per 
year and wants a 20% sample:, information shoulc! be collected on every 
5th case In the booking or release 10Q. Don't start with the fir~i case 
in the year for which data is beIng collected. Randomly pIck B number 
from (I n th I s case) one to five out of a hat and start \\' i th that. Th is 
method will also work w€11 If most of the information is gathered frorr 
records. 

If possible, it's pref€~rabIE! to use a Release Lo!C (rather than a r.ooking 
Log) as the basis of the sample. This helps to eliminate a particular 
type of b I as with regard to I ength of stay data. tven over per i ods as 
long BS a year, if information is collected on intake, at the end of the 
year, there will probably be some individuals in the sample who are 
stili in custody; they have no release datn. 

The two most common approaches are either to leave that es missing data 
(omit this data element on the coding sheet) or to use: the last date of 
the period of time for which data Is being collected as the relE!ase 
date, i.e., If the sample period were 1981, the release dcte would be 
12/3i/81. This biases the sample by making the length of stay shorter 
than it REALLY is. If this option is selected, be aware thct your length 
cf stay data may be biased and decide ~/hat now tc manage this coding 
problem. This problem Is particularly acute If data Is only being col
lected fer a short period of time. 

Another type of sample which works quite well is a COHOF<T SAMPLE. Ran
domly select several dates throughout the year and collect the Informa
tion on all Individuals in custody on those dates until the necessary 
sample size Is reached. These samples are: frequently called "snapshots" 
of the jail popul ation. 

Edward Lakner of the NATIONAL CLEARINGHOUSE FOR CRIMINAL JUSTICE PLAN
NING AND ARCHITECTURE has developed a manual, STATISTICAL .s.A.M.P..l..J..lli2 
METHODS.E.Q8 CQRRECTIONAL PLANNERS which provides b J..Q:t of information 
about sampling procecures. It Is an excellent resource, but It Is writ
ten for planners. If figuring out sample size Is difficult for you, 
perhaps a professional bias wll I help. Samples thei are smal ler iha~ 10% 
of the total population and are less than 500 in absolute size make: most 
statisticians very unco~fortable. When In doubt, err In the ~Irection of 
including too many people In the sample rather than including too few. 

3. TEACH THE PERSON WHO W ILL COLLECT AND CODE THE D,ATA HOW TO FILL OUT THt 
DATA COLLECT ION SHEET. 

Many people under-rate the Importance of good data collection and coding 
practices, but this what makes the difference between a dota collection 
that provides accurate information and one that is fil led with errors. 
There a number cf coding practices that wil I make I ife much easier for 
anyone who has enter the data into the computer. Since keypunchers earn 
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ct least $10 an hour, it very Important to make their life €.asy paying • 
for their services. 

The fol low I ng ru I es shou I d be fol lowed w hen cod I ng data on the Data 
Collection Sheet: 

RULE #1: ALWAYS USE LEAD ZEROS. 

Always fill In all the spaces on the coding sheet unlE!ss the date Is 
missing. That means using lead zeros as In the following example. If 
there Is a variable, MILEAGE, on your Data Collection Sheet: 

r·lILEAGE ___ ,_ 

If only 3.5 miles were travelled on the transport, the person codlr.g the 
Transport Form (who will probably not be the same person who filled It 
out) should write: 

MILEAGE QQ2....2. 

RULE #2: USE ONLY ONE MEAt\ I NG FOR EACH CODE, 

Never, never, never use more than one meaning for a single code. For 
e>:amp I e, on the I nnlclte Prof I I e Data Co II ectl on Sheet and Code Book, 
there are several blank spaces to list City Pol Ice Agencies which bring 
individuals to the local jail. Assign just one city to each value of 
this variable, I.e., 9 = City of Metropol Is. 

RULE #3: ALWAYS WRITE LEGIBLY, 

Be sure to write large and legibly If the data will be keypunched. 
Keypunchers who can't read the I nformatlon can punch the wrong codes 
which will result in wrong answers from the computer. 

RULE #4: LI~IT THE NUtilBER OF PEOPLE WHO CODE THE DATA. 

If possible, have only ONE person do al! the coding. That way the 
Information will be coded consistently. If that Isn't possible, It is 
absolutely essent!al to make SURE that al I those who wll I code Informa
tion understand each data element and wll I code it In exactly the same 
way. The Date Collection Coordinator should check to nlake sure that this 
Is happening. 

RULE #5: BE CONSISTENT. 

Once codes have been estab I I shed, DON'T CHANGE THEMI It w II I bias your 
information. If questions arise during the data collection, make a 
c.eclslon, record the answer In the Code Book and make sure that ell 
coders know how to handle this codinG Irregularity. 

RULE #6: ~lAKE A COpy OF THE LAST VERSION OF THE CODE BOOK. 

Without the Code Book, I tis extreme I y d iff I cu I t to a na I yze the data 
collection. And If the same study Is to be repeated at a later date, for 
purposes of comparison, It must be collected in exactly the same format. 
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~/lthout the Code Booh, that is next to impossible. 

RULE #7: WHEN If\; DOUBT, CONSIDER IT AS t:,ISSING DAT,A .• 

When in doubt about Information to be coded, I.e., the handwriting is so 
bad th at you can't te I I If th e Off I cer meant "5urr, I ary" or "Battery"; 
treat It as missing data (lecvE the coc1ing sheet blank or lise 9'5). 

Before the data collection is to beglr., make sure that the coders ere 
trained in good coding practices. Go over the Code Book IteM by ii~m so 
th at c I I th e coder s under stand each one of th e elata 0 I em ent s. Th i :. 
avoids those "sudden sinking sensations" when ene of th(~ coc:ers tell s 
you someth I ng I I ka, "Oh, you mean Robbery I s a cr I me aga i nst persons, 
net a property cr; me?". 

Cod i ng, at first, a I \\' ay 5 goes s low I y. Thelre are c; uest; ons to be 
answered; coders need to become farrl liar with the COdE Book an( the 
Information sources. Be Cl little patient. The more tIme that ~E:opl€' 
spend coding, the faster they get. The time spent "liP front" to learn 
the coding scheme and to develop good coding habits Is WE-II werth iiI 

4. GATHER YOUR DflTA COLLECTION SUPPLIES. 

This Is the home stretch! Now, for the final steps to get organized! 

STEP #1: COPY THE DATA COLLECT ION SHEETS P,ND CODE BOOKS. 

Make as many copies of the Data Collection Sheet c.nd Code Book as you 
w J II need to comp I etE' the data ce II ect ion. Each coder shoul d havE'l a copy 
of the Code Book and several copies should be filed In reserVL. 

STEP 112: DEVELOP WORKING FILES FOR THE COLLECTION SHE:[TS. 

Purchase several large f I! e fol ders or f'l2n i I a env€lopes to hoi d the data 
collection sheets. These wll I come In very handy if coders have to go to 
several sources for the I nformatl on or r f the I nformati on must be co 1-
lected ever a period of time. Label "Completed Dota Collection Sheets", 
"Blank Data Collection Sheets"} "Pending Information (whatever type of 
information you're waiting for). That's why fnr/late Name is critical 
c:urlng the data collection stages, but can be di!:,regarded once ell the 
Information is gathered. 

5. BEGIN. 

For some date collections, I.e., ones which use historical data (already 
completed records are the sources of information), beginring the data 
collection will be a matter of pulling the information out C'f the files, 
recording It on the Data Collection Sheet and placing the D6ta Ccllac
tion Sheet in the "Completed Data Collectlon Sheets" folder. 

Otrer data collections, ones in which thE) inforOlai'ion will be collected 
over time are a I fttle more comple~ An Inmate Profile Data Col fection 
which ccl fects information from a variety of sources about people cur
rently In custody Is probably the most difficult logistically. In that 
case, you1d need to proceed I ike this: 
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STEP #1: BEGIN A DATA COLLECTIOt~ SHEET FOR EACH PERSON IN THE SAt-1FLE. 

Start c: Data Collection Sheet fer eech person selected for the sample. 
That wll I Include each person in custody on the date that your d~tB 
collection begins. 

STEP #2: ALPHABETIZE THEM. 

Usually, the Identifier on the coding sheet will be the name c:f the 
I nmate. I n that case, I tis most conven i ent to f II E; t'he Data Co I I (!ct I on 
Sheets In alphabetical order. If a numerical Identifier, I.e., bookir.g 
number, Is used, it woul d make more sense to file the Dc-ta Ccllection 
Sheets in numerical order. 

STEP #3: SECURE I NFORMAT ION FROf4 THE FIRST SOJRCE DOCU~I;ENT. 

Go to thE) Information source that provides the r.1ost Information about 
each Individual and complete as much as possible of the form. 

STEP #4: SECURE I NFORMAT ION FRm·1 THE SECOND SOURCE DOCU~IIENT. 

Go to the Information source that provides the next most information 
about each individual and complete as much as posslbie of the form. 
Cont I nue unt II each I nformatl on source has been exhausted and no more 
information Is available about any ef the cases. 

STEP #5: FILE PART I ALL Y Cm4PLETED FOR~1S. 

Place all the partially completed forms for persons who are stili in 
custody I none f II e fol der. 

STEP 1/6: UPDATE RELEASE INFOR~1ATION DAILY. 

Each day, as people are relE!ased from the jail, pull their Data Collec
tion Sheets, add the release information, and review the form to see If 
there Is any additional Information that can be obtained. If there is, 
file them In a Pending File FoldE-ir. If not, plaCE' thenl in the Completed 
I nmate Data Col I ect! on Sheet Fol dar. 

STEP #7: ADD CASES TO THE SA/.IPLE DA I L Y. 

Each day, as people are booked Into the jail, (according to the sampling 
scheme), begin a Data Collection Sheet fer new bookings. 

STEP #8: STOP SAfo..lPL ING WHEN THE I~ECESSARY NUMBER OF CASES IS REACHED. 

\'fhen the number of cases required for the sample ar-eJ..n.i..b..f1.Q.Qmpleted 
Inmate .lliJ1.a Collection .s.bW Eolder, the data collection Is done. 
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CONCLUSION: 

Now that the Informcltlon Is In hand, the worsi uf It Is really overl 
The next stages In the data collection are the ;'oally exciting phases. 
Chapter 6: How To Analyze Information - or a Short Course in Steti stic.:s 
w III suggest some ways to ana I yze the J nfornlatJ on. It al so i r.troduce: some 
statistics that will probably be found In nearly any statistical £tudy. 
Chapter 7: How To Interpret Information will pro\< idE:' the opf.'urtunity to 
figure out what those statistics really mean. The best Is yet to corrE'~, so 
turn to Chapter 6 • 
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CHAPTER SIX: 

HOW TO ANALYZE INFORMATION ~ OR A SHORT COURSE IN STATISTICS 

INTRODUCTION: 

Many people have assumptIons about statistics that make them subject 
to a statistical phobIa of sorts. They may believe that: 

• statistics i5 something that only Ph.D.s can understand; 

, understanding statistics r9quires straight A's In calculus; 

• statIstics can be made to say whatever analysts want. 

• 

These popular statistical misconceptions have been made more belIev
able by statistical jargon. No one can deny that c:t the level of provIng 
end discovering theoretlc61 relationshIps, statistics is complex. But It's 
no more essential that you understand the theoretical proofs than it is for 
you to be able to recite the laws of physics that explain why the intern~1 
combustion engine works to be able to drivel What's important is to apply 
the right statistical tools to the dote that Is being analyzed, to under-
stand some statistIcal assumptions, and to be aware of the I imitations of • 
these technIques. . 

Th is Chapter wou I d ! ike you to put as I de your cssumptlons and precon
ceptIons and pretend you've never he.::rd of statl stlcs beforl'l. It w I I I 
present c dIscussion of statistics that is very different from most statIs
tics courses. It will not spend much tIme explairing how to compute the 
statIstIcs that we'i I be talking about, and It will not requIre the mer.lorl
zatlon cf any formulas. In mo=t cases~ studies that fJre analyzed on the 
computer will provlce you wIth a verltlbIEl.\ti1..al.±h of stoi'lstlcs - so many 
In fact that you w II I probably have to learn which ones to Ignore. For 
those of ycu who IV II I need to compute more complex statistics that the ones 
explained I~ this Chapter, the best resource for this that w~lve ever found 
for l:on-statisticlans Is a book cited in Appendix 8, liQ1'L.1.Q Calculate 
~i~, by Carol Taylor Fitz-Gibbon and Lynn Lyons ~orrls. Another 
basic stcn~lstics text· book that will be helpful to these of ycu who deciee 
to try a more tradltlonEI resource Is Understanding Statlstic~, by WII I lam 
~':endenhall and Lyman Ott. 80th of these sources hove been used liberally 
throughQut thIs Chapter. 

Th i s Chapter w II I he I p you by: 

1. deflnl~g statistics and Identlfing the purposes for which statIs
tics can be used In jc:ils; 

2. explaining the differences between statistics that ere ca~culated .-
for an entire populatIon and statIstics that ~re calculated for a ~ 
sample (a special Iv selected sub-group) of thai population; 

3. defining the types cf results of statistical computations; 
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4. Introducing a number of common statistics; and 

5. descr I bing a number of stat I st I ca I "s Ins". 

WHAT IS STATISTICS ANYWAY? 

Statistics, as a field, Is an area of mathematics. It uses numbers to 
make I arge or diverse amoun-/"s of I nformatlon more understandab I e. Most 
people can only remember very limited amounts of Information at one time. 
When, for example, asked to summarize the findings about the entire Inmate 
population of the jail during the last year, most people can not handle It 
without using numbers to represent facts. 

The term, statistic, Is also frequently used to mean the Information 
that has been summarized by statistics, i.e., jail statistics. The poten
tial for confusion is great enough In this area without using the same word 
for h·C' terms, and that's one reason why we've used the term, "data el e
mentes);;, for what most people call jail statistics. 

Basic statistics can be used for three main purposes. They can help 
you by: 

1. summarizing Information; 

2. tell ing you how seriously to take differences between groups of 
people or events; and 

3. helping to determine how strongly pieces of Information are related 
to each other (Taylor Fitz-Glbbon & Morris, 1978). 

Certain kinds of statistics are used for each of these major purposes. 
This manual will deal with which statistics go with which purposes and 
which kind of data element later in the section of this Chapter that deals 
with types of s,tatlstlcs. In the meantime, let's focuf.:::>n one of the most 
Important dividing lines In statistics: the difference between statIstics 
that are based on ant I re popu I at L~ and those that come from ~m~ 
(parts of a whole population. 

A (VERY) STATISTICALLY SIGN!FICANT DIFFERENCE: 

In Chapter 2, this manual Introduced an Important term, "population". 
I n a statl stlcal sense, It means.All the cases (persons, events, objects, 
times, etc.) about which a data element could be collected. I" Chapter 5, 
another Important term, "sample", was Introduc8d. A sample Is a special iy 
selected fABI of a population. At the time, the degree of emphasis placed 
on these terms may have not made 8 great deal of sense. However, this 
happens to be one of the major dividing lines In statistics. It Is such a 
big difference that statistIcians actually use different terms to refer to 
the statistics that are associated with populations and those that relate 
to samples. They call the statistics that relate to an entire population 
"parameters" to differentiate them from true "statIstIcs" that relate only 
a sampl e. 

When data Is collected about a population and a parameter, for exam
ple, a frequency distribution, Is computed, analysts can be certain that 
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thE: Information Is correct. For e)~ample, If an anc.lyst cel lected Legal 
status data for al I the people booked at the jail during a given year, Clnd 
If he/she discovered that 80% of the people booked at the jal I were pre
trial and 20% were sentenced, there's no disputing It. You Ktill1'{ hBSOLUTELY 
how many cf the peop I e booked were pre-tr I c I and how many were sedenced 
th at year. 

However, If this Information had been col iected by a sample of ~eopIE: 
booked at the jail, some uncertainty e~ters the plctura. A skepticcl parson 
might ask, "How do you know that's true for everybody? You r.llght have 
selected people for your sample that are somehow different from the "real" 
j a I I popu I atl onl" 

In statistical terms, when informction that comes from c: sample: is 
appl led to the entire population, "an Inference" is made. Analysts infer 
that what Is discovered about 0 sample Is equally true for the population. 
And, provided that the sample Is collected randomly (by Co sampling scheme 
I Ike the ones Identified In Chapter 5) and If the sample Is large enough to 
adequately represent the popul2tlon, making inferences is very acceptable 
statistical practice - provided that the analyst identifies how rellablfl 
the Inference is. The mechanism that al lows anclysts to make Inferences 
about a whole population from B sample Is probability. 

PROBABILITY: 

I n Chapter 5, we I ntroduced the terr." "probabi I ity", to you as "the 
odds". It's time to get just a I ittle more scientific about it. Probacility 
is another one of those things that Is best Illustrated by an examplE. 

Let's revisit Sheriff #2. The Inmate Population Data at Sheriff 1/2's 
jal I Indicates that 80% of the people booked there are pre-tried and 20% 
are sentenced. Sheriff 112 had collected the Inmate Population Data over an 
entire year when there were 6,000 bookings (Thank goodness for the Informa
tion systerr: or we might not know that!). 

Sheriff '2 and the County Commissioners are now working together to 
bu I I d a new j a II that w II I meet the new state stan dar ds. I nrnate Prof i Ie 
Data Is needed to help the architect with programmlrg the faCility, but 
Sheriff #2 Is somewhat disturbed at the prospect of collecting all that 
Inmete Profile Data for 6,000 cases. Once again, statistics come to Sheriff 
#2's ald. Sheriff 12 randomly selects a sample of about 1,000 cases, which 
will represent the whole population. Collecting data on 1,000 cases Is 
preferable to collecting data on 6,000 cases. 

However p Sheriff 1/2 Is no pushover and (to be on the safe side) 
decides to experiment with the sampl Ing proce~ures. Because of the manual 
Information system, Sheriff 1/2 knows what some cf the REAJ.. population 
parameters are. Randomly pul lint 100 of the last year's Inmate Information 
cards, Sheriff 1/2 asks the Jail Administrator to count row l'.1any pre-trial 
and sentenced Inmates are In the first sample. Sheriff #2 repeats this 
process three times. The Jail Administrator tabulates the results and Is 
absolutely amazed. The results of these sampling procedures are Included In 
Table2. 
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SAr~PLE # PRE-TR I AL SE~TENCED 

************************************ 
SA~1PLE 111: 79 21 

SAMPLE 112: 77 

SM1PLE II;,: 82 1 C 
*********************************-** 

TABLE 2: THE RESULTS OF SHERIFF 112'S EXPERlrlENT 

Sheriff 1.12 was convinced that sampling would work In the InmctE: Pro
file Data Collection. Furthermore, Sheriff 12 was convinced that once the 
probabil ity of getting a specific sample Is known it woulc be relc.,tlvely 
easy to decide whether or not to agree with the Lt~;i~j IC~ ~heriff t2 had 
grasped a really important point about probability. Proudtdl Ity really 
measures a belief in a particular outcome. Often, i !:ta'i'istics, (.lrobatil
ity is defined as the number of times a particular outcom'9 will occur if a 
test or experiment Is repeated many, many times. This becomes a criierlon 
for decIding whether or not the results are credlblE':. Probabil ity theory is 
one of the foundations of statistics. 

Unfortunately, life is not alwcys as easy as It has been for Sheriff 
112 in this example. Often, the true populatIon parameter is unknown. Sta
tisticians have done us all a big favor by rrovldlng a wealth of tools 
which can be used to determine how sure we can be that statistics which 
come from a sample represent the whole population. The catch is that they 
only work when the sumple has been randomly selected. Some of the n'ors 
complex math involved In statistics al lows analysts to calculate the rroba
bility of getting a particular sample IF the sample was selected randomly. 
AL.L.. .QIl:lE.B SAMPLES have unknown probabil itles and are as a result totally 
useless for statistlccl purposes. RandolY.ly selectee samples have what Is 
usually called "normal distribution". Normal or bell-shaped distribution 
(as It is sometimes called) is the other statistical foundction thci co'v'
eree In this manual. 

NORr~L (BELL-SHAPED) DISTRIBUTION: 

Normal or bell-shaped distribution isn't just a statistical or r.lathe
maticcl phenomenon; it's real! And once it's unee;rstood, many parts of 
statistics that may have once been nonsense may suddenly start making 
sens!?. An examp lew III hel p to III ustrate; th I s phenomenon. As you'll re
call, the Jail Administrator In the last examplE was rather amaZE:d by 
Sheriff #2's ability to pull 100 cards out of the information system thet 
represented the whole Inmate population so wei!. In fact, the Jai I Adr:-llnis
trator stronGly suspected that the whole thing might be some kind of trick. 

To be really sure that no chicanery was Involved, the Jail Administra
tor decided to try an experiment. Thln~(n£ that Legal Status might be too 
easy to manipulate (after all 80% of the Inmates were pre-tried), the Jail 
Administrator decided to USB a data element that would be much harder to 
IIfix", Length of Stay (LOS). 8y consulting the informcltion system, the Jal I 
Administrator knows that the average LOS is 20 days. Deciding that the 
Sheriff's three attempts to test out the sampling procedure simply arer't 
enough, the Jail Administrator decides to repeat the sampl ing procedure 100 
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times. Following the Sheriff's procedure, the Jail Admlnldrator randomly .. 
pulls 100 cards from the Information System, asks the jail's finance off 1- ,., 
cer to calculete the average length of stay for those 100 cards on the 
adding machine, and recorded the result on a piece of paper. Then, the Jal I 
Administrator puts those cards back and randomly selects another 100 cards 
the Jail Administrator has been working too hard. When the results are 
posted, they looked I ike Figure 9. 

34 34 
XX XX 
XX XX 

II XX XX 
XX XX 

0 XX XX 
F XX XX 

XX XX 
T XX XX 
R XX XX 
I 14 XX XX 13 
A XX XX XX X 
L XX XX XX XX 
S XX XX XX XX 

XX XX XX XX 
XX XX XX XX 3 

2 XX XX XX XX X 
XX XX XX XX XX XX 

---------------------------------------------------------------------------
LOS = 0- 14- 16- 18- 20- 22- 24- 26-? 

14 16 18 20 22 24 26 ? 
DAYS DAYS DAYS DAYS DAYS DAYS DAYS DAYS 

FIGURE 9: RESULTS OF THE J/\IL Am1INISTRATOR'S EXPERI~IENT 

Sixty-eight out of the hundred trlc.ls had resulted In samples tho·1- h'ad 
an LOS of between 18 and 22 days; and even more incredible, 95 cut of the 
100 trials had resulted in samples between 16 and 24 days. 8y now, the Jai I 
Administrator was a true bel iever and decided never again to question 
SherIff #2's statistical wIsdom. What the Jail AdminiEtrator discovered is 
a phenomenon that characterIzes nearly al I data elements in the real ~crld. 
If they are selected randomly and graphed I ike Figure 9 above, the data 
elements are distributed to form a very distinctive curve called a "normal 
or bell-shaped" curve. Figure 10 on the following page provIdes some exam
ples of bel I-shaped curves and normal distribution. 

What Is most Important In the JaIl AdmInIstrator's experiment is the 
fact that sample averages (means) whIch are randomly selected from an 
entire populatIon also have a normal distributIon. This Is a basI _ statis
tIcal assumptIon. It's what makes many statIstics work. Statisticians and 
mathematIcIans discovered that this "normal" curve has some ~ special 
mathematical properties. These speclel properties wil I be discussed in the 
section of this chapter on types of statistics. 
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64.45 67.65 70.85 77.25 
mean 

y 
Height (inches) 

0.15 
0.14 
0.13 ~ 
0.12 J2. Jl. 
0.11 

11 1 1 

0.10 
0.09 
0.08 
0.07 
0.06 
0.05 
0.04 
0.03 
0.02 

2. 
~ ~ 

.2-
4 ~ -

2- 3 

2-
I--

0.01 n 
1.685 1.899 2.112 2.326 2.539 2.753 2.967 3.180 

1.792 2.005 2.219 2.433 2.646 2.860 3.073 3.288 

Y 

Percent nitrogen 

Re/alive Frequency Distribution for the Nitrogen Content of 100 Com· 
posile Samples of App/e Leaves 

4.0 4.5 5.0 5.5 6.0 6.5 7.0 
Y 

Milk fat percent 

Distributions of Fat Percent in the Mdk of Wisconsin Holstein and 
Jersey Herds 

FIGUF;e 10: NORMAL DISTRIBUTION 
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Right now, you deserve some special credit, because in the last three 
and a half pages, you've absorbed two topics that often take half a semes
ter In a basic statistics course. Undeniably, more detail Is provided In 
basic statistics courses, but once you understand probabll ity and normal 
distribution, you understand two major statistical concepts. CONGRATULA
TIONS! 

STATISTICAL RESULTS: 

Almost incidentally, the Jail Administrator's experiment Illustrates 
two other Important statistical facts of I ife. First, statistics can be 
expressed by using graphs and charts as well as by using numbers. In fact, 
reports In which statistics are used will benefit by the use of good 
display of your data. There are few areas In which "pictures" are more 
useful. Using graphs and charts effectively Is so Important that this 
manual devotes a good part of Chapter 8 to this topic. 

The second statistical concept the Jail Administrator discovered wi I I 
bring back a topic discussed In some detail In Chapter 4, Levels of Mea
surement". This Is another basic concept that organizes the field of sta
tistics; It refers to how different types of data elements can be measured. 
Data elements are divided Into three basic categories. The first group of 
data elements (whose answers can be divided Into a series of categories) 
are ca II ed NO~II NAL data elements. The second group (w hose ansI\' ers can be 
ranked In order from good to bad, high to low, etc.) are called ORDINAL 
data elements. The third group of data elements (whose answers were expres
sed In equal units) are called INTERVAL and RATIO data elements. Statisti
cians divide the third group Into two sub-groups, depending on whether or 
not there I s a poss I b leO response. The I evel of measurement of each data 
element determines the types of statistics th5t m~y be used to analyze It. 

These data element categor I es actua I I y fa I I on a kind of sca Ie th em
selves. This scale (or continuum) ranges from the simplest to the most 
complex and can be expressed graphically something like Figure 11. 

SIMPLE COMPLEX 

NO~1INAL ORDINAL INTERVAL/RATIO 

FIGURE 11: THE RELATIVE COMPLEXITY OF DIFFERENT TYPES OF DATA ELEMENTS 

The jail's Finance Officer actually discovered something It took 
statisticians quite a while to figure out. A more complex data element can 
be graphed or expressed I Ike a simpler one. In the example, the book-keeper 
took Length of Stay (which is an interval/ratio data element) and grouped 
certain scores together (LOS from 0-14 days, 14-16 days, 16-18 days, etc. 
were put together). In doing that, Interval/ratio data was turned Into 
ordinal data. That al lowed the person displaying the data to use a bar 
chart (which was much easier for the Jail Administrator to understand), and 
would have al lowed a statistician to use a different statistical procedure, 
(one that is a bit easier to use without a computer) to analyze the data. 
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Unfortunately, It's Impossible to tUrn "simpler" data into more "complex" 
data. As a result, this Is Just one more compel ling reason to collect data 
carefully. 

Statisticians call the process of grouping data Into various ranges 
"aggregating the dat,\:,; the reverse Is called "disaggregation". Experiment
ing with different ways to group data Is one way In which analysis takes 
place. Generally, analysis begins wIth the data grouped In the largest 
general categories and preceeds by dlsaggregatlng it to show progressively 
finer and finer levels of detaIl. 

TYPES OF STATISTICS: 

Now that you understand three basic statIstIcal concepts (prob<lbili
ty, normal distribution and levels of mEasurement), It's time to discuss 
the types of statistIcs that wIll probably be used In analyzing jail data. 
The first section of this Chapter Indicated that basic statistics CQuid be 
used for three main purposes: 

1. summar 12.1 ng I nformati oni 

2. determIning how seriously differences between groups of people or 
events should be taken; and 

3. determIning how strongly pieces of InformatIon are related to each 
other. 

Each of these purposes leads to a different set of Etatlstlcs. Most of 
the rest of this Chapter focuses on the statistics that summarize Informa
tion <DESCRIPTIVE STATISTICS), but a little time will be spent on the other 
statistiCal types as well. It's probable that they will bEJ Included In 
reports that are prepared for you. And you VIi/I certclnly encounter some of 
them In any special Issue data collections analyzed on a computer. 

DESCRIPTIVE STATISTICS: 

There are two basic types of descriptive statistics: 

• measures of central tendency (which locate the cer.ter of any kind 
of distribution of data); and 

• measures of varlabil ity (which defines how widely the data Is 
spread). 

TOGETHER, these two types of descriptive statIstics can provide a 
great deal of information about the data with c minimum of math. ~ ~ 
exception Qf frequency dIstributions which work with data elements of 01 I 
levels of measurement, these statIstics only make mGch sense with interval 
and ratio level variables. 

1. FREQUENCY DISTRIBUTIONS. 

Frequency distributions have been mentioned In earlier sections of this 
manUel. However, they are worthy of a short review, because they are 
among the most Useful bas!c statistics. They are actually where all 
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descriptive statistics begin. Frequency Distributions are calculated by 
dividing al I the data points (the scores or Individual measurements for 
one data element or variable) Into a series of categories (either be
cause they fall Into categories naturally or because the data was di
vided Into groups). The number of cases that fall Into each group are 
counted and then expressed graph I ca I I Y (as a bar chart) or in numbers 
(Including both a percentage and the number of cases in each group). 
Table 3 Is a frequency distribution displayed In percentages. 

*********************************** 
AGE ON INTAKE PERCENT/N OF CASES 
*********************'******"***** 

Under 1e 
18-21 years 16% / 160 
22-25 years 16% / 160 
26-29 years 28% / 280 
30-33 years 12% / 120 
34-37 years 13% / 130 
38-41 years 5% / 50 
42-45 years 8% / 80 
46 or older 2% / 20 

TOTAL 100% /1000 
*********'************************* 

TABLE 3: FREQUENCY DISTRIBUTION 
EXPRESSED AS A PERCENT 

Figure 12 turns the same frequency dIstribution Into a bar chart. 

P 
E 
R 
C 
E 
N 
T 

o 
F 

C 
A 
S 
E 
S 

XX 
XX 
XX 
XX 
XX 
XX 
XX 
XX 

xx 
XX 
XX 
XX 
XX 
XX 

XX XX 
XX XX 
XX XX 
XX XX 
XX XX 
XX XX 
XX XX 
XX XX 

X 
XX XX 
XX XX X XX 
XX XX XX XX X 

-----~------------------------------------------------------------------
1-18 18-21 22-25 26-29 30-33 34-37 3e-41 42-45 45-1 

FIGURE 12: FREQUENCY DISTRIBUTION 
EXPRESSED AS A BARCHART 
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The astute analyst can gair, a loi" of in10rmotirJr. about the jail ~·opula
tlon from just these twc frequency :;:::trlbutlc,ns. It's possible tc t~ll: 

• the percentages and nu~t&l 5 of p00~le in VErlous og~ groups ~t th& 
jed I ; 

• how many people.: wert inell,dsc in th;;:, ~,rJnlplE; and 

• the fact that the populc::tlon di!:iributicn 1F.!ans i'o\\f.:rc: troe y:'un~er 
end of the age scal~ (statistlclc::ns would say that the ~istr;butlcn 
I s ~1L.ru1). 

SometImes, the data Is neatly cl~ided int~ categories, and the fre~uency 
dis t rib uti 0 n Iso b \' lou:.. t.: 0 m I r, a I a n G 0 n. ina I v a r I a b I e s 1 I i f; 8 Leg c. I 
status, Charge Status, etc., which haVe Values trat fEll Jr:to GI~tlnct 
categories, are I ike that. However, ;rtervel/ratlo varlabl~s rav~ [ wide 
range of possible values. In order to express these vDricbles In a 
frequency distribution, the posslbls values must be divided i~to 0roups. 
f-;ere are several rules that car. hel~ in dolr.g trat. 

fWLE #1: Civide the possitl€', vc.lues Irtc, groups that " ni6 ke sense". 
Statisticiens call theSE. groups "cla5s8:;.1I. Ir the previcus 
example, you VloLldn't divleie the date; about cQE.: Irto classes 
that consisted of ihlri"E:er. r.lOnths. 

RULE #2: The cl aSSE:S sheul d be srnc:11 €:nouah so that most c·f tho detB 
isn't bunched into on8 ~·rou~. In'the ~'r'evious examplE, you 
wouldn't want to civloE. i'he .'Ell ~'opulftion Irto 9roups of 18 
and younGer, 18-5(;, ane over ~"J. 

nULE #3: The classE:s :hc<.!lc gt1nuall..::t, r,E: E:c;ual in size, i.e., thE. Sar,d? 
numbor of years shcJJ'1 (' bE I r.ci L.deC: in eact". cl cISS. 

RULE #4: No Vol ue shoul ( fall Ir+l. hie cf i"r,e classes. FCJr e>:am~le, if 
you had two cl cl:ses, C:H' Hi-21 ore OnE: 21-24 , It ~cul d be 
ImpossiblE: tc r.:IC\ \<"~\rt: tc ~ut svIT':,f:2 ~Iho has e>~actly?l 
years c·ld (i+ ";,OL wHi;:; cCur,ting In wl"lcls years). In other 
words, pick boundaries for eec~ of the classes sc thc::t no cases 
fed I exaci 1 y or. the bouncary Ii r,E' betweEn two cl asses. 

Wrlle freqUEncy di~.tribL'tkJn: arE: r,~lp'fL.I, ::,or:etirnes they aren't very 
convenient, and they cor tdl·~: lp E. 1(,+ of rc:orr if cl (,:;,ped"i. ['escri~,tive 

statistics has anothEr vlay T~, c ..... ,u'·iet"dci theSE i>r·.Jl:;lern~~. 

2. fJEASURES OF CENTRAL TENDENCY. 

These statistics locate thE: CeniE:r of a trequency distribution. At least 
one of these, the n:atherlldtl CE I c;;veragE or mean, IV ill be far .. iii ar. 

A. THE fvlEAN 

The mean is an arithmetic. "av8rage l ,. 10 calculclte thE: Piear., ~dd all 
the measurements for a particular data element c::nd divide tne result 
by the total number cf oleasLirements in the set. So, if Sheriff 112 
wCintec +0 calCUlate. the cverase daily population d the jail for a 
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given month In which the average dally population each day was ,some
th I ng I I ke Tab Ie 4 ••• 

DAY # 1 COUNT = 26 
2 32 
3 37 
4 33 
5 29 
6 28 
7 29 
8 30 
9 37 

10 35 
11 36 
12 31 
13 32 
14 29 
15 25 
16 28 
17 30 
18 33 
19 34 
20 31 
21 34 
22 29 
23 27 
24 28 
25 31 
26 33 
27 30 
28 35 
29 31 
30 + 29 

--------------------
932 = RESIDENT DAYS 

FOR THE ~10NTH 

932 / 30 DAYS = 31.06 = AVERAGE DAILY POPULATION 
FOR THE tvDNTH 

TABLE 4: CALCULATING THE MEAN JAIL POPULATION 
FOR ONE tvDNTH 

When most people talk about an "average", this Is what they mean. 
However, there are two other measures of central tendency that can be 
used In addition to (or Instead of) the mean. That "Instead of" wll I 
receive a little extra attention In the section of this Chapter on 
Statistical Sins. Sheriff #2 knew enough not to stop with just an 
average and continued by exploring several other measures of central 
tendency. 
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B. 1HE ~1ED I AN 

The ~ledlan Is the middle measurement when all of the measurements In 
the set are arranged accor~lng to size. Statisticians cal I this 
process "rank order I ng". I f there are an odd nllmber of llIeasurements 
In the set, the median falls exactly "'n the middle measurement. If 
there are an even number In the set, ~~J medl~n fal Is exactly halfwa~ 
between the middle ~ measurements. usln~ the same data, Sheriff #2 
put al I the measurements In order from lowest to highest. Table 5 Is 
the result. 

DA IL Y COUNTS IN ORDER 

LOW = 25 
26 
27 
28 
28 
28 
29 
29 
29 
29 
29 
30 
30 
30 
31 
31 

THE ~~ED I AN 
31 
31 
32 
32 
33 
33 
33 
34 
34 
35 
35 
36 
37 

HIGH = 37 

TABLE 5: CALCULATING THE MEDIAN 

Sheriff #2 noticed that although the median (31.0) and the mean 
(31.06) were not ~ different, they were not exactly the same. The 
Sheriff also suspected that the difference was not caused by a math 
error, because the two measures of central tendency actually measure 
different things. Sheriff #2 calculated one rrlora measure of cer.tral 
tendency. 
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C. THE ~DE 

The Mode Is the measurement that occurs most frequently In a set of 
measurements. To cal cui ate the mode, Sher I ff #2 arranged the scores 
I Ike a frequency distribution. Table 6 shows the results. 

********************************** 
THE DAILY COUNT WAS: 1/ OF TIM:S 
********************************** 

25 1 
26 1 
27 1 
28 3 
29 5 = TI-IE MODE 
30 3 
31 4 
32 2 
33 3 
34 2 
35 5 
36 1 
37 2 

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

TABLE 6: CALCULATING THE r;()DE 

As might be expected, the mode (29) Is different from both the mean 
(31.06) and the median (31.0), In this case, all three measures of 
central tendency are very close, which would lead an analyst to 
believe that the data Is both normally distributed and Is cl ustered 
closely together. However, this Isn't always the case. Sheriff #l's 
jail was about the same size, but the jal I population fluctuated 
quite a bit more. And In another county nearby, Sheriff #3 had a 
smal I jail with some rather unusuai population problems. Table 7 on 
the following page, compares the Dally Inmate Counts for the three 
jails during the same month. 
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-******************************************************************** 
DAY # SHERIFF #1'S COUNT SHERIFF #2'S COU~~ SHERIFF #3'S COU~,~ 
**********************************************************._********* 

1 57 26 1 ~ 
2 51\ 32 15 
3 30 37 16 
4 28 33 18 
5 15 29 17 
6 21 n, 16 
7 27 29 13 
8 54 30 19 
9 51 37 1 ~ 

10 24 35 17 
11 19 36 1 E 
12 10 31 13 
13 12 32 19 
14 26 29 15 
15 58 25 17 
16 51 28 16 
17 34 30 1 ;; 
18 38 33 17 
19 40 34 18 
20 31 31 14 
21 26 34 1 C. 
22 54 29 172 
23 50 27 167 
24 23 2E· 161 
25 29 31 16 
26 35 33 18 
27 23 30 14 
28 20 35 17 
29 54 31 1 : 
30 + 49 + 29 + 16 

---------------------------------.-----------------------------------
RESIDENT 932 932 932 
DAYS 
---------------------------------------------------------------------
AVERAGE 
DA ILY 
POPULATION 

~~ED I AN 

MODE 

31.06 

30.50 

54.00 

31 .06 31 .06 

31 .00 16.00 

29.00 16.00 
*********************************************'********************* •• 

TABLE 7: ~1EASURES OF CENTRAL TENDENCY AT THREE JfllLS 

This table should clearly show why it is imr:ortcnt to look at more 
than one measure of ce~tral tendency. Extreme cases can really dis
tort the mean, but the med I an and the mode are much I ess I I ke I y to be 
effected by extreme cases. 

-85-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



HOW TO COLLECT AND ANALYZE DATA 

As you can see, the three jails havE very differe~t patterns of use. 

• Sheriff #1 has a very bad problem with weekenders. The nu~bers 
which show up in Sheriff #1's column regular Iy "peak" every 
seven days • 

• Sheriff 1.12 has a nice evenly distributed population. It ap
pears that the Judge who sentences most people to local jells 
support!: the Sher I ff's work rlro£ram and doesn't use IHE.!kend 
sentences. 

III Sheriff 113's county was absolutely ideal. It had a very £,mall 
county population and was very rural and heavily forested. 
There were very few major I aw enforcement probl ems untl I a 
rather famous motorcycle gang decided to spenc a long hoi iday 
weekend camping In the county. This manual will spare ycu the 
deta i I s, but Sher i ff #3 had a rather hecti c weekend. Anc the 
jail statistics for that month reflect itl 

This Is a perfect example of a major problem with the measurE'S of 
central tendency. Without another statistic which measures ho\\' ~L!ch 

variation there is In the data, any of the mGasures of cer,trel ten
dency lsi ncompl ete. 

3. t,1EASURES OF V AR I AB I L I TY 

Measures of varlabil ity tell how widely the date Is distributed. If the 
measures 01 certral tendency tell where the middle of the "bell-shaped 
curve" Is, the measures of varlebillty describe how wide the curve Is 
from side to side. There are four important statistical measures of 
varlebil ity. 

A. RANGE 

Range Is the simplest measure of variability to calculate and use. In 
a series of data points (individual scorES or vGlues), the range is 
the difference between the highest and lowest data points. In the 
case of the three jails, the range is quite different for all three'. 
Table 8 Illustrates the difference. 

******************~***************************** 
JAIL # HIGH COUNT LOW COUNT = RANGE 

***************~******************************** 
58 1 0 48 

2 37 25 12 

3 172 13 159 
************************************************ 

TABLE 8: RANGE AT THREE JAILS 
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Range Is also the fastest ITI6aSUre of varlabil ity to calculate. 8y 
looking at the high score, the low score and a measure of central 
tendency, It's possible to tell If all the scores are grouped close 
to the average or if the scores are w I de I y scattered. The more the 
scores are scattered, the less confidence should be placed in the 
average. 

B. PERCENTILES OR QUARTILES 

Percentiles refine the median (the middle measurement when all of the 
measurements in the set are arranged according to size). By the same 
process, find the score that is exactly between tre mE.dian and the 
highest score. This becomes the upper quartile (75% of al I the scores 
are below It). Then find the score that Is exactly between the lowest 
score and the median (25% of all scores are below it). This becomes 
the lower quarti i e. 

Quartlles divide all the scores into four equal groups, with the 
quarter that are the lowest bel ng below the 25% percent i I s, scores 
that are below the median being below the 50th percentile, etc. 
Percentiles often divide al I the scores Into ten groups so that 
scores are located in the 80th, 90th, 95th, etc. percentile. This 
provides a fairly good Idea how the data is distributed. Percentiles 
and quartll es are frequentl y used to report test scores, like the 
Scholastic Aptltute Test (SAT), etc. Although they are seldom used in 
jai I data, they are useful ways of beginning to analyze your data. A 
disadvantage Is that quartlies and percentiles don't define the 
highest and lowest scores ar~ 

C. VARIANCE 

Variance Is another statIstic which measures how far Individual data 
points lie from the mean. It is rarely if ever mentioned in anything 
but the most technical papers. For that reason, this manual will not 
spend much time on It. However, the variance is essential for calcu
I atl ng probab I y the most famous measure of var I atl on, the standard 
devIation. 

D. STANJARD DEVIATION 

The standard deviation Is the sauare root of the variance. Several 
formulas for calculating the standard devIatIon (including one tre
mendous shortcut) are Included In Appendix M. But the most important 
thIng is to understand how to use and Interpret a standard deviation. 

What's really Important about the standard deviation Is th is. If 
distribution Is normal (the data Is distrIbuted in a "normal or bell
shaped curve), and one standard deviation Is added to and subtracted 
from the mean, 68% of .A.lJ.. the cases will be found. If approx i mate I y 
two standard deviations (1.96 standard deviations to be exact) are 
added to and subtracted from the mean, 95% of al I cases wil I be found 
In the Interval (this Is that famous 95% confidence intervaj). If 
three standard deviations are added to and subtracted from the mean, 
then ALL (actually 99%) of the cases will be contained in that inter-
val. StatIsticians call this the "Empirical Rule", and It's so Impor-

-87-

A MANUAL FOR SHER I F F,r, AND J A ! L ADM I N I STRATORS 



HOW TO COLLECT AND ANALYZE DATA 

tant it might as wei I be cal led the Statistician's Golden Rule. 

As an analyst, this phenomer.on provides c: gre::at deal of inforrlc,ticn 
from just two statistics. Not only can the certral paint in the data 
be Identified, but an interval can be placed cround it which defines 
where 95% of ALL the cases in the data set are found. 

Before closing this section on descriptive statistics, let's estinlate 
the st&ndard deviation for the dai Iy counts of the three JE ils by 
using the shortcut explalne~ In Appendix M. 

**«***************************************************1*****1**1*1*1**** 
DAY t' SHERIFF I/l'S COUNT SHERIFF #2'S COUNT SHERIFF #3'5 COUhrr 

*********1*********1***********1****1***1***1*****1***I*«*I**II******'~* 

30 

RESIDENT 
DAYS 

ADP 

RANGE 

STANDARD 
DEVIATION 

57 

+ 49 

S32 

31 .06 

48 

12 

26 14 
• •• ••• ••• tI •• 

+ 29 + 16 

932 932 

31 .06 31.0C 

1 L' 159 

3 39.75 

---------------------------------------------------------------~--------
~1ED I AN 30.50 31 .00 16.00 

IvlODE 54.00 29.00 16.00 
****************************I*I********************~*****11******«****** 

TABLE 9: ~~EAN AND STANDflHO DEVIATIOIII OF l1-lREE JfllLS 

Now with the standard deviation, the differences between the three: 
jails become obvious when the Empirical Rule (68% cf all cases lie 
within plus and minus 1 5,tandard deviation; and 95% of al I cases lie 
within pi us and minus approximately 2 dandcrd' deviations) is ap
plied. Sheriff #2's jal I has the smallest vcSriatlon in Its inmate 
population. Sheriff #1's jail has a rTluch broader range c·f dally 
populations. And for that size jell population, the standard devia
tion Is large. Sheriff t/3 has the strangest situation of all. ThE: 
standard deviation for the jail is BIGGER than its average dally 
population. While this was strange to Sheriff #3, this is relatively 
common in some kinds of jell data - especlEI Iy Length of Stay Data. 

To the experienced analyst, Sheriff 113'5 strange standard deviation 
means one of two things: 
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" There ar(:l two ~roup=, I r. the date. (one nHlr the I cw end c.,f the 
ran 9 e and one n ear the h I 9 hen d) Cl n d fe" w i fan y cas e sir, the 
middlE>. Statisticians call this bl-modc:1 dldribution, which 
IT.eans that there ,ire TWO normc:d curVfS (and twc ropul eltions) 
I nstead of one; or 

G There [Ire sevoral extreme cases. On several dcys (\\'hcr the 
motorcycle 9ang was in the count~') Sheriff #3 hac ever 15(' in 
the jai I. Those arc the Elxtren,es i'hat ere throll' ing off ALL the 
calculations! 

The standcrd devle.tlcn is a huge help to staiisticicns, becc.~se it's 
one way to determine that the distribution of the dCita 1;, really 
normal (and that's the rasis for a great rrany 5tatistical c.ssur.:p
tions). The standcrd devie.tioll is really i'J ~ Ind (of check on r.lony 
basic assumptions. 

Congratulations! You've just finished most of c course on descri~.tive 
statistics. While the manual wll I provide some information about the sta
tistics which serve other purpcses, there I~cn't be quite as n;uch detail ir 
the discussion of them - nor wil I there be any discussion cf how to cCilcu
late them. As suggested before, there Is an excellent resource I isted in 
Appendix B, .J:::l..Qxi l.Q Calculm Statistics, that will cle· precisely that. 

This Is about as compl icated as basic jell statistics ever get, and if 
Sheriffs and Jail Administretors can begin to use these tools to make good 
management decisions E:nd to monitor the jail population, this manual will 
have achieved one of its primary goals. However, 8S rf.anagers, Sheriffs and 
Jail Adminlstrai'ors read reports, articles, newspaper 5torIE~s, etc. which 
cite other kinds of statistics. It's Important to understand something 
about more advanced stai'istics end to know how tc interpret them when they 
are cited. 

STATISTICS FOR EXAMINING DIFFERENCES BETWEEN GROUPS: 

Statistics that examine the differences between two or more group5 are 
called TESTS OF SIGNIFICANCE. Sheriffs and Jal I Aaminlstrators ere most 
I ikely to encounter significance tests in journcl or magazine articlE!S 
about inmate programs and services which claim to make some kind of a 
difference in inm~te behavior either before or after release. SignificanCE 
tests would typically be used to deternine if there was any c!ifferercE" in 
the number cf arrests after release between two groups, one of which had 
participated In a pre-release program and one c.f which had not. 

~/HAT' S SIGN I F I CANT ABOUT Sl AT I ST I CAL S I Gf\'1 F I CANCE? 

Many tests of significance work by using two of the basic statistical 
concepts, normal distribution c::nd the EmpiriCal Rule. The Empirlcc.1 Rule 
Indicates that If a sample is norrlc:d Iy c!lstrlbuted, then 681. of all cases 
In the sample will fall within an inte.val that is plus ar.c mlnu: one 
standard dev I atl on from the rnean, and 95% of al I cases w II I fa I I with in an 
interval that is plus and minus approximately two stan~ard deviations frOM 
the mean. 

-89-

A MANilA! 1='np C:~1='P I n', ANn .1 A II AnM I N I STR ATOPC; 



HOW TO COLLECT AND ANALYZE DATA 

statisticians apply the E~plrlcEI Rule In a situation ~n which Irter
val/ratio level scores of two groups arf~ compared. One group's score 1£, 

c I lowed tor e prE) sen t the mea n. U £, I n g log Ie, sf a t i ~:t i cia n s de d u c e t hat i f 
the other group's score falls ~!ITHI" the intervCils defined by the Er:~.jrical 
Rule, the difference t',lIGHT be attributed to the sample, anG therefore the 
d [fference ~.; I GHT not be "REAL ". Therefore, these differences are not "sta
tistically significant". 

Continuing the logic a I ittle further, the opposite is al £,0 truEl. 
Using one group's score as the mean, if the other group's score fell s 
OUTSIDE the Interval defined by the Empirical Rule, the difference ru..Lghl be 
"REAL" - and net merely a sampling difference. If the other SCOrEl is 
outside the 2 standard deviations in either direciion frolT' the mean that 
contains 95% of all the cases, using logic again, it ha~· to bE! ir. the other 
5% of the cases. This kind of difference Is "statistically si9nificant at 
the .05 level ". For those compu Is ive researchers who aren't sat i sf i ed wi tr. 
"significant ai- the .05 level", the rr·athematicic:ns determined that to be 
"signlflcant at the .01 I eved", the Irtervcl around the mElan hac to be plu~. 
and minus 2.58 standard deviations. That increased the odds to lout of 100 
times that the difference might be REAL and not just a statistical quirk! 

THE ERROR OF THEIR STATISTICAL l'lfl.YS: 

Notice that the previous paragraph is full of II~I;IGHTSIi. Stotistlclcns 
real ize that there is always the possibility that the difference might be a 
"statistical long-shot", and their 10£,ic might be wrong. Statistical logic 
can be wrong tWG ways. These are cal led Type I and Type I I Error. 

TYPE I ERROR occurs if researchers ~ there has been a change when 
there hasn't been. The difference that's been detected Is just one of those 
"Iong-shot" sampling flukes. The sample which was draloJn was one out of the 
5% or even 1% of all the possiblE' samples that Is different from the REAL 
population riean. Type I Error can be controlled by using small significance 
levels. TYPE I I ERROR occurs If researchers say there hasn't been a change 
~he~ there RtALLY has been. Program evaluation results mIght suggest that 
the difference between two groups is only significant at the .15 level 
Traditional researchers would say that this difference Is "not statistical
ly significant" and might discontinue the project. 

Generally, the best cure for Type I and Type I I Error Is good sampling 
procedures and the use of large enough samples. But this problem has led to 
o major debate In social research. Since our understanding of what REALLY 
makes people change Is very Imperfect, It's possible· thai the measurements 
that used tc evaluate programs that are supposed to change people are not 
able to pick up true differences. And so, researchers might say that a 
program hasn't made a difference simp I y because they can't measure accu
rate I y I~hat has happened. 

Analysts must use ~ judgement In this area. Significance levels are 
only tools which may sometimes. be helpful In making ITlanagement deci:.ions. 
F'nr ~Aampl(;!j consider this situation. One group of Inmates who participated 
Ir the pre-release program at the jail had an average of 43 arrests after 
release; Another group who didn't participate In the group had 4.4 arrests 
after rei ease. I f the groups were very I arge, these resu I ts cou I d be sta
tistically significant at the .001 level. But the REAL difference bet\\'een 

-90-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 

• 

I • 

• 



• 

• 

• 

HOW TO COLLECT AND ANALYZE DATA 

thE': scores is SO small that the results are not significant at all 7r0P.'1 a 
management perspective. If the situation were changed so that the diffE!r
ences were only significant at the .15 level, but the difference ir ~rrests 
were much greater (i.e., 1.3 arre~,ts for the group trat ~artici~,atecJ in 
pre-release to 4.4 for the group thct cidn't), Sheriffs clnd Jail ,A.drnir,js
trators should have a rather different opinion of the pre-rel~ase program 
in 81 I but the most stringent scientific studies. 

DECIDING WHICH KIND OF SIGNIFICANCE TEST: 

There Clre a great lT,any different tests of staiistical significarce 
with variations to use with different numbers of groups, dlffere~t sizes of 
groups, different types of groups, and different types of data. There Qre: 

1. T-TESTSj 
2. MANN-WH n:~EY U TESTS j 

3. THE S IG[\' TEST; and 
4. ANALYSIS OF VARIANCE. 

Deciding which one to use is a I ittle I ike working your way through a 
series of questions which ultimately lead to the only possible answer. Re
searchers call this technique e "decision tree". Figure 13 illustrates the 
decision tree that can be used to determine which significance test should 
be use d. I tis bas e don Cl dec: i s ion t r e E: de vel 0 p E:l din licl.w. .iQ C a I cui ate 
Statistics (which provides the instructions for actually doing the signifi
cance tests mentic-nee here and develops worksheets that \\'111 help in their 
computation). 

3 ___________________________ .... ANALYSIS OF VARIANCE 

1 
ARE THERE 2 GROUPS 

00" j 
~ INTERVAL/RATIO ___ T-TEST 

YES _____ .. WHAT LEVEL OF ~ 

1 
~~~Nn 

- ~ ORDIHAL ------.._ SIGH TEST 
2 ___ .. ARE THE GROUPS 

MATCHED? ! ~ INTERVAL/RATIO ___ ~ T-TEST 

NO ____ • WHAT LEVEL Of ~ 

MEASUAEYENT? ~ 

~ ORDiNAL ______ • MANN-WHITNEY IJ-TE8T 

Figure 13 
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QUE~TIO~: J1: PP[ THEF:: IV,Q GROlJF'~ - (k THRH (,R PORE? 

If "~he.n' c:-e Cl;"e io"r~'E: or More groups, an advanced statistical techr.ic;ue 
ca I led P,NAL YS I S OF VAR I At·ICE will be neede(.J te· mE·asur~ the d I f ferences r n 
scores among gr"oups. If analysis of varie,nce i~; requireci, some expert rel~ 
will probably bE necE;ssary. It's a rc;ther complex statisticel procedure. If 
there are only two groups, you can use the other statistics menticned here. 

QUEST ION #2: {IF;c THE GROUPS "1.'fITCHED"? 

R6searcher-s cor-sider groups "matched" If each cese in Group I Is paired 
with a sirr ilar caSE) In Group II. A "r,:cltch" can bo a person with sirr ilf:or 
charccte;ri::7Ics l or it rray be the same person who has been testeu Elt 
anoi'hnr time, TLoS most likely instanCE: of "noCitched groups'; in correctional 
research is V'her:~ STOUp Is. compared beton.; and cfter partici~·ation ir a 
progra~", (th€' ;::1 ass i c "bEfore" .:.inc! Ilafter" ~·i cture) • 

. Ai I ·:thRr groups hc:"€ to De considerec! "unrrC:itched". When working VI ith 
liur,n;atcr.E:c groups:', the reI ative sizes of thE:! two group~. are important, as 
is the amoun-i- of \'crlation I'lithin each group. These two foctors will help 
to determine .!:J.Q.u different their scores are I ikely to be. Th€! smaller the 
sroups, the r.'or8 i ikely that one group mean Villi be different fror;, the mean 
~or both groups together. The more variation in the scores, the more likely 
Thai" one group n:E>an wi I I vary from the mean for both groups together. 

QUESTiON #3: WHAT LEVEL OF MEASUREMENT ARE THE SCORES? 

Sl~niflcance 7C_I'~ that are used on the wrong kind of data are wcrthless. 
Differences between NO~'INAL level variables (data elements that are divided 
j ntc d i scr(·tE: categor i EIS, i .e.~ th e Pre-tr i ell and Sentenced categor i E:S of 
Legal Statu~,) really deal with the relationship betweer the two categories 
tr'at cre beins measu:-ed. Th:s chapter will di~.cuss this kind of relatIon
ship a tit iatero C.ifferences between ORCIINAL level variables (date: ele
ments tnai ":-~ ran~ ordered or arr~nged from lowest to highest) are meas
l'-ed by n:C' tE.!Oo-TS, I t the groups are NOT rrc:liched, the ~·~P,Nf\'-WH I TNEY U TEST 
shcul d be used; if they ARE matched, the SIGN TEST can be used. Differences 
ir, INTERVAL/RATle level variables (data elements like age, numbf~r of rriles, 
r:.,; lar CO!:7S; ,:ltc, that hoVE' equal units on a scale) are mea::·ured by T
TESTS. SpeciEI ~fnds of T-TESTS have been developed for matched or un
iT atched gl-oupso 

Nest of ~~8 stai istical tests of difference are not particularly 
'~;Hicl,!"i +.~ ca:c.ulal'e. They are rrerely tec:lous ane' involve a great many 
I ep87iTl.:::!;~ cf ~irr.ilar r:athematical functions. If you havE.' to calculate 
"iese tE::::ts- by rand, a good programmable calculator (or better yet a stiJ
-'·!stl·::-.f.Ji CE'c.:.;lator wbic.h allows you to enter the data and then does the 
iE;st 1£[ )'01.:.: v!'uld bE; a great c:.sset. r,lCJst speciel data ccllectlons will be 
r·roc:cssec or, :3 computer that w II I pr i nt out the resul ts of these tests of 
~Iiterence~ togethei ~lth the significance levels that are attached to 
tt)el~l. \':Ith +i',E u,1derstBfldir,g of s-t2iistical sl£nificance that ycu haVE: 
:,;. ine;:i ir °r~i: r'-:apter. i'(.u should be ready to handle most of the common 
st~t;Etc~ cf ~hl~ type that you mee~ 
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STATISTICS TO EXAMINE THE RELATIONSHIP BETWEEN DATA ELEMENTS: 

A number of statIstIcs test the relatIonships between data elements. 
Statisticians cal I these relationships "correlatlons~ Correla~:ons are, at 
first, a lIttle hard to understand, but once you've got it, they are a 
statistical shorthand that can descrIbe the nature and strength of rela
tionships between data element~ 

TYPES OF RELATIONSHIPS BETWEEN DATA ELE~1ENTS: 

Correlations operate In a variety of ways: 

1. the more one variable Increases, the more another variable In
creases, I.e., the greater the number of mil es driven on a trans
port the greater the number of gal Ions of gasol Ins used; 

2. the more one variable decreases, the more another variable de
creases, I.e., the fewer the number of pr i or arrests, the lower the 
level at which bond Is set; and 

3. the more one variable Increases, the more another variable de
creases, I.e., the 01 der the prl soner, the fewer the number of 
IncIdents In whIch he/she Is Involved at the jail. 

Correlations I Ike #1 and #2 are cal led positive correlations because a 
change In one direction In one variable Is accompanied by a change In the 
~ direction In the other variable. The variables have a direct relation
ship; statlst:clans abbreviate correlations like these by this symbol, 
"+r". Correlations I Ike #3 are cal led negative correlations because a 
change In one direction In one variable Is accompanied by a change In the 
other direction In the other variables. The variables have an Inyerse 
relationship; statisticians abbreviate correlations like these by this 
symbol, "-r". 

All c.;orrel atlons are expressed I n numbers between +1 to -1. The "+" 
sign denotes positive correlations while the "_" sign denotes negative 
correlations. Numbers that are close to either +1 or -1 (+ or - .7 and 
above) Indicate very strong relationships; numbers that fal I between + or -
show weak rei atl onsh Ips. 

If a graph which shows all the data points for a strong positive or 
negative correlation Is plotted, the data points "cluster" together. A 
straight line can be drawn through the cl uster that "summarizes" the cl us
ter. When It Is relatively easy to draw this straight line, the relation
ship between the data elements Is said to be "I Inear~ This line Is cal led 
the trend line and Is used by statisticians for a special kind of correla
tion called populatIon forecasting or trend analysis. In population fore
casting, statisticians attempt to determine If there Is a relationship 
between a jail data element, such as average dally population, and time. 
Figure 14 on the fol lowing page provides examples of data • 
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y 

Positive linear correlation 

.... . . . 
• e ••• . . . . . . . . .. . . .. . . . . .. . : 
x 

y 

Negative linear correlation 

. . . .. . . . .. . . . . . . .. . 
II 0 •• . " .. . ... . . 

x 

No linear correlation 

. . . . .' ..... 
y • • B.: . . . , ... 

:. • • 0 0 .. .. . .. . . 
x 

Figure 11,8 Interpreting the Correlation Coefficient 

FIGURE 14: DATA CLUSTERS 

Actually SEEING a plot of the data points Is Important because there 
are times when correlations should not be used to measure the relationship 
between variables. The correlation (the number Itself) can not reveal this 
problem. In fact, some very strong relationships which aren't linear exhib
It weak correlations. For example, when taking tests, people who have 
either very low or very high anxiety levels tend to get low scores, but 
people who have moderate levels of anxiety get high scores. Relationships 
like this are called curvilinear relationships. While there are few of 
these In basic jail data, they are possible. The best way to detect them Is 
to graph the data. I f such a rei atl onsh I p does emerge from the data, use a 
statistic cal led a CHI SQUARE or PHI to find out If there Is a relationship 
between the data elements. 

STATISTICAL TESTS FOR CORRELATION: 

Most statistical tests for correlation are mathematically descended 
from one called the Pearson Product Moment Correlation. Common statistical 
tests of correlation Include: 
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HOW TO COLLECT AND ANALYZE DATA 

Phi Coefficl&nt; 
Rank 81serlal Correlation Coefficient; 
Point Biserial Correletion Coefficient; 
Spearman's Rank Order Correlation Coefficient; and 
Pearson's Product f'iomer,t Correlation Coefficient. 

Another statistic that is used to assess relationships which is not a iruE 
correlation is the Chi Square. 

A series of questions wll I hel~, to decide which test to use (Taylor 
Fltz-Glbbon end ~:orrls, 1978). 

QUESTION #1: WHAT KIND OF ~IEASURnlEIH IS USED FOR THE FIF<ST C'ATfI E.LHEln 
THAT IS MEASURED? 

Is the case cl~5sifled (put into categories), ranked (put in some order) or 
rated (given a score)? There are no problems as long as the measurement Is 
ORDINAL or INTERVAL. I-~owevcr, If the case Is classified (f\!Or.iINA.U, the 
researcher must answer QUESTIONS #2. 

QUEST ION tI2: DOES THE ~,1EASURE~iENT OF THE DATIl, ELrl':'ENT PUT THE CAS E I NTO TWO 
C.A.TEGOR I ES OR ARE THERE I~ORE THAN TV/O? 

If the answer Is more than twc (as it will be for many jail data eIElments), 
a correlation can not be used to define the relationship between the vari
able~ However, a CHI SQUARE can be used to test for a relationshl~. 

Appropriate Correlation Coefficients for Use 
With Dichutomous, Ordinal. or lnteryal Measures 

Oassification or SECOSD MEASCRE 
Oassification or 
FIRST MEASURE 

DiChO{Omousj Ordinal Interval 

Dichoiomous 

Examples 

·Yes-No Phi rank point 

• Agree - Disagree Coefficient biserial blsc fIJI 

• U.S. Citizen - Alien 
If> rrb rpb 

• Preschool -
No pres,hool 

• Like - Dislike 

Ordinal 

Examples 

• Rank in class rank biserial Spearman's SpearmJn's 
• Low, moderate, high rrh rank urder rank order 
• Nev~r, some limes, rs rs 

often 
• Negative, neutral, 

positive 

Interval 

Point Spearman's Pearsun's 
Examples biserial rank urder produL t 
• Arithmetic score rph rs moment I .. 

• Reading achievement r '(~. 

·10 

Table 10 
A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 
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QUESTION #3: WHAT KIND OF MEASUREMENT IS USED FOR THE SECOND DATA ELEMENT • 
THAT IS MEASURED? 

See QUESTION #1. If the case Is classified, the researcher must ask Ques
tIon #2 for the second data element. 

Table 10, reprinted from Taylor Fizt-Gibbon and Morris, Is a table 
which shows which test of correlation should be used, depending upon the 
results of your answers to these questions. 

ANOTHER STATISTICAL RELATIONSHIP TEST - THE CHI SQUARE: 

Correlations can't be used when either of the variables are classified 
and put Into more than two groups. The statistical test that allows ana
lysts to Identify whether or not being a member of a particular category of 
one data element has anything to do with being a member of a particular 
category of another data element is the CHI SQUARE. 

Sheriffs and Jail Administrators wll I find this a very useful statis
tical test, because most of the basic Jail data elements can be catego
r Ized, and thel r val ues usua II y fal I I nto more than one category. I tis 
also rather easy to calculate. The Chi Square begins with something statis
tIcians cal I a "contingency table". A contingency table (also cal led a 
crosstabulatlon) Is nothing more than a chart which displays the relation
ship between ~ frequency distributions. The Chi Square test Indicates If 
the results of the contingency table are different than the results that 
wou I d be expected 11 ih.e ilLQ .d.ai.a ~ments ~ JlQ.t re I ated. Append i x N • 
provIdes step by step Instructions for calculating the Chi Square. 

INTERPRETING MEASURES OF RELATIONSHIP: 

I~s Important to avoid errors when Interpreting correlations and Chi 
Squares. One common problem In Interpreting these statistics is the fact 
that people assume that that one data element has caused the other because 
a relationship exists between them. Correlation IsHQIthe same thing as 
causation. Think about height and weight, which have a strong positive 
correlation. But does heIght cause weight? 

The technical aspects of this section have been Included as resources; 
they are not part of the basic descriptive statistics which are tools for 
better management. It Sherlfts ard JaIl AdmInIstrators can begIn to keep 
good descriptive statistics on the jail populatIon, then a major goal of 
this manual will have ~(;ert achieved. The discussions about the statIstics 
themselves should ma~a SherIffs and Jail AdmInIstrators much more Informed 
consumers of the statIstics you receive. 

STATISTICAL SINS: 

Statistical sIns can be either sIns of commIssIon or omission. Both 
varieties can leave the statistIcal consumer In a very uncomfortable posi
tion. Part of the problem Is that sometimes the most carefully calculated 
statistIcs are used carelessly; they may be Interpr~ted by people who 
rea I I Y don't un derstand th e statl zt I ca I foun dat Ions YI.HJ've just been ex- • 
posed to. One add I tIona I pur pose for th Is manua I I s to make Sher I ff sand 
Jail AdminIstrators more knowledgeable, careful consumers of the statIstics 
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that they encourter on a dally ~asls - both on and off the job •. 

One cf the best resources In th Is aree: (outs 1 cle cf c; thcrough under
:tanding of statistics and a lot c·f exposure to therr.) is c: book, J:!p...w .iQ Lil; 
lLl..ih StatistIcs, wrli·ten by Darrel I Huff In 1954. Even thoush this book is 
al most 30 years 01 d, and the exampl es that arE used te- i IILJstrEtE the 
statistical sins are dated, the sir,s Huff icentlfies ere ~ust as prevc::lent 
today as they were then. It's the sourCE: from whlci thfj fclloll inr sectlorl 
was drawn. 

SIN #1: HOI'{ COULD THE RE.SULTS BE WRONG? THE CALCULATIONS h'ERE PERFECT! 

In Chapter 5, a considerable degree cf emphasis vla~ placec (I random 
sampling. r.hapter 6 shower why that was Irrportcnt. 11ell, sorr,etlmes, in 
spite of the best Inter;tlons F samples car; acquirE: a "built-In bias". This 
can happen ir a number of ~eys: 

1. Researchers may report oS £.lI..QI what peop I El ill they do. Someti mes 
people have e tendency to either embell isr, or "pley down" SOIT,(; 

aspects of their behavior. PeoplE' may say that they rr:ake· more money 
than they actually die when they \'Ian't tc Impres~ someone anc! say 
that they make less when it comes to tox time. 

2. Research6rs may fail to mer.tion how many pecple DIDN'T respond to 
their survey. Frequently, people with certain characteristics (may
be even some of the characteristics being measured) II '; f'ilil to 
respond to the survey because of personal considerations. (',ollege 
surveys that proci81m how successful their ~Iumni have been may be 
guilty of this kind of "built-in" bias. There's a good possibil ity 
that alumnI who aren't quite so sllccessful won't participate. 

3. Researchers may ask questions about behavior that is not socially 
ac:ceptab I e. Surveys that ask, "Have you stopped cheati ng on your 
taxes?''w II I probabl y di scover that no one cheats on thei rtaxes. 

4. The source on which the sample is based doesn't repr~sent the whole 
population. A frequent source of names for many surveys Is the 
telephone book or a I 1st cf reg I stered vc·ters. W r. i I e more peop! e 
have telephones now than In the era when social research was begin
nIng, there still arE:: some kinds of people who do not heve tele
phones. This biases the sample. Even though the peoplE: who ~Iere 
surveyed were selected randomly, they were selected from a biased 
source. One famous politi cal survey used the tel fJphone book "(0 

structure a sample.of voters. The survey predicted an Alf Landon 
I andsl I de. Need I ess to say, they were wrong. The prob I em? They had 
constructed a sample thct represented voters ~ ~ ~Dhones and 
not ALL the voters. In the Depression, that was a serious sampling 
error. 

5. If information Is collected by Interview, the time of cay and 
location of the Interviews can bias the sample, i.e., house to 
house, daytime interviews can bias the samplE. by filling It with 
people who don't work; "man In the street" interviews miss the 
people who stay home. 
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6. The person asking the question can bias the response, 1.8., i"he • 
ruce and sex of the Interviewer, have been known to elicit response 
that the respondent bel ieves he/she has to say to the Interviewer, 
but rr,ay not rea I I Y be I I eve. 

In developing a sample, not only must the cases be randomly selected, 
but the sample must really represent the whole population. This can be a 
problem In jail surveys. For example, a systematic random sample of all 
people booked at the jail was developed for an Inmate Profile Data Cellec
tlon. A major concern was the number of prisoners who were ~anagement 
problems during booking, I.e., they were violent, incapacitated by alcohol, 
mentally III, etc. ~~hen the statistics were analyzed, the results seemed 
.8l'lFUILY low to all the people who 'worked in the sy:tem. ThE: problem was 
soon discovered. Some prisoners who were the largest management pro~lems In 
the Booking Room were never booked. They were held on Blcohal detainers and 
not charged with a cr I me. No cr I me ••• no book i ng = one biased sam pie. 

SIN #2: WILL THE REAL AVERAGE PLEASE STAND UP? 

In the discussion of measures of central tendency three different 
measures of central tendency (the mean, the median anC the mode) wers 
presented. These are not always the same thing. Table 11 Illustrates that. 

*****t*********************************************************** 
DAY' SHERIFF 11'5 SHERIFF '2'5 SHERIFF 13'S 

COO I\T COU NT COU NT 
***************************************************************** 

30 

RE;:,IDENT 
DAYS 

ADP 
<rvlEAN) 

RANGE 

STANDARD 
DEVIATION 

57 

+ 49 

932 

31 .06 

48 

12 

26 14 

+ 29 + 16 

932 932 

31 .06 31 .06 

12 159 

3 39.75 

-----------------------------------------~---------------------~-
MEDIAN 30.50 31 .00 16.00 

-----------------------------------------------------------------
~ItODE 54.00 29.00 16.00 

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

TABLE 11: t'1EAN AND STANDARD DEVIATION AT THREE JAILS 
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It's fine that these measures aren't the same; they measure different 
th I ngs. The prob I em comes w hen researchers don't tel I you WH I CH average 
they are using. Data elements that are expressed In del lars, I ike annual 
income, are ~ost vulnerable to this kind of statistical misrepresentation. 
FIgure 15 shoul dill ustrate why. 
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$100 $200 $300 $370 $500 $570 $750 $1000 $1500 $4500 

FIGURE 15: MEASURES OF CENTRAL TENDENCY (Al'-lOUNT OF BOND) 

Imagine how these differences could be used during a polltlcc:1 cam
paign in which a "get tough on crime" political platform had emerged. The 
Incumbent says, "The average amount at which I se"1- bond was $570." The 
challenger says, '~he incumbent is soft O~ crime. Why the average amount at 
which bond was seT was only $200." The dlffer'ent overages present rather 
different pictures of bonding prac"rlces. Watch out for "averages" that 
don't say ~ .lUrut of average they are! 

SIN #3: WHAT'S ~lISSING FRO~4 THIS PICTURE? 

This Is a statistical sir. which is well illustrated by the data from 
the three jails. There are ~ aspects of descriptive statistics: measures 
of central tendency ~ measures of variability. The two of them 3hould go 
be I nseparab I e. ~/e II, frequent I y, the "average" is presented without any 
measure of variabli Ity, such as range or standard deviation. Recall Sheriff 
113'5 weekend when the jail (with a usual ADP of 16) was disrupted by 170 
bikers, resulting In an ADP of 31 (which Is twice what the the flOP was the 
other 27 days in that month). Mistaken conclusions could easily be drawn by 
using an "averageil without something that tel Is Indicates how representa
tive that number Is. That's what the measure of varlabil ity does. 8e a 
little skeptical of averages that stop before giving a measure of variabil
Ity. 
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Another statistic frequently cmons the missing is somewhct less ob- • 
vlous. And It may more devious because It misrepresents one of the basics, 
th€ frequency distribution. Sometimes the data Is presented In percentages 
without the number of cases In each group. A comparison of the two examples 
below should serve to Illustrate the problem. 

*********************************** 
AGE ON I NTAKE PERCENT IN OF CASES 
*********************************** 

Under 18 
18-21 years 
22-25 years 
26-29 years 
30-33 years 
34-37 years 
38-41 years 
42-45 years 
46 or 01 der 

16% I 
16% I 
28% I 
12% I 
13% I 

5% I 
8% I 
2% I 

160 
160 
280 
120 
130 
50 
80 
20 

TOTAL 100% 11000 
*********************************** 

TABLE 12: EXAfvlPLE 1 - FREQUENCY D I STR I BUT ION OF AGE 

Table 12 provides a lot of information: 

• the actual frequency distribution for each of the age groups; 

o how many cases were In the whole sample (1,000); and 

• how many cases were in each group. 

Now compare It with Table 13 below. 

************************ 
AGE ON I NTAKE PERCENT 
************************ 

Under 18 
18-21 years 16% 
22-25 years 16% 
26-29 years 28% 
30-33 years 12% 
34-37 years 13% 
38-41 years 5% 
42-45 years 8% 
46 or older 2% 

--~-------------~-------
TOTAL 100% 

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

TABLE 13: EXA~1PLE 2 - FREQUENCY DISTRIBUTION OF AGE 
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With Table 13, there is no way tc know if trere are CI thousand pri
soners, or a hundred prisoners in the sample or less. In thi~ example, 
there could be only 2 people in the study who were 45 or older, and only 28 
that were between 26-29 (the I argesj category). That's IQ.Q SMALL a sampl e 
to be at al I comfortable with! What has happened is that the chart does not 
how many cases comprise each group; only the percentage is given. Just 
remember that "50% of the cases" can be just 1 case, and you'l I be forever 
suspicious of results that only talk in terms of the percentages. 

SIN #4: SO WHAT IF IT IS STATISTIC/ILLY SIGNIFICANT? 

With a very large sample, very small differences between groups can be 
statistically significant. From c r::anager's perspective, whet difference 
does a pre-release program make if progra~ participants averbge 4.21 subse
quent arrests versus people who didn't participant in ihe program who 
average 4.23 subsequent arrests? 

Informed statistical consumers look not only at whether tre difference 
Is statlst"lcally signific'lnt but also ct what the REAL difference is. It's 
important to remember that some differences that aren't statistically 
significant may be Importa~t for management decisions. 

SII\ #5: IF A, THE~I 8? 

This Is so important that although it's been mentlonec earlier, it's 
worthy of repetition. CORRELATION IS NOT THE SAME TrlNG AS CAUSATION. Just 
because one thing happens before another does, It doesn't imply that one 
causes the other. Strong correlations can result from: 

1. both factors being related to a third (and possibly unknown factor) 
that causes BOTH of themj 

2. chance (6 favorite example in this areE! is a very strong positive 
correlation found between one state's prison population ane the 
price of Hog Futures on a local comnlodity exchange). Researcl:ers 
cal I these "spurious correlations"; and 

3. a very real relationship which exists between two data elements, 
but you can't really tell which one c~uses which. One example in 
this area would be a relationship betwee'n LOS and the number of 
incidents committed by prisoners. Do prisoners commit more inci
cents simply because they stays longer (they have more opporfL:nl
ty)? Or does the number of incidents committed by prisoners predis
pose the court to keep bond high in the case of j::re-tr i cll Inmates 
and reduce the amount of good timE ecrned ir the case of sentenced 
pr I soners? 

SIN #6: WHAT'S WRONG WITH THIS PICTURE? 

This manual Indicated that statistics result in both a numerical 
sumnlary of the information AND a graphic representation. Some of the gross
est statistical misrepresentations, have been in H.Q1'{ the ir.formation hcs 
been displayed. By carefully chocslng the scale on which information is 
graphed, a strong (and sometimes misleading) message of what the data means 
can be depicted. Figure 16 displays the same data on three scales. 
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FIGURE 18: THREE SCALES 
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Most people have rather different reactions to the three graphs. And 
most people don't look closely enough at graphs and charts to see the 
"graphic tricks" that were played on them. Displaying data effectlvE:ly and 
responsibly Is a major part of any data collection. Sometimes th8re is a 
rather fine line between effective and ethical data display. 

CONClUS I ON: 

This Chapter has covered a great deal of territory - from some of the 
foundations on which the entire field of statistics rest, to how to use the 
dIfferent types of statistics (and how to calculate sorne of the more basic 
ones), to the statistical sins that have the field a bad reputation. This 
manual should encourage Sheriffs and Jal I Administrators to keep jEl I 
statistics and use them to make more Informed decisions about situations 
that effect the jail. Having completed this Chapter, Sheriffs and Jail 
Administrators should be more informed consumers of the sta~istics that 
they read. Learning how to understand and calculate statistics is only a 
port of this manual's mission. If Sheriffs and Jail Administrators arE:' to 
benefit from this knowledge, they will need to learn how to apply It in 
their own situations; they neec to be able to Interpret statistics. That's 
the purpose of Chapter 7 • 
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CHAPTER SEVEN: 

HOW TO INTERPRET INFORMATION 

INTRODUCTION: 

Once the information has been collected and processed, the excii"ing 
part of the data collection, the analysis itself, begins. Analysis i: the 
process of Interpreting what the information means In the context of the 
environment in which it was collected. Explaining how to begin this process 
Is a I ittle I Ike TELLING someone how to rice a bicycle. It's posslblEl to 
explain about balance and velocity and even go Into the laws of motion, but 
until you aCTually start ~edalling, none of it makes much sense. 

Ideally, Sheriffs and Jail Admlnlstretors who are Interested In learn
Ing how to Interpret statistical Information should Identify someone in 
their community who can work with them to analyze the data. This Is the 
best way to learn about interpreting statistics. The next best alternative 
is to use a "programmed text" to teach analytiCal skills. In a programmed 
text, the reader is presented with a problem, given an opportunity to 
respond to it, and then given Instructions to turn the page to see what the 
teacher thinks. Although you may be tempted to gloss over them, do take the 
time to write down your responses. Writing helps many people think things 
through. 

This Chapter has been structured as a programmed text. There are two 
case studies that provide examples of how basic jail data can be used for 
management decision making. These are examples that come from real situa
tions. As a result, what the key actors elected to do In each case may not 
be exact I y the same th i ng YOU IVOU I d choose to do I f you were I n the same 
position. Tb It'S why Interpreting the information Is so interesting and 
such a challenge. Analysis provides the opportunity to integrate correc
tional philosophy and resulting criminal justice pol icy choices with good 
Information. Although you may not agree with their choices, these case 
studies make It clear how people in these situations usee the Information 
that was available to make critical pol Icy decisions for their jails. 

CASE STUDY NUMBER ONE: THE FRIDAY NIGHT BLUES 

THE S I TUAT ION: 

The Metro County Jal I has the authority to detain persons for the 
local Alcohol Recovery Center (hereafter cal led ARC Holds and the ARC 
respecTlvel y) under two cl rcumstances: 

1. I f the ARC Ho I dis v 101 ent j or 
2. if th e AR Cis f u I I. 

ARC Holds are housed In the Holding Arec adjacent to the Booking Room for 
eight hours and are then released. 

-104-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 

• 

• 

• 



• 

• 

• 

-- ------~~~~~-.----------------------------

HOW TO COLLECT AND ANALYZE DATA 

The ARC has been operating consistently ~t about 50% 0f capacity, but 
the number of ARC Hoi ds at ~Ietro County Ja II has stead I I Y I ncreased over 
the three years that this practice has been In existence. The Booking and 
Holding Areas are frequently crowded and congested. If the situation gets 
worse, It Is likely that construction of a new booking and holCing area 
w II I be necessary. 

You are the Jail Administrator. A special task force, called together 
by the Sheriff and County Commissioners has been establ i~,r,eC: to decide 
whether or not Metro County should expand the present Booking and Holding 
Areas. The Sher I ff has tal d you to haVE' some data aVe I I ab I e for the t2sk 
force at the next meeting. You go back to He jail and sit do\,,,n tc figure 
out how to get the Information. 

vlHAT SHOULD THE J A I L AD~!' I N I STRATOR DO FIRST? 

----------------.----------------------------------------------------------

The Jail Administrator nGeds to develop a problem statement. Actually, 
the Jail :.dmlnlstrator's secr,.~tary (who went to the mee-t-Ing with the Task 
Force along with the Jail Administrator to take minute~) wrote the descrip
tion of the situation that you see. 

The ~/letro County Jail has the authority to detail" 
persons for the local ARC two circumstances: 

1. If theARCHold Isviolenti or 
2.lftheARClsfull. 

They are housed In the Holding Area adjacent to the 
Booking Room for eight hours and are then released. The 
ARC has been operating consistently at about 50% of 
capac Ity, but the number of ARC Hoi ds at Metro County 
,Iall has steadily Increased over the three years that 
this practice has been in existence. The Booking and 
Ho I ding Areas are f req uent I y crow ded and congested. If 
the situation gets worse, It Is likely thc:t construc
tlon of a new book I ng and hoi ding area w I I I be neces
sary. 
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That's quite a good problem stc:tement. The Jail Administrc:tor was lucky. 
The first task was a I ready com p I eted. 

NOW THAT THE JAIL ADMINISTRATOR HAS A GOOD STATEr4ENT OF THE PROBLD'!', WHAT'S 
THE NEXT STEP? 

-~--~------------------~---------------------------------------------------

-------------------------------------------~-----------------------_._------

-----------------------------------------------------------.~---------------

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

Right! The Jail Administrator icentlfied the questions that would have 
to be answered in the analysis and the data elements that would be needed 
to do that. Just In case you missed that one, try the next section. 

WHAT QUESTIONS DID THE JAIL AmllNISTRATOR HAVE TO ANSWER - AND WHICH DJ\TA 
ELE~4ENTS ARE NECESSARY TO DO THAT? 

-----------------------------------------------------------------.----------
-------------------------------------------------.---------------------~----

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

---------------------------------------------------------------------------
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At this point, different opinions about which course to follow might 
begin to emerge. The Jail Administrator Identified the fol lowing questions: 

1. Are the ARC Holds who are brought to the jail violent? 

2. Are ARC Holds brought to the jail when there Is space at the ARC? 

3. How much have ARC Holds increased over the last three years? 

4. Will the number of ARC Holds stabilize, decrease, or incre<::se? 

The Jail Administrator Identified the follo .... lng data E'lerned: i-hai" 
would be necessary for the analysis: 

1. the number of ARCHolds detained at the jail by montr oS far back 
as poss I b I ej 

2. the number of ARC Holds who commit Incidents in the Booking Room; 
and 

3. the number of times that the ARC had been ful I durirg that year. 

WHAT SHOULD THE JA I L AD~11 N I STR/ITOR DO NEXT? 

---------------------------------------------------------------------------
----------~---------------~------------------------------------------------
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The Jail Administrator was concerned about IdentlfyinS where the j!11 
kept information about ARC Holds (since they were NEVER booked). By tel king 
with the Individual who malntcinec the manual Information system, the Jail 
Adm I n I str ator discovered th at a s pee I a I category for ARC Ho I cs h ad been 
established and thct records had been kept about ARC Holds for about four 
years. The Information system could provide the required historical data. 
The Jail Administrator made a mental note to recon,mend a ('aise for the 
individual who maintained the manual Information systeml 

The Jail Administrator ha~ a lot of misgivings about hc~ to decide If 
ARC Holds were likely to Increase, decrease or remain stcbl€. Hopefully, 
the Information already available wi! I help answer that question. The Jail 
Administrator was also a little worried about identifying the number of ARC 
Holds who were violent. The best measure jail records could provide was the 
number of ARC Holds who were involved In Incidents at the jail. It was the 
ja I I's pol icy that whenever I t was necessary to resfral n son;€one (or some
one behaved In a violent way) the Officer(s) invclved would write an Inci
dent report. The Jail Administrator was very pleased that this Incident Log 
had been instituted. Now, It woul d be rei atlvel y easy to go back through 
the Incident Log Book to identify how many ARC Hoi ds wer6 Invclved In 
Incicents in the facility. 

The question that really stumped the Jail Administrator was how often 
people were brought to the jail because the ARC was full. The minutes of 
the meeting Indicated that the ARC had been operating at about 50% of 
capacity - but .. he Jail Administrator was a little suspicious of averages. 
Whai- was worse was the fact that the jell had no way to gather that cate 

Let's assume that the Jail Administrator got al I the data together and 
decided that It might be a very good Idea to share this Information with 
the Sheriff first. This Is a very wise Idea. NO ONE I ikes to be surprised 
about data from his/her own organization. 

~'HAT SHOULD THE J,cIlL ADMINISTRP.TOR DO TO PREPARE FOR THE ~1EETING? 

----------------------------------------------------_.----------------------

------------------~--------------------.------------------------------------

----------------------~--------~---------------------,----------------------

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

-------------------------------------------------~-------------------------

---------------------------------------------------------------------------
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The Jail Administrator net only used numbers to surnmarizf: whet hac 
been discovered. [Jecldlng that the Information would be a lot clearer 'if it 
were displayed In neat tables end charts, the Jail Adnlinistrator developed 
a series of tables and charts. The first table that the Jal I Administrator 
showed the Sheriff displayed the number of ARC Holds that had been d€tained 
at the jail for the last four years. The Jal I Administrator decl~ed to 
summar lze It by year, rather than show i n£ the number of lRC Hoi ds H.!ch 
month. 

********~********~*********** 
YEAR 1/ OF ARC HOLDS 

*****1*********************.* 
1975' 136 
1980 323 
1981 460 
1982 528 

*****1*******11************** 

TABLE 14: HISTORICAL TREND IN ARC HOLDS 

WHAT DOES THIS TABLE SUGGEST? 

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

---------------------------------------------------------------------------
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Both the Sheriff and the Jail Administrator were amazed at the rate at 
which the ARC Holds had increased. They ha~ tripled In the years from 1979 
to 1982. That made both the Sheriff and Jail Administrator VERY nervous. 
Even If they did decide to buil d additional space In their jal I to deal 
with the problems they were having In the booking area, both the Sheriff 
and Jail AdmInIstrator knew that it would be just about three years until 
that space was avallabl8. And if ARCHolds held tripled In four years, it 
was becoming very obvious that they might have a very bad situation to cope 
with until new space was built. 

The Sheriff (who had recently read a Manual on How to Collect Data In 
Jails) had heard of a tech~lque cal led population forecastln~ that al lowed 
statisticians to predict what futL're jail populations were likely to be. 
Recognizing that this was an advanced statistical technique, the Sheriff 
asked for technical assistance from a friend at a local college. Afte:'r 
writing this down as a "follow up" to the meeting, the Sheriff asked the 
Jail Administrator what else had been discovered. The Jail Admlnistraior 
showed the Sheriff the following Chart that displays. the relationship 
between ARC Hol~s and Incidents committed In the jail in 1982. 

*************************************************** 
ARC HOLD DESCR I Ff ION % I NUrv'lBER 
*************************************************** 
ARC HOL DS WHO COr·l~~ I T I NC I DENTS 5% I 22 
ARC HOLDS WHO 01) NOT COrvlMIT INCIDENTS 95% I 438 
1982 TOTAL ARC HOLDS 100% I 460 
*****'********************************************* 

TABLE 15: ARC HOL OS AND THE I R I ric I DENT PATTERNS (1982) 

WHAT DOES THIS TABLE SUGGEST? 

---------------------------------------------------------------------------
-------------------------------------------------,------------------~-------

------------------------------------------------------_._-------------------
----------------------------------------------_._-----~---------------------

---------------------------------------------------------------_ .. _---------

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

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

---------------------------------------------------------------------------
---------------------------------------------------------------------------
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Both the Sheriff and the Jail Administr~tor were surprised hc~ f~w of 
the ARC Holds had been involved In incidents while In the Booking Room or 
Holding Area. The Jail Administrator was able to adc th~t while a revisw of 
the Incident Log Book had revealed that almost all the incic;ents which ColO 
involve ARC Holds were violent (usually because the person was violent when 
being brought In), very few ARC Holels actually wer8 invclved in Inciclents. 
Only 22 of the 460 ARC Holds that were brought In thet ysar were violent. 

The Ja! I Administrator told the Sheriff that the odds were against thE 
ARC being full the other 448 times that the: jail had detained people. In 
addition, the ARC Administrator had been contacted about the ARC popula
tion, and this contact had revealed that the ARC ha~ been at capacity only 
cbout one day a month. Even if th is prov i ded a reeson for some of the AF:C 
Hoi ds, it I eft a ~ ~ NOT accounted for. 

WHAT DOES THIS INFOR~1ATION SLJGGEST TO YOU? 

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

---------------------------------------------------------------------------
-----------------------------------------------~--~------------------------
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80th the Sheriff and the JaIl Administrator came, to the conclusion 
that there were a number of ARC Holds coming to 1~e jaIl who did not ~eet 
the crIteria for detentIon. Remember ••• 

The ~1etro County Jail may detain persons for the local Alcohol 
Reccvery Center: 

i. 1.1 .t.b..e.¥ ~ V 101 ent; or 
2.liib...eARCiliull. 

And, while both the Sheriff and the Jail Administrator (having spont 
time as Patrol Officers) were beginning to have some suspicions about what 
might be occuring, by now, both were cautious. They didn't jump to conclu
sions. Both agreed that some additional information about ARC Holds and why 
they were brought to tr.e jell I was necessary. That "fol I ow-up" tc:sk was 
given to the Jail Administrator. The Sheriff and Jail Administrator agreed 
to meet one week later to decide what action (If any) the lai I should take 
and what their recommendation to the Task Force woul~ be. ~ 

WHAT DID THE JAIL Am11NISTRATOR DO NEXT? 

-----------------------------------~~-~----------------------~-----.~-------

---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
--------~------------------------------------------------------------------

---------------------------------------------------------------------------
-----------------------,---------------------------------------------------
-----------------------------------------------------------~---------------

---------------------------------------------------------------------------
--------------------------------------------------------------------------.-
-------_____ ~ ______ r~ ____ ~ _____________________ - ________________________ ~ __ _ 

-------.--------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
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The Jail Administrator considered a number of dlfferert strate£les, 
including: 

e asking Patrol Officers about their past use of the ARC for peOplE! 
who were under the Influence. 

" Identifying several dates whentherewerea number of ARCHolds, 
pulling the Compl al nt Reports completed for those f\RC Hoi ds, and 
calling the ARC to find out whether or not they had been full on 
those dates. 

The Jail Administrator, however, rejected both of these strategies. If 
asked, the Patrol Officers might not remember, and even If they ~Id, there 
woul d stl II not be any ~IDeDtatlon about why the ARC Hoi ds hed been 
brought to the JaIl. However, the thought of golns through af I that paper
work was more than the Jal I AdmInistrator could handle. After thinking for 
awhile, the Jail Administrator developed a third strategy. The fcllov. ing 
directive (Figure 17) for Booking Officers was written and read at all 
Sh 1ft Br I ef j ngs that day. 

M:MO TO ALL BOOKI NG STAFF 

EFFECT I VE: I W·lED I ATF' v 

FRO~1: THE JA IL ADM I N i STRATOR 

Effective Immediatel~'-, when Patrol brlrlgs In an ARC Hold, the 
Booking Officer wll I: 

1. ask the Patrol Off leer why the ARC HoI dis bel ng brought to 
the jail rather than to the ARC and make sure that this reason 
is recorded on the Coolplalnt Report; 

2. accept the ARC Hold; 

3. If the ARC Hold Is violent at the time of admission, attach a 
copy of the Incident Report to the jail's copy of the Com
plaint Report end place In the Jail Administrator's In-basket; 

4. If the Patrol Officer indicates that the ARC Hold was violent 
at the ARC, call the ARC for ver-ification (after tre Patrol 
Officer has left), record this Information on the jail's copy 
of the Complaint Report and place in the Jail Administrator's 
In-basket; and 

5. If the Patrol Officer indicates that the ARC was full, call 
the ARC for verification (after the Patrol Officer has left), 
record this Information on the jaIl's copy of the Complaint 
Report and p I ace I n the .J a II Adm in l.strator's in-basket • 

FIGURE 17: MEMO TO ALL BOOKiNG STAFF 
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WhIle the JaIl AdminIstrator was a I ittle concerned about how PEtrol 
offIcers might view this strategy, avoiding dlsagreement~ between the 
Booking and Petrol Officers (partIcularly in front of the P.RC Hold) while 
the InformatIon was beIng gathered was more importent. Having leafed 
through the Sheriff's data ccllection manual during the week, the Jail 
Administrator was also more than a little concerned about the size of his 
sample. After al I, it was only ene week, and altogether It include~ only 25 
ARC Hoi ds. 

~jever the less, the JaIl Administrator decldec that.s..ill.l.E Informciion 
Is better than.N.Q Information and compiled the InformatIon that was avail
able for the meetIng with the Sheriff. At the meeting, the JaIl Aaminl~tra
tor displayed thIs chart CTable 15}. 

*********************************************************** 
PATROL REASON FOR ARC HOLD ARC VEF~ I F I CAT ION/RESPONSE 
*********************************************************** 
ARC HOLD VIOLENT AT ARC YES = 4% / 1 

NO = 60% / 15 

ARC FULL YES = e% / 2 
NO = 28% / 7 

TCTAL ARC HOLDS FOR THE WEEK 100% / 25 
*********************************************************** 

TABLE 16; Cm·1PAR I SON OF PATROL'S REASON FOR ARC HOLD AND ARC RESPONSE 

WHAT CONCLUSION WOULD YOU DRAW FRO~1 THIS SAf.1PLE? 

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

------------------------------------------------------------------------~--

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

-----------------------------------------------------------------------_ .. _-
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Both the Sheriff and the Jail Administrator came to the concll!~,ion 
that Patrol Officers were bringing ARC Holds to the jail when they should 
have gone to the ARC. The Jail Adminlstrctor was able to odd some addi
tional verification of this. Several of the Booking Officers had noted on 
the copy of the CR thc.t Patrol Off i cers who had .s.sUJ:,. they hac taken peop Ie 
to the ARC llilii ~ .b.e..e.n ~. 

The Sheriff then showed the Jai I Administrator t~e results of the 
professor's effort to project what the increases ir the numbor of ARC Holds 
that would be held at the jail. Once again, the professor haG sumrr,arized 
the number of ARC Hoi ds for each year al though the forecast \lias actuclly 
made by using data grouped by month. 

**********************.****** 
YEAR # OF ARC HOl.DS 

***************************** 
1979 136 
1980 323 
1981 460 
1982 528 
1983 EST 686 
1984 EST el;1 

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

TABLE 17: HI STOR I CAL TREND I N ARC HOLDS (PROJ ECTED) 

The Sheriff Indicated that the professor had saie that if the present 
trend in ARC Holds detained at the jail continued, they could expect to 
have 686 ARC Holds (about 57 a month) in 1981 and 815 (about 68 a month) in 
1982. The prospects for the future looked even WORSEl The professor hod 
drawn a graph (FlgurEl 18) of the data 'w Ith a solid line to represent the 
known ARr Holds and a dotted I ins to represent the estimated ARC Holds. 
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FIGURE 18: ARC HOLDS 
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BASED UPON THIS INFOR~lATION, WHAT RECO~j~IENDATION vIOlILD YOU ~.'AKE TO THE JP,IL 
TASK FORCE? 

--------------------------------------------------------------_ .. _----------

---------------------------------------------------------------------------
-----------~---------------------------------------------------------------

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

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

-~------------------------------------------------------------------.-------

---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
-------------------~-------------------------------------------------------

-------------------------------------------------------------,------~-------

---------------------------------------------------------------------------
-~-------------------------------------------------------------------------

-----~---------------------------~-----------------------------------------

---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
---------------------------------------------------------------------------
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There are a wide range of actions that could ba take~ tc deal with the 
large number of ARC Holds that ere brought to the jail instead of the ARC. 
The real Sheriff (In this case study) knew that a city pol Ice agency was 
the primary user of the facility (they brought in acout 75% of all pr i
sonars and nearly al I ARC Holds). The first approach to solving this prob
lem was to discuss the fliatter ~lfth the local Police Chief. The Sheriff and 
the Police Chief weren't able to COlil6 to an agreement about how to dEal 
wIth the situation. After all, as the PolIce Chief suggested, it was only 
25 peop Ie c week or so. And as the Sher i ff suggested, I f the Po Ii ce Ch i ef 
thought it wasn't much of a problem, he should try werking In Booking on 
FrIday night. 

Having tried a col I~boratlve approach without being able to remedy the 
situation, the Sheriff decidec that to act to preserve the jail's interest 
in this situation, which was consistent with local criminal justice system 
policy. The ARC had been developed when publ ic Ini-o>:lcation had been de
criminalized so that Officers could do something with people who were 
Intoxicated and needed proiBctlon rather than takins them to jail. A pol icy 
decision was made that the jail would no longer detain people on ARC Holds 
until further notice. Remember ••• 

The Metro County Jail .MAY detain persons for the local Alcohol 
Recovery Cer.ter: 

1. If they are violent; or 
2. If the ARC Is full • 

ARC Holds who were violent could be charged with a crime. And the ARC 
Indicated that It was seldom ful I and hac the space to expand if necessary. 
This was not an easy decision to make - nor a very popular one with some of 
the local law enforcement community. It had been easier to take people to 
the jai I than to the ARC. 

Six months later, the ARC reported that it was operating at close to 
95% of capacity and was adding 10 more beds. The jail reported that space 
problems in the Booking Area were much improved. Even though it was still 
busy on Friday and Saturday nights, they no longer had eight to ten people 
a night "sleeping It off" for eight hours In their three available Holding 
Cel I s when they were trying to book a number of other people who were 
charged with crimes. The Patrol Officers began to discovered that the ARC 
staff Jil.d. know someth i ng about deta In i ng and treati ng 81 cohol abusers afi-er 
al I. And the ARC changed their weekend staffing pattern to more adequately 
manage the people placed ir their custody. 

The Sheriff's response to the Task Force was actually a much easier 
pol Icy choice. The Task Force was advised that the jail had detained ARC 
Holds as a favor for the local criminal justice system and the ARC. The 
Sheriff added that this favor had been somewhat abused and that ARC Holds 
had become a serious problem for the jail on weekends since they used space 
that the Jail desperately needed for persons who had been arreste0. And 
while the situation NOW was bad enough, If action were not taken, the trend 
in ARC Hal ds was i ncr&as I ng at such a rate that if no changes were made, 
the Booking Room would be inundated by a tidal wave of ARC Holds in the 
next two years. 
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The Sher Iff cone I uded by say I ng that expand I ng the Book I ng Room to 
accomodate the ARC Holds would represent a major shift In criminal justice 
system policy. The system had decided that these individuals were to be 
detained outside the jail. The Sheriff indicated that If the only reason 
for expanding the Booking Rooll': were ARC Holds, the real Impact of the ARC 
Holds should be clear within the next six months - since the Booking Room 
would be processing ONLY people who had been charged with crimes. The 
Sheriff recommended that the Task Force assess ~ patterns of Booking 
Room use, primarily the total number of people being booked at +he jail 
(which was also Increasing) and expected future jail populations. '; e jail 
Task Force was encouraged to make a decision based on facts and the origi
nal pol Icy choices of the local criminal justice system. 

-- END OF CASE STUDY #1 --

BEFORE GOING ON TO THE SECOND CASE STUDY: 

It should be clear that statistics are used with both qualitative 
information (the Sheriff's meeting with the Police Chief) and criminal 
justice system pol Icy preferences (the system's choice to use the ARC as a 
way of dealing with alcohol problems) to make pol icy decisions. In this 
case, the Sheriff made a pol Icy decision that was very proactive - and very 
supportive of the jail's position. Other Sheriffs In other systems may have 
made decisions that would have been equally effective, I.e., with a little 
more Interest from the Pol Ice Chief a cooperative strategy In reducing the 
number of ARC Holds would probably have been very effective. 

Wit!) no information, the Sheriff might very well have recommended to 
th e Task Force to expand th e Book i ng Room I mmed I ate I y 1 Th ism I ght have 
resulted In the expenditure of County dollars to house people In the jail 
that the criminal justice system Itsel f had just determined should be 
housed elsewhe~e until they were able to be released. No one said that the 
pol Icy decisions would get any easier! Information just makes them better. 

By now, the process of analysis should be a bit clearer. Now take a 
look at the second case study, and see what decisions you make to resolve a 
problem most counties face when they plan new jails: their need can't be 
accomodated by the I r resources. 

CASE STUDY NUMBER TWO: THE CASE OF THE SHRINKING JAIL 

THE SITUATION: 

Forest County Is another real county. It encompasses a relatively 
small, though rugged, geographic area, with a county population of about 
35,000. They have been preparing to build a new, city-county joint law 
enforcement complex for about one year. Their population projections indi
cate that they will need a facility of approximately 60 beds In order to 
meet their anticipated correctional needs until the year 2000, without 
changIng their correctional practices. Unfortunately, they can only afford 
a facility of 45 beds. 
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In order to try to figure out options that might be effective In 
reducing their jail population, the planning group elected to review the 
Inmate Profile Data Collection to determine potential segments of the jail 
population which might be appropriote for alternatives to Incarceration. 
The data cel lactlon was based on a sample of ~ore than 600 cases collected 
over a three month period. You are the Sheriff (who has responslbi Iity for 
rur.nlng the jail In this state) who Is a member of the plarnlng group. You 
review the Report from the Inmate Profile Data Collection and begin to leaf 
through the pages. The first table that catches your attention Is this cne. 

********************************************** 
RES IDENT STATUS % / NUMBER 
********************************************** 
COUNTY RES I DENT 84.7 % / 574 
I N-STATE, NON-COUNTY RES I DENT 11.5 % / 78 
OUT OF STATE RESIDENT 3.8 % / 26 
******************************~*************** 

TABLE' 18: RESIDENT STATUS OF PERSONS DETAINED 

WHAT INFORMAT ION WOULD YOU EXTRACT FRO~l TH IS TABLE? 

---------------------------------------------------------------------------
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The Sheriff was pleased to find that most of thE: people detainee in 
the jail are county residents. Thi:. meant that there \>las a good chClnce that • 
some people detained In the jail might be candidates fer release on bc.nd. 
Finding a much larger proportion of out of state reslcents would have been 
~ unusual. Most jails detain ~ residents. 

This encouraged the Sheriff to look a little further. Thi~. was the 
next table In the Inmate Profile Data Collsctlon. 

**************************** 
SEX OF PR IS ONER % / NW-lBER 
**************************** 
MALE 75.5 % / 513 
FEt·1ALE 24.2 % / 165 
TOTAL 100.0 ~ / 678 
**************************** 

TABLE 19: SEX DISTR!BUTION OF PERSONS DETAINED 

WHAT DOES 11-11 S TABLE SUGGEST? 

-----------------------------------------------------------------~---------

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

---------------------------------------------------------------------------
---------------------------------------------------------------------------
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This table puzzled the Sheriff. The Information displayed In this 
table was quite Inconsistent with national patterns of Incarceration. Al
though the number of females arrested has IncrEased over the past few 
years, the number of females In custody Is stll f relatively small (usually 
10% or less of the jail population). About one quarter of the Inmate 
population of this jaIl was female, and this was distinctly different from 
national patterns. The Sheriff wondered If this was an Important cl ue to 
something unusual In the system's practices and stored thl:. Information 
away for future reference. The next table In the study is shown below. 

*************************** 
AGE GROUP % / NUI-18ER 
*************************** 
UNDER 18 
18 - 21 
22 - 2il 
25 - 27 
28 - 29 
30 - 34 
35 - 39 
40 - 44 
45 - 49 
OVER 50 
TOTAL 

14.5 % / 98 
27.4 % / 186 
12.7 % / 86 
7.7 % / 52 
5.3 % / 36 

13.0 % / 88 
6.5 % / 44 
7.1 % / 48 
3.2 % / 22 
2.7%/18 

100.0 % / 678 
*************************** 

TABLE 20: AGE DISTRIBUTION OF PERSONS DETAINED 

WHAT DOES THIS TABLE SUGGEST? 

---------------------------------------------------------------------------
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This table didn't seem Cit all out of th& ordinary. Wrile about or.e- • 
third of the jal I population was over thirty (which may ~ake It very 
slightly "older"than many jallstoday), this wasn't very different from 
what the Sheriff had expected. And the Sh6rlff know that it didn't make 
much difference In this analysis either since national statistics indicate 
that age Is not a good indicator of ~hether or not an Individual wll I fail 
to appear If released on bond. 

The Sheriff recognized that this table represented one of the big 
problems In analyzing information. All the information avc.lIable doesn't 
pertain to the problem. One of the critical tasks in Interpreting the 
results of data collections Is to sort out the Information that ~ niakE; a 
difference from the other information that Is generaied. Data collections 
that are processed on a computer frequently suffer from "Information over
load" In which.iQQ m.lJ..C.b Information is processed and presented for the 
analysts to comprehend. The Sheriff had learned to sort out the things thet 
were unusual or unexpected. 

The next tab I e (Tab Ie 21) in th e Report of th e I nm ate Prof i I e Date: 
Collection was this one. 

***************************** 
LEGAL STflTUS % / NUMBER 
***************************** 
PRE-TRIAL 63.1 % / 428 
SENTENCED 13.6 % / 92 
HOLDS 23.3 % / 158 
TOTAL 100.0 % / 678 
**********1****************** 

TABLE 21: LEGPL STATUS OF PERSONS DETA I ~~ED 

WHAT DOES THIS TAGLE SUGGEST? 

---------------------------------------------------------------------------
---------------------------------------------------------------------------
----------------------------------------------------------------~----------

---------------------------------------------------------------------------
--------------------------------------------------------------~------------

---------------------------------------------------------------------------
------------------~-----------------------------------------_._-------------
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This table Indicated that 23.3% of the people booked at the jail were 
detained on some kind of Hold. Depending on what kind of hclds were invol
ved, the Sher Iff real ized th I s coul d be ei ther very good news or very bad 
news for the planning group. If a large number of holds were. discretionary 
(I.e., some types of al cohol and mental heal th detal ners, EIS \~ell as some 
Parole or Probation holas In some states), thls~..d. be a area where 
people could be dlvertec' from the jail. However, If the holds were primarl
I y on persons who are wanted by other j ur I sd i ct Ions with plans to extra
dlct, then holds would continue to be a major part of the j<:11I populc:tlon. 
In this case, the Sheriff suspected that if the jail could \'Iork to reduce 
the amount of TIME that people spend in jail while they are held for 
another jurisdictIon, they could reduce the jail's papulation. 

Fortunately, In this study, Information about the types cf hoi ds had 
been gathered. The Sheriff had Insisted on It in spite of the fact that the 
Jail Planning committee hadn't thought It would be Important. It's not 
unusual to find that informat!~n thought to be unimportant when designing 
the data ccllectlon wil I be extremely useful when the study is irterpreted. 
8e cautious about paring down the Inmate Prcflle Data Collection further 
for that reason. Table 22 displays. lnfornlatlon about Hold Types. 

********************************'************.* 
HOLD TYPE % / NUMBER 
*********************************************** 
HOLD FOR OTHER CaJNTY 8.3 % / 56 
HOLD FOR PAROLE, PR 08 AT ION .3 % / 2 
HOLD FOR IM~IlGRATION 1.5 % / 10 
HOLD FOR JUVEN ILE PROOATION 11.2 % / 7f: 
HOLD FOR STATE CORRECT IONS 3.5 % / 24 
HOLD FOR ~11 L iTARY (AWOL) .3 % / 2 
HOLD FOR OTHER FEDERAL AGENCY .9 % / 6 
mOTECT I VE CUSTODY COTI-lER COUNTY) .3 % / 2 
NO HOLDS 73.7 % / 500 
TOTAL 100.0 % / 678 
*********************************************** 

TABLE 22: EXAfvlPLE , - DISTRIBUTION OF HOLD TYPES 

WHAT DOES THIS TABLE SUGGEST? 

• -------------------------------. --------_. __ ._--------_.- ----------------------
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The Sheriff thought this was a bit ccnfLslng because of the large 
number of cases (73.7%) In the "Nc Hoi cis" category. The Sheriff through it • 
might make things a little bit clearer to construct a frequency table that 
I isted ONLY those cases that were holds. The results are shown In Table 23. 

************1***1*1**************************** 
HOLD TYPE % / NurAf3ER 
*********************************************** 
HOLD FOR OTHER COUNTY 31.5 % / 56 
HOLD FOR PAROLE, PROBAT ION 1 .1 % / 2 
HOLD FOR I~IMIGRATION 5.6 % / 10 
HOLD FOR JUVENILE PROBATlmJ 42.7 % / 76 
HOLD FOR STATE CORRECT IONS 13.5 ~ / 2.1 )J 

HOLD FOR ~IIL ITARY (AVlOL) 1 .1 % / 2 
HOLD FOR OTHER FEDERAL AGENCY ;·.4 % / 6 
PRCTECT I VE CUSTOCY (OTHER COU~ITY) 1 .1 % / 2 
TOTAL 100.0 % / 178 
*********************************************** 

TABLE 23: EXAf'v~PLE 2 - DISTRIBUTION OF HOLD TYPES 

NO\'! WHAT DOE:.S TJ-IIS TABLE SUGGEST? 

---------------------------------------------------------------------.~----

--------------------------------------------------------------.~-----------

---------------------------------------------------------------------------
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Doesn't that make things clearer? The two largest "corosumers" of the 
jail space for hoi ds were other counties end the juveni I e probatio'n depart
ment. As a resu I t of look I ng at th I s tab I e, the Sher Iff nctee to be .s.uB.C 
that Juvenile Probation was Involved in the planning process. Their pol icy 
decisions and procedures for detaining juveniles could havE an Impact on 
the jal I popul ation. If, speedier ways to process Juveni I e Proration Revo
cations could be found, the Sheriff thought that the juvenile Detention 
Area in the jail coul d be smaller. 

It was ~Iso evident that there were a sUbstantial number of hclds fro~ 
other jurisdictions. The Sheriff knew that It would be important to ccn
sider the amount of time that these Individuals spent In the jsll. He noted 
that the county should continue to work toward develcplng cooperative 
agreements with other counties about returning prisoners to other countIes 
in a timely way. The next table (Table 24) noted by the Sheriff dlspleyed 
ch arge status. 

****************************** 
CHARGE STATUS % / NUMBER 
***********************1****** 
FELONY 
t·, I SDE~lEANOR 
TRAFFIC 
0111ER 
TOTAL 

35.1 % / 238 
33.3 % / 226 
17.4 % / 118 
14.2 % / 96 

100.0 % / 678 
****************************** 

TABLE 24: CHARGE STATUS OF PERSONS DETfllNED 

WHAT DO~S 111 IS TABLE SUGGEST? 

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

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

---------------------------------------------------------------------------
-------------------------------~-----------------------------------------.--

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

-125-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



HOW TO COLLECT AND ANALYZE DATA 

The Sheriff found quIte a bit to be encouraged about In this table. • 
Only about 35% of the Jail population were ch6rged with felonies (often the 
hardest and least desirable people to divert from jail) and the Sheriff 
recognized that it was most difficult to speed felony court procedures. 
Thirty-three percent were misdemE"!anants; 17.4% were charged with traffic 
offenses; and there were 14.2% who are charged with other offenses. The 
"other" category interested the Sheriff, who real ized nOther" frequently 
contains people who are r.ot charged with new offenses, I.e., probation and 
parole offenders. The Sheriff made a note to ask for a print out of the 
charges on which people In 'that "Other" category were detc:lr.ec. The next 
table (Table 25) In the Report was this one. 

**********-************************ 
n1PLOYMENT STATUS % / NuriSER 

*********************************** 
EMPLOYED FULLTIME 41.3 % / 280 
Er4PLOYED PART - T I ~E .9 % / 6 
UNEMPLOYED 48.4 % / 328 
NEVER WORKED 8.8 % / 60 
*********************************** 

TABLE 25: EMPLOYrd~ENT STAnIS OF PEOPLE DETfI. I f\ED 

WHAT DOES THIS TABLE SUGGEST? 

---------------------------------------------.-----------------------------

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

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

------------.--------------------------------------------------------------
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The Sheriff suspected that this was a mixed blessing. There ~ a 
substantial number of people who were employed when trey were arrested. 
However, the majority ot people who were booj';ed ct the: jai I werB eithor 
unemployed, underemployed, or hed never worked. The Sheriff recognized that 
employmert Is frequently used as a criteria for relE.ase en recognizance, 
and there was a rather large part of the jal I population that would be 
potential candidates (depending on a number cf other categories). But the 
Sheriff also saw there was a larger part of the je l I population that would 
be.h.J.td: by deciding that fulltlme employment was a pre-requisite for €Jarl}' 
release. The Sheriff noted that this would be an area where ciscretion 
should be used In making decisions about relEase - particularly since 
unemployment was high in the jurls.dlctlon. The next table (Table 26) dis
played informatIon about the charges on which people were booked ot the 
jail. 

**************************«************«*********. 
TYPE OF CRIME (MOST SERIOUS CHARGE) % I NU~BER 
************************************************** 
CRIMES AGAINST PERSONS 5.5 % I 37 
CR I MES AGA I NST PROPERTY 29.3 % I 200 
CRIMES AGAINST CHILDREN, FMllLY .9 % I 2 
SEX CR I t-'ES 2.9 % I 21 
CRIMES OF FORGERY, FRAUD 21.4 % I 146 
WEAPONS, DRUG & ALCOHOL OFFENSES 8.~ % I 58 
TRAFFIC OFFENSES 17.4 % I 118 
~JI SCELLANEOUS 14.2 % I 96 
TOTAL 100.0 % I 678 
************************************************** 

TABLE 26: CHARGE D i STR I BUT ION OF PERSONS DETII! NED 

WHAl DOES 11-1 IS TABLE SUGGEST? 

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

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

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

--------------------------------.------------------------------------------

-127-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



HOW TO COLLECT AND ANALYZE DATA 

The Sheriff was astoundedl There were.fj.L..QI of people Ir the j~il • 
population who are charged wIth crimes of forgery and fraud - and also a 
lot of proper+y offenciers and 11m I see II aneous" offenders. The Sher iff noted 
that if there were no additIonal Information about these people Ir. the 
Report, this would definitely be an area about whIch you need some more 
data. Fortunately, In turnIng the page, the Sheriff found that the Report 
had more informatIon, I ike the table bE:110w. Table 27 Is a crossi"abulaticr. 
of two data elements, type of charge and charge status. 

***********.*********«************************.***«**,*********'*********** 
CHARGE FELONY ~11 SDEMEANOR TRAFfiC OTHER TOTAL 
**'******************************************'*****"*******************'** 
CR I ~IES AGA I NST PERSONS 18 19 0 0 37 
CR I ~1ES AGA I NST PROPERTY 144 56 0 0 200 
CRIMES AGAINST CHILDREN, 
FM,1ILY 0 2 0 0 2 
SEX CR I ~1ES 21 0 0 0 21 
CRIMES OF FORGERY, FRAUD 33 113 0 0 146 
I'JEAPONS, DRUG [. ALCOHOL 
OFFENSES 22 36 0 0 58 
TRAFFIC OFFENSES 0 0 118 0 118 
r'~1 SCELLANEOUS 0 0 0 96 96 
TOTAL 298 226 118 36 678 
************************************************'************************** 

TABLE 27: CHARGE STAWS BY CHARGE fit 
WHAT DOES THIS TABLE SUGGEST? 

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

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

• ---------------------------------------------------------------------------
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The Sheriff thought that this was begln~lng to look very InterestIng 
and recorded the fol lowing notes: 

1. 113 (77.4%) of the persons charged with forgery end fraLd offenses are 
misdemeanor offenders; 

2. none of the persons charged with Miscellaneous offenses are folons, 
mlsdemeanants, or traffic offenders; 

3. wh i I e many of the property offenders are charged with fEll on I E:S (72% to 
be exact), 28% are mlsdemeanants; and 

4. there are a lot of tr aft I c of fenders who cou! d potent I a I I Y be d i verte:d 
f r orr th e j a J I. 

The criteria for diversion from the jail were to divert non-violent, 
minor offenders that posed the lea£t risk to the community, and the Sheriff 
suspected that these individuals might meet that criterici. However, the 
Sheriff recognized that something could make this unl ikely: If the likely 
candidates for diversion were sentenced or on a hold for some other juris
diction. Table 28 provided some information about that. 

*************************************************************************** 
Q-IARGE PRE-TRIAL SENTENCED HOLD TCTAL 
*************************************************************************** 
CR I MES AGA I NST PERSONS 28 1 8 37 
CRIMES AGAINST PROPERTY 127 41 32 200 
CR I MES AGA I NST CH I LDREN, 
FMilLY 2 0 0 2 
SEX CR I MES 21 0 0 21 
CR I ~S OF FORGERY, FRAUD 136 10 0 11.'.6 
WEAPONS, DRUG & ALCOHOL 
OFFENSES 36 14 8 58 
TRAFFI C OFFENSES 86 1 e 14 118 
~I SCELLANEOUS 0 0 96 96 
TOTAL 428 92 158 678 
*********************************************************1***************** 

TABLE 26: LEGAL STATUS BY CHARGE 

WHAT DOES THIS TABLE SUGGEST? 

---------------------------------------------------------------------------
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The Sheriff decided that this table revealed a great dec·1 about \i'HO 
went to jail In Forest County. There were a number of possibilities for 
both diversion and alternative sentencing programs. These are some of the 
S her Iff's notes. 

1. There are a fairly sls;nlflcant number of property offenders, persons I 

convicted of crimes of forgery and fraud, weapon, drug and alcohol • 
offenders, as well as traffic offenders who are sentenced to the jail. 
Questions to ask the judiciary Include: 

• Would alternative sentences, such as community service or restiiu
tlon, be acceptable punishments for this group of prisoners? 

• Are these prisoners candidates for work release - and could that 
program be operated at a facll ity other than the jail? 

2. ey far the largest group are the 146 persons charged with crimes of 
forgery and fraud, 77% of who~ are misdemeanor offenders. This Is a 
large group who fit the criteria for pre-trial diversion. Onc's again, 
the Sheriff noted a question for the analyst: 

.IIHow many jail days does this group account for? 

• "V/ould diverting this group drop the bed space needs by 15 beds? 

The Sheriff thought that this was the most promising area In which to 
begin diversion attempts. 

3. There also are a significant number of pre-trial detainees who are 
charged with traffic offenses. Depending on how many jail days this 
group accounts for and what they are charged with, thi= group could be 
geod cane i dates for diver s ion th rough increased use of sum mon sand • 
citation in I leu of arrest. 

-BO-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



. . 

• 

H(lrI TO COlL"ECT AND ANAlYZE DATA 

4. A large part (96 or 61%) of the miscellaneous offenders are Holds with 
no other charges pending. It's becoming more evident that the agencies 
for whom the Jail detains these Individuals must become part of the 
p I an n I ng process. 

Although the Sheriff now knew something about these groups which 
potentially met the criteria for diversion from the Jail, some additional 
Information about the particular types of charges on which they were ar
rested was critical. Initially, a complete listing of all the charges on 
which persons were arrested would probably have been a I ittle bit too much 
Information to absorb at one time. Now that the analysis had moved forward 
a bit, the Sheriff decided that It would be very helpful. 

The Report of the Inmate Prof lie Data Collection (Table 29) on the 
fol low Ing page provided a summary of all charges. 

WHAT ARE THE IMPLICATIONS OF THIS TABLE? 

--------------------------------------------------------~------------------

--------------------------------------------~-----------------~------------

-----------------------------------------------~---------------------------

-----------------------------------~---------------------------------------

--------------------------------------------------~------------------------

--------------------~------------------------------------------------------

------------------------------------~--------------------------------------

----------~------------~~--------------------------------------------------

---------------~-----------------------------------------------------------
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********************************************* 
CHARGE TOTP.L 
********************************************* 
~1urder 
Aggravated Assault 
Unarmed Robbery 
tvll nor Assau I t 
CRINESAGAI~STPERSONS 

Larceny 
Auto Theft 
Burglary 
Arson 
Theft 
Crlmlnol Mischief 
Trespas::lng 
CR I MES AGfil NSl PROPEHTY 

Non-support 
CRI MES AGAINST CHILDREN, FA~IILY 

Forcible sex acts 
Unnatural sex acts 
II legal sexual relations 
SEX CRIMES 

Forgery 
Deception 
Uttering 
Issuing (bad check) 
Receiving ~tolen property 
CRIMES OF fORGERY, FRAUD 

Weapons violation 
Narcotics violation 
Disorderly conduct 
WEAPONS, DRUG 6. .AlCOHOL OFFHISES 

Moving violation 
Standing violation 
Driving w/o a license 
Eluding 
Drunk driving 
TRAFFIC OFFENSES 

Parole/probation violatIon 
Illegal alien 
~II SCELLP,NEOUS 

5 
6 
7 

19 
37 

2 
10 
48 

4 
78 
47 
11 

200 

2 
2 

13 
6 
2 

21 

3 
1 
4 

132 
6 

146 

1 
36 
21 
58 

10 
3 

31 
7 

67 
118 

75 
21 
96 

---------------------------------------------
TOTAL 678 
********************************************* 

TABLE 29: CHARGES OF PERSONS DETA 1l\'ED 

-132-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 

1 , 

• 

• 



• 

• 

-

HOW TO CO[LECT AND ANAlYZE DATA 

A close look at Table 29 (In conjunction with the Table 28 which 
displayed Information about Legal Status) convinced the ~heriff that c 
greater Impact on the jail population could be made through changes in pre
trial release practices than through changes In sentencing practices. 

1. The group that appeared to be the best cancldates for diversion were the 
132 pre-tried detainees who were charged with bad check offenses. For 
this size county, this was a.Y..EB.Y high proportion of "bad check li of
fenses which resulted In jell ing. And 77% of them were rc Isdemet.:ror 
offenses. The Sheriff suspected that severel things could have resulted 
In this type of situation: 

o. someone had a very strict policy about "bad check writi ng"; or 

b. CASH bonds were reql.: I red and those arrested or these charges d I dn't 
haVe cash, especially considering the large % of people who were 
unemployed. 

The Sheriff also suspected that with some additional analysis, this 
group would account for the higher than normel proportion of female 
prisoners In the jail. 

2. There were 67 pre-trial detainees charged with drunk-driving offenses 
and 31 pre-trial detainees charged with driving without a license. The 
Sheriff suspected that these Individuals might be candidates for diver
sion or reduced bonds. Given present attitudes toward DUI and DWAI 
offenses, the Sheriff suspected that these offenders would receive some 
sentenced jail time unless there are alternatlv€ programs, such asa 
work program p or community service. The Sheriff decided that it might 
make some sense to try to reduce the amount of time they spend In jail 
as pre-trial detainees (when they can't work because of case law regard
Ing the rights of pre-trial detainees) and focus on good sentencing 
alternatives 1.o..:tM ~muDlty since these peoplE: are generally not r.lgh 
risk people except when they're drunk and behln~ the wheel of a car. 

3. There were a number of misdemeanor property offenders in the j~ll. There 
were altogether 136 people ~,ho were charged with theft, crimin,'1 mis
chief and tresspass. These charges MIGHT have been misdemeanor!; (only 
56 of the 200 people who fell into the "Crimes Against Property" cate
gory were misdemeanor offenders); some might have been sentenced (about 
41 of the 200 In th i s category were sentenced pr i sonars). The Sher I ff 
noted that some of these indivIduals might meet the crIteria for relecse 
on a summons and citation or some other form of early release. 

4. There were 19 persons charged with minor assault. The Sheriff noted thct 
thl s was another group that ~,! I Gf-!T be cane I dates for reduced bond, de
pending upon the circumstances of theIr arrests. 

This was all the information that the Initial Report on the: Inmate 
Profile Data CollectIon provIded (with the exception of more tables on 
race, educatlonel level, employment status, and release status which would 
occupy a lot more space in th I s case study IV I thoLlt contr I but I ng more I nfor
matlon). The Sheriff was able to draw some concl usions about potential 
~~ndidates for diversion or early release. However, the Sheriff noted that 
one major piece of information was not available. 
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WHAT WAS r·'1 I 5S I NG? 

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

---------------------------------------------------------------------,-----

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

The popul atlon of the jar I Is rei ated to TWO factors: 

1. the number of people who come Into the systew; and 

2. the number of days they spend in the jail. 

The Sheriff noted that the InItial Report of the Inmate Profile Data 
Collection focused on the number of people who came to jail, not HOW LONG 
THEY STAYED. This Information was needed to determine if the crimlncl 
justice system can brIng the jal I popul atlon with in the I irr Its that the 
county can afford. The Sheriff knew that changes in criminal justice sy£tem 
pol Icy and practices have the most Immediate effect on the number of people 
In jail. 

In this particular situation, the local crilTilnal justice system 
(through a p I ann I ng group wh I ch represented all the key actors) had add i
tlonal c;uestlons following the InItIal Report. Interpreting data is recJlly 
an Interactive process In which seeIng the data sparks additional ques
tions. If data collection has been carefully structured, it should be 
possible, for example, to select out just the prisoners whc are charged 
with misdemeanor "bad check" offenses, calculate how many days they spend 
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In the Jail and Identify other criteria which could be used to eval uate 
their appropriateness for early release or diversion. 

For this Forest County, Initiating the use of summons and citation or 
a Release on Recogn!zance bond for misdemeanor "bad cheek" wrIters was 
enough to signifIcantly reduce the pre-trial population of the jail. The 
bond schedule also was revIewed and the use of a Release on Recognizance 
bond for certain property and traffic offenders also helped to bring the 
Jail population within the limits the county could afford. 

Forest County took several additional steps that wll I help to ~ the 
jail within those limits. First, the courts and the community strongly 
supported some type of work or community service program for some sentenced 
prisoners, primarily traffic and minor property offenders. A joint effort 
of the County Highway Department, the Sheriff's Department and the Proba
tion Department brought those programs Into being. The District Attorney's 
Office also became Interested In developing a restitution program. 

Second, the criminal Justice system made a commitment to continue 
monitoring its Jail population so that they could be sure that: 

1. they were doing what they had agreed to do; and 

2. the Jail population was not changing significantly (which would 
make their programs Inappropriate, etc.). 

Third, the key actors In the criminal Justice system agreed to meet 
regularly to discuss common problems, policies and procedures. They be
I ieved that this would provIde an opportunity to work toward long-term 
solutIons to common problems and to increase the effectiveness of the 
entl re system. 

CONCLUS ION: 

Interpreting jaIlor criminal justIce system data Is best done by a 
group of people who know somethIng about how the system works. In this 
s Ituatl on, good ana I ysts w II I present the data, I dentl fy th i ngs wh Ich seem 
unusual, locate tsrgets for change, and perhaps pol nt out potenti al al ter
natIves. Analysts, however, can not make the decision. This Is why Sheriffs 
and Jail Administrators (and theIr counterparts In other parts of the 
criminal justice system) must take an actIve role In decIding what the 
Information generated In reports means. Unless the working managers In the 
system take part In the analysis, reports sit on shelves and gather dust -
no matter how accurate or wei I done they are. 

Sometimes, while collectlr9 the data or calculating the statistics, 
It's possIble to forget ifrI.Y we are doing this. The data collections that 
discussed here aren't research projects; they aren't academic excursions 
Into a practitioner's world. They are tools that managers have used to make 
better decisions about their organizations. They also provided a tremendous 
opportunity to Improve the functioning of the criminal Justice system. 

There Is one more critical part to data col tectlon that has been 
"glossed over". The best Information can stili be hidden or discounted If 
it Isn't displayed effectively. That's what Chapter 8 Is about. 

-135-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



HOW TO COLLECT AND ANALYZE DATA 

CHAPTER EIGHT: 

HOW TO SHARE INFORMATION WITH OTHERS 

INTRODUCTION: 

The final step in collecting and analyzing data is to share the re
sults with others. The true test of a good analysis, then, is If someone 
el se can understand It and use the data to solve problems or make deci
sions. Sometimes, analysts make it difficult for even the most detar~ined 
people to use their data. Information may be: 

• burled In too many figures; or 

• dlsplayedso Ineffectively that the meaning is lost. 

~luch of the mater I a I In th i s Chapter w II I be second nature to per sons 
who have taken drafting courses. However, entirely too often, good infor~a
tion Is displayed so poorly that It is discounted or disregarded because it 
Is too difficult to interpret. This manual has provided methods by wbich 
Sheriffs and Jail Administrators can Improve their data cellection and 
analysis efforts. The good data generated after such an effort ~erlts the 
time and attention required to display it clearly and effective,ly. This 
Chapter provides help in this area by: 

1. explaining why displaying data Is important; 

2. describing and illustrating methods that can be used to display 
data; 

3. offel ing guldel ines for displaying data; 

4. developing "good" and "bad" examples of data that has been dis
played; and 

5. providing a few tips about easy to use graphic materiels and 
suppl ies. 

WHY PICTURES ARE WORTH A THOUSAND NUMBERS: 

As Chapter 6 suggested, statistics have TWO results: 

• a number(s) which summarizes the Information; and 

• a graphic representation of the data. 

Then, the next two Chapters focused on the numbers, as if the "p i c
tures" in the data weren't Important. That ~ be backwards, because' d i s
~Iaying the data is often an essential part of its analysis. Sometimes, the 
only thing that makes the data clear is to plot It out, point by poin~ 
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Displaying data effectively Is critical for a number of other rEascn~ 

1. ~lost peoplEl don't ±.b..lo.k in numbers. The non-rllathemctical iy minded, 
person can't conceptual ize what "an increase of 937 net boo~ ings 
over the previous yecr" really means. Pictures provide a wa)' of 
making that point very, very clear. 

2. W hen p eo piE! try tor erne m be r t h i n g s , the y 0 f ten try to vis u 8 I I z e 
what It is they are trying to remember. OatB that is displayed wei I 
provides just such an i~age. 

3. Carefully displayed data can highl igbt the critical points that 
analys+s want to get across to thE audience. A wei I-contructed 
graphic will draw the eye of the viewer to exactly what analysts 
want them to remember. 

4. Rows and rows are very. :i.fll:JI. ..boring - unlE1SS the audience Is an 
atypical group that finds numbers more interestin£; trc.,n word~, or 
images. Wei I-displayed data can make reading about data more Inter
esti ng. 

METHODS FOR DISPLAYING DATA: 

Statistical jargon sometimes makes it difficult to figure out what Is 
being said about displaying data. Analysts talk about frequency polygons, 
hi stograms, cumul ative frequency graphs and other complicated terns for 
some very simple concepts. 

There are four basic ways In which statistics can be displayed: 

1. tables, in which the numbers themselves are placed in columns and 
rows that have titles; 

2. bar charts, In which the height, order and sometimes the ~{Idth of 
tIe bars represent the size of one value or group In the data; 

3. pie charts, In which the size of the piece of the pie represents 
the number of cases In one of the categories of the data element; 
and 

4. line graphs, in which a I ine connects all related data points ir. a 
series. 

These descr I pt Ions actua I I Y make a good case for the use of graph i c 
examples, because the words ju~t don't make It as clear as a picture can. 
As a result, an illustration Is provided with each of the following sec
tions. 

TABLES: 

Tables are figures for displaying data In which the numbers themselvEs 
are placed In columns and rows that are titled. Table 3C provides an 
exam pie of a "tabu I ar d I sp I ay of data". 
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**********************************11******************'* 
REASON FORTRANSPORT PERCENT /FREQUENCY 
.*******1**11*1*************«*****'*"****************** 
Emergency Room Trea'11l1ent 14 % / 60 
----------------------.---------------------------------
Schedu I ed ~1ed i ca I Appo I ntment 1 ci % / 76 

Court Appearance + IJ % / 36 

Transport to State Institution 9 % / 39 

Transport to State Hospital ;. % / 13 

Transport to Treatment Facility ++ 13 % / 56 

Pick-up on ~etro County Warrant 16 % / 70 

Court Ordered 13 % / 58 

Return to Other J ur i ~,d I ct I on 4 % / 16 

other 21·/11 

1980 TOTAL THAN SPORTS 1 00 ~~ / 435 
1******1***********************************************1 

KEY: + = Court transports outside the Justice Center 
++ = PI acements c·t commun ity-based treatment 

centers 

TABLE 30: EXM1PLE OF A TABLE 

Tables are used all the time whe:n numerical information Is listed. 
Tables are useful ways to ~ data thatls already been collected so that 
it wil I be easy to use again. Generally, tables make it very clear what the 
actual .n..umll.e.r:.s are. Although other figures may show the relationships 
between categories of the data or two data elements better, they are harder 
to read. As a result, most other flgures will requIre: t-ables to clarify and 
present the exact numbers. 

The fol lowing steps can improve the appearance of most tables. 

1. Label the columns and the rows. The data displayed may be perfectly 
clear to you - but c mystery to anyone else. 

2. Draw I ines between each row and each column. People usually remem
ber to draw II nes between the col umns and forget about the rows. 
Having a line to separate each row orients the reader and makes it 
easier to use the table. This shOUld be very evident in the bad 
examples provided later in this Chapter. 
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3. Don't try to put a II the date i n't'o one tab Ie. The r~'su Its LQ.Q.K 
oV6nvhelrnlng. ~~ost peOplE! have a tendency tc "skirr" tre tablE'S ir a 
report. This tendency can be counteracted by making the tablas 
short, neat, and to the point. 

4. if the table displays af I the categories of a data element (I ike 
the example above), be sure to total the columns. If the table is a 
crosstabulatlon (6 frequency distribution of TWO data elements)t 
total BOTH the columns an~ the rows. 

Tables hel p to organize data, but they don't hel ~ to erects an irrage 
of the data. The other techniques which fol low do tha~ 

BAR CHARTS: 

Bar charts are graphic fIgures in which the height, order and some
times the width of the bars represent the size of one v~lue or group ir the 
data. Fi£ure 19 takes the same data that was recorded in Table 30 and 
displays It in a bar chart. 

******************************************************************* 
R Emergency Room Treatment xxxxxxxxxxxxxx 
E T Schedu I ed ~led J ca I Appo I ntment XXXXXXXXXXXXXXXXXX 
A R Court Appearance XXXXXXXX 
S A Transport to State Institution XXXXXXXXX 
o N Transport to State Hospital XXX 
N S Transport to Treatment Facility XXXXXXXXXXXXX 

P PI ck-up on ~letro County Warrant XXXXXXXXXXXXXXXXX 
F 0 Court Ordered XXXXXXXXXXXXX 
o R Return to ether Jurisclction XXXX 
R T Other XX 

******************************************************************* 
PERCENT 

o 
c1 ,.' 

5 
% 

1 
o 
% 

1 
5 
% 

2 
o 
% 

FIGURE 19: TRANSPORT REASONS DISPLAYED IN A BARCHART 

2 
5 
% 

Bar charts are some of the most commonl y used <and abused) rr.ethods to 
display data. The reasons should be obvious: 

1. They are very easy to read and understand. 

2. They can make it very clear what the major point of the data i~ 

3. They are very easy to construct. 

In fact, by turnlrg this bar chart sideways, It can be done on a 
typewriter or a word processor. 

Bar charts can be us~d with data at ANY level of measurement by 
following a few simple rules. 
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1. \'.'ith NOt·11f':AL DpTp, (d:JH .. Elerru,tos thB-: :re divided ido categories, 
i Ike ethnicity or the data we displayeG above), the bars shouldn't 
touch. Only tr,G ralc;tivt. IIPights of the tars arE, important. 

2. With ORDINAL DATA (data elements that have groups that ere ranked 
frcm low to high, good to bad, etc., but the groups aren't m€aslred 
In equal units), the bars should be in order. The heights hev€' 
meaninf}. 

3. With INTERVAL/RATiO DATA, (data eolaments ihat ere measured in Bt:;uai 
units), the ~rea inside the bbrs should be proportional to ~he 
number of cases ir. each group (~,'hich gives meaning to the height 
AND the width), and the bars should touch. ey doin~ this, the tar 
chart cciually begins to resemble the real-life frequency distritu
tlon of the data. 

v{i"!"h practice, making bar charts will be elementary. Charts and graphs 
are oriented around two straight I ines, one horizontcl and one vertical. 
Statisticians call each I ine an flaxl s". The horizontal line is called the 
IIX a>:lsII, and the vertical I ine is called the fly axis". These I ines orient 
people to the chart. Each line represent!: something. In the bar Chart, the 
X Axis just te! Is what the categories of the data element are. The Y Axis, 
however, tel Is how many cases, or what percent of cases are in each cate
gory. As a result, the' Y Axis mud be divided into equal unitso In other 
words, a scale must be developed for the v Axis. 

A few hel pful hints c~n make the process of developing bar charts 
easier. 

H I NT #1: USE GRAPH PAPER. 

"'0 x '0" graph paper, on w hi ch the graph is bu i I tin un I ts of ten, seems 
eas i est to use for most J c.. i I data. Each sma I I sq uare can represent one, 
ten, one hundred, or whatever the most appropriate number is of the items 
being counted. Graph paper also comes in what is cal/ed lI non-xero>:lng blue" 
so that the yraph lines on the paper don't show up wren it is xeroxed. 

HI n 112: CALCULATE THE HE I GHT OF THE TALL EST BAR FIRST. 

The height cf the tcllE!st libar" will deterr.line hoI'.' tell the YAxis has to 
be since the Y Axis should be ~l least a bit taller tha, the highest bar. 

HI~T #3: CONSIDER DlfFERE~T SCALES. 

The scales on graphs are just I ike scalE's on r\aps in which one inch repre
sents so many IT'iles. In this case, each small square (I ike thEl inch on the 
map) w II I represent c fixed number of cases. The eas i est way to do th is Is 
to figure out how many small squares there are on the pap8r from top to 
bottom (or side to side). Then take a look at the I argest category. Make 
sure that the scal e that is SE:/ ected will accomodai"e. the bar thai repre
sents the largest category. The scale tha~s used often determines hew m~ch 
impact the graph has. This Chapter wll I discuss how to select a good sCQles 
a I ittl e later. 
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H I NT 1/ 4: DETER~11 NE THE Vi I DTH OF THE BARS • 

Decide both how wide and how far ~part the bars wll I be. Mark them on t~e X 
Axis. An aesthetic note: don't make tai I, skinny bars, because they look 
like they're going to fa! I down. If there are so many categories that the 
width of the paper dictates that the bars be skinny, consider turn!n£; the 
paper around so that the Y Axis can be longer than the X Axis. If that 
creates problems because the bars are now too tal I for the paper, think 
about using another scale or use bigger paper, and make xerox reductions of 
the chart. 

HINT #5: DRA~I EACH BAR IN PENCIL. 

Using the scal~ on the Y Axis, make a pencil line where the top of each bar 
w III be. Now turn the paper and, in penci I, draw In the rE:st of the cars. 
Check your work against the scale and the data. If everything checks out, 
use a pen or graphic tape (more on that later) to finish the bars. 

HINT #6: LABEL THE CHART. 

Put a title on the bar chart, label each of the categories, and mark the 
scal e on the Y Axi s. 

HINT #7: CONSIDER COLOR OR SHADING THE BARS. 

It's a nice touch to either shade or color the bars. This Chapter has a 
section which provides Information about graphic arts touches I Ike this • 

Bar charts are probably the most commonly used method for graphically 
displaying jail data, probably because most people can understand them. 
Another techn Ique, the p Ie chart, Is al so easy to understand. 

PIE a-IARTS: 

Pie ::harts are fi'gures in which the size of the Ilpiece of the pie" 
r-epresents the number of cases I n one of the categor ies of the data el e
menta Pie charts can ONLY be used with data that Is grouped Into categories 
and totals to 100%. For example, while it makes good sense to display a 
data element I Ike Ethnic Background of the Jal I Population in 1980 in a r:ie 
chart, It makes very little sense to display Total Bool<ings at the Jail By 
Year (from 1970 - 1980) In a pie chart. 

Pie charts can often be used to display the same dcta as bar charts, 
but they aren't as common. And the reasons w III become very cl ear to you 
when you start making them. While it's actually easier to figure out how to 
display the data In a pie chart, drawing a neat pie chart Is MliCH harder 
than drawing a neat bar chari". Circles are much harder to draw than 
straight lines. Figure 20 on the following page: provides an e>:ample of a 
pie chart that is based on the same transport cata that we showec you In 
Table 30 and Figure 19. 

To use a pie charts for a change of ~ace, here are some helpful hints 
to make that a bit eas I era 
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• 
SCHEDULED APPOIUTMENl 

I 
COURT----_ 

EMERGENCY ROOM. 

STATE INSTITUTION • 

.. OTHER 

STATE HOSPITAL --__ ... RETURN TO OTHER COUNTY 

_---- CQIURT ORDERED 
TREATMENT fACIUTY ----

1 
WARRANT PICK-UP 

REASON ~OR TRANSPORT 

Figure 20 

H I NT # 1: I NVEST I N A DRAFT 11K, U;t'rJA~~. 

Use a compass to make a circlt.: thc-t will be the right size for the peper 
being using. In a pinch, a pie chart (en be made with a glass, bowl - or 
anything else that is round. p·ut it is more difficult to get a smooth Even 
I ine aroun~ the outside of the circle ~lthout the proper equipment. 

1-: I NT #2: USE A XEROX COPY. 

Make a xerox copy of the circl8, eli\.. work 0n the copy. That way, when 
mistakes are made, it isn't rlecE-~.SCJr~ -te. stori frotT, the beginning. 
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HINT 113: CALCULATE THE SIZE OF EACH FIECE OF THE F'lr. 

SometlfTles, this is really easy. If .the category is expressed in a percE":nt
age and the val ues are 50%, 25% and 25%, itls pretty obv lous that hal f c 
cIrcle wlll represent 50%, etc. Often, it isn't so obvious. When in doubt, 
since: there are 360 degrees In a circle and the totc:1 number of cases in 
each category is al so known, it al wcys possible to resort to al gebra and 
geometry. To figure out how many degrees to i ncl ude: in the piece of pie 
that represents a particular category, let "X" stand for the number of 
degrees In the piece of the pie and substitute in the fol lowing formula: 

~ = !~:-~~~~:~-~!-:~:~~-~~-!~:-=~!:~~~~ 
360 the total number of cases 

So, if 14% of the cases fall into one category, then 

X 14 
= 360 100 

OR 

100(X) = (14)(360) 

OR 

100X = 5,040 

OR 

x = 50.4 or 51 degrees 

Do this for each piece of the pi~ Use a protractor to mark off the degrees 
on the circle. Don't just "guesstimate" what 51 degrees looks like. 

H I NT 1/4: LABEL THE CHART. 

Label both the whole pie chart and each piece of the pie. Usually labels 
shou I d be p I aced around the outs i de of the pie, with neat I y draw narrow 5 

leading to the section the label represents. Another approach Is to develop 
a key beneath the pie chart to sho\\' what each shad i n9 or color on the pie 
represents. 

Pie charts are difficult at first, but after trylr.g one or two, they 
shoul d come easier. So don't be discouraged It at tlr~t your "pies" don't 
come out. 
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LINE GRAPHS: 

Line graphs are figures for displaying data in which a single I Jne • 
connects al I related d~ta points in a series. Line graphs are very com~on 
ways of displaying data. Figure 21 provides an Illustration of ,Jail Popula-
tion Data displayed on a line graph. 

90-

80 

70 

60-

50 

40 

74 75 78 77 78 751 80 81 82 

AVERAGE DAILY POPULATION 

Figure 21 

Line graphs revea I 0 ~ ..d.e.al about the d I str i but I Oil of the data IF 
they are donE: properly. Line graphs should really only be done for INTER-

• 

VAL/RATIO level data. Here are a few helpful hints about making line • 
graphs. The process is very sirrilar to makinG bar charts. 
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H I NT # 1: USE GRAPH PAPER. 

Once again, "10 x 10'1 graph paper, on which the graph is built in units of 
ten, is easiest to use for most jail data. 

HINT ~'2: DRMI It\' THE "X" AND "Y" AXES. 

Both the axes represent c. data element in a I ine graph. In the case of the 
graph above, the X Axis represents time, dividec into YEIi:JrSj the Ya>.ls 
represents the number of bookings. 

HINT #3: DETER~INE THE RANGE OF VALUES TO BE DISPLAYED. 

Identify the highest and lowest value of the data element to be displayed 
on the Y axis. In this case, 3,668 bookings is the lowest val ue, and 5,271 
Is the highest. This determines how tall the Y Axis has to be since the Y 
Axis should be at least a bit taller than the highest volue. 

HINT #4: REPEAT THE PROCESS FOR THE X AVIS. 

In rr.any cases, in jail data, all that will be required is to divide theX 
Axis into equal sections to represent the number of years, months, days, 
etc. that w I I I be inc I uded on the graph. I f there are actua I I y two data 
elements, like height and weight, a scale also will be needed for the X 
Axis. Data I ike this is quite rare in jails, so this manual won't go into 
additional guIdelines for doing that. If necessary, this information is 
provided In ~ 1Q Cglculaie Stgtistics, 

HINT #5: DETERfvllNE WHAT THE SCALf \'I ILL 8E. 

This process Is identical to developing a scale for a bar chart. 

HINT #6: PLOT EACH DATA POINT. 

Using the 3cale on the Y Axis, make a dot for each data point that you are 
going to display on the graph. This is called IIplotting the data". Be sure 
to use a pencil and a ruler to make sure that the points are placed in the 
right spots. The farther that from the Y Axis, the easier it Is to make 
mistakes. A ruler can hel p. Once the data points are plotted, turn the 
paper and, in penCil, ccnnect the dots. Check ycur work against the SCeds 
and the data. If there are no errors, use a pen or graph ic tape to f inl sh 
the graph. 

HINT 17: TITLE THE LINE GRAPH. 

Put a title on the I ine graph, label each of the categories, Clnd mark the 
scale on both the X and Y Axis. 

all 
but 

~ 

Believe It or not, these are the basic tools for displaying vlrt~al Iy 
data. What makes the differenCE frequently is not the technique itself, 
Hml the technique is appl jed. 
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GUIDELINES FOR GOOD GRAPHICS: 

Ir. displaying data r just like in everything else, there eire <:1 number 
of "tricks of the' trade". This IT,anuc;l w Ii I share with you as many of thE!m 
as I've been ab I e to discover. 

1. KNOW YOUR LIt.iJITATIONS. 

Some peopl e have more tal ent in th I s area than others; they knOll' whai 
looks good, what's "bal anced". I f you don't haVE: those sk i II:, del egatE: 
this task to someone who DOES. Individuals with good clerical skills and 
an "eye for detail" may also be talented ir, these areas. 

2. MAKE THE GRAPHIC ILLUSTRATE THE r·1OST II'-1roRTANT INFOPMATION. 

Analysis and Interpretation of tho dnte should make the most Important 
pol nts to be gotten across <;:1 t\j.JI". Put that I nforme.tion to use. I f the 
pOint is that since 1976, the average dai Iy population has steadi Iy 
risen after a long period during which It declined, use an example I ike 
Figure 21 to make thEt point clearly and directly. 

3. DECIDE WHAT THE BEST MEDIUM FOR SHARING THAT INFORMATiON IS. 

The answer to this question depends on how the information is going to 
be shared. ~10st Sheriffs and Jail Administrators will find that they 
tell other people about datel in one of three circumstances: 

A. In a report or other written document; 

B. In a smal I working meeting; or 

C. in a large public meeting. 

Infornlation can be shared by: 

A. a verbal presentation alone; 

8. a written or typed handout; 

C. fllpcharts (previously prepared OR done "on the spot"); 

D. transparencies; or 

E. sl Ides. 

Each of these has distinct advantages and disadvantages. 

A. Verbal presentations alone are probably the most informal. There are 
some ~Istlnct problems with verbal presentations: 

• The speaker should be accustomed to speakinG in front of groups • 

• Second, the speaker has to be able to Clearly and concisely make 
the points that he wants the audience to remember. 
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• People find it very difficult to concentrate or. verbc,1 presenta
tions over extended periods of time. As a result, people don't 
remember much froTT, verbcd presentat ions, parti cu I ar I y the spec 1-
flcs. Sometimes that may be an im~ortant consideration. 

8. Written or typed handouts ca~ detract from the verbal pre5entatio~ if 
they are given out first. PeOplE! have a tendency to read ahead, 
resultins in rustling papers, which distracts the people who ore 
listening. A general rule of thumb is, "If people should follow 
along, give them the handout first.lf people shoLld I i£ten and use 
the handout for rev lew, give them the handout I ast." I f a surnrrclry of 
the presentation w III be provided afterwards, do liL.l.. the auGlence. 
People are often unhappy when a typed summary Is handed out if they 
have gone to the trouble of takIng notes. 

C. Fllpcharts are large pads of eIther I ined or unlined paper (usually 
27" x 34"). They can )e prepared before a presentation OR done "on 
the spot". Both have the I r advantages. FI i pcharts done "on the spot" 
can make a presentation much more informal; anc the major points can 
af ways be written on the chart in penc i I (I i ght enough for the pre
senter to see, but InvIsible to the audience). FI ipcharts al so make 
It easy to introduce color into a presentation. However, they can 
take quite a while to make up, and they tend tc wrinkle easily, which 
detracts from their appearance. 

D. Transparencies are clear 8 1/2" x 11" slides made of acetate that eTe 
show n on an overhead projector. ~1any xerox mach i nes can copy orto 
this acetate from a white paper original. This would be wonderful IF 
typing showed up wei I when it is projected. Unfortunately, It 
doesn't. While there are a number of ways to compensate for this, al I 
of them add to the preparation time. TransparencIes DO make a presen
tatIon seem more professional, which can be a plus or a minus (ce
pending on the audience). However, using transparencies reqUires 
certed n equl pment, i.e., the overhead projector and a screen. When
ever eqUipment is introduced, the possibility of technical difflcLI
tl es, i.e., the bu I b burns out are introduced, ar i sese 

E. SI ides are ju£t regular sl ides of pictures that have been taken of 
the master copy of the graphic. SI Ides are less bulky than trans
parencies, but require that that the room be darkened, which can 
result in loosing contact with the audience; if the presentation 
happens to follow a meal, darker.ing the rooO! frequently result=., in 
the majority of the audience sleeping through the presentation. 
Eq~ipment failures with 51 ides are even more ~isa£trous than si~ilar 
faIlures wIth transparencies. At least wIth transparenCies, the pre
sentat i on can be recon str ucted. ~'I th the s I i des, eve n the "cheat 
sheets" are gone. Slides also reqUire a considerable skill In prepa
retlon. 

4. DECIDE WHAT SCALE ~'ILL DISPLAY THE DATA BEST. 

Not only are there technical problems in choosing a scale to displ ay 
data; there Clre also some aesthetIc and ethical problems In this area 
too. Figure 22 pro\! I des four graph s of the same data that are prepared 
on d I f ferent sca I es. 
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FIGURE 22 • 
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Example #1 I I I ustrates both good practice (the scale starts at·O anp 
ends at the highest val ue) and bad practice (only the first and last 
data points are plotted, whIch doesn't reveal anythIng about variation). 
It Is ethical, but It doesn't make much of the data. 

Example #2 has all of Example #1's faults - and then some. Only the 
first and I ast data po I nt are d I sp I ayed, and the sca I e starts at 1900 
with no attempt to point this out to the viewer. This makes the Increase 
In the data from data point #1 to data point #12 very dramatic. All in 
al I, this combination of faults makes this particular graph rather 
uneth I cal. 

Example #3 corrects one error of the previous examples: each of the data 
points are plotted. But the scale also starts at 1900, and when this is 
combIned with the Individual data points, the Increase Is astounding. 
ThIs really makes the point, but Is also really unethical. Most people 
never read the scale on graphs. They just look at the pictures. A 
message to the cautious statistical consumer: read the scale; don't just 
look at the pictures. 

Example #4 represents a compromise between the need to make a point with 
the data AND be ethical. Notice the only difference between #3 and #4 is 
the break In the Y Axis. That's a cue to the eye that you've disturbed 
the scale. 

~ 5. DECIDE WHO THE AUDIENCE IS. 

~ 

Display the data and make the presentation for the audience that you 
hope to reach. Just I ike the statisticians and researchers that this 
manual has criticized, people who work In corrections and law enforce
ment have a language of their own. It Is Incomprehensible to outsiders; 
there are a great many "pet terms" and even more abbrev i atl ons, I Ike 
ROR, FTA, Part I Offenses, etc. If the audience Includes people who 
aren't part of the system, make sure that all terms and abbrev lations 
are explained. It's also Important to gear the presentation to the 
Interests and abilities of the audience. A presentation for the Commis
sioners Is going to be markedly different from one done for the high 
school civic's class. AppendlxO provides a sample of a briefing paper 
prepared for a Jail Advisory Board; the briefing paper combines text and 
tables to explain anticipated jaIl needs and to present a profile of the 
Inmate population. 

6. MAKE THE GRAPHIC PLEASING TO THE EYE. 

At a minimum, the tables, charts and graphs developed should be neat, 
free of erasures, and positioned nicely on the page. Beyond that, here 
are some suggestions that may Improve their over-al I quality. 

A •. Draw the eye where you want It to go. Centering something on a page 
automatically does this. When that's not a possibility, an arrow can 
h ave the same effect. So can us I ng a s I I ght I Y bo I der sty I e of ty pee 
Type comes In various widths as we! I as heights. Figure 23 II lus
trates different widths of the same type. 
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HEL VETICA LIGHT 

HEL VETICA REGULAR 

HEL VETICA MEDIUM 

HELVETICA BOLD 

FIGURE 23 

IS THINNEST. 

IS THICKER. 

IS EVEN THICKER. 

~s THICKEST. 

B. The lIttle rounded I ines on type (I ike Style #1) are called serifs; 
since the serIfs tend to be smaller than the rest of the letter, fre
quently they don't copy well. Use type that Is "clean" on.d relatlv€~y 
free of "squiGgles" (like Style #2 in FIgure 24). Helvetica or Gothic 
type styles generally reproduce better than Elite or Courier styles. 
Generally, capItal letters are more legible at a dl.stance than. ml>:ed 
upper and lower case letters. ThIs problems are particularly noticeable 
on transparencies or sl Ides. 

, , 

CENTURY SCHOOL BOOK LOOKS NICE, BUT DOES. DUPLICATE 

OR PROJECT WELL. 

HEL VETICA MEDIUM 

FIGURE 24 
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C. ChoOSE: a size that doesn't cVE:rpower the graphic.. P. type size whicrl 
is slightly larger than the text of the graphic Is best for ti1'les. 
Figure 25 provides a directory of different type :Izes. 

HELVETICA MEDIUM 8 PT 

HEl VETICA MEDIUM 10 PT 

HEL VETICA MEDIUM 12 PT 

HEL VETICA MEDIUM 14 PT 

HEL VETICA MEDIUM 18 PT 

HEL VETICA MEDIUM 24 PT 

HEL VETICA MEDIUM 30 PT 

HEL VETICt\ MEDIUM 36 PT 

FIGURE 25 

D. If possible, use color to send a message. While using color In graph
ics can take a bit more time end money (color xeroxing is expen
sive!), it can make a powerful (and often subliminal) stetement. 
Generally, IIhot" colors I ikf~ reds and oranges send warning messages; 
"cool" colors like blues and greens send calming messages. Think a 
minute. Do you want the Commissioners to feel.c..alm about the 701 
Increase in bookings in the last year? If you do, feel free tc use a 
nice pastel blue for that particular bar on the bar dart. Prinary 
colors are better than pastels; they stand out more, make a stronger 
point, and baby pinks and blues have connotations to be avoided. Also 
avoid "unusual" colors, I Ike puce or fuschicj they evoke some very 
weird responses. 
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7. RESIST THE TEMPTATION TO SAVE ~"ONEY f?·Y PUTTING EVERYTI-:ING ON OtJE PAGE, 
TRANSPARENCY OR SL IDE. 

Not only does crowding make the graphic look messy, it reduc(~£, its 
effectiveness. People can process Information In I imlted amounts. Dorl't 
dls,play all the data In a sIngle table and expect -rhe audience tc· rucc 
It. Make one key pol~t per graphic. This is particularly tru~ with 
transparencIes and slides. L 1m It the number of I'rords or numbers to a 
bare minImum. 

Perhaps the best advice In this whole business of displaylrg data 
effectIvely is sImply this. ExperIment. Try dIfferent ways of displc'ylnG 
the data untIl you fInd a sty Ie that works for you. Sometl rnes, it's hEI ~ful 
to see what people have done. The next sectIon of thIs Chapter pro\ ides 
exampl es of what to do - and what not to do. 

SOME EXAMPLES~ THE GOOD, THE BAD, AND THE UGLY: 

Tables 31-33 on the following three pages present the same data 
displayed In three different tables. Table 31 presents a tabular display of 
Jail Population Data for a perIod of three years. It was found in the 
Annual Report of OperatIons of a Sheriff's Dep~rtment whose name hBS been 
changed to protect the guilty. In re-typlng it to fIt in thi~, document, one 
of its worst faults was actually corrected. In its origInal form, it barely 
fit on s-randard sized paper. Not only Is It crowded wIth too much inforna
tlon, It Is hard to read. 

Table 32 is actually just Table 31 reproduced, with a few I ines added 
to make the rows easier to read and dIfferent type styles to set off the 
headIngs. It Is easier tCI read, but It stili has way too much inforrlc.tlon. 
And the reader stil I has to turn the Report around to read it. Peeple tend 
to resent that. 

Table 33 reduces the amount of basic InformatIon that is displayed by 
remov i ng "book and rei eases" as a cate£ory. "Book and rei eases" are pr i
soners who are released directly from the Booking Room wIthout ever enter
Ing General PopulatIon. Since Total Booking minus Net Bookings (people who 
are housed at the facilltyi equals "book and releases", no information is 
really lost. It also orients the table so that it wll I fit normally on an 8 
1/2" x 11" page. 
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r.-oNTHLY VOLUME OF BOOKINGS, BOOK-AND-RELEASES, AND NET BOOKINGS 

1976-1978 

1976 
AVERAGE 

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC TOTAL PER t~ONTH 

::> Bookings 321 239 261 317 338 304 309 325 332 356 293 273 3,668 306 

$ Book & Releases 140 103 110 150 134 96 126 119 139 139 104 116 1,476 123 z 
c 
::> r Net Bookings 181 136 151 167 204 208 
-rt 

183 206 193 217 189 157 2,192 183 
0 
::0 1977 
(.I) 

AVERAGE :::c 
m JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC TOTAL PER r40NTH ;0 I 
." ~ 
" I.J1 Bookings 306 329 323 300 341 264 298 299 327 310 297 294 3,688 307 en ~ 

~ Book & Releases 131 165 154 137 147 110 135 123 149 126 140 127 1,644 137 0 

c.... 
::> Net BookIngs 175 164 169 163 194 154 163 176 178 184 157 167 2,044 170 
I 

E; 1978 
3: AVERAGE :::c 
:z JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC TOTAL PER r-40NTIl i 
en 

-4 -4 
0 ;::0 Bookings 330 288 352 341 373 440 403 346 356 443 418 373 4,463 372 I 

~ 8 0 r ;::0 Book & Releases 157 129 161 157 157 207 191 132 158 200 169 159 1,97'7 165 r en rn 

173 159 191 184 216 233 212 214 198 243 249 214 2,486 207 ~ Net Bookings 
::> z 
0 

::> 
:z 
~ 
-< 

Table 3'1 N 
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1976 

BOOKINGS 

MONTHLY VOLUME Of BOOKINGS, BOOK & RELEASES AND NET BOOKINGS 

**************************************************************~*************************.*** 

JAN FEB MAR APR ~1AY JUN JUL AUG SEP OCT NOV DEC TOTAL 
AVERAGE 

PER t·10NTH 
****************************************************.*************************************.* 

321 239 261 317 338 304 309 325 332 356 293 273 3,668 306 
--__________________________________ r _______ ~ _________________________________________________________________ _ 

BOOK & RELEASES 140 103 110 150 134 96 126 119 139 139 104 116 1,476 123 

NET BOOK I NGS 181 136 151 167 204 208 183 206 193 217 189 157 2,192 183 
***.***********************************************************************.***.*****************.************ 

1977 
800KINGS 

BOOK & RELEASES 

JAN FEB ~1AR APR ~jAY JUN JUL AUG SEP OCT NOV DEC TOTAL 
AVERAGE 

PER ~10NTH 

******************************************************************************************** 
306 329 323 300 341 264 298 299 327 310 297 294 3,688 307 

131 165 154 137 147 110 135 123 149 126 140 127 1,644 137 

NET BOOKINGS 175 164 169 163 194 154 163 176 178 184 157 167 2,044 170 
***********************************************1************************************************************** 

1978 
BOOKINGS 

BOOK & RELEASES 

JAN FEB ~:IAR APR r·iAY JUN JUL AUG SEP OCT NOV DEC TOTAL 
AVERAGE 

PER t!JONTH 
***~*****I*****************************************.*********.**~*************************** 

330 288 352 341 373 440 403 346 356 443 418 373 4,.463 372 • 

157 129 161 157 157 207 191 132 158 200 169 159 1,977 165 

NET BOOKINGS 173 159 191 184 216 233 212 214 198 243 249 214 2,486 207 
********************************.****************~~********1*********** •• ************************************* 

Table 32 
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*************************************************************************** 

MONTH 
TOTAL 

BOOKINGS 

1~6 1~7 1~8 
NET 

BOOKINGS 
TOTAL 

BOOKINGS 
NET 

BOOKINGS 
TOTAL 

BOOKINGS 
NET 

BOOKINGS 
*************************************************************************** 
January 321 181 306 175 330 173 
---------------------------------------------------------------------------
February 239 136 329 175 288 173 
-------------------~-------------------------------------------------------
~1arch 261 151 323 169 352 191 

------------~------------------------~-------------------------------------
AprIl 317 167 300 163 341 184 

May 338 204 341 194 373 216 
---------------------------------------------------------------------------
June 304 208 264 154 440 233 

July 309 183 298 163 403 212 

August 325 206 299 176 346 214 

September 332 193 327 178 356 198 

October 356 217 319 184 443 243 

November 293 189 297 157 418 249 
~------.----------------~----------------------------------~-~--------------
December 

TOTAL 

AVERAGE 
PER f;'ONTH 

'2.73 

3,668 

306 

157 294 

2,192 3,688 

183 307 

167 373 214 

2,044 4,463 2,486 

170 372 207 
*************************************************************************** 

Table 33 

FIgures 26 - 28 on the next three pages display the same information 
using line graphs and (finally) a bar graph. Figure 26 is the origInal line 
graph, taken from the same source. This method does succeed in reducing the 
amount of Information the reader has to cope with, but the result turns out 
to be even more cryptic than the table. There are a! i the little triangles, 
squares and circles to keep track of - and who c.an be certain what those 
dotted lines representing averages really mea,,! And there Is a sl ight 
problem with the scale, which begins at 13t, 

FI gure 27 takes the same I nformatlol. .lnd Use! . 'I fferent approach. 
The three years are displayed In order. ThIs makes th ~raph much clearer, 
and there Is a break In the Y Axis that prompts the reader, but It stIli 
requires the reader to look rather closely. Figure 28 puts the same infor
mation In the simplest possible common denominator. I'd also bet that most 
people would understand this bar chart at a glance. 
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These examples should make it paInfully clear how confusing tables, 
graphs and charts can be. Take the time to do them rlGhtl They're the best 
tool for gettins Information across. 

GRAPH I C TOOL S : 

This section isn't meant to be an advertisement for certain manufac
turers of drafting equipment and graphics supplies. However, it's rc:ther 
pointless to talk about graphic supplies and materials without identifying 
where to get them. The first stop should be a local store that sel Is 
drafting equIpment and supplies. If there isn't one nearby, this material 
can be ordered by catalog. There are a number cf equally good manufac
turers. Two of them are: . 

CHARTPAK 
Customer Service Department 

One River Road 
Leeds, Massachusetts 01053 

LETRASET USA, INC. 
33 New Br i dge Road 

Bergenfield, New Jersey 07621 

There are some basics that will make working on graphics.MUCH easier. 
While some Sheriffs and Jail Administrators may think this sounds like a 
substantial investment, many of these items are quite inexpensive, partiCU
larly when the cost of professionally done graphics are considered. 

1. A PLACE TO WORK. 

A good place to work is essentIal, and while any flat surface I ike a 
desk or tab lew ill suff ice, all former draftl ng stUdents know the val ue 
of a drafting table. Many graphic artists work on a I ight board, a 
wooden box with c translucent glass top that is slanted at about 25 
degrees. I ns I de the box I s a fluorescent I I ght. The I I ght I I I um I nates 
anything (f ike a grid or lined paper) under the paper being worked on. 
This makes It lD.J.I.ctl easier to line things up. Commerclel light boards are 
RATHER expensive, but they are quite easy and relatively Inexpensive to 
bu II d. 

2. GOOD \~R I T I NG EQU I P~1ENT. 

There are a weclth of writing tools from which to select. At the most 
expensive (and most effective) end of the spectrum are technical or 
drafting pens, which come i~ different sizes and make I ines of different 
widths. They new cost about $10+. A!most as good as the drafting pens 
are any of the fine-point markers, and they are much less expensive. 
Don't use a ball point pen. It just doesn't copy well, and It tends to 
leave little "blobs" of Ink. Several good posslbil ities exist for making 
I I nes that shou I dn't show on the fined copy. The best I s a non-xero>: i ng 
blue pencil, priced about the same as a regular colored pencil. However, 
It wll I leave a mark that is obvious on your original. 
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3. A GOOD STRAIGHT EDGE. 

Resist the temptatlen to use the edge of a yellow pad. If a drafting 
table is avc:ilable, a T Square is probably the best alternative, but a 
good ruler with a metal Indented edge is equally effective. The Indented 
edge prevents smearing when the ruler is picked up. Drafting tape is 
another excellent 2lternative. It comes in a variety of ..... idths (from 
1/64th of an inch to half an inch in width) and colors and makes very 
sharp lines. [lotted lines, dashes and other var I atl ons are a I so ava i 1-
able. Drafting tapes vary in cost by width and start at around $1.10 per 
tape and Villi last you quite 50me time even if you do a lot of graphics. 

4. A GOOD CO~lPASS AND PROTRACTOR. 

A good compass and protractor are even more essential than a good 
straight edge for doing pie chart~ Another alternative would be to use 
a template (a sheet of plastic or metal with geometric shapes punched 
out) you could use to trace circles. Unfortunately, these aren't clg 
enough for most pie chart~ 

5. THE RIGHT KIND OF GOOD QUALITY PAPER. 

There are even differences in paper. White, relatively smooth paper Is 
preferable because It copies better and Is easier to write on. Two 
specla! kinds of paper are worth mentleni~g here. 

A. Non-xeroxlng bl ue graph paper has lines which don't copy when 
xeroxed. However, It is necessary to II ghten up the copy a bit. 

B. Drafting paper that makes It difficult (but not Impossible) to smear 
ink. 

6. SOMETH I NG TO r~AKE SY~lBOLS. 

Most people don't have handwriting that looks good enough to go Into a 
document or on a nice graphic. Draftsmen and architects are a notable 
exception. Fortunately, there are many alternatives. Print from a good 
typewriter looks clean and really sharp and w III work well in most 
report graph! cs. However, when projected, typewr I ter type I s not I erge 
enough for peop I e to read. Furthermore, the s I I ght I Y I arger or bol der 
titles and headings which will improve the appearance of most graphics 
can't be done on a typewriter. 

The most reasonable alternative for people who wll I not be doing a lot 
of graphic work is "rub-on lettertng". 80th Letraset and Chartpak sell 
over a hundred different styles of rub-on lettering; each style comes In 
a variety of sizes. It's called rub-on lettering because It Is very 
literally rubbed OFF the sheet It comes on and ONTO the sheet you want 
It on. If you try this, get a I ittle wooden or metal tool that's called 
a burnisher. It gets the letter off the sheet much more smoothly than a 
pencil. The wooden ones cost about $.50. One problem with rub-on let
tering Is it takes a lot of care to evenly space the letters and get 
them all aligned. Rub-ons also come in a variety cf symbols: circles, 
squares, triangles, arrows, checkmarks, etc. These are called "dingbats" 
and, I ike Edith Bunker, appear to come in very handy fro~ time to tim& 
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The absolute Cadll lac of al I options for making letters and some ~y~bQls 
Is the Kroy tJ.achine. The next time that c:n extra $1000 dollars in the 
budget that must be spent by next Tuesday, buy one. Kroy mach I nes w I II 
let you print words, etc. on transparent tape which can then be posi
tioned where It's wanted. 

7. SOMETHING TO ADD COLOR. 

Special marking pens are made to color on acetate (the materiel that 
transparencies are made of) In addition to the wide variety of pens an~ 
pencils to be used on paper. They're certainly the most reasonable, but 
all of them fall to provide an "even" color and as a result may detract 
from the finished product. Color will probably be added to only the most 
Important graphics. If It's something special, the best alternativE: is 
to spend a I I ttl e more money and do it right. The best a I ternat i ve is 
something called IIgraphlc film". This is a thin sheet of some mystical 
man-made material that Is colored but remains translucent; It has adhe
sive on the back. It can be positioned ever something that already has 
wrIting on It, for example a piece of a pie chart, and It will add the 
color or texture of your chc,; ceo F II m I s made for use on both paper and 
transparencies. It comes In 11" x 15" sheets which cost about $4.00 a 
sheet. 

8. A GOOD ADHESIVE • 

The days of rubber cement and scotch tape have gone by. Rubber cement is 
just too messy, and scotch tape a! ways makes II nes when cop ied. rfl.ounti ng 
adheslve p which Is essentially rubber cement in an aerosol can, Is a 
much better alternative. It allows re-positlcnlng of what's been 
sprayed. Often good graphics and neat reports amount to little more than 
"creat Ive cut and paste" without the II nes. Mountl ng adhes ive al so can 
reduce the amount of time spent typing, and re-typlng the same document 
because someone changed something on page 4 of 27. A personal favorite 
I s a Scotch product ca I led Spraymount. 

CONCLUSION: 

With a little time, a little talent and a few dol lars, most people can 
turn out some very creditable graphics. Graphics not only enhance the 
appearance of any report, but they also make It much easier to understand 
the data that has been gathered. Good graphiCS in the hands of someone who 
knows how to motivate the system can make the difference between a data 
collection that results in action and one thci" leads nowhere. Once Sheriffs 
and Jail Administrators have Invested time and effort to gather the data, 
It Is Important to see that It is used effectIvely. Good graphics can help 
make the difference • 
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THE LAST WORD: 

By now, so much time and space has been spent on the technical itles of 
collecting, analyzing and sharing data that a brief reminder about why we 
are doing al I this might come In handy. InFormation Is there to be used; it 
should lead to somethIng. Sheriffs and Jail Administrators must tEke 
strongly leadership roles In using the wealth of Information that is pres
ently hidden In local jails to manage their orgarlzatlons more effectively, 
to plan for necessary changes and to work with other offlclels to improve 
the criminal justice system. 

Sheriffs and Jail Administrators must take proactIve roles in crirrinal 
justice affairs. For entirely too long, the jail has served as a paSS ive 
receptacle for the activity of the rest of the system. Only by using the 
Information that In many cases It already has can the jail become a ful Isr 
partner In the crlrr:lnal justice system. This won't happen by itself; 
Sheriffs and Jail Aamlnlstrators have to make It happen. 

For entirely ·too long, some Sheriffs and Jail AdminIstrators were rrade 
to feel that they couldn't gather data themselves. This manual should h~ve 
convinced you that that isn't so. It may feel strange at first; It may not 
always be easy; but it Is rewarding. And It Is a very powerful experience. 
Information, In the right hands, really Is power. In workIng with systems 
that have gatherec theIr own data, without exception, all have been sur
pr I sed with how much they were ab I e to do, how much they found out about 
their systems, and al I were excited about how they could use the Informa
tion. Try It - you won't regret It I 
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APPENDIX A: 

A DICTIONARY OF STATISTICAL TERMS FOR NON-STATISTICIANS 

AGGREGAT ION is a process of group I rrg data together The reverse I s Co I led 
"DISAGGREGATION". Experimenting with different ways to group data is one 
way In which analysis takes place. 

ANALYSIS OF VARIANCE is an advanced statistical technique that can bG used 
to determ I ne I f there are sign I f I cant differences between three or more 
groups. 

AXES are the vertical and horizontal lInes that orient many chart= and 
graphs. Statl stlclans call each II ne an "axis". The horizontal I I nE! Is 
called the "X axis", and the vertical line Is called the "Y axis". These 
lines orient people to the chart. 

BARRIERS are conditions that make It difficult for you solve problems. They 
are obstacles that must be overcome. 

BASIC Is a commonly used computer language. 

BIAS Is built-In error. It usually comes from picking a bad sample - or 
• from the perceptual bias of the person designing the study. 

• 

CASE can be a person, event, or object, about whIch InformatIon Is bEdng 
gathered. 

CASE IDENTIFICATION NUMBER Is a unique number assigned to each case. 

CELL I s the name given to each "box" I n a cant I ngency tab I e. 

CHI SQUARE Is a statistIcal test that determines whether or not being a 
member of a particular category of one data element has anythIng to do with 
beIng a member of a particular category of another data element. 

CLASSES are the groups Into whIch the data Is divided to calculate and 
d I sp I ay frequency d I str i but Ions. 

CLUSTER SA~1PLE is a sample In which the population Is clustered into speci
fic areas or units, (I.e., hOlslng units. Then the housing units to be 
sampled are selected randomly, and InformatIon collected about every Indl
v I d U 21 I n th e h 0 u sIn gun It) • 

CODE BOOKS are documents that translate the data elements and their catego
ries (which are usually written words) Into numbers so that computers can 
process them more quickly. Code Books Identify the data elements, the 
categories for each data element, the number of digits in the code for each 
data element, and (If you're going to computerize the data collection), the 
keypunch column numbers for each data element. 

-163-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



I • 

HOW TO COLLECT AND ANALYZE DATA 

COHORT SAMPLE Is essentially the same as a cluster sample, but It Is hClsea 
on time periods, rather than physical or geographic areas, i.e., all pri
soners arrested on a specific date that had been selected rando~ly would go 
Into the sample. 

COLUMNS are the vertical lines In statistical tables. 

cor~PUTER HARDWARE are the physIcal components of the computer. 

COMPUTER SOFTWARE are the computer programs for processIng Information. 

CONFIDENCE INTERVALS are statistical lImIts. In sampl lng, statisticians use 
probability theory tc determine what the odds are of developing a stailstl
cally slrrilar sample; they decide how many times out of a hundred their 
sampling scheme should pul I a statistically simIlar sample out of the whole 
population that they are drawing from. r~ost statisticians want to be at 
least 95% certain that they would get similar results If they analyzed 
another sample - and some want to be 99% certain. In statistical jargon, 
they want to have eIther 95% or 99% conf Idence Intervals around their 
samples. 

CONTINGENCY TABLE is a chart which displays the relationship between ~ 
frequency distributions. They are used In calculating the Chi Square sta
tistic and are often cal led crosstabulatlons. 

• 

CORRELATION Is a statistic which measures the degrE1e ar,d direction of thE'! • 
relationship between two data eJement~. C~rrelatlons are positive If change 
In one direction In one varIable causes change In the ~ direction In the 
other variable; the variables are said to have a dIrect relationship. 
CorrelatIons are negative because If change In one dIrection In one vari-
able causes change In the other directIon In the other variables; the 
variables are said to have an Inyerse relationship. 

CROSS~SECTIONAL DATA COLLECTIONS are those that ere done only one time. 
Cross-sectional data co! fectlons can really only describe something. 

CURVILINEAR RELATIONSHIPS are not uncovered by tests of correlation. A 
curvll inear relationship Is found In the follol'. ing types of situations. 
When takin~ tests, people who hav,s either very low or very high anxiety 
levels tend to get low scores, but people who have moderate levels of 
anxiety get high scores. 

DATA Is another word for a specific piece of informctlon. 

DP.TA COLLECTION SHEETS are forms on which people recorc the Information 
that is being collected; statistIcians tend to cal I them "INSTRUMENTS or 
SURVEY INSTRU~lENTS". 

DATA ELEMENT Is a piece of inform2tlcn. Statisticians and scientists call 
data elements "VAR I ABL ES". 

DATA PO I NTS or SCORES are the i nd I v I dua I measurements for a sing I e data 
element or variable. 
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• DECISION TREE Is a series of questions which funnel one to the only pos
sIble answer or conclusion. 

• 

• 

DEGREES OF FREEDOM Is a mathematical concept that measures the amount of 
Information that Is available In normally distributed data. 

DEPENDENT VARIABLES are the varIables researchers are tryIng to explain 
(I nd I cated by OX'). 

DESCRIPTIVE STATISTICS are statistics that summarize Information about with 
a populatIon or a sample. 

EMPIRICAL RULE Is a statistical law or theorum. If the data Is distributed 
In a normal or bell-shaped curve, In the space created by addIng and 
subtracting one standard deviation to the mean, 68% of ~ the cases wll I 
be found. I f two standard dev I atlons are added to and subtracted from the 
mean, 95J of all ceses wll I be found In the Interval (this fs that famous 
95% confidence Interval). If three standard deviations are added to and 
subtracted from th e mean, then ALL (or near I y a I I) of the cases w II I be 
contained In that Interval. 

"EXTERNAl VAliDITY" Is a research problem that stems from havIng Informa
tion about part of a popultlon. The question that arises Is whether or not 
the ,rformatlon discovered In the research about part of the population Is 
eqL~ilY applicable to the whole population. This Is often phrased In terms 
of ':'he relative ability (or Inability) to generalize the results to the 
whole population. 

FREQUENCY DISTRIBUTION Is a statistic In which the responses to a data 
element are categorized and the number of responses In each category are 
expressed In percentages. 

GOAlS are end results to be achieved. 

HYPOTHESIS Is an educated guess about what may be Involved with or what may 
cause the problem. It Is often expressed as a question and Is what re
searchers try to prove (or disprove) In a sense. Researchers complicate 
this by a series of complex logIcal moves that al low one to accept or 
reject somethIng called the "null hypothesIs" - which Is really just the 
opposite of the statement just defined. For our purposes, Just think of the 
hypothesis as an educated guess. 

INDEPENDENT VAR I ABLES are var I ab I es that researchers th I nk may cause or 
have some sort of relationship with oX' (the dependent variable). Indepen
dent variables are Indicated by cY'. 

INFERENCE, In a statistical sense, means that. you assume that what has been 
discovered about the sample was true for the population. And, provided that 
the sample was collected randomly and Is large enough to adequately repre
sent the populatIon, making Inferences Is very acceptable statistical 
practIce - provided that the rei lability of the Inference Is Identified • 
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INFORMATION OVERLOAD Is precisely that: so much information Is presented ~t 
one time or on one document that people can't understand and process it. 
Computerized data col lectlons ar~ frequently guilty of information OVerload 
when variables are cross-tabulated without any thought to why e partIcular 
statistical operation Is being done. 

INFORMATION SYSTEMS are structurally or functionally related mechanisms 
and procedures which provide Information to an organIzation, usually iri 
summary form. They may be automated (computer ized) cr r.1anual (on paper). 

"INTERNAL VALIDITY" asks the question, "Is there any proof that Vlhet you 
did to change the situation REALLY CAUSED the change~" 

INTERVENING VARIABLES are variables that act as a I ink between or Interhwe 
with the interaction of dependent end Independent variables. 

LEVEL OF NEASUREMENT refers to how different types of data elements can be 
measured. Data elements are dlvloed Into three basic categories. The first 
group of data elements (whose answers can ~e divided Into a series of 
categorIes) are called NO~liNAL data eleme,,:,;. The second group (whose 
answers can be ranked in order from good to bad, dirty to spotless - or 
whatever) are called ORDINAL data elements. The third group of data ole
ments (whose answers were expressed In equal unIts) are cal led INTERVAL ~nd 
RATIO data elements. StatistIcians divide the third group Into two sub-

• 

groups, depending on whether or not there is a possible 0 responsE'. The • 
I evel of measurement of Elach data el ament determ I nes the types of statl s-
tics that may be used to analyze it. 

LINEAR RELATIONSHIPS usually occur when there Is a strong correlation 
betweer two variables. If a graph Is plotted to show al I the data points, a 
strong positive or negative correlation will result In data that "clusters" 
together. A straight I ine can be drawn through the cluster to summarize how 
the data points I Ie In r'elationship to each other. When It is easy to draw 
a straIght line I ike this, the relatIonship between the data elements Is 
said to be "linear". This line Is called the trend line and Is used by 
statistIcians for a special kind of correlation cal led population forecast
Ing or trend analysis. In population forecasting, statisticians attempt to 
determine if there Is a relationship between a Jail data element, such as 
average dally population, and time. 

LOG BOOK is a chronological list of events or activities. 

LONGITUDINAL DATil. C'OLLECTIONS are those In whlc.h the same data 15 collectr;-d 
from year to year, allowing comparisons, documentation of change and pos
sibly even the reasons for change. 

MJl.RGINALS are the numbers wrlth;:. around the outside of the contingency 
tables. 

MATCHED GROUPS exist If each case In Group I Is paired with a case In Group 
I I VI I th common character I st I cs. Th e most I I ke I yin stance of "matched • 
groups" incorrect I ona I research is when .Q.D.e group is compared before and 
after participation in a program (the classic "before" and "af't'er" ~Ic-
ture) • 
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tiEAN Is a measure cf cer.tral tendency In ~/hlch all the measurements for a 
particular data element ~re edded and the result dlvl~ed by the total 
number of measurements I n the set (the "mc;,thematl cc I averageH). 

MEDIAN is the mIddle meaSurement when al I of the measurements In the set 
are arranged accord 1 ng TO = ize. I f there are an odd number of mea:,llrements 
In the set~ the median falls exactl¥ on the middle measurement. If there 
are an odd number In the set, the median falls exactly balfw~y botwBar the 
m I dd Ie .Dl.Q measurements. 

~'IODE is the measurement that occurs most frequently_ 

NORMAL or BELL-SHAPED CURVE Is the most common or usuel probability distri
bution. If the total area under the curve Is set equal to 1, then the area 
within one standard deviation of the mean Is approximately 0.68; within two 
standard devIations, 0.95. Normal probability distributions are symmetrical 
around the mean. The I ocatlcn and spread of the nN'mel dl stri but Ion will 
depend upon the values of the mean and stanuard deviation. 

OBJECTIVES are concrete items which can be measured that wil I be present IF 
the goa I Is ach I eved. Researchers oft-en I I nk a ser i es of object! ves I nte, a 
OPERATIONAL DEFINITlm~ of a goal or concept. 

OPERATING PROGRAfv! (in the case of SPSS - a statistical program we've men
tioned before - the cor,trol deck) is the program that tell s the cornputor 
how to '~ead" the informatIon being provIded and requests the statistical 
procecures. 

POPULATION in a statistical sense means all the (people, Items, events, 
etc.> from wh I ch a samp I e can be draw n. 

"POPULATION" DATA ELE~IENTS are varl~lbles for which information Is kept on 
each person, event or object that Is being studied (the whole population in 
a statistical sense). These are elements that should be kept cn a routine 
basis. 

PRE-TEST is a process in w hi ch the survey instrument is given to a small 
but similar group before the main data collection to determine If there are 
problems with it. 

PROBABILITY Is the mechanism that allows inferences about a whole popula~ 
tlon ro be mad8 from a sample. 

PROBABILITY LA~/S (or PROBABILITY THEORU~") allow analysts to calculate what 
"the odds" of drawing 0 par·tlcular sample are. 

PROBLEM STATEMENT Is a descrlptLQll of the sItuation in ~Jords that are 
concrete enough to a I low ana I y sts to I dent I fy the pieces of i nformat i on 
that are needed to determine causes and suggest solutlon~ 

PROPORTIONAL RANDO~1 SAr4PLE Is one in ~/hich the populc:tfon is divld(,~d into 
different groups} and cases are selected rDndomly from within the groups 
until the groups are in the salile proportion In the sample as they are in 
the pcpulatlon, I.e., if the population was 70% felons and 30% mlsdemean
ants, the sample would b(: also be 70% felons and 30% misdemeanants. 
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QUANTITATIVE RESEARCH tJ'ETHODS rely on numbers to revecl something about an • 
event or phenomenon (most commonly STATISTICS). 

QUALITATIVE RESEARCH METHODS (most commonly INTERV IEI'/S and OBSERVATION) 
descrIbe an event or phenomenon In words. 

RANDOM means thet each case has an equal chance of being selected for the 
sample. 

RANDOM NUMBER TABLES are charts of numbers wIthout any logical sequence. 

RANK ORDERING Is a procedure to arrange data elements from lowest tc hIgh
est. 

REASONS are ~~ things happen. Often they are more strongly related tc 
people's valueE than to facts. 

RELIABILITY Is a statlstlcai concept whIch essentially asks, "How precise 
must the sample results be?" - or - "What are the chances If this WLre 
measured again that I would get the same results?". 

ROWS are the horlzontBI lines In statistical tables. 

SAMPLE Is a specially selected f8BI of a population. 

SM1PLING SCHH1ES (or SM-1PLING FHAr4ES or SM-1PLING DESIGNS) are ways to 
determine which cases go Into the sample. 

SCALES for graphs are I ike the scales on maps In which one Inch represents 
so many mil es. I n most cases, each smal I square on graph paper (II ke the 
inch on the map) wll I represents a fixed number of cases. 

SCORES or DATA POINTS are the Individual measurerilents for a single data 
element or varlabl& 

SIMPLE RANDOM SM1PlE is a sample In ~ihich cases are selected randomly fronl 
a homogeneous population (usually by using a r{;lndorn number table, or a 
s I m I I ar tool). 

SKEWED DISTRIBUTION Is a normal or bel I-shaped distribution that "leansll 

more toward the one end of the scale than the other. 

SOLUTIONS are ways of "fixing" problems. Every problem has more than one 
Eol utlon. If there Is D..Q sol utlon or only.QJl.e. soi utlon, the result Is a 
~tcaint whIch limits how operations or choices. 

SPSS (the Statistical Package for the Social Sciences) Is a common statis
tical package computer program, found In most col lege and university set
tings as well as a surprIsing number of other public and private agencies. 

SPURIOUS CORRELATIONS are those that are caused by chance. A favorite 

• • 

exampiG In this area Is a very strong posItive correlation found between • 
one state's prIson population and the price of Hog Futures on a local 
commod I ty exchange. 
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SQUARE Is a mathematical function In which a number is multlpl led by 
itself. 

STANDARD DEVIATION Is the square root of the variance. It ~easures the 
degree of variation that Is found in the data. See E~PIRICAL RULE. 

STANDARD ERROR OF THE ~iEAN measures the similarity of the samplE.s (how much 
variac II ity exl sts I n the data). 

STATISTICAL SIGNIFICANCE describes wr,ether or not a difference between the 
meas ures of a sing Ie dcta element I n two groups is like I y to sten· from 
sampling differences or if the difference may be a "true" difference. If a 
score is outside the 2 ~tandard deviations In either direction frow the 
mean (the other score) that usually contain 95% of all the cases, the score 
that was different had to be in the other 5% of the cases; it is "stati s
tlcally significant at the .05 level". To be "significant at the .01 
level"l the Intervcl had to be plus and minus 2.68 stancard deviations from 
the mean. 

STATISTICS, as a f lei G, Is an area of mathematics. It uses numbers to r,lske 
large or diverse amounts of information more understandable since most 
people can only remember very limited amounts of Information at one time. 
Statistics can be used for four main purposes: to summarize information; to 
determine how seriously to take differences between groups of people or 
events; to determine how strongly ~ieces of information are related to each 

• other; and to estl mate future trends in I mportc.ni· statl stl cs. 

• 

STATISTICAL SArolPLING Is a procedure that allows information to be gathered 
from a segment of the entire population In such a way that it is safe to 
apply what has been discovered about the sample to the entire population. 

STRATIFIED RANDOr·l SAMPLE Is a sample In which the population Is divided 
Into different groups, such as felons and misdemeanants, and cases are 
selected randomly from within the different groups so that equal numbers 
are selected from each group. In this kind of a sample, you Vlould have an 
equal number of felons and mlsdemeanants. 

SURVEY INSTRU~lENTS are really just the forliis on which people record the 
Information to be collected. 

SYMPTOMS are visible Indications that indicate a deeper problem Is present. 

SYSTEMATIC SA~1PLE Is a sample in which information Is cel lected about cases 
in a certain sequence until the number of cases required for the sample Is 
reached, I.e., data is collected about every 3rd, 5th or 10th, etc. person 
booked until enough cases are reached. 

TALLYSHEET is a piece of paper which lists al I the categories for each data 
element and on which a check mark Is made next to the appropriate category 
f or each ca SI3. 

TESTS OF SIGNIFICANCE are statistics that examine the differences between 
twc or more groups. 

VARIABILITY Is a statIstical concept that essentially asks the question, 
"How different the Individuals cases that make up the entire population ar& 
frcm onE. another?". -169-
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APPENDIX B: 

AN ANNOTATED BIBLIOGRAPHY 

This blbl iography has been divided Intc two sections: 

• data ccllectlon or anc.lysls documents thct hcve been develo~,ed 
specifically for the criminal justice system (in general) and Jails 
(in particular); and 

o documents that I have found useful both In preparing this manual 
and I n I earn i ng about research methods and stati sti cs. TheSE; are 
most assuredly not the only documents of this kind - Just the ones 
that I've used. I've al so I dent I fled documents that wi", I th ink, 
be particularly helpful to people who aren't planners, researchers 
and statisticians. 

~1any of the criminal justice docur.1ents can be obtal1l8c from -rre 
NATIONAL INSTITUTE OF CORRECTIONS NATIONAL INFORr-iATlm CENTER at 1790 3Cth 
street, BOUlder, Colorado 80301. Their telephone nUr.1ber is (303)-444-1101. 
In the case of other resources which would not be avellable froff that 
source, each of the citatIons Incl udes the name of the publishers. Local 
bookstores, with that Information, should be able to order them for your. 

RESOURCES FOR THE CRIMINAL JUSTICE SYSTEM: 

The staff at the NATIONAL INSTITUTE OF CORRECTIONS NATIONAL INFOR~iA
TION CENTER, especially Eileen Conway, who searched the JURIS System for 
any signs that someone had developed materials about collectIng data, and 
Larry linke, who kept on looking for articles thatjJ.!ll.mJ..gjU have some
thing to do with data, were both very helpful. Thanks to both of them, the 
fol lowing list of resources was uncovered. 

CORRECTIONAL DATA ANALYSIS SYSTEMS. Charl,9s M. Friel, Harriett J. Allie, 
Barbara L. Hart, and James B.Moore. Prepared for the Bureau of Justice 
Statistics, U.s. Department of Justice. Published at the CrimInal Justice 
Center, Sam Houston State University, Huntsvll Ie, Texas In 1980. 

This documeni' provides a discussion cf automated informatIon systems 
that ere presen'rly used In correctional settings. Unfortunately for Jails, 
the information systems that are discussed in the document are all state 
level systems. Local cri~inal Justice systems that are considering an 
Information system should find sections of this boo~, helpful, particularly 
the Chapter about "state of the art" demand Information systems. These 
system s are much more soph I sti cated, integrated i nfor mati on sy s·l-ems than 
most jails (except very large facilities) will require. The concepts, 
however, are helpful. Th0 materials are written In a relatively straIght
forward way, and once the reader becomes a little familiar with computer 
termInology, this Is a good resource for those who are Interested In fInc
Ing out how Information systems can work in state-level corrections. 
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CORRECT IONS PLANN I NG HANDBOOKS, BOOK 3 (COLLECT DATA). Prepared by Farb
ste r nand W II I lams Assoc J ates for' the Ca I I forn J a State Board of Correc
tIons, 1981. 

When Cal Ifornie; funded local Jail construction, they developed a needs 
assessment process which counties applying for funding had to fol low. One 
step In the needs assessment process was to collect cata about local Jail 
operations. The manual developed to assist counties ~ith the datD ccllac
tlon (Book 3) Is an excellent resource for counties who are Going to be 
involved In a major Inmate profile deta collaction. Book 3 gives detEiled, 
step by step instruction about how to profile the jel I population, the 
exIsting programs, and current criminal justice sy5te~ functicning, how to 
document trends In the justice system and jal I population, and how to 
convert these projections to capacity and program needs. This approDch 
al lows for the integration of alternatives to incarceration in the plannl~g 
process and provides excellent guidDnce In assessing criminal justice 
system functioning. This document is written in Y.JiiI::I- understandable terr"ls 
and Is geared toward counties that do not have access to computers for 
processing data. One possible drawback to this otherwise super resource is 
the fact that It is based upon a given set of data elements and systems 
that want to collect other items may experience a I ittle difficulty inte
grating them Into the study. A word of caution about this manual. If you 
are going to use this approach, follow It step by step. Don't skip around! 
AI I I n a I I, th I sis probab I y the most com prohens Ive resource that has been 
wrItten for Jails. It is written in very understandable language; It is 
based ,,;;on a solid planning methodology; its potential tor use In oHer 
areas besIdes CalifornIa Is high. 

CRIMINAL JUSTICE ANALYSIS: AN INTRODUCTORY COURSE. Henry S.D09In, Perry 
A.Rlvklnd, and Richard N. Ulrich. Prepared for a special seminar of the Law 
Enforcement Assistance AdminIstration In 1978. 

This document consists of the training material that was prepared for 
an LEAA Seminar. It consists of factsheets and exercises that were put 
together to train participants in u:.ing statistical information for crimi
nal J'Jstlce policy making and plannlr,g. If the seminar ~Ias as good as the 
materials, it was an excel lent opportunity tc practice the art of analysis. 
This document wll I not tel I you HOW to analyze the infor~otionp though, or 
give you the answers tc the exercises that arE, included. The major benefit 
to the seminar would have come from the interaction and discussions of the 
participants as they tried to determine what things meant. 

GUIDE TO DATA COLLECTION AND ANALYSIS: JAIL OVERCROWDING/PRETRIAL DETAiNEE 
PROGRAM. Jerome R.Bush. Prepared for the NATIONAL INSTITUTE OF CORRECTIONS 
In 1980. 

This document was developed specifically for data collection that 
arose out of a need to reduce crowding in Jells and wil I be a very helpful 
docu~ent for those of you who fInd yourselves in that situatIon. It identi
fie s th e d a t a e I em e n t s (m 0 s t 0 f w h i c h arE: inc Iud e din Mil .to Co I I e c t QO..d. 
Ana I yze .I&ia) th at are of part I cu I ar importance in understand I ng cro\'! d j I"'g. 
The section which describes chartln£ the flow of the criminal justice 
system will be a useful tool fer everyone who needs to clarify who has the 
authority to make which decisions in the system. This is a critical part of 
un derstand I n9 how a I ternat I ves to i ncarl-erat I on IIf I til into th e cr i rr, i no I 
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Justice system. Data collection sheets and code books are also included ~ 
with this document. 

STATISTICAL SAMPLING METHODS FOR CORRECTIONAL PLANNERS. Edward Lakner. 
Prepared at the NATIONAL CLEARINGHOUSE FOR CRIMINAL JUSTICE PLANNING AND 
ARCHITECTURE. Published by the University of II I Inols at Urbana-Champaign, 
In 1976. 

As the title of this book suggests, It is written for correctional 
planners. It Is written In very, very techr,lcal language which makes it 
extremely difficult going for anyone who does not h8V8 a background in 
statistics (and even some of us who do). In spite of difficulty with 1he 
language, it~is the qnly resource that I've been able to find that ceals 
with problems thet are specific to using samples to estimate Jail Popula
tion statistIcs. And In an area with very few resources, those that ere 
available must be considerec precious. For those who will be working \'lith 
profess I ona I planners on data co I I ect Ions, th is resource w II I be very 
helpful. For those of you who need more help to develop your sample than is 
available through this ~',anual, you might be better off to consult one of 
the basic statistics books mentioned in the other section of this ennotated 
bibliography. 

A POLICY-ORiENTED APPROACH TO POPULATION FORECASTING: AN ANALYTIC TOOL FOR 
LOCAL CORRECTIONS. Gall EI las. Prepared for Prison Population Forecasting: 
A National Workshop. January, 1982. 

This document provides a step by step description of three ways In 
which locel Jail populatIons can be forecast. Examples of each of the three 
methods are provided. This document provicies help with a specific tech
nique, describes problems which accomp8ny the use of this technique, and 
offers some prescriptions for applying the technique. This document assumes 
that inmate population data is evailable. 

OTHER RESOURCES: 

EVALUATOR'S HANDBOOK. Lynn Lyons MorrIs and Carol Taylor Fltz-Glbbon. 
Published by Sage Publications, Beverly HII Is, Calltornla In 1978. 

This handbook Is part of a series of books cal led the Program Evalua
tion Kit, which has eight manuals. I've only seen two of them but I Ike both 
cf them a great deal. It is very practical, takes a systematic step by step 
approach to evaluation. alid bOSi (If all is written in common everyday 
English. An added benefit Is the fact that this book is in paperback and 
costs less than $10. This particular book (which is the Irtroductlon to the 
Kit) explains what program evaluation Is, differentietes between several 
kinds of evaluations, and then Identifies the steps in each. Another nice 
touch is the use of lots of worksheets and similar tools that people can 
use Ir their cwn evaluations. For those who are interested in finding out 
how well Jail programs and services are doing, this Is an excellent 
resource. 
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HANDBOOK IN RESEARCH AND EVALUATION. Stephen Isaac and William B. M"lchae.l. 
Published by Edits Publishers, San Diego, CalifornIa, In 1971. 

This handbook is one of the most frequently tJsed texts in research 
methods cour se s. For th e person who's h as some expos ure to tr. e~,e top i cs, 
th i 5 will proov€! to be a usef L' I resource. The book is d iv i ded I nto short 
sections about specific research issues. So, If help is required in a 
s p e c i fie are a, i tis e a s y t c· t lJ r n tot hat u rea, fin c the a n s w G r end me v e 
on. As a gu I de regard i ng .b..rul to do research, th is document I eaves a bit to 
the Imagination. It Is also written In rather technical language, which 
makes It d'fflcult for the layperson to understand. There Ere other re
sources In this are~ that wil I be more helpful for people not very farr il iDr 
with research methcds. 

HOW TO CALCULATE STATISTICS. Carol Taylor Fltz-Glbbon and Lynn Lyons 
Morris. Published by Sage Publications, Beverly Hills, California In 1978. 

This book Is part of the Program Eval uatlon Kit. If there were only 
one book to give those who need to know how to calculate basic statistics, 
this should be It. It Is written In English, not jargon, and takes the 
reader through calculating and displaying most of the statistics needed to 
use to analyze Jail data. The authors construct worksheets for readers to 
use in their calculations. These alone make the calculations ID~ IDQLQ 
understandable. The accompanying text clarifies most of the questions that 
stbtlstlcal begInners might hav~ 

HOW TO LIE WITH STATISTICS. Darrel I Huff. Published by W. W.Norton & 
Company, New York, In 1954. 

Although this book is nearly 30 years old, It is stili a favorite. It 
does an excellent job of Identifying common statistical misuses, abuses, 
and m I s rep res e n tat Ion s. I t c i ear I y Ide n t I fie s a ct I O?i S t hat s tat i s tic a I 
consumers can take to make sure that they aren't "duped" by stati stl cs. 
This book Is a tiny paperback that is easy, but informative readIng. I 
thInk this should be required reaclng for anyone who ever reads a news
paper, lIstens to radio, or watches televIsion 

INFORMATION SYSTEMS AND NETWORKS. K. Samuel son, H. Borko and G. X. Amey. 
Published by the North-HoI land PublIshing Company, New York, In 1977. 

This is a really r.lce overview of what information systems are, how 
they should be planned, how systems analysis fits into inforr.1otion systenl 
development, and problems associated with Implementing information systems. 
It does not spend a lot of time describing the system documentation of 
already existing information system, but concentrates 011 the concepts and 
Issues thai" ere important to consider when dEJsignirg a system. Thi= book 
also~very well - and is written in language that would be understood 
by peop lew ho have not been exposed to a lot of com puter te,rm i no logy. It is 
also relatIvely short. This is a good resource for anyone who Is interested 
In learning about information systems. 
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PRACTICAL RESEARCH: PLANNING AND DESIGN. Paul D. Leedy. Published by tit 
Macmll Ian Publishing Company, New York, In 1974. 

For those about to take their first plunge Into research methods, this 
paperback text w ou I d be a good I nvestment. I tis re I at I ve I y jargon free, 
spends a considerable amount of time on research planning (which is a 
critical element that's often underplayed), different research designs, and 
ways to present the resv!ts. For those who need help In writing a research 
reports, this manual does a good job In providing guidelines. Leedy uses a 
number of Illustrations and examples that are particularly helpful In 
showing what research materials look lIke. Another added benefit Is that 
the cost of this book Is less than $10. 

SOCIAL STATISTICS (2ND ED.>. Hubert M. Blalock, Jr. Published by the 
McGraw-Hili Book Company, New York, In 1979. 

This Is one of the most frequently used statistics texts. It Is some
times difficult to read, primarily because of the highly technical lan
guage. If the reader has already had some statistics, this book would be an 
excellent resource, because of the exceptional detaIl Included. Without a 
previous Introduction to statistics, this book is I Ikeiy to be an exercise 
In frustration and futility. 

UNDERSTANDING STATISTICS (2ND ED.>. WII I lam Mendenhal I and Lyman Ott. 
Published by Duxbury Press, North Scituate, Massachusetts, In 1976. 

For those who are ready to take a first plunge I nto stat I st I cs, th is 
book wou I d be a good resource. I tis rea dab I e and uses a great many exam
ples (which are often helpful when trying to learn something>. It's probab
ly the least confusing traditional statistIcs text I've ever encountered. 
It's basic - and thus doesn't have the detail that a text like Blalock 
offers. For beginners, that may be a bonus. 
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APPENDIX D: 

METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

IN: 

SHIFT ACTIVITY SHEET 

OUT: 
TIME 

TIME ______________________________ _ 

NAME 
~ME ____________________________ __ 

CHARGE RELEASE TO ________________ __ 

P. D. 
BONO __________________________ __ 

TIME 
TIME _____________________________ _ 

NAME 
~ME ________________________ __ 

CHARGE 
RELEASETO ___________________ __ 

P. D. 
BONO ________________________ __ 

TIME _ 
TIME ___________________________ _ 

NAME ~ME ______________________ _ 

CHARGE • P. O. 

RELEASE TO _____________ _ 
BONO ______________________ __ 

TIME TIME 

NAME 
~ME _________________________ _ 

CHARGE RELEASE TO ________________ _ 

P. O. 
BONO _________________________ __ 

TIME 
TIME _________________________ _ 

NAME 
~ME __________________________ __ 

CHARGE RELEASE TO ______________________ , 

P. O. 
80NO ___________________________ __ 

TIME 
TIME ______________________ M _____ _ 

NAME 
~ME ________________________ __ 

CHARGE RELEASE TO 

P. O. ·BOND ________________________ __ 

-all •• 

~TATISTICAL SUMMARY BEGIN COUNT ____ __ EN> COUNT 

• + FELONS ____ _ .", MISDEMEANANTS _ __ ". mAFFIC "" OTHER 

". PRE-TRIAL ____ < ", SENTENCED __ _ t(Ir FEMALES ___ _ .,. JUVENILES 
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INMATE INrORMATION CARD 

NAME __________________________ __ 
BOOK-IN DATE ........ ___ _ 

BIRTHDATE ____________ _ BOOK-OUT DATE ___ _ 

RACE SEX LENGTH OF STAY ___ _ 

CHARGE(S) (IN DAYS) 

FELONY 

MISDEMEANOR 

TRAFFIC 

OTHER 

PRE-TRIAL 

POST-TRIAL 

SENTENCED 

_ RELEASED AT BOOKING 

_ HOUSED IN JAIL 
HOLD FOR __________________________ __ 

COUNTY RESIDENT RELEASED TO ___________ _ 

STATE RESIDENT BOND TYPE _________ _ 

OUT OF STATE RESIDENT AMOUNT __________ _ 

#_._---- EMPLOYED - FULL TIME _ PARTTIME _ UNEMPLOYED _ 

-

z 
~ 
-I 
rn 

:> 
-u z -u 

""Tl rn 
0 z 
::0 0 

~ X 
-I 

(") 
0 z 

~ 
:;:0 
0 
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I ' APPENDIX E: 

SAMPlE LOG SHEETS 
METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

TRANSPORT LOG FORM 

OFFICER 
NAME ___________________ _ o. T. / COMP 

o. T. / COMP 

O. T. / COMP 

YES __ NO __ 
NAME _________________ __ YES __ NO __ 

YES __ NO __ NAME ____________________ __ 

REASON 

EMERGENCY ROOM TREATMENT 

SCJ£DULEO MEDICAL APPOINTMENT 

COURT APPEARANCE 

WARRANT PlCK-UP 

RETURN TO OTHER JURISDICTION 

PRISONER 

NAME 

~ME 

NAME 

NAME 
NAME _ 

NAME 
NAME 
NAME 
NAME 
NAME 
NAME 

TIME DEPARTURE 

RETURN 

VEHICLE ODOMETER START ___ _ 

ODOMETER END 

VAN _CAR+ __ 
OTHER _, _________ _ 

DATE ________________ ~ ________________ _ 

TRANSPORT TO STATE IISTITUT10N 

TRANSPORT TO STATE HOSPITAL 

TRANSPORT TO TI1EA TMENT FACILITY 

COURT ORDERED 
OTHER ______________ _ 

LOCATION 

FROM ______________ TO ________ _ 

FROM TO ____ _ 

FROM TO _____ _ 

FROM TO ____ _ 

FROM TO ____ _ 

FROM TO _______ _ 

FROM TO ______ _ 

FROM TO _______ __ 

FROM TO _____ _ 

FROM TO ____ _ 

FROM TO _______ _ 

MEALS $ _________ _ 

$ -----------------
$ 

CLEANLINESS GOOD FAIR POOR 

MECHANICAl 
CONDITION GOOD FAIR POOR 

• .S COST..:..- '" GALLONS PURCHASED __ + GALLONS TO FILL ON RETURN __ 
PROBLEMS ____________________________________________ ___ 
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METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

VISITOR lOG 

-

CONTACT 
DATE TIME IN TIME OUT INMATE NAME VISITOR NAME RElA TrONSHIP YES NO 

~ t--------t--------t----------t-----------------------t--------------------~--------------~~--~--~ 
I 



I • 

• 
METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

INCIDENT REPORT FORM 

INMATENAME __________________________ __ BOOKING NUMBER ___ _ 

HOUSING ASSIGNMENT ________________________ _ 

INCIDENT DATE ___ TIME __ _ 

REPORT DATE TIME __ __ 

LOCATION 

HOLDING 

BOOKING 

INTAKE SALL YPORT 

PERSONAL EFFECTS ROOM 

.30LATION 

CORRIDOR 

LIBRARY / CLASSROOM 

EXERCISE 

REPORTING EMPLOYEE _______ _ 

SUPERVISOR _____________ _ 

VISITING 

KITCHEN 

HOUSING UNIT +: 1 

" 2 .. 3 

" 4 

" 5 

OTHER 

• REASON 

• 

SUICIDAL 

VIOLENT 

ILLNESS 

ACCIDENTAL INJURY 

CAUSING A DISTURBANCE 

HARMING / THREATENING STAFF 

ARSON 

PROTECTIVE CUST(,)DY 

CONTRABAND VIOLATION 

ESCAPE ATTEMPT / RISK 

REFUSAL TO OBEY AN ORDER 

DESTRUCTION OF JAIL PROPERTY 

HARMING / THREATENING INMATE __ OTHER __________ _ 

INCIDENT DESCRIPTION (Including who was Involved, what happened, where the Incident 
occurred, what caused It, etc.) _________________________ _ 

-183-



" ,It 

RULE VIOLATION MAJOR _ MINOR _ NO_ 

IS A C. R. NEEDED? YES _ 4- NO _ 

DISCIPLINARY ACTION 

MAJOR VIOLATION 

MOVE TO ISOLATION 

MOVE TO MAXIMUM SECURITV 

MOVE TO ADMINISTRATIVE 
SEGREGATION 
MOVE TO ______ _ 

USE OF RESTRAINTS 
NONE NEEDED 

PHYSICAL 

MECHANICAL 

MINOR VIOLA nON 

NO ACTION 

VERBAL REPRIMAND 

48 HOUR LOSS OF PRIVILEGE __ _ 

24 HOUR LOCK-DOWN 

OVER 48 HOUR LOSS OF PRIVILEGE 

OTHER __________________ __ 

INJURY TO 
STAFF 

INMATE 
OTHER __________ _ 

DISCIPLINARY REVIEW BOARD REQUIRED YES _ NO -
DATE OF REVIEW BOARD ____ _ 

DATE NOTICE SERVED 

GRIEVANCE FILED YES _ NO _ 

ADDITIONAL COMMENTS _________________ _ 

ADMINISTRATIVE REVIEW AND APPROVAL 
COMPLETED BY 

CORRECTIONS OFFICER __ --.; ____________ DATE ___ _ 

SHIFT SUPERVISOR ________________ DATE ___ _ 

JAIL ADMINISTRAT9R _______________ DATE __ --

• 



1 r t ' 

• 
AGE 

18 

19 

20 

21 

22 

23 

24 

25 

26 

• 27 

28 

29 

30 

31 

32 

33 

SEX 

MALE 

• 
FEMALE 

APPENDIX F: 

METRO COUNTY SHERIFF'S DEPARTMENT 
JAil DIVISION 

INMATE INFORMATION SYSTEM MONTHLY TALLY SHEET 

34 

35 

36 

37 

38 

39 

40 

41 

42 

43 

44 

45 

46 

47 

48 

49 OR OLDER 
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APPENDIX G: 

• INMA TE PROFILE DATA COLLECTION 

INMATE NAME 
••••••••••••••••••••••••••••••••• 0 •••••• $0 •••••• 

ID#DDD LAST GRADE A TTENDEDOD 

BOOKING # DO 0 DO 0 MILITARY STATUS D 
RESIDENCY D SECURITY STA TUSD 

SEXD =====END CARD #1===== 

DATE OF BIRTHDDDDDD ID "'DOD 
RACED 

PRIORSDO 

LEGAL STATUSD 
CONVICTIONS 0 D 

HOLD TYPED 
DAYS SERVEDDDDD 

CHARGE TYPE D 
PRIOR VIOLENTD D 

CHARGE 10D • PRIOR DRUG DO 
CHARGE 200 

PRIOR ALCOHOLDD 

CHARGE3DD 
TRIAL DATEODDDDD 

CHARGE 400 DATE OF 

CHARGESDD SENTENCINGDDDDDD 

ARRESTING AGENCyD CONTINUANCES DO 
occuPAT'ONDD COURTDD 

EMPLOYMENT STATUS D JUDGEDD 

MARIT AL STATUS D 
BOOKING DATEODDDDD 

BOOKING T1MEODDD 

RELEASE DATEODDDDD 

• RELEASE TIME DODD 
R~LEASE STATUSDD 

BOND TYPE DO OVER .. 
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DOES THE SUBJECT HAVE HEALTH PROBLEMS WHICH D • REQUIRE IMMEDIATE TREATMENT? 

IS THE SUBJECT UNDER THE INFLUENCE OF DRUGS OR 0 ALCOHOL? 

DOES THE SUBJECT EXHIBIT PSYCHOLOGICAL PROBLEMS D WHICH REQUIRE IMMEDIATE TREATMENT? 

IS THE SUBJECT CURRENTLY UNDER DOCTOR'S CARE? D 
IS THE SUBJECT CURRENTLY RECEIVING PSYCHIATRIC D CARE? 

DOES THE SUBJECT HAVE A HISTORY OF ALCOHOL ABUSE? D 
DOES THE SUBJECT HAVE A HISTORY OF TREATMENT D FOR ALCOHOL ABUSE? 

iREA TMENT TYPE D 
DOES THE SUBJECT HAVE A HISTORY OF DRUG ABUSE? D -
DOES THE SUBJECT HAVE A HISTORY OF TREATMENT D • FOR DRUG ABUSE? 

TREA TMENT TYPE D 
DOES THE SUBJECT HAVE A HISTORY OF MENTAL ILLNESS? D 
DOES THE SUBJECT HAVE A HISTORY OF TREATMENT D FOR MENTAL ILLNESS? 

TREATMENT TYPE D 

• 
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HOR TO COLLECT AND ANALYZE DATA 

INMATE PROFILE CODE BOOK 

VAR I flBLE NAME: CODES: EXPLMIAT ION: 
===============================================================~===~======= 

ID 11 

BOOKING 11 

RES I DENCY 

SEX 

DIITE OF BIRTH 

RACE 

LEGAL STATUS 

HOLD TYPE 

CHARGE TYPE 

1 
2 
3 
9 

1 
2 

1 
2 
3 
4 
5 
6 

1 
2 
3 
4 

2 
3 
4 
5 
6 
7 

1 
2 
3 
4 

a three digit number asslsned to 
€!ach case on ~Ihlch data is 
collected, i.e., 001, 002, 003, 
etc. 

a six digit number assigned to eucn 
case on which data Is collected, 
I.e., 054371. 

in-county 
In-state, out of county 
out of state 
unknown 

male 
female 

a six digit number, I.e., 010141 

white 
black 
spanish-american 
american Indian 
asian 
other 

pre-tr I al 
sentenced 
hold 
weekender 

hold for other county or state 
hold for parole/probation 
hold for immigration 
hoi d for A\~OL 

felony 
misdemeanor 
traffic 
other __ _ 
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VAR I ABLE NAME CODE EXPLANATION 
=============================;====================~======================== 

CHARGE 1 - 5 

10 
11 
12 
13 
14 
15 
16 
17 
18 
19 

20 
21 
22 
23 
24 
25 
26 
27 

28 
29 

30 
31 
32 
33 
34 
35 
36 

37 
38 
39 

List each charge on which person 
was booked separately. 

OFFEt!SES AGA I NST PERSONS 

murder 
attempted murder 
mans I aughtf:r 
aggravated assault 
robbery, armed 
robbery, unarmed 
minor assault 
kidnapping 
menacing 
other offenses against persons 

OFFENSES AGAINST PROPERTY 

larceny (grand or petit) 
auto theft 
burglary (any type) 
breaking & entering 
arson 
theft (grand or petit) 
shopllfti ng 
criminel mischief, i.e. (destruc
tion of property) 
trespassing 
other offenses against property 

OFFENSES AGAINST FA~'ILY OR Cf-IlLDREtl 

non-support 
failure to provide 
desertion 
neglect 
bigamy 
adultery 
contributing to the delinquency of 
a m I nor 
violation of compulsory school law 
paternity offenses 
child beating 
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HCM TO CX>LLECT AND ANALYZE DATA 

VARIABLE NAME CODE EXPLANATION 
=========================================================================== 

40 
41 
42 
43 
44 
45 
46 
47 
49 

50 
51 
52 
53 
54 
55 
56 
57 

58 
59 

60 
61 
62 
63 
64 
65 

66 
69 

SEXUAL OFFENSES 

forcible sex acts 
unnatural sex acts 
prostitution 
Immoral ac;ts 
promiscuity 
il legal sexual relations 
pornography 
sollcltlng;panderlng 
other sexual offenses 

CR I MES OF FORGERY, FRAUD A~D 
CONSPIRACY 

forgery 
fraud 
deception/embezzlement 
uttering fraudulent instrument 
Issuin£ fraudulent Instrument 
conspiracy 
blackmail, extortion 
receiving and concealing stolen 
property 
Impersonation 
other forgery or fraud 

C R I ~'l E S 0 F W E A PO N S , D RUG SAN D 
ALCOHOL 

violation of weapons laws 
violation of liquor laws 
vIolatIon of narcotIcs laws 
violation of gambl log laws 
drunk or drInkIng 
city ordInance vIolatIons except 
disorderly conduct 
disorderly conduct 
other weapon, drug or al cohol 
offense 
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HOW TO COLLECT AND ANALYZE DATA 

V AR I AS'.E NAME CODE EXPLANATION 
=========================================================================== 

ARRESTING AGENCY 

70 
71 
72 

73 

79 

80 
81 

82 
83 
84 
85 
86 
87 
88 
89 
90 
91 
92 
93 
94 
95 
96 
97 
98 
99 

1 
2 
3 
4 
5 
6 
7 
8 
9 

TRAFFIC VIOLATIONS 

moving violation 
standing violation 
operating a moior vehicle without a 
proper license or registration 
operating a motor vehicle under the 
Influence of alcohol or drugs 
other traffic or motor vehicle law 
violations 

~H SCELLANEOUS OFFENSES 

escape from custody 
Interfering with enforcement of 
law, I.e., obstructing, resisting 
arrest 
habitual criminal 
automobIle banditry 
cruelty to anImals 
harbor!ng a fugitive 
possession of burglary tools 
v I 01 at j on of commun i ty pi acement 
FTA/bond revocations 
appeals 
writs 
temporary hoi ds 
probation/parole violation 
protective custody 

-------,------

County 
CIty of 
CIty of _______ _ 
State Patrol 
other state agency 
Federal 
other county 
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HOW TO COLLECT AND ANALYZE DATA 

VAR I ABLE NAME CODE EXPL AN~,T ION 
===============================================~=========~:==~===~========== 

OCCUPATION 01 
02 
03 
04 
05 
06 

07 
08 
09 
10 
11 
12 

EMPLOYMENT STATUS 1 
2 
3 
4 

~~AR ITAL STATUS 

BOOKING DATE 

BOOK I NG T I f~E 

RELEASE DATE 

RELEASE TIME 

RELEASE STATUS 

1 
2 
3 
4 
5 
6 

01 
02 
03 

04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 

professional, techGical 
managerial, adminlstratcr 
sales 
clerical 
cr.5ftsrer 
operato,-G, i.e.,rrach i ne operatc·rs 
and facTcry Norkers 
tr~nsportetion equipment operetors 
laDcrers, 8xcept farm 
farm labor 
serv i ce worker 
student 
no er.1p I oyment hi s1'ory 

ful I time employed 
part tirr.s er:ployed 
unemployed 
never E.'!i1P I oyec! 

iT'.arriE\d 
single 
divorced 
separated 
common - ICJw 
other 

date of CCl..ir i "9, 

time of bookinSl, 
? 1 :40 pr:1 

dcte cf rei sase, 

i • e., a 1 01 81 

i • E':. , 23~O 

;.e.,OI0281 

NOT 

time of release, i.e., 1850 tJOT 
6: 50 ?t>~ 

j a i I sentenCE:: comp I eted 
acquitted;charges dropped 
tran sferred to state or federa I 
prison 
transfsrred to probation 
transferred to parole 
bailed/bonded out 
released to other jurisdictIon 
released to mental health facil ity 
released to medical facil ity 
released to special program 
deferred sentencing or prosecutIon 
escape or wal~-away 
other 
fine paId 
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H~ TO COlLECT AND ANALYZE DATA 

V AR I ABL E NAtIrE CODE EXPLANATION 
=================================-====================================:==== 
BOND TYPE 01 person21 recognizance 

02 cash 
03 surety 
04 property 
05 10% bond 
06 PR wlcos I gner 
07 PR w/conditlons 
08 PR & surety 
09 PR & cash 
10 cash & surety 
11 PR ~. property 
12 bond reinstated 
13 --_._------------
14 ----------_.-
15 ---------
16 --------------

LAST GRADE a two digit number whlcn incicates 
the last grade completed 

~l1L ITARY STATUS 1 veteran 
2 non-veteran 

SECURITY CLASS. 1 maximum 
2 medium 
3 minimum 
8 not cpplicable 

==============================End of Card #1==:============================ 

ID II 

PRIOR 

NCON 

OAYSEN 

a three digit number assigned to 
each case on which data is 
collected, i.e., 001,002,003, 
etc. (repeat) 

a two dIgit number that indicates 
the number of prior arrests in this 
county. 

a two digit number that indicates 
the number of prior convictions i~ 
this county. 

a four digit number that Indicates 
in days, the sentenced time served 
in this jail or In the stete 
prison; 9999 indicates a life 
sentence. 
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HOW TO COLLECT AND ANALYZE DATA 

VARIABLE NAME CODE EXPLANATION 
=========================================================================== 
NVIOLENT 

NDRUG 

NALC 

TRIAL DATE 

SENTENCE DATE 

NCONTINUE 

a hlo dIgit number that Indicates 
the number of arrests for the 
following charges which hcve been 
designated as vIolent offenses: 

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

._------------- -_. 
-----_._-

--------------~------

a two digit number that indicates 
the number of arrests In this 
county jail for the following 
offenses designated as drug 
rei cted: 

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

--------------_._--
a two digit number that Indicates 
the number of arrests in this 
county jall for the fclJowlng 
offenses designated as alcohol 
related: 

----------
-----_._-----------

a six dIgit number that shows the 
date of trial, I.e., 010481. 

a six digit number that shows the 
date of sentencing, I.e., n20581. 

a two digit number that shows the 
number of conti nuances granted 
prior to trial on this charge. 
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HOW TO COLLECT AND ANALYZE DATA 

V AR I ABL E NM·iE CODE EXPLANATION 
===========================~====================~==========:====~====~===== 

COURT 

JUDGE 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 

01 
02 
03 
04 
05 
06 
07 
08 

------------------.-----
------------

---------

----------
-------.--_._----

--------_._--------_.-
---_._----

------------- ------------
THE FOLLO~/ING VARIABLES ~':AY ALL BE ANSv/ERED BY A "YE.SIII OR "NO" RESPONSE". 
FOR ALL OF THE FOLLOW lNG, 

HEAL TH PROBLEMS 

INTOXICATED? 

PSYCH PROBLEr4S 

DOCTOR'S CARE 

PSYCH CARE 

H I STORY ALCOHOL 

1 
2 

H I STORY ALCOHOL TREAn1ENT 

yes 
no 

Does the subject have heal th 
problems which require IrnmeC!late 
treatment? 

is the subject under the influence 
of drugs or alcohol? 

Does the subject exhibit 
psychological problems which 
reql!ire Immediate treatment? 

I s the subject current I y rece iv i ng 
r.1edical treatment? 

Is the subject currently receiving 
psychiatric treatment? 

Does the sub ject h ave a h I story of 
alcohol abuse? 

Does the su.?ject have a h I story of 
al cohol treijtment? 
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HOW TO COLLECT AND ANALYZE DATA 

• VARIABLE NAME CODE EXPLANATION 
=====================================================================~===== 

TREP,TMENT TYPE 1 In-patient 
2 Out-patient 
3 Alcoholics Anonymous 
4 

H I STORY DRUG Does the subject have a history of 
drug abuse? 

DRUG TREATMENT Does the subject have a history of 
treatment for drug abuse? 

TREAnlENT TYPE 1 In-patient 
2 out-patient 

~·1ENT Al PROBl HIS Does the subject have a h r story of 
meni"al II I ness? 

r1ENT Al TREATMENT Does the subject have a h I story of 
treatment for mental II I ness? 

TREAH1ENT TYPE 1 in-pat lent 
2 out-patient 

• All "8" = not applicable. 
All "9" = unknown. 

• 
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HOW TO COLLECT AND ANALYZE DATA 

SPSS I NMATE PROF I LE PROGRAr.1 DOCUMENTAT I ON 

This program is written for SPSS Version 8. (l,s SPSS is continually 
refined, there may be improvements that can be made to make this program 
more effective, simple and powerful. For exc:mple, those who have a "report 
generator" option may fine that to be useful. This program can be run on 
earl ier versions of SPSS except iQ£ ~ yarlables which compute ~ ~ 
SInce these are very important aspects of the data collection, if the SPSS 
available can not calculate the number of cays between dates, two courses 
of action are possible: 

• use c:nother algorithm to calculate this; or 
• change the data cell ection sheet, code book, and computer progrC'r.l 

so that a coders calculate the period of time in question. NOTE! 
This wil I requirs altering the remainder of the SPSS program. 

1 2 3 4 5 6 7 8 
12345678901234567890123456789012345678901234567890123456789012345678901234567890 

RUN NAME InitIal Run of Inmate Irofils Data Collection 

• 

VARIABLE LIST IDNO,BOOKNO,RES IDE,SEX,BMO,BDAY,BYEAR,RACE, LSTAT,HOLD, CHSTAT, • 
CHARGE1 , CHARGE2, CHARGE3, CHARGE4, CHARGE5, ARREST, oce, E~J1PSTAT, ~.lST}\T, 
BOOK~O,BOOKDAY ,BOOKYEAR,BOOKT I ME, RELMO, RELDAY, REL YEAR, REL T I ME, 
RELSTAT,BOND,GRADE,MILSTAT, SECURE, PRIOR, NCON,DAYSEN, NV IOLENT, 
NDRUG, NALC, TRYrilO, TRYDAY, TRYYEAR, S ENtilO, SENDAY, S ENYEAR, NeONT I NU, 
COURT, JUDGE, HEAL THP, DRUNK, PSYCHP, DOCTOR, PSYCHC, ALCH I ST, ALCTREAT, 
TREAT1 , DRUGH I ST, DRGTREAT, TREAT2, MEt\H 1ST, ~·1ENTREAT, TREAT3 

N OF CASES UNKNOWN 

INPUT MEDIUrv. CARDS 

INPUT FOR~iAT FIXED(F3.0,F6.0,2F1.0,3F2.0,4Fl.0,5F2.0,Fl.0,F2.0,2Fl.0,3F2.0, 
F4.0 ,3F2 .0, F4.0 ,3F2.0 ,2F1 • 0/3X,2F2 .0,F4.0, 18F2.0, 14F1 .0) 

~11 SS I NG VALUES IDNO TO TREAT3(BLANK) 

Cor~PUTE CCHARGEl =CHARGEl 

Cor·1PUTE CCHARGE2=CHARGE2 

Cor~PUTE CCHARGE3=CHARGE3 

COMPUTE CCHARGE4=CHARGE4 

COMPUTE CCHARGE5=CHARGE5 

COMPUTE JBOOK=YRMODA (BOOKYEAR, BOOK~10, BOOKDAY) • 
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COMPUTE JREL=YR~'ODA (REL YEAR, REU-1O, F1ELDAY) 

CQf·1PUTE 

CQf4PUTE 

CDr4PUTE 

COMPUTE 

COMPUTE 

COMPUTE 

COMPUTE 

COMPUTE 

COf4PUTE 

COMPUTE 

COMPUTE 

CO~lPUTE 

RECODE 

VAR LABELS 

JAILDAYS=JREL-J800K 

REBKTY I ~1E=BOOKT I ~,IE 

RERET I ~IE=REL T I ~iE 

JA I LHOURS=RERET I ~iE-REBKT I ME 

JBIRTH(~~D,BDAY,BYEAR) 

AGE=(JBOOK-JBIRTH)/365 

REAGE=AGE 

JTRIAL=YR~110DA(TRYYEAR, TRY~10, TRYDAY) 

J SENT=YRr,lODA (SENYEAR, SENr-1O, S ENDAY) 

TIMETRY=JTRIAL-JBOOK 

TIMEPSI=JSENT-JTRIAL 

REJLDAYS=JAILDAYS 

CCHARGEl TO CCHARGE5 (10 THRU 19=1)(20 THRU 29=2)(30 THRU 39=3) 
(40 THRU 49=4) (50 THRU 59=5) (60 THRU 69=6) (70 TdRU 79=7> 
(80 THRU HI=8)/RE8L<TlfvE,RERETIME (0000 THRU 0059 =1) 
(0100 THRU 0159=2)(0200 THRU 0259=3)(0300 THRU 0359=4) 
(0400 THRU 0459=5)(0500 THRU 0559=6)(0600 THRU 0659=7) 
(0700 THRU 0759=8)(0800 THRU 0859=9)(0900 THRU 0959=10) 
(1000 THRU 1059=1 i )( 11 00 THRU 1159=12) (1200 THRU 1259=13) 
(1300 THRU 1359=14)(1400 THRU 1459=15)(150C THRU 1559=16) 
(1600 THRU 1659=17)(1700 THRU 1759=18)(1800 THRU 1859=19) 
(1900 THRU 1959=20)(2000 THRU 2059=21)(2100 THRU 2159=22) 
(2200 THRU 2259=23)(2300 THRU 2359=24)/REAGE(LO THRU 17.99=1) 
(18 THRU 21.99=2)(22 THRU 24.99=3)(25 THRU 27.99=4) 
(28 THRU 29~99=5) (30 THRU 34.99=6) (35 THRU 39.99=7) 
(40 THRU 44.99=8)(45 THRU 49.99=9)(50 THRU HI=10)/REJLDAYS 
(8 THRU 30=8)(31 THRU 60=9)(61 THRU 90=10)(91 THRU 120=11) 
(1 21 THRU HI =1 2) / 

IDNO, I DENT I F I CAT I ON NW.£ER/SOOKNO, BOOK I NG NUMBER/RES I DE, RES I DENT 
STATUS/ JB IRTH,BIRTHDATE/BMO,BIRTH r,10NTH/BDAY,B IRTH DAY /BYEAR, 
BIRTH YEAR/LSTAT, LEGAL STATI.lS/HOLD, HOLD TYPE/CHSTAT, CHARGE 
STATUS/CHARGE1,FIRST CHARGE/CHARGE2,SECOND CHARGE/CHARGE3,THIRD 
CHARGE/CHARGE4, FOURTH CHARGE/CHARGE5, FI FTH CHARGE/OCC,.oCCUPAT ION/ 
ARREST, ARREST I NG AGENCY /EMPSTAT, Er4PLOn1ENT STATUS/MSTAT, MAR ITAL 
STATllS/JBOOK,BOOKING DATE/BOOKMO,tJONTH OF BOOKING/BOOKDAY, DAY OF 
BOOK I NG/BOOKYEAR, YEAR OF BOOK I NG/BOOKT I ME, T I 14E OF BOOK I NG/ JREL, 
RELEASE DATE/REUilO, ~1ONTH OF RELEASE/RELDAY, DAY OF RELEASE, REL YEAR 
YEAR OF \:~ELEASE/RELSTAT,RELEASE STATUS/RELTIr4E, TI ~11E OF RELEASE/ 

-199-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 



1 • 

H~ TO COLLECT AND ANALYZE DATA 

123 4 5 6 7 8 
12345678901234567890123456789012345678901234567890 123456789012345678901234567890 

BOND, TYPE OF 8otm/~IILSTAT,~1IL ITARY STATl!S/GRADE,LAST GRADE 
ATTENDED/SECURE, SECUR ITY CLASS I F I CAT ION/HEAL THP, I Mr-£D I ATE 
HEAL TH PROBLE~1S/CRUNf:, DEUC-AL COHOL II\FLUENCE/PSYCHP, I W,iEC I ATE 
PSYCH I P,TR I C TREAT1vIEt.JT /DOCTCR, Ij~JDER DOCTORS CARE/PSYCHC, CURRENT 
PSYCHIATRIC TREf,TtlENT/ALCf-JIST,f-dSTC'RY OF ALCOHOL ABUSE/ALCTREAT, 
HISTORY OF P,LCOHOL Tr(EATi·,IEtH/TP.EAT1 ,TREATrvlENT TYPE/DRUGHIST, 
HI~TORY OF DRUG A6LJSUDRGTP.EAT,HISTORY OF DRUG TREAnlEtH/TREAT2, 
TREAH'H.JT TYPE/~'.WHIST, HISTORY OF r·jENTAL ILLNESS/MENTREAT, 
H I STORY OF t'IEt·:T J\L TREAn-IENT /TREAT3, TREAH1ENT TYPE/CCHARGE1, FIRST 
CHARGE/CCH,A,RGE2, SECOtiD Cf-JARGE/CCHARGE3, TI-li RD CHAPGE/CCHAPGE4, 
FOURTH CHARGE/CCHAPGE5, F I FTHCHARGE/RE8KT I r,~t ,GROUPEC BOOf< I tJG T I t·iEI 
RERET I I.IE, GROUPED PEL EP,SE T I ~/.EI JA I L HOURS, HOURS IN JA I L/REAGE, 
GROUPED AGE/PE.JL DAYS, GROUPED JA I L DAYS/PR lOR, PR I OR ARRE.STS/NCO~I~ 
NUr'BER OF CONVICTICNS/DAYSEN,SENTENCED TltvlE/NVIOLan,NUM8ER OF 
V I OL ENT OFFENSES/N[;RUG, Nur·1BEF<: OF DRUG OFFENSES/NALC, NUMBEf-< OF 
ALCOHOL OFFENSES/TRYr,10,~x)NTH OF TRIAL/TRYDAY,DAY CF TRIAL! 
TRYYEAR, YEAR OF TRIAL/SENrAO,rlCt'-'TH OF SENTENCE/SENDAY,[jAY OF 
SENTENCE/SENYEAR, YEAR OF SENTENCE/NCONT I NU, NW£ER OF 
CONTI~iUANCES/COURT, TRIAL COURT/JUDGE, TRIAL JUDGE/JTRIAL, TRIAL 
DATE/ JSENT, SENTENCI NG DATE/T I rvETRY, T I tvlE FROr~ 800K I NG TO TP I ALI 
T U·1EPS I, T i r·IE FRor·1 TR I AL TO S ENTENC lNG/ 

VALUE LABELS RES I DE (1) I N-COUtJTY (2) I N-STATE, NON-COUNTY (3)OUT OF STATE/SEX 
(1 H·1ALE (2 )FEr-1ALE/RACE (1 )WH ITE (2) BLACI< (3) SPAN ISH AMEf\ I CAN 
(4)NATIVE ArvERICAN (5)AS IAN (6)0TI-lER/LSTAT (1 )PRETRIAL (2) 
SENTENCED (3)HOLC/HOLD (1 )OTHER COUNTY OR STATE (2)PAROLE OR 
PROBATION (3) Irvl~IIGRATION (4)AvIOL (5)JUVENILE PROBATION (6)STATE 
PRISON (7)PROTECrIVE CUSTODY (8) ______ (9)__ /CHSTAT 
(1)FELONY (2H"ISDErvlEANOR (3)TRAFFIC (4)JUVENILE (5)OTHER/CHARGEl 
TO CHARGE5 (10H},URDER (11)ATTEr-1PTED ~lURDER (12)tvIANSLAUGHTER 
(13) AGGRAVATED ASSAULT (14) ROBBERY, ARMED (15) ROBBERY, UNARrJ.ED 
(16)MINOR ASSAULT (17)KIDNAPPING (18)MENACING (19)OTHER OFFENSES 
AGAINST PERSONS (20)LAF\CENY,GRAND OR PETIT (21 )AUTO THEFT 
(22)BURGLARY, ANY TYPE (23)BREAK I tJG AND ENTEb.1 NG (24 )ARSO~I 
(25 )THEFT, GRAND OR PET IT (26) SHOPL I FT I NG (27) CR I tv'l NAL ~11 SCH I EF 
(28)TRESPASSING (29)OTHER OFFENSES AGAINST PROPERTY 
(30)NON-SUPPORT (31)FAILlJRE TO PROVIDE (3,2)DESERTION (33HlEGLECT 
(34)8IGAMY (35)ADULTERY (36)CONTRIBUTING TO THE DELI~~UENCY OF A 
r~INOR (37)VIOLATION OF cor~PULSORY SCHOOL LAW (38)PATERNITY 
OFFENSES (39)CHILD BEATING (40)FORCIBLE SEX ACTS (41)UNNATURAL 
SEX ACTS (42)PROSTITUTION (43)1~1I'1ORAL ACTS (44)PROr'1l~CUITY 
(45)1LLEGAL SEXUAL REU\TIONS (L16)PORNOGRAPHY (47)SOLICITING, 
PANDERII\G (4e)OTI-lER SEX OFFENSES (50)FORGERY (51 )FRAUD 
(52) DECEPT ION, EM8EZZL [I·IENT (53) UTTER I NG A FRAUDUL ENT I tJSTRUtvlENT 
(54)ISSUING A FR,A,UDULENT II\!STRUMENT (55)CONSPIRACY (56)8LACKMAIL, 
EXTORTION (57)RECEIVING AND COt~CEALING STOLEN PROPERTY 
(58)lrvIPERSONATION (59)CTI-lER FORGERY OR FRAUD (60)VICLATION OF 
WEAPONS LAviS (61)VIOLATION OF LIQUOR LAI'/S (62)VIOLATION OF 
NARCOTICS LAViS (63)VIOLATION OF GMELIf\G LAwS (64)DRUNI< OR 
DRINKING (65)CITY ORDINANCE VIOLATIONS EXCEPT DISORDERLY CONDUCT 
(66)DISORDERLY CONDUCT (69)0T1-1ER WEAPON,DRUG OR ALCOHOL OFFENSE 
(70H~OVING VIOLATION (71)STANCING VIOLATION (72)OPERATltJG A 
~IOTOR VEHICLE WITHOUT LICENCE OR REGISTRATION (73)CPERP,TING A 
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~/OTOR VEHICLE UNDER THE INFLUENCE (79)OTHER TRAFFIC OR r-1C'TOR 
VEHICLE LAW VIOLATION (SO)ESCAPE (81)JNTERFERING I'IITH ENFORCEMENT 
OF THE LAI'I (82HfABITUAL CF<IMINAL (B3)AUTOI'108ILE BANDITRY 
(84)CRUELTY TO MIIMALS (85)HARBORING 1\ FUGITIVE (66)POSSESSION 
OF BURGLARY TOOLS (87)VIOLATION OF COf\lt1UNITY PLACD'IENT (86)FTA, 
BOND REVOCATION (89)APPEALS (90)\l/RITS (91 )TEMPORARY HOLDS 
(92)PROBATION PAFWLE VIOLATION (93)PROTECTIVE CUSTODY 
(94)CONTa'iPT OF COURT (95) ILLEGAL AL lEN (96) ILLEGAL INTERSTATE 
TRANSPORTATION (97) ______ (98) _____ (99) ____ / 
ARREST(l)COUNTY (2)CITY OF (3)CITY OF 
(4)STATE PATHOL (5)OTHER STATE AGENCY (E)FEDERAL -(--"-OT-HER-COUNTY/ 
(lce (01) PROFESS IONAL, TECHN I CAL (02H'lANAGER I AL, ADM I N I STRAT I VE 
(03)SALES (04)CLERI CAL (Q5)CRAFTsr·1E~J (06)OPERATORS 
(07)TRANSPORTATION OPERATORS (08)LABORERS (09)FARIJ, LABORERS 
(10)SERVICE WORKER (l1)STUDENT (12)NEVER WORKED/H,IPSTAT 
(1)EMPLOYED FULLTIME (2)EMPLOYED PARTIME (3)UNEMPLOYEO (4)NEVER 
WORKEC/~1STAT (1) MARR I ED (2) SINGLE (3) DIVORCED (4) SEPARATED 
(5)COMtION-LAW (6)OTHER/RELSTAT (01 ) SENTENCED SERVED 
(Q2)ACQUITTED,CHARGES DROPPED (03)TRANSFER TO STATE DOC 
(04)PROBATION (05)PAROLED (06)60NDED OUT (07)TRANSFER TO OTHER 
JURISDICTION (08)TRANSFEP TO /·1ENTAL HEALTH (09)TRANSFER TO 
MEDICAL (10)TRANSFER TO SPECIAL PRCGRM" (It>DEFERRED SENTENCE 
(12)ESCAPE,WALK-AWAY (13)OTHER/ElOND (Ol)PR (02)CASH (03)SURETY 
(04)PROPERTY (05)10% (06)PR & COSIGNER (07)PR & CONDITIONS (08)PR 
& SURETY (09)PR & CASH (10)CASH & SURETY (11)PR & PROPERTY 
(12) BOND RE I NSTATED/M I LSTAT (1) VETERAN (2HION-VETERAN/SECURE 
(lnlAXI~,lU~i (2)MEDIUM (3H1INlr·1UM (4)WORK RELEASE/HEALTHP TO 
ALCHIST,DRUGHIST TO DRGTREAT,Iv'ENHIST,Iv'ENTREAT (l)YES (2HJO/ 
TREAT1,TREAT2,TREAT3 (l)1/I.J-PATIENT (2)OUT-PATIENT (3)P,A (4)OTHER/ 
CCHARGEl TO Ca-tARGE5 (1 )OFFENSES AGAINST PERSONS (2)OFFENSES 
AGAINST PROPERTY (3)OFFENSES AGAINST FM·lILY AND CHILDREN (4)SEX 
OFFENSES (5)FORGERY,FRAUD OFFENSES (6H'/EAPONS,DRUG & ALCOHOL 
OFFENSES (7)TRAFFIC OFFENSES (B)MISCELLANE0US OFFENSES/REAGE 
(1)UNDER 18 (2)18 THRU 21 (3)22 THRU 24 (4)25 THRU 27 (5)28 
THRU 29 (6)30 THRU 34 (7)35 THRU 39 (8)40 THRU 44 (9)45 THRU 49 
(10)50 & ABOVE/REJLDAYS (1)1 DAY (2)2 DAYS (3)3 DAYS (4)4 DAYS 
(5)5 DAYS (6)6 DAYS (7)7 DAYS (8)1 WEEK-l ~10NTH (9)1-2 t,101\THS 
(10)2-3 ~"'ONTHS (11)3-4 ~·~NTJ-lS (12)4 rlONTHS OR mRE/REBKTH~f, 
RERETIME (lH1IDNIGHT-1M·1 (2)1A1·1-2AM (3)2At"'-3A~1 (4)3At·1-4Ml 
(5)L1A~l-5M1 (6)5Ar'i-6N; (7) 6 AIvl-7M1 (8)7AM-8Ar-: (9)8M'l-9AM 
(10)9ArI.-10AM (11)10Ar~-11AM (12)11At·l-NOON (13)NOON-1PM 
(14) 1 PM-2PI·1 (15) 2P~1-3P~1 (16) 3PI·1-4P~1 (17) 4P~"'-5PM (18) 5P~.1-6pr,1 
( 19) 6Pt4-7PM (20 )7prH3PIl (21) 8prA-9P~1 (22) 9pr·1-1 OPM (23) 1 OPM-I1 P~'1 
(24)11PM-MIC'NIGHT/ 

ASSIGN ~nSSING CCHARGEl TO CCHARGE5,JBOOK TO REJLDP,YS(BLANK) 

FREQUENCI ES 

STAT ISTICS 

READ INPUT DATP, 

GENERAL=RESIDE,SEX,P.EAGE,RACE TO CHSTAT,ARREST TO r"'STA.T,REElKTt~E, 
RERET I ME, RELSTAT TO SECURE, J[A I LD,A,YS, PEJLDP,YS,ElOOKt,10, REL~10 

ALL 
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FREQUENCIES GENERAL=GRADE,AGE,JAILDAYS 

OPTIONS 7 

STAT I ST I CS AU 

CROSSTP.BS TABLES=CHSTAT BY LSTAT, SEX, RACE, ARREST, OCC, EMPSTAT, ~1ST,A.T, RELSTJlT, 
BOND/RELSTAT BY EMPSTAT,tvlSTAT,SEX,RACE/BOND BY SEX,RACt',EI.jPSTAT/ 
REAGE BY L STAT, CHSTAT, SEX, RACE, ARREST, EMPSTAT, r,lST.AT, RELSTflT, BOND 

STATISTICS ALL 

MULTRESPONSE GROUPS=CHARGE CHARGE ON ARREST (CHARGEl TO CHARGE5(10,99» 
CCAHRGE GROUPED ARREST CHARGE (CCHARGE1 TO CCHARGE5(1 ,9»/ 
VARIABLES=RESIDE(l,3)SEX(1,2)RACE(1,6)LSTAT(1,3)HOLD(1,7) 
CHSTAT(l ,4)ARREST(l, 7)OCC(01, 12)Ef'.-lPSTAT(1 ,4)I'-lSTAT(1 ,6) 
RELSTAT(01,13)BONDC01,16)GRADE(O,22)MILSTATC1,2)SECURE(1,3) 
REJLDAYSCO,l 0) /FREQUENC I ES=CHARGE CCHARGE/TABL ES=CCHARGE BY SEX 
RES IDE RACE LSTAT HOLD CHSTAT ARREST OCC EMPSTAT tvlSTAT RELSTAT 
BOND REJLDAYS 

FINISH 
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1 tIt APPENDIX H: 

OVERCROWDING MODIFICATION 

INMA TE PROFILE DATA COLLECTION • INMATE NAME _____________ _ 
• • • • • • • ~ • • • • • • • • • • • • 0 • • • • • • • • • 9 • • • • • • • 0 • • • • • • • • • 

'D#DDD BOND TYPE DO 
BOOKING#DDDDDD BOND AMOUNTDDDDD 

RESIDENCY D COURT CASE #00-

SEXD DDDDD 
DATE OF BIRTHODDDDD ATTORNEVD 

RACED ====END CARD #1==== 

LEGAL ST A TUSD CARD +0 
HOLD TYPED ID#.DDD 

CHARGE TYPE 0 INITIAL COURT 
APPEARANCEDDDDDD 

CHARGE 10D 

• CHARGE 200 JUDGED 

CHARGE 3DD lAST PRE-TRIAL 
APPEARANCEc=x=JDDc=JD 

ARRESTING AGENCyD TRIAL STARTDDDDDD 

OCCUPATIOND D TRIAL ENOODDDDD 

EMPLOYMENT STATUS D DATE OF 

FTAO 
SENTENC'NGDDDDDD 

MILITARY STATUS D JUDGED ps'D 

SENTENCED,D,D,D 
BOOKING DATEODDDDD 

LENGTH OF JAIL 

BOOKING T1MEODDD SENTENCE DO/DO 
ORIGINAL BOND SETDDDDD SUSPENDED 

JAIL TIME DO/DO 
SECURITY STATUSD 

POST-CONVICTION RELIEFO 

• RELEASE DATEODDDDO FINAL PLEA IN COURTD 

RELEASE TI~EDDDD CONTINUANCES DO 
RELEASE STATUSDD 
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PR'ORSDD 
CONVICTIONS D D 
PRIOR VIOLENTD D 
PRIOR FELONIESDD 

PRIOR ALCOHOLDD 

PRIOR DRUG DO 
DiD THE INMATE HAVE ANY SIGNS OF TRAUMA OR ILLNESS 
REQUIRING EMERGENCY CARE? 

DID THE INMATE APPEAR TO BE UNDER THE INFLUENCE 
OF DRUGS OR ALCOHOL? 

WERE THERE ANY SIGNS OF ALCOHOL OR DRUG 
WITH ORA W AL? 

DID BEHAVIOR SUGGEST RISK OF SUICIDE? 

DID BEHAVIOR SUGGEST RISK OF ASSAULT TO STAFF 
OR OTHER INMATES? 

WAS THE INMATE UNDER MEDICATION? 

HAD THE INMATE RECENTLY BEEN HOSPITALIZED OR 

D 

D 

D 
o 
D 
D 

RECENTLY SEEN A MEDICAL OR PSYCHIATRIC DOCTOR D 
FOR ANY ILLNESS? 

" 
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HOW TO COLLECT AND ANALYZE DATA 

INMATE PROFILE DATA COLLECTION 

(OVERCROWDING MODIFICATION) 

CODES: EXPLANATION: 
=========================================================================== 
ID II 

BOOKING II 

RESIDENCY 

SEX 

DATE OF BIRTH 

RACE 

LEGAL STATUS 
(at booking) 

HOLD TYPE 

CHARGE TYPE 

1 
2 
3 
9 

1 
2 

1 
2 
3 
4 
5 
6 
9 

1 
2 
3 
4 

1 
2 

3 
4 
5 
6 
7 
8 

1 
2 

4 

a four dIgIt number assIgned to each case cn 
whIch data is collected, i.e., 0001, 0002, 
0003, etc. 

a four digit number assigned to each case on 
which data is ccllected, I.e., 4371. 

in-county 
In-state, out of county 
out of state 
unknown 

male 
farnal e 

a six digit number, i.e., 010141 

white 
black 
span I sh-amer i can 
american indian 
asIan 
other 
unknown 

pre-trial 
sentenced 
hold 
weekender 

hold for other county or state 
hold for parole/probatIon (both state and 
federa I ) 
hold for immigration 
hoi d for AWOL 
hold for US Marshal 
bench warrant 

not applicable 

felony 
mIsdemeanor 
traff I c 
other 
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V AR I ABL E NII,~1E CODE EXPLANAT ION 
=======================~=======:============================================ 

CHARGE 1 - 5 List each charge on which person was booked 
separately. 

OFFENSES AGAINST PERSONS 

010 murder 
011 attempted murder 
012 manslaughter 
013 aggravated assault 
014 robbery, armed 
015 robbery, unarmed 
016 minor assault 
017 kidnapping 
018 menacing 
019 other offenses against persons 

020 
021 
022 
023 
024 
025 
026 
027 

028 
029 

OFFENSES AGP\ I NST PROPERTY 

larceny (grand or petit) 
auto theft 
burglary (any type) 
breaking & entering 
arson 
theft (grand or petit) 
shopl iftlng 
cr 1m I na I m I sch I ef, I.e. (destr uct I on of pro
perty) 
trespassing 
other offenses against property 

OFFENSES AGA I NST FA~lI L Y OR CH I LOREN 

030 non-support 
031 failure to provide 
032 desertion 
033 neglect 
034 bigamy 
035 adultery 
036 contributing to the delinquency of a minor 
037 violation of compulsory school law 
038 paternity offenses 
039 child beating 
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VAR I ABLE NAME COIJE EXPLANATION 
=========================================;=========~======================= 

SEXUAL OFFENSES 

041) forc I b I e sex acts 
04; unnatural sex acts 
04;~ prostl tut i on 
045 Immoral acts 
04~ promiscuity 
04i II legal sexual relations 
046 pornography 
047 sollcltlng;pandering 
049 other sexual offenses 

0.50 
05-
052 
053 
054 
05~i 
051. 
05"' 
05d 
05') 

06() 
06 
06;! 
06:) 
06·~ 
065 

061; 
06Cj 

CRI MES OF FOF.!GERY, FRAUD AND CONSPIRACY 

forgery 
fraud 
deception/embezzlement 
uttering fraudulent Instrument 
issuing fraudulent instrument 
conspiracy 
blackmal!, extortion 
receiving and conceal ing stolen property 
impersonat I on 
other forgery or fraud 

CR I MES OF WEAPONS, DRUGS AND ALCOHOL 

violatIon of weapons laws 
violation of liquor laws 
violation of narcotics laws 
violatIon of gambi Ing laws 
drunk or drinking 
city ordinance violations except disorderly 
conduct 
disorderly conduct 
other weapon, drug or alcohol offense 

TRAFFIC VIOLATIONS 

070 moving violation 
071 standing violation 
07;~ oper at T ng a motor veh 1 c lew I th out a proper 

I icense or registration 
07:; operating a motor vehicle under the Influence 

of alcohol or drugs 
07~1 other traffic or motor vehicle law violations 
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V AR I ABL E NM-1E CODE EXPLANATION 
======================:=========~~======================~====:===~========= 

ARRESTING AGENCY 

OCCUPAT ION 

080 
Oel 

082 
083 
084 
085 
086 
087 
088 
089 
090 
091 
092 
093 
094 
095 
096 
097 
098 
099 
888 

01 
02 
03 
04 
05 
06 
07 
08 
09 
99 

Cl 
02 
03 
04 
05 
06 

07 
08 
09 
10 
11 
12 
99 

tIl SCELLANEOUS OFFENSES 

escape from custody 
interfering Vi ith enforcement of I aw, i.e., 
obstructing, resisting arrest 
habitual criminal 
autcmobile band j try 
cruelty to animals 
~arboring a fugitive 
possession of burglary tools 
violation of community placement 
FTA/bond revocations 
e.ppeals 
wr its 
temporary hoi ds 
probation/parole violation 
protective custody 
fe'ilure to comply with court order 
ether 

.--------------------------
._----------------

not apo I I cab Ie 

County 
City of ________ _ 
City of __________ _ 
State Patrol 
other state agency 
Federal 
other county 
federal agency 
other 
unknown 

professional, technical 
managerial, administrator 
sales 
clerical 
craftsmen 
operators, I.e.,machlne operators and factory 
workers 
transportation equipment operators 
laborers, except farm 
farm labor 
service worker 
student 
no employment history 
unknown 
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HOW TO COLLECT AND ANALYZE DATA 

VAR I ABLE NAME CODE EXPLANATION 
=::=======================:::=============================================='::.=== 
EtlPLOY~IENT STATUS 1 

2 
3 
4 
5 
9 

FTA 

~IIL ITARY STATUS 1 
2 
3 
4 

BOOKING DATE 

BOOKING TIME 

ORIGINAL BOND SET 

SECUR ITY CLASS. 1 
2 
3 
8 

RELEASE DATE 

RELEASE TI~IE 

RELEASE STATUS 01 
02 
03 
04 
0:-
Oc: 
07 

08 
09 
10 
11 
12 
13 
14 
15 

ful I time employed 
part time employed 
unemployed 
never employed 
retired 
unknown 

a one digIt # that records the number of FTAs 
on th I s offense 

active duty 
veteran 
non-veteran 
unknown 

dcte of bookIng, l.e.,010181 

time of booking, i.e., 2340 NOT 11:40 P~! 

a five digit number designating the amount of 
bond set at the tlmne of booking/maxlmun 
amount of bond on the bond schedule 

All "0" = not eligible for bond 

maximum 
medIum 
minimum 
not cppl iCdble 

date (If rei ease, l.e.,010281 

tl me of rei ease, I.e., t 850 NOT 6:50 P~l 

jail sentence completed 
acqultted;charges dropped 
transferred to state or federal prison 
transferred to probation 
transferred to parole 
bailed/bonded out 
released to other jurisdiction with warrant 
or hold 
released to mental health facility 
released to medical facility 
released to special program 
deferred sentencing or prosecution 
escape or walk-away 
other 
fine paid 
weekender 
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V AR I ABL E NAr·1E CODE EXPLANATION 
=======================~=======================================~=======;=~~ 

BOND TYPE 

BOND AMOUNT 

COURT CASE 1/ 

ATTORNEY 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
e8 

1 
2 
3 
4 
8 
9 

personcl recognizance 
cash 
surety 
property 
10% bond 
PR w/coslgner 
PR w/condltlons 
PR & surety 
PR & cash 
cash & surety 
PR & property 
bond reinstated 

.-.. _-_._---------
not ~ppl Icable 

actua I amount of bond posted at time of 
release (amount pale at time of release or 
cash value of property or surety) 

AI I "0" = not applicable 

a seven dig I t n umber ass I gned by the court; 
if 21's appear for same arresttlme, take last 
I. 

AI I "8" = not applicable. 
All "9" = unknown. 

private 
sel f/waived 
pub I I c defender 
appointed private 
not applicable 
unknown 

==============================End of Card #1============~================== 

CARD I 

INITIAL COURT 
APPEARANCE 

Card 2 

a four dIgIt number assigned to each case on 
which data Is collected, I.e., 0001, 0002, 
0003, etc. (repeat) 

sIx digit number indicating the date of the 
first court appearance, j. e., 102561 

AI I "8" = not applicable 
All "9" = unknown 
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HOW TO COLLECT AND ANALYZE DATA 

V AR I ABL E NAME CODE EXPLANATION 
===============~========================================:=============:==== 

JUDGE 

LAST PRE-TRIAL 
APPEARANCE 

TRIAL START DATE 

TRIAL END DATE 

PRE-SENTENCE 
I NVESTIGAT IQt~ 

SENTENCING DATE 

JUDGE (AT 
SENTENCING) 

PS I 

SENTENCE 

1 
2 
3 
4 
5 
6 
7 
8 
9 

1 
2 
8 
9 

1 
2 
3 
4 
5 
6 
7 
8 
9 

1 
2 

o 
1 
2 
3 
4 
5 
6 
7 
8 
9 

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

--_._------_.-
-------------------------,-----

-------- -------
not applicable 
unknown 

six digit number Indicating the date of the 
last court appearance before trial 

All "8" = not applicable 
All "9" = unknown 

six digit number indicating the date the 
trial started, i.e., 063082 

six digit number indicating the date the 
trial ended, i.e., 071382 

yes 
no 
not a p p I I ca b I e 
unknown 

a six digit number designating the date of 
sentencing 

------._------------

------------------
not appl icable 
unknown 

yes 
no 

I I cense suspended/surrendered 
prison 
ja i I 
probation 
fine 
restitution 
publ Ie service/community service 
no I ike violation for one year 
not appl Icabl e 
unknown 
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V AR I ABL E NM1E CODE EXPLANATION 
===================================================================~=:=:=== 

LENGTH OF JAIL 
SENTENCE 

POST CONVICTION 
RELIEF 

1 
2 
3 
4 
5 
6 
8 
9 

FINAL DISPOSITION 1 
2 
3 
4 
5 
8 
9 

NCONTINUE 

PRIOR ARRESTS 

CONVICTIONS 

NViOLENT 

NFELONY 

NALC 

NDRUG 

months/days, I.e., 06/00 

All "8" = not applicabl €i 

A I I "9" = unknown 

appealed conviction overturned 
appealed conviction upheld 
sentence modified 
pardo:'1Bd 
crodit for pre-trial time served 
credit for treatment time 
not appl Icalbe 
unknown 

gu i I ty 
not gu i I ty 
not guilty by reason of insanity 
guilty of lesser charge 
dismissed/dropped 
not applicable 
unknown 

a two digit number that indicates the number 
of continuances in this case. 

a two digit number that indicates the number 
of prior arrests In this county. 

a twc digit number that Indicates the number 
of prior convictions in this county. 

a two digit number that indicates the number 
of arrests for charges which have been desig
nated as violent offenses. 

a two digit number that Indicates the number 
of arrests for felony charges. 

a two digit number that Indicates the number 
of arrests In th is county jail for offenses 
des I gnated as al cohol rei ated. 

a two digit number that indicates the number 
of arrests In th I s county ja II for offenses 
designated as drug related. 

THE FOLLOWING VARIABLES MAY ALL BE ANSWEHED BY A "YESI1 OR "NO" RESPONSE. 
FOR ALL OF THE FOLLOWING, 

1 
2 
9 

yes 
no 
unknown 
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UNDERINF 

WITHDRAW 

SU I CI DE 

ASSAULT 

~lEDICATE 

RETREAT 

• 

• 

HCM TO COLLECT AND ANAl YZE DATA 

Old the Inmate have any signs of trauma or 
Illness requiring emergency care? 

Old the Inmate appear to be under the 
Influence of drugs or alcohol? 

\~ ere the res I g n s 0 f a I co hoi 0 r d rug 
with dr aw a I ? 

Old behavior suggest the risk of suicide? 

Old behavior suggest the risk of assault to 
staff or other Inmates? 

Was +he Inmate under medication? 

Had the Inmate recently been hospItal ized or 
recently seen a medical or psychiatric doctor 
for any Illness? 
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INCIDENT DATA COLLECTION MATERIALS 
METRO COUNTY SHERIFF'S DEPARTMENT 

JAIL DIVISION 

INCIDENT REPORT FORM 

INMATE NAME BOOKING NUMBER __ _ 

HOUSING ASSIGNMENT _____________________ _ 

INCIDENT DATE ___ TIME __ _ 

REPOR"r tlA l"E TIME __ _ 

lOCA'rlO~' 

HOU)UNG 

BOOKING 

INTAKE SALL YPORT 

PERSONAL EFFECTS ROOM 

ISOLATION 

CORRIDOR 

LIBRARY / CLASSROOM 

EXERCISE 

REASON 

SUICIDAL 

VIOLENT 

ILLNESS 

ACCIDENTAL INJURY 

CAUSING A DISTURBANCE 

HARMING / THREATENING STAFF 

REPORTING EMPLOYEE _______ _ 

SUPERVISOR ____________ _ 

VISITING 

KITCHEN 

HOUSING UNIT +: 1 

" 2 .. 
" .. 

3 

4 

5 
OTHER __________ _ 

ARSON 

PROTECTIVE CUSTODY 

CONTRABAND VIOLATION 

ESCAPE ATTEMPT / RISK 

REFUSAL TO OBEY AN ORDER 

DESTRUCTION OF JAil PROPERTY 

HARMING / THREATENING INMATE __ OTHER __________ _ 

INCIDENT DESCRIPTION (Including who was Involved, what happened, where the Incident 

occurred, what caused It, etc.) ___________________ _ 
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RULE VIOLATION MAJOR _ MINOR _ NO __ 

IS A C. R. NEeDED? YES _ ". ________ NO_ 

DiSCIPLINARY ACTION 

MAJOR VIOLATION 

MOVE TO ISOLA TRON 

MOVE TO MAXIMUM SECURITY 

MOVE TO ADMINISTRATIVE 
SEGREGATION 
MOVE TO ______ _ 

USE OF RESTRAINTS 
NONE NEEDED 

_ PHYSICAL 

_ MECHANICAL 

MINOR VIOLATION 

NO ACTION 

VERBAL REPRIMAND 

48 HOUR LOSS OF PRIVILEGE __ _ 

24 HOUR LOCK-DOWN 

OVER 48 HOUR LOSS OF PRIVILEGE 

OTHER _________ _ 

INJURY TO 
STAFF 

INMATE 
OTHER _________ _ 

DISCIPLINARY REVIEW BOARD REQUIRED YES _ NO -

DATE OF REVIEW BOARD ____ _ 

DATE NOTICE SERVED 

GRIEVANCE FILED YES _ NO _ 

ADDITIONAL COMMENTS _________________ _ 

ADMINISTRATIVE REVIEW AND APPROVAL 

COMPLETED BY 

CORRECTIONS OFFICER _______________ DATE ___ _ 

SHIFT SUPERVISOR ________________ DATE ___ _ 

JAIL ADMINISTRATQR _______________ DATE ___ _ 
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VARIABLE CODE 

HOW TO COLLECT AND ANALYZE DATA 

INCIDENT REPORT CODE BOOK 

EXPLANATION 
=====================================================================:===== 
BOOK I NG I/: 

HOUS I NG ASS I GW·1ENT 11 
12 

LOCATION OF 
INCIDENT 

REASON 

RULE VIOLATION 

CR REQUIRED 

13 
14 
15 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
88 
99 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
88 
99 

1 
2 
3 

1 
2 

The six digit number which was assigned to 
the Inmate during the booking process. 

Housing Unit #1 (maximum security) 
Housing Unit #2 (medium security) 
Housing Unit #3 (minimum security) 
Housing Unit #4 (work release) 
Housing Unit '5 (women's unit) 

Holding 
Booking 
Intake sal Iyport 
Personal effects room 
Isolation 
Corridor 
Library/classromm 
Exercise 
Visiting 
Kitchen 
Housing Unit #1 (maxImum security) 
Housing Unit 12 (medium security) 
Housing Unit #3 (minimum security) 
Housing Unit #4 (work release) 
Housing Unit #5 (women's unit) 
Other 
Not app II cab Ie 
Unknown 

Suicidal 
Violent 
III ness 
Acc I dental Injury 
Causing a disturbance 
Harming/threatening staff 
Harming/threatening Inmate 
Arson 
Protective custody 
Contraband violation 
Escape attempt/risk 
Refusal to obey an order 
Destruction of Jail property 
Other 
Not appl icable 
Unknown 

Major 
~11 nor 
No 

Yes 
No 
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VARIABLE CODE EXPLANATION 
=======================================================================~=== 

MAJOR 
VIOLATION 

~lINOR 
VIOLATION 

1 
2 
3 
4 
8 
9 

1 
2 
3 
4 
5 
6 
8 
9 

PRIV ILEGE 1 
2 
3 
4 
5 
6 
7 
8 
9 

USE OF RESTRAINTS 1 
2 
3 
8 
9 

INJURY TO 

REVIEW BOARD 

DATE OF REVIEW 

DATE NOTICE SERVED 

GRIEVANCE 

2 
3 
8 
9 

2 
8 
9 

Move to Isolation 
r-1ove to max I mum secur I ty 
Move to administrative segregation 
Move to other 
Not applicable 
Unknown 

No action 
Verbal reprl~and 
48 hour less of privilege 
24 hour lock-down 
Over 48 hour loss of privilege 
Other 
Not applicable 
Unknown 

Contact visitation 
Exercise 
Library 
Program participation 
Television 
Non-attorney telephone 
Other 
Not appllcabl e 
Unknown 

None needed 
Physical 
Mechan r cal 
Not applIcable 
Unknown 

Staff 
Inmate 
Other 
Not app II cab Ie 
Unknown 

Yes 
No 
Not applIcable 
Unknown 

A six digit number which documents the date 
of the revIew board hearing. 

A six digit number whIch docum·.9nts the date 
on which the Inmate was served notice of the 
review board. 

Yes 
2 No 
8 Not applicable 
9 Unknown 
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METRO COUNTY SHERIFF'S ::JEPARTMENT 
JAIL DIVISION 

• 

• 

TRANSPORT LOG FORM 

OFFICER 
NAME ______________________ __ o. T. / COMP 

o. T. / COMP 

o. T. / COMP 

YES __ NO __ 

YES_ NO __ 

YES_ NO __ 

NAME _____________________ __ 

NAME ______________________ _ 

REASON 

EMERGENCY ROOM TREATMENT 

SCHEDULED MEDICAL A~INTMENT 

COURT APPEARANCE 

WARRANT PlCK-uP 

RETURN TO OTHER JURISDICTION 

PRISONER 

NAME ____________________ __ 

NAME _____________________ _ 

NAME ______________________ __ 

NAME ______________________ _ 
NAME ______________________ _ 

NAME ______________________ _ 

NAME _____ ~ ___________ __ 
NAME ______________________ ~ 

NAME ______________________ ~ 
NAME ___ ~ ________________ __ 

NAME _____________________ _ 

TIME DEPARTURE 

RETURN 

VEHICLE ODOMETER START ___ _ 

ODOMETER END 

_ VAN _ CAR + __ 
_ OTHER __________ _ 

DATE ________________________ _ 

TRANSPORT TO STATE 1NS11TU11ON 

TRANSPORT TO STATE HOSPITAL 

TRANSPORT TO TREATMENT FACnJTY 

COURT ORDERED 
OlllER _____________ _ 

LOCATION 

FROM _______ TO-_____ _ 

FROM TO ______ _ 

FROM TO 
FROM TO _____ _ 

FROM TO ____ __ 

FROM TO _____ _ 

FROM TO ______ __ 

FROM TO _______ __ 
FROM TO _______ __ 
FROM TO ____ _ 

FROM TO ____ _ 

MEALS $ _______________ __ 

$ 

$ 

CLEANLINESS GOOD FAIR POOR 

MECHANICAL 
CONDITION GOOD FAIR POOR 

GAS COST_+ GALLONS PURCHASED __ + GALLONS TO FILL ON RETURN __ _ 4t PROBLEMS ______________________________________________ __ 
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V AR I ABL E NAt4E CODE 

HOW TO 09LLECT AND ANALYZE DATA 

TRANSPORT LOG CODE BOOK 

EXPLANATION 
========================================================:======~=========== 

OT/COMP 

REASON 

LOCATION 

1 
2 
8 
9 

01 
02 

03 
04 

05 

06 

07 
08 

09 
10 
88 
99 

01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 

50 
51 
52 
53 
54 

Yes 
No 
Not a p p I I ca b I e 
Unknown 

Emergency room treatment 
Scheduled medical, dental or other treatment 
appointment 
Court cppearance outside of Justice Center 
Pick-up In another jurisdiction on Metro 
County warrant 
Return fr'"lm ~·1etro County to another jurisdic
tion on their warrant 
Transport to State Department of Corrections 
Institution 
Transport to state Hospital 
Transport to treatment facility, including 
hal fway house 
Court ordered 
Other 
Not applicable 
Unknown 

Hosp I tal 
Doctor's offIce 
Dentist's office 
Psychiatrist's office 
Mental health clln)c 
Public health department 
Other health related transport 
State prison 
State reformatory 
State hospital 
Veteran's hospItal 
Hal fway house 
Other treatment placement 
County #1 
County #2 
County #3 
County #4 
County #5 
County #6 
etc. 
elv II Court 
01 str I ct Court 
County Court 
Juven II e Court 
~1unlclpal ('..curt 
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VARIABLE NAME CODE EXPLANATION 
=========================================================================== 

DEPARTURE TIME 

RETURN TIME 

MEALS 

ODm-1ETER START 

ODOrlETER END 

TYPE 

CAR NW·1BER 

CLEANL I NESS 

MECHAN I CAL 
CONDITION 

GAS COST 

# GALLONS 

# GALLONS TO FILL 

55 Other court 
88 Not applicable 
98 Your county Jail 
99 Unknown 

1 
2 
3 
8 
9 

3 
2 
1 

3 
2 
1 

A four digit number on the 24 hour clock that 
designates the tIme officers left the Jailor. 
the transport. 

A four digit number on the 24 hour clock that 
designates the time offIcers returned to the 
Jail from the transport. 

A three digit number that indicates in dol
lars and cents the amount of money spent for 
food during the transport. 

A sIx digit number thct records the odometer 
reading on the vehicle at departure. 

A six digit number thct records the odometer 
reading on the vehicle on return from the 
transport. 

Van 
Car 
Other 
Not cppllcable 
Unknown 

A two digit number that documents the fleet 
vehicle number of the car used on the 
transport. 

Good 
Fair 
Poor 

Good 
Fair 
Poor 

A four digIt number that documents the amount 
of money In dol lars and cents spent to 
purchase gasoline on the transport. 

A three digit number that documents the 
number of gallons of gasol I ne that were 
purchased on the transport. 

A three digit number that records the number 
of gal Ions of gasoline that were required to 
refuel on return from the transport. 
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HOW TO OO~LECT AND ANALYZE DATA 
APPENDIX K: 

TABLES FOR DETERMINING SAMPLE SIZE 

This sectIon is reprinted from Statistical ,S.g.m~1 ing ljethods .iQ.r: 
Correctional Planners, by Edward Lakner, prepared at the National 
Clearinghouse for Criminal Justice Planning and Architecture and publ ished 
by the University of III inols at Urbana-Champaign, in 1976, pp. 68-71. 

In this section, tables are presented of the sample sizes needed to esti
mate proportions In selected populations at the 95 and 99 percent confi
dence levels, with allowable errors of + & - 2,3, and 5%. By Interpolatlno 
between the marginal values of the table (the expected rate of occurrence 
and the size of the population), approximate intermediate sample sizes may 
be found. Exact sample sizes for proportions and population sizes not 
listed In the tables can be found by the solutIon of Formulas (5.2) cnd 
(5.3). [These are listed in the text of th I s Manua I.J 

EXPECTED RATE OF OCCURRENCE IN THE POPULAT ION 
**************************************************************** 

POPULAT I ON SIZE 

5% 10% 20% 30% 40% 
or or 
95% 90% 

or 
80% 

or 
70% 

or 
60% 50% 

================================================================ 
500 239 316 377 400 410 413 

1 ,000 314 464 606 669 697 706 
1,500 350 549 758 859 907 922 
2,000 372 604 869 1,004 1,071 1,091 
2,500 386 642 952 1,117 1,200 1,225 

10,000 436 796 1 ,332 1,678 1,873 1,936 
50,000 452 850 1 ,491 1,939 2,203 2,291 

100,000+ 456 863 1,532 2,009 2,294 2,390 
**************************************************************** 

TABLE 34: SM1PLE SIZE fOR RELIABILITY OF + - 2% AT THE 95% CONFIDENCE LEVEL 

EXPECTED RATE OF OCCURRENCE IN THE POPULATION 
**************************************************************** 

5% 10% 20% 30% 40% 
or or or or or 

POPULATION SIZE 95% 90% 80% 70% 60% 50% 
================================================================ 

500 1.44 217 288 320 336 340 
1,000 169 278 406 473 506 551 
1,500 179 306 470 561 609 624 
2,000 184 322 509 619 678 696 
2,500 188 333 537 660 727 748 

10,000 199 370 639 823 929 964 
50,000 202 381 674 881 1,004 1,045 

100,000+ 203 384 682 895 1,023 1,065 
**************************************************************** 

TABLE 35: SA~1PLE SIZE FOR RELIABILITY OF + - 3% AT THE 95% CONFIDENCE LEVEL 
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EXPECTED R.ATE OF OCCURRENCE IN THE POPULATION 
**************************************************************** 

POPULATION SIZE 

5% 10% 20% 30% 40% 
or or 
95% 90% 

or 
80% 

or 
70% 

or 
60% 50% 

===~============================================================ 

500 64 10e. 165 196 213 217 
1,000 68 121 198 244 262 278 
1 ,500 70 126 211 269 297 306 
2,000 70 130 219 278 312 322 
2,500 71 131 224 286 322 333 

10,000 72 136 240 313 356 370 
50,000 72 137 245 432 367 381 

100,000+ 73 138 246 322 369 384 
**************************************************************** 

TABLE 36: SAMPLE SIZE FOR RELIABILITY OF + - 5% AT THE 95% CONFIDENCE L~VEL 

EXPECTED RATE OF OCCURRENCE I N THE POPULAT ION 
**************************************************************** 

5% 10% 20% 30% 40% 
or or or or or 

POPULATION SIZE 95% 90% 80% 70% 60% 50% 
========================:======================================= 

500 305 374 420 437 444 446 
1,000 441 598 725 776 798 804 
1,500 517 748 957 1,047 1,087 1,099 
2,000 565 855 1,138 1,267 1,328 1,346 
2,500 599 935 1,284 1 ,451 1 ,531 1 ,901 

10,000 731 1,299 2,098 2,5843 2,848 2,932 
50,000 776 1,450 2,520 3,257 3,688 3,830 

100,000+ 787 1,489 2,640 3,460 3,950 4,113 
**************************************************************** 

TABLE 37: SM·iPLE SIZE FOR RELIABILITY OF + - 2% AT THE 95% CONFIDENCE LEVEL 

EXPECTED RATE OF OCCURRENCE IN THE POPULATION 
**************************************************************** 

5% 10% 20% 30% 40% 
or or or or or 

POPULAT ION SIZE 95% 90% 80% 70% 60% 50% 
================================================================ 

500 206 285 351 378 390 393 
1,000 260 399 541 607 638 647 
1,500 284 460 661 761 788 826 
2,000 298 498 742 873 939 959 
2,500 307 414 801 955 1,036 1 ,061 

10,000 338 662 1,055 1,341 1,504 1,556 
50,000 348 655 1 ,152 1,502 1,709 1,778 

100,000+ 350 663 1,177 1,544 1,763 1,836 
**************************************************************** 

TABLE 38: SM1PLE SIZE FOR RELI AB ILITY OF + - 3% AT THE 95% CONFI DENCE LEVEL 
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HOW TO ~LECT AND ANALYZE DATA 

EXPECTED RATE OF OCCURRENCE IN THE POPULATION 
*************if************************************************** 

POPULATION SIZE 

5% 10% 20% 30% 40% 
or 
95% 

or 
90% 

or 
80% 

or 
70% 

or 
60% 50% 

================================================================ 
500 101 162 230 263 280 285 

1,000 112 194 298 358 389 399 
1,500 116 207 331 407 447 460 
2,000 119 214 350 436 483 498 
2,500 120 219 363 457 508 525 

10,000 124 234 407 528 599 622 
50,000 125 239 421 551 629 655 

100,000+ 126 240 424 557 636 663 
**************************************************************** 

TABLE 39: SAMPLE SIZE FOR RELIABILITY OF + - 5% AT THE 95% CONFIDENCE LEVEL 
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APPENDIX L: 

SIMPLE RANDOM SAMPLING 

ThIs Appendix is taken dIrectly from Practical Research; PlannIng ~ 
Design, by Paul D. Leedy, publ ished by Mac~illan Publishers, 1974, pp. 93-
99. simple random sampling theory and practIce is described In considerable 
deta II. 

TYPES, ME1l-IODS AND PROCEDURES OF SAMPLING 

One basic rule holds whenever a researcher Is considering methodology 
In relation to data - It matters not whether this methodology concerns 
sampl lng, a statistical procedure, or any other type of operation, and that 
one basic rule Is: .L.o.Qk carefully ,gj: .±.h.e [lature. lli characteristics . .:!:.he. 
Qua I I ty .!ll ~ dat~ After th e researcher sees th Is c I ear I y, he ca n th en 
more Intel I Igently select the proper methodology for the treatment of those 
data. 

The composition of the sample Is derived by selecting the sample units 
from those of a much larger population. In survey studies the manner in 
which the sample units are selected Is very Important. Generally, the 
components of the sample are chosen from the population universe by a 
process known as randomization. Such a sample ls a ra[ldom sample. The two 
el ements that are more important than any others In survey research are 
randomization and bias. We shall discuss randomization here .... 

Random Izat Ion means 5e I act I ng .a ..o..act .Qf lli 1iJlQ.~ popu I at 1.Qll l.n .sJJ.C.h .a 
~ .:l:.1lirt .±.h.e c h a r acte r I st I c s ..Qf ~ .Q.f .±.h.e .!.Illl..b. .Q.f .±.h.e .s amp I e a p p [QX I mate 
~ broad characterIstics Inherent in ~ total ~pulatlo[l. Let's explain 
that. I have a beaker which contains 100 cc. of water. I have In another 
container a concentrated sol utlon of 10 cc. of acId. I combine the water 
and the acid In proportions of 10 to 1. After thoroughly mixing the water 
and the acid, I should be able to extract 1 cc. from ~ part of the 
sol utlon and find In that 1-cc. sample a mixture of water and acid In 
preCisely a 10;1 proportion. Just so, If we have a conglomerate population 
with var I ab I es such as differences of race, wea I th ,education, and other 
factors, and li 1 ~.a perfectly ~ected random sample (a situation 
which Is more theoretical than practlca!), I will find In the sample those 
same characteristics of race, wealth, education, and so forth that exist In 
the larger population universe. 

A sample Is no more representative of the total population, therefore, 
than the validity of the method of randomization employed In selecting It. 
There are, of course, many methods of random se I ect Ion. We sha I I look at 
merely a few of the more common ones. 

• I 

• 

• • 

I.h.e Roulette Wheel Method. If the population Is small -- fifty to 
seventy-five individuals -- each individual may be assigned a number In 
some orderly sequence: alphabetically by surname, by birth date (youngest 
to oldest or the reverse), by the respectIve weight of each Individual, or • 
by any other systematl c arrangement. Correspond I ng numbers are on a rou-
lette wheel. A spin of the wheel and its fcrtuitous stopping at a partlcu-
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lar number selects the Indlvldaul assigned to that number as a unit of the 
sample. The process of spinning the wheel and selecting the sample unit 
goes on until all the Individuals needed to compose the sample have been 
chosen. 

~ Lottery MethQd. In the lottery method the population again Is 
arranged sequentIally and assigned a numerIcal IdentifIcatIon. Correspond
ing numbers are marked on separate tabs and put into a revolving drum or 
closed contaIner. The nllmbers are tossed so that they are thoroughly Inter
mixed. Then one tab bearing a number Is selected from the total number of 
tabs In the container without the selector seeing the pool. The number Is 
recot- ded and ±.b..e .±.a.b. J~ .±.tw.n tossed ~ .In.±,Q .±..llil ll.b. poo I... Th is I san 
Important feature of the lottery method. It ensures that every individual 
has the same chance of being chosen as every other IndIvIdual. If, for 
example, we are selecting fifty units out of a population of 100 and we do 
not cast each tab back after It has been sel ected, we w ill have an ever
diminishing population from which to make the choices. And whereas the 
first choice would have one In 100 chances of being selected, the last unit 
chosen wOl'ld have one In fifty chances of being selectee! or, in other 
words, his chances of being selected would be twice as great as those of 
the first Individual. 

In the event of the same number beIng drawn twIce, the second drawing 
Is ignored; the number 15 returned to the pool; the entire mass of numbers 
Is tumbled agaIn, and another drawIng is made. Drawing and tumblIng go on 
until fifty tabs have been selected purely by chance • 

~ Tgble Qf RandQID Numbers MethQd. The table of random numbers method 
Is perhaps the most frequently used method for the random selection of a 
sample. Following Is a part of a table of random numbers. We may employ 
this table In any manner In which we choose t6 use It. Generally the 
researcher enters the table according to some predetermined method. 

Entrance Into the table may, in fact, be accompl ished in many ways. 
One fUndarr,dntal prIncIple must be kept in mind, however: ~ purpose.llf 
randQm~ il j:Q perm It b I I nd .dl~ .:tQ determ I ne ~ Qutcom~ .llf .t.b.e 
selectIon process iQ ~ ~ ~ degree ~ possible. Hence, in determining a 
starti ng poi nt for the sel ection of random numbers, chance must be given 
free rei gn. 

Consider the fol lowing tables of random numbers (Tables 40-43). C~n
slderlng the second table <Table 41) as a continuation of the first table 
(Table 40), and counting from left to right, there are five blocks of 
random numbers in the horizontal arrangement. Vertically there are ten 
blocks f rom top to bottom of th e ta b I e • 
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TABLE 40 • Table of Random Numbers (I) 

0347437386 369647 3661 4698 63 71 62 3326 168045 60 11 14 1095 
977424 67 62 42 81 14 57 20 42 53 32 37 32 27 07 3607 51 24 51 798973 
16766227 66 56502671 07 3290797853 1355385859 8897 54 14 10 
1256859926 9696 68 27 31 050372 93 15 57 12 10 14 21 88264981 76 
5559563564 3854 82 46 22 31 624309 90 0618443253 238301 3030 

162277 94 39 4954 43 54 82 1737932378 87 35209643 84263491 64 
84 42 175331 5724 550688 77 04 74 47 67 21 7633 50 25 8392120676 
6301 637859 16955567 19 98 105071 75 1286735807 4439523879 
33 21 12 34 29 7864 560782 5242074438 1551 00 1342 9966027954 
57 60 86 32 44 09 47 27 96 54 49 17 4609 62 9052847727 0802734328 

18 18 07 92 46 44 17 165809 79 83 86 19 62 0676 50 03 10 552364 05 05 
266238 97 75 84 16074499 8311 463224 20 148588 45 1093728871 
2342405474 8297 77 77 81 07 45 32 14 oa 329894 07 72 938579 1075 
623628 1995 50 922611 97 00 56 76 31 38 8022025353 8660420453 
378594 35 12 8339 50 08 30 4234079688 5442068798 3585294839 

7029 17 12 13 4033203826 138951 0374 1776371304 QY74'V 1930 
5662 183735 968350 8775 97 12259347 7033240354 9777 4644 eo 
9949572277 8842954572 1664 36 1600 04 43 18 66 79 9477 242190 
1608 1504 72 3327 1434 09 455934 68 49 1272073445 9927729514 
31 16933243 50 27 89 87 19 2015370049 5285666044 3868 B8 11 80 

68 34 30 1370 5574307740 44227884 26 0433460952 68 07 97 06 57 
74 57 25 65 76 5929976860 71 91 38 67 54 1358 182476 1554559552 
2742378653 48 'i5 90 65 72 9657693610 9646924245 9760490491 
00 39 68 29 61 6637322030 77 84 57 03 29 1045660426 1104966724 411 
29949894 24 68 49691082 537591 9330 34 25205727 4048 73 51 92 

1690 82 66 59 836264 11 12 67 1900 71 74 604721 2968 0202370331 • 11 27947506 0609 19 74 66 0294 37 34 02 767090 30 86 384594 30 38 
3524101620 33 32 51 2638 7978450491 16925356 16 0275509598 
38 23 168638 42389701 50 87 75 6681 41 4001 7491 62 485154 0832 
31 962591 47 9644334913 3486825391 00 52 43 48 85 2755268962 

66674067 14 84 05 71 9586 11 056509 68 7683 20 37 90 5716001166 
1490 84 45 11 7573880590 5227 41 1486 2298 1222 os 07 52 74 95 80 
68 O' 51 1800 3396 02 75 19 07 60 62 9355 5933824390 4937384459 
2046787390 97 51 40 14 02 04 02 33 3108 3954 164936 4795931330 
54 1958 97 79 1506 159320 01 90 107506 4078788962 0267741733 

0526937060 223586 15 13 920351 5977 5956780683 5291057074 
07 97 10 88 23 0998429964 61 71 6299 15 0651 29 1693 580577 09 51 
68 71 866585 54 87 6647 54 733208 11 12 44959263 16 2956242948 
269961 6553 5837788070 42 10 50 67 42 32 17558574 944467 1694 
1465526875 8759362241 2678630655 1308270150 1529393943 

1753775871 71 41 61 50 72 1241 949626 4495273699 0296743083 
90265921 19 23522333 12 969302 1839 0702 183607 2599327023 
41 23525599 31 04 49 69 96 1047484588 13 41 4389 20 97 17 14 49 17 
60 20 50 81 69 31 99 73 68 68 3581 330376 2430124860 1899 1072 34 
91 25380590 94582841 36 4537590309 90 35 57 29 12 8262546560 

34 50 577437 9880330091 0977 931982 7494 8004 04 450731 6649 
852204 39 43 7381 539479 3362468628 08 31 54 46 31 5394 1338 47 
09 791377 48 7382972221 050327 24 83 728944 05 60 35803994 sa 
88 75 80 18 14 2295754249 3932 82 22 49 0248077037 1604 61 6787 
90 96 23 70 00 3900 03 06 90 5585783836 9437306932 908900 76 33 

From Ronald A. Fisher and Frank Yate~, Statistical Tables for Biological, Agricultural, and 
Medical Research (New York: Hafner, 1963). 
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TABLE 41 
Table of Random Numbers (II) • 5374 239967 61 32286984 94 62 67 86 24 9833411995 4753533809 

6338 068654 9900 65 26 94 09 82 90 23 07 7962678060 7591 1281 19 
3530582146 0672 17 1094 25 21 31 75 96 492824 00 49 5565797807 
6343368269 6551 183788 61 3844 1245 3292858865 ti4 34 818535 
9825375526 01 91 8281 46 7471 129497 240271 3707 03 92 18 66 75 

026321 1769 71 50 BO 89 56 38 1570 11 48 4340458698 00 1:32691 03 
64 55222182 4822280600 61 54 134391 8278122329 066624 12 27 
8507 26 1389 01 10 07 82 04 5963693603 69 1 I 158380 132954 1928 
58 54 1624 15 51 54 44 82 00 6261 6504 69 38 18 65 18 97 8572 134921 
34 85 27 84 87 61 4864 5626 90 1848 1326 37 70 1542 57 6565803907 

03 92 18 27 46 57 99 16 96 56 303372 85 22 84 64 38 56 98 9901309864 
6295302759 377541 6648 86978061 45 23530401 63 4576086427 
os 45 931522 60 21 754691 9877 27 85 42 2888 61 08 84 6962 03 4273 
07 os 55 1840 ~5 44 75 13 90 24 94 96 61 02 57 55 6683 15 73 42 37 11 61 
01 85 89 95 66 51 10 19 34 88 1584 97 19 75 12 76 39 43 78 64 6391 08 25 

72 84 71 1435 19 tt 58 49 26 50 11 17 17 76 8631 572018 9560 78 46 75 
88 78 281684 13 52 53 94 53 75456930 !:i6 7389657031 99 17 43 48 76 
45 17 75 65 57 2840 19 72 12 25 12 74 75 57 60 4060 81 19 24 52 01 61 15 
967528 1254 22 01 11 94 25 71 96 15 1588 68 6436 74 45 1959508892 
4331 577230 2402940853 38323665 02 6935382539 480345 1522 

5044 6644 21 6505580562 68 1554 35 02 4235489632 14 5241 5248 
2266221586 26637541 99 5842367224 5837 52 18 51 0337 1839 11 
96 24 40 14 51 23 22 3088 57 95 57 47 29 83 94 69 400507 18 163678 86 
31 7391 61 19 60 20 72 93 48 9857072369 6595396958 5680301944 
7860 73 99 84 438994 3645 5669470741 9022 91 07 12 783534 08 72 

84 37 90 61 56 7010239805 8511 34 7560 7548453460 0164 183996 • 35 67 1008 23 9893350886 99 29 75 29 81 3334 91 58 93 53 14 52 32 52 
0728590748 8964 58 89 75 8385522789 30 14785627 86635980 02 
1015838750 79 24 31 6656 21 48 24 06 93 91 98940549 0147593800 
551968 9765 037352 1656 00 53 55 90 27 3342293887 2213 B8 83 34 

5381 29 1339 35 01 20 71 34 623374 B2 14 5373190903 5654 29 5693 
5186326892 33 98 74 66 99 40 14 71 94 58 4594 19 38 81 14449981 07 
35 91 70 29 13 800354 07 27 9694783266 5095527433 138055 62 54 
3771 6795 13 2002449594 64 85 04 05 72 01 329076 14 5389746041 
9366138327 927964 64 72 2854 965384 48 14 52 98 94 5607938930 

02 96 08 4565 1305004184 930754 72 59 21 455709 77 1948552744 
4983434835 8288 33 69 96 72 3604 1996 47 45 15 18 60 8211 08 9597 
84 60 71 6246 408081 3037 34 39 23 05 38 25 15 35 71 30 88 125721 77 
18 17 3088 71 4491 14 88 47 8923306315 5634 2047 B9 9982932498 
7969 1061 78 71 32 76 95 62 8700225862 92 54 01 75 25 4311719931 

7593355783 5620 14 82 11 74 21 97 90 65 964268 63 86 7454 132694 
38 30 92 29 03 06 28 81 3938 62250684 63 61 29089367 04 32 92 08 09 
512950 1034 31 57759580 51 97 02 7477 7615484944 18 !i5 63 77 09 
21 31 38 86 24 3779388624 37 79 81 53 74 7324 161033 7047145436 
29 01238788 5802393767 42 10 14 2092 1655234245 54 96 li9 1 1 06 

Directions: Having enumerated the population (in whatever order they happen to be listed) 
(say, N = 582), select at random any three columns (so as to allow for all cases); say, Columns 
6, 7, and 8. Reading from page I, individuals No. 373, 467, 227, 599 ••• would be part of 
the sample; 635 would be ignored since no one was assigned that number. The process would 
be continued-going on to the next page or any other 3·digit block-until the required sample 
size h2t! been obtained. 

\ -
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In a reductIon of the first table (Table 42), for illustrative pur
poses, we have numbered the horizontal blocks cs 1,2,3,4,5: and these 
blocks from top downward from 1 to O. The table, therefore looks I Ike this: 

Table of Random Numbers (I) 

CD CD CD CD CD 
03 47 43 73 86 36 96 47 36 61 4698 63 71 62 3326 1680 45 60 11 14 1095 Q) 97 74 24 67 62 42 81 14 57 20 42 53 32 37 32 27 07 3607 51 24 51 79 89 73 1 1676622766 56 50 26 7t 07 32 90 79 78 53 1355385859 88 97 54 f( 10 
12 56 85 99 26 969668 27 31 0503729315 57 12 10 14 21 88 26 49 81 76 
5559563564 38 54 82 46 22 3162430990 06 1844 32 53 238301 30 30 

162277 94 39 49 54 43 54 82 17 37 93 23 78 8735209643 842634 91 64 084 4217 5331 57 24 5506 80 77 [)( 74 47 67 21 763350 25 8392 1206 76 2 63 01 63 78 59 1695 55 6719 9810507175 12 86 73 58 07 44 3iI52 38 79 
33 21 12 34 29 78 64 56 07 82 5242074438 1551 00 13 42 89 66 02 7954 
5760 86 32 44 09 47 27 96 54 49 17 4609 62 90 52 84 77 27 08 02 734328 

18 18079246 4417165809 798386 19 62 06 76 50 03 10 552364 05 05 
026 62 38 97 75 8416074499 83 11 46 32 24 20 14 85 98 45 1093728871 3 23 42 40 64 74 8297 77 77 81 07 45 32 1408 3298940772 93 85 79 10 75 

623628 1995 50 92 26 11 97 00 56 76 31 3B 8022025353 8660 42 04 53 
378594 35 12 8339 50 08 30 4234 07 96 88 54 42 05 87 98 35 85 29 48 39 

7028 17 12 13 4033 20 38 26 138951 0374 17 76 37 13 [)( 07 74 21 1930 CD 56 62 18 37 35 96 83 50 8775 9712259347 70 33 24 03 >4 91 77 46 4~ .80 
4 89 49 57 22 77 88 42 95 45 72 1664 36 1600 0443 18 66 19 94 77 24 21 90 

16081504 72 33 27 14 34 09 455934 68 49 1212 01 34 45 89 21 72 95 1~ 
3116933243 50 27 89 87 19 20 153700 49 5285666044 38 68 88 11 80 

68 34 30 13 70 557430 77 40 44 22 78 84 26 [)( 334609 52 68 07 97 06 51 ® 74 57 25 65 18 5929 97 68 60 71 91 3B 61 54 1358 182476 1554 55 95 52 
5 27 42 37 86 53 485590 65 72 9657 69 36 10 964692 42 45 9760 49 04 91 

00 39 68 29 61 66 3732 20 30 77 84 570329 104566 [)( 26 11 [)( 96 67 24 
29 94 989424 68 49 60 1082 537591 9330 34 25 20 57 27 40487351 92 

1690 82 66 59 83 62 64 11 12 67 1900 71 74 60 47 21 29 68 0202370331 CD 11 21 94 7506 06 09 19 74 66 0294 37 34 02 767090 30 86 38 45 9430 38 
6 3524101620 3332 51 2638 7978450491 1692535616 02 75 ~J 95 98 

38 23 168638 4238 9701 50 8715668141 4001 74 91 62 4851840832 
31 962591 47 9644 33 49 13 34 86 82 53 91 00 52 43 48 85 27 55 26 69 62 

66 67 4067 14 64 05 11 9586 1105650968 7683203790 57 1600 11 66 (J) 1490 84 4511 757388 05 90 5227 41 1486 2298122208 0752749580 7 6805511800 33950275 19 07 60 62 93 55 5933824390 493738 44 59 
2046787390 9751 40 1402 04 02 33 31 08 39 54 164936 4795931330 
64 1958 97 79 1506159320 0190 107506 4078788962 02 67 74 17 33 

05 26937060 2235851513 920351 5977 5956780683 52 91 05 70 74 CD 07 97 10 88 23 09 98 42 89 64 61 71 6299 15 0651 29 1693 58 05 77 09 51 
8 68 71 86 85 85 54 87 66 4154 73 32 08 11 12 44959263 16 29 56 24 29 48 

2699 6161>53 58 37 78 80 70 42 1050 67 42 32 17 55 85 74 94 44 67 1694 
1465526875 875936 22 41 26786306 55 1308 2701 50 152939 39 43 

17 53 77 58 71 7141615072 1241949626 4495273699 0295743083 
090 26 59 21 19 23522333 12 969302 1839 07 n 183607 25 99 32 10 23 

9 41 23 52 55 99 31 04 49 69 96 1041484568 1341438920 9717144917 
6020508169 31 99 73 68 68 3581 33 OJ 76 2430 124860 1899 10 72 34 
91 25380590 94 58284136 4537590309 90 35 57 29 12 82 62 54 65 60 

34 50 57 74 37 9680330091 09 77 93 1982 7494 80 04 04 450731 66 49 CD 85 22 04 39 43 7381 53 94 79 33 62 46 86 28 OS 31 54 46 31 5394133847 
O. 09 79 13 77 48 7382972221 05 03 27 24 83 72 89 44 05 60 3580 39 94 68 

88 75801814 22 95 75 42 49 39 32 82 22 49 02 48 01 10 37 1604 61 67 87 
90 96 23 70 00 390003 06 90 55 85 78 38 36 94 37 30 60 32 90 89 00 7633 

From Ron,ld A. Fi&lwf ,nd F,."k Ylles. St~r'rttc'" T~1n lor BioIOfJic". A"iculrufll. Md 
M«fICM R_ INow YOI~: Halnlf. 19631. 

TABLE 42 

The horizontal and vertical number of the columns alves us locatlonal 
designations for determining Intersecting axes and, thu;, a starting point 
within the table. To determine the point of axial intersection and to get a 
starting point, you might engage In anyone of several fortuitous activi
ties. The purpose of any of these Is to select two digits purely by chance. 
Here are some suggestions. 
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~ ~ lelephone d[rectQr~. Open Q telephone clrectory ot random. Take 
the last two dIgIts of the fIrst number in the first column on either the 
left-hand or right-hand page. Let the first digit of those chosen be the 
deSignatIng digit of the horizontal column of the table of random numbers; 
the second digit w III, then, Indicate thE: number of the vertlccl col umn. 
The Intersect[on of the two columns w[11 Ind[cate the block where you will 
begin within the table to select your random numbers., either in an upward 
or In a downward successIon along the vertical column • 

.tiQ1.e~ vehicle registration .ta..g...Step outside 2nd observe the first 
vehicle which passes. Note the last (or first) two digits of the reglstra
t[on tag. The first dlg:t will give you the horizontal column designation; 
the second digit, the vertical column. Where they Intersect is your place 
of beginning within the table. 

iQQk ~ ~ dol lar ~ Note the first two digits of the serial number 
In the lower left- or upper right-hand corner to determine the axial loca
tions. 

~ ~ ~ Quo±at~ Take any newspaper and' turn to the stock 
quotation page. Take the tlr~t letter of your surname. The first stock 
wh I ch beg Ins with that letter w" I be your predeterm I ned stock; note Its 
quatatlon for high and low. Disregard the fractional quotations. Take the 
fIrst two d[glts In either the high or low quatat[on column; or [f only one 
digit appears In each column, take the two d[glts together. 

HavIng arrived at the d[g[tal block locat[on, the next step Is to 
determine the size of the proposed sample. If It Is to be less than 100 
Individuals, we shall select only two-digit numbers; If It [s to be less 
than 1,000, we shal I need three digits to accommodate the sample size. 

Let us go back to the tota I popu I atl on for a moment and cons I der the 
total group from which the sample Is to be drawn. It will be necessary to 
designate these individuals In some specific manner. It Is, therefore, 
advantageous to arrange the Individual s within the population In some 
systematic order (alphabetically, for example, by surname) and assign to 
each a serial number for Identlflcalton purposes. 

Now we are ready for the random selection. We shall start with the 
upper left-hand digits in the designated block and work first downward In 
the column; If there are not enough digits for the total sample demand In 
that direction, we will return '~o the starting digits and proceed upward. 
Having exhausted all fifty digits In anyone column, move to the adjoining 
col umns and proceed as before until the sampl e requirement Is f Illen. As 
each digit desl gnatl on comes up, se! ect the I nd iv I dual I n the popul atl on 
who has been asslged that random number. Keep so selecting until the entire 
sampl e total is reached. 

The fol lowing Illustration recapitulates what we have been describing. 
We have pulled a dollar bIll from our wallet and note that the first two 
digits are 4 and 5. These we shal I use In locating the beginning block from 
which we wll I select the first random number for the sample. For purposes 
of IllustratIon, we shall assume that the total population consists of 
ninety Individuals from which we shall select a sample group of fort~ We 
will need random numbers of two digits each. 
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43) , 
the 
cal 

Here again is a reduction of the first table of random numbers (Table 
from which we have extracted the beginning block of digits which is at 

Intersection of the fourth horizontal block column and the fifth verti
block col umn: 

~.eglnnlng now in the upper left-hand corner of the designated block, 
and remembering that there are only ninety individuals Ir. the total popula
tion, we see that by going down the two leftmost columns of digits in the 
block we w III choose from the total population individual number 4, and 
Individual number 13. The next two digits --96-- do not apply, because 
there are only ninety Individuals in the population, and so we will Ignore 
this number. Our next choices will be 10, 34, 60, 76,16,40, and again we 
wll I ignore the 00 as wei I as the next number, 76 (the first set of digits 
In the third block), because we already have selected that number. 

CD 
0347 43 7386 CD 97 74 24 67 62 1 1576 62 27~ 
12 56 85 99 26 
55595635~ 

1622 77 ~.J9 CDS. 4217 53 3. 2 63 O. 53 78 59 
332 •• 234 29 
57 60 8t 32 4. 

18 .8079246 
026 62 J8 97 75 3 23 42 40 64 74 

62 :16 28 .995 
37 85 ~ 35 .2 

7029 17 12 13 056 62183735 4 99 49 57 22 77 
.608.5G472 
31.6933243 

6834301370 
74 57 25 65 76 

00 39 68 29 6. 
29 94 98 ~ 24 

.690826659 
01.27947506 6 3S 2410 .620 

38 23 .68638 
3196255.47 

66 674067 .. 
0.4 90 S. 45 .1 7 68 05 51 .800 

2046787390 
~ .958 9779 

0526931060 
00797.08823 

86871868585 
2099 6. 6553 
1465 52 68 75 

17 53 77 58 7. 
90 26 59 21 .9 

04123525599 
60 20 50 8. 69 
91 25 38 05 90 

34 50 57 71 37 CD 85 22 G4 J9 43 o 09 79 13 77 48 
68 7580 18 14 
90 96 237000 

CD CD 
3696473661 4699 63 71 62 
4281 1. 5720 42 53 32 37 32 
5650257107 J2 90 79 78 53 
96 96 68 27 31 0503 72 93 .5 
38 ~ 82 46 22 3. 624309 90 

49 s.4 43 54 82 .737932378 
5724 550668 77 a. 74 H 67 
.6955567 .9 9810507.75 
18 64 56 07 82 52 42 07 44 J8 
09 47 27 96 ~ 49 17 4609 62 

44 .7 .• 6 58 09 7983861962 
S4 16074499 83 I. 4632 24 
82 97 77 77 8. 074532 1408 
50 92 26 .1 97 00 56763. J8 
83 J9 50 08 30 42 34 07 90 88 

403320 38 26 13895. 0374 
96 8350 8775 97 .2259347 
88 42 95 45 72 .664 36 .600 
3327 .4 3409 45 59 34 68 49 
50 27 89 a7 .9 20 .53700 49 

5574 JO 77 40 4422 78 84 26 
5929976860 7. 9. J8 67 54 

6637 J2 20 JO 77 84 57 03 29 
68 49 69 .0 82 S3 7S 91 93 30 

53 62 ~ 11 .2 6719007.74 
0609 .974 66 0294 37 34 02 
33325126 J8 79 78 45 G4 91 
42 J8 97 O. 50 87 75 66 81 41 
9644 3J 49 .3 34 86 82 53 91 

~ 05 719586 1.05650968 
7573880590 522741 14 86 
33 96 02 75 19 07 60 62 93 55 
97 5. 40 1402 a. 02 33 31 08 
1506 .59320 ~. 90 10 75 06 

223585 .5 .3 92035. 5977 
09 98 42 99 64 61 7. 6299 .5 
54 87 66 47 54 73 32 08 11 12 
58 37 7880 70 42 1050 67 42 
8759362241 26785306 55 

71 41 61 50 72 1241 ~ 9626 
2352233312 969302 18 J9 
31 a. 49 69 96 .047 484588 
31 99 73 68 68 JS 8. 3J OJ 76 
~58284136 4531 S9 OJ 09 

9880330091 09 77 93 1982 
73 81 5394 79 3362468628 
73 82 97 22 2. 05 03 27 24 83 
2295 7542 49 39 32 82 22 49 
3900 OJ 06 90 55 85 78 J8 36 

TABLE 43 

76 
2299 122208 
59 J3 B2 43 90 
3954 .64936 
40 78 78 89 62 

5955780683 
06 5. 29 1693 
4495925316 
32 .7558574 
1308770.50 

4495273699 
07 02 18 36 07 
134.438920 
24 JO .24860 
90 35 57 29 12 

74 ~ 80 G4 G4 
08 31 54 46 3. 
72 89 44 05 60 
02 4a 07 70 37 
94 37 JO 69 32 

eD 
60 11 14 1095 
2451 7989 73 
889754 14 10 
88 26 49 81 76 
238301 J030 

842634 9. ~ 
8392 120676 
44 39 52 38 79 
996602 79 ~ 
08 02 73 43 28 

552364 05 05 
10937288 7. 
93 85 79 10 75 
8660 42 a. 53 
35 85 29 48 J9 

57.5001166 
07 52 74 95 80 
49 37 J8 44 59 
479593 13 JO 
026774.733 

529. 05 70 74 
58 05 77 09 51 
295624 2948 
~ 44 67 16 ~ 
15 29 39 39 43 

029674 JO 83 
2599 32 70 23 
97 17 1449 .7 
1899 1072 34 
826254 65 60 

45 07 31 66 49 
5394 13 J8 47 
35 BO 39 ~ 88 
.604 61 6787 
90 89 00 76 33 

04 33 46 0952 
1358 182476 
9646924245 
1045650426 
34 25 20 57 27 

60 47 21 2968 
7670903086 
1692 53 56 16 
4001 7491 62 
00 52 43 48 85 

We have perhaps said enough with respect to the use of a table of 
random numbers; but because randomization is so often effected by the use 
of just such a table, the foregoing discussion is probably justified. 
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APPENDIX M: 

CALCULATING THE STANDARD DEVIATION 

Appendix ~1 Is for the compulsive calculator. In most cases, if data is 
processed on a computer, the computer wll I print out the standard devle
tlon. However, there are several formulas for calculating the standard 
deviation. This one provides a few shortcuts. 

., ~ (v - \of 
s- = n - 1 

Shortcut Formula for Calculating I (y - y)2 

I (y -)" I" (I y)~ -y-= y-- n 

Assume that the average (mean) number of prior arrests of a sample of 
the Jail population has been calculated. The stanoard deviation is needed 
to Identify how much variation exists In the number of priors. Also, for 
the sake of time and space, assume that there are only 5 cases in the 
sample (In reality, a ~ bigger sample would be necessary). 

Statisticians Identify variables as "X" or "Y". They use "X" for 
variables they are trying to explain (called dependent variables) and "Y" 
for variables (called Independent variables) that they think may cause or 
have some sort of relationshIp wIth "X". In this case, PrIor Arrests Is a 
Y. That means that the people performing this believe that prior arrests 
causes somethIng, perhaps longer LOS. To calculate the standard deviation 
of Y (Prior Arrests), follow these steps. 

STEP 1: LI~t each measurement of Y (Prior Arrests). 

Case #: 

Colum:1 
y 

******************** 
Prisoner #1 5 
PrJ soner #2 7 
Prisoner t/3 1 
PrIsoner #4 2 
Prisoner #5 4 

TOTAL 19 
******************** 

TABLE 44: MEASUREr1ENTS OF Y (PRIOR ARRESTS) 

STEP 2: Square each measurement of Y (multiply each Y value by Itself) and 
record I n a second col umn. 
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Column 
Y 

Column 2 
y2 

Case #: 
************************************ 
Prisoner #1 5 25 
Prisoner #2 7 49 
Prisoner #3 1 1 
PrIsoner #4 2 4 
Prisoner 65 4 16 

TOTAL 19 95 
************************************ 

TABLE 45: MEASURES OF Y AND Y SQUARED 

STEP 3: Square the total of Column 1. 

19 x 19 :: 361 

STEP 4: Divide the result of Step 3 by the number of cases In the sample. 

361 / 5 = 72.2 

STEP 5: Subtract the result of Step 4 from the Column 2 total. 

95 - 72.2 = 22.8 

STEP 6: Subtract one from the number of cases In the sample. 

5 - 1 = 4 

STEP 7: DIvide the result of Step 5 by the result of Step 6. 

22.8 / 4 = 5.7 

(This Is the variance.) 

STEP 8: Using a calculator (or a square root table), find the square root 
of the result of Step 7. That's the standard deviation. 

The square root of 5.7 = 2.39. 

In th I s ana I y sIs, the "average" pr I soner has 3.4 pr I or arrests. How
ever, the standard deviatIon Is 2.39, which suggests that there are major 
differences between the prisoners in the sample. Now, for the real short
cut I I f the standard dev I atl on I sn't prov I ded, and I f there I sn't 
suffIcient time to calculate it, the standard deviation can be ESTIMATEP by 
DIVIDING THE RANGE BY 4. Even If all the calculations are done, this Is a 
good check on them. 
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APPENDIX N: 
CALCULATING CHI SQUARE 

Let's resurrect Sheriff #2 for another example. The Jail has experi
enced an Increase In the number of Incidents. Sheriff #2 is not pleased ONE 
BIT about this, not In the middle of an election year, and decides to 
explore the relationship between the number of Incidents prisoners commit 
and the number of pr lor arrests they have. Sher I ff 1/2 suspects that £,ome 
more serious offenders are spending longer prlods of time In the facility. 
Sheriff #2 calculates a chi Square to discover the nature of the relation
ship between these two data elements. 

CALCULATING THE CHI SQUARE: 

CalculatIng a Chi Square takes a little time, but is rather straIght
forward. Fol low these steps to determine If there Is a relationship between 
membershIp In a partIcular category of one data element and membership In 
another category of a different data element. 

STEP 1: CONSTRUCT A CONTINGENCY TABLE FOR THE !WO DATA ELEMENTS. 

Sheriff #2 carefully constructs a contingency table from tallysheets. On 
the tallysheet, the prisoners in the sample are divIded Into two groups: 
those who had been Involved In Incidents and those who had not. Then for 
each Inmate, Sheriff #2 made a check mark by the category that Identified 
their number of previous arrests. The results are shown In Table 46. 

****************************'*************************** 
GROUP #1 - GROUP #2 -

# OF PRIOR 
ARRESTS 

INVOLVED NOT INVOLVED 
IN INCIDENTS IN INCIDENTS 

******************************************************* 
~"ore than 5 30 15 
3-5 25 20 
0-2 25 65 
******************************************************* 

TABLE 46: A CONTINGENCY TABLE 

This Is a contingency table that shows the OBSERVED FREQUENCIES. 

STEP 2: TOTAL THE COLUMNS AND THE ROWS AND WRITE THE TOTALS AROUND THI: 
OUTSIDE OF THE CONTINGENCY TABLE. 

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

II OF PR lOR 
ARRESTS 

GROOP 111 -
INVOLVED 
IN INCIDENTS 

GROUP 1/2 -
NOT INVOLVED 
IN INCIDENTS 

********~********************************************** 
More than 5 30 15 45 
3-5 25 20 45 
0-2 25 65 90 
******************************************************* 

80 100 

TABLE 47: CONT I NGENCY TABLE \~ I TH ~1ARG I NALS 
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Researchers cal I lines of numbers "columns" If they are vertical and "rows" 
If they are horizontal; the numbers written around the outside of the 
contingency tables are called "marglnals", probably because they're written 
In the margin. 

STEP 3: CALCULATE THE EXPECTED DISTRIBUTION IF THERE WERE NO RELATIONSHIP 
BETWEEN THE nlo DATA ELE~~ENTS. 

Of the 180 inmates in Sheriff 112's sample, half of the inmates (90) had 
from 0-2 prior arrests, while one quarter of the inmates (4S) harl. from 3-S 
prior arrests, and a final quarter (4S) had more than five prior arrests. 
Of the 180 inmates, 80 were Involved In Incidents at the Jail; 100 were 
not. I f there were no reI atf onsh I p between the number of pr jor arrests and 
committing IncIdents at the JaIl, the arrest pattern within the two groups 
based on incident status should be the same as the pattern for all the 
Inmate~ The expected distributIon then would look something I Ike this. 

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

1/ OF PRIOR 
ARRESTS 

GROUP #1 -
INVOLVED 
IN INCIDENTS 

GROUP tI2 -
NOT INVOLVED 
IN INCIDENTS 

************************************************** 
More than S 20 25 
3-5 20 25 
0-2 40 50 

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

45 = A 
45 = B 
90 = C 

80 = ~1 100 = N 180 = T 

TABLE 48: CONTINGENCY TABLE WITH EXPECTED DISTRIBUTION 

This Is a contIngency table that shows the EXPECTED FREQUENCIES. 

Sometimes, the patterns are not quite so clear as In this example. Vlhen 
that's the case, a formuia can be used to calculate the expected frequency 
of each lIbox" in the contingency table. Statisticians call each "bOXll a 
"cell". 

Expected frequencies for Group #1 would equal: 

t-1 x (A / T) or 80 x (45 / 180) = 80 x .25 = 20 
M x (8 / T) or 80 x (45 / 180 ) = 80 x .25 = 20 
M x (C / T) or 80 x (90 / 180) = 80 x .SO - 40 

Expected frequences for Group #2 wou I d eq ua I : 

N x (A / T) or 100 x (45 / 180) = 100 x .25 = 25 
N x (8 / T) or 100 x (45 / 180) = 100 x .25 = 25 
N x (C / T) or 100 x (90 / 180) = 100 x .50 = 50 

STEP 4: ASSIGN A NUM3ER TO EACH CELL IN THE CONTINGENCY TABLE. 

vlhen th I sis done, the cont I ngency tab lew 11 I look someth I ng like Tab Ie 49. 
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*********1***"*'*'*'****",***,,************,*,** 

II OF PR lOR 
ARRESTS 

GROUP #1 - GROUP 112 -
INVOLVED NOT INVOLVED 
IN INCIDENTS IN INCIDENTS 

"**'****'***********************'********'**'**** 
More than 5 CELL 1 20 CELL 4 25 
3-5 CELL 2 20 CELL 5 25 
0-2 CELL 3 40 CELL 6 50 

1*****'**************************'*****'********'* 
80 = ~1 100 = N 

45 = A 
45 = 8 
90 = C 

180 = T 

TABLE 49: CONTINGENCY TABLE WITH ASSIGNED CELL NUI·18ERS 

This Is just to make sure that you Identify each eel I and avoid confusion. 

STEP 5: FOR EACH CELL, COMPUTE THE FOLLOW I NG FORMULA. 

(Q - E)2 / E 
OR 

(OBSERVED FREQUENCY - EXPECTED FREQUENCy)2 / EXPECTED FREQUENCY 

So, for Cell 111, substituting In the formula the results would be: 

(30 - 20)2 / 20 
OR 

(10)2 / 20 
OR 

100 / 20 = 5 

Taylor Fltz-Glbbon and Morris suggest developing a worksheet (Figure 29) 
for each of the Items In the formula to make sure that nothing Is over
looked. 

COl U~lN II: 
1 2 3 4 5 6 

CELL 0 E o-E (o-E)2 (0-E)2 I E 
*1**'******1*'*'***'********'****'*'***"*********'*'***** 

1 30 20 10 100 5.000 
2 25 20 5 25 1 .250 
3 25 40 -15 225 5.625 
4 15 25 -10 100 4.000 
5 25 20 5 25 1 .250 
6 65 50 15 225 4.500 

*****'***ft**'*'***'**'******'********'**************""** 

FIGURE 29: CONTINGENCY TABLE WORKSHEET 

STEP 6: THE TOTAL OF COLW4N #6 I S THE CH I SQUARE. 

In this case, the Chi Square equals 21.625. 
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STEP 7: CALCULATE THE NU~18ER Or DEGREES OF FREEDO~·l I ~I YOUR CONT I NGEt!CY 
TABLE. 

''Degrees of freedom" I s a mathematl cal concept that measures the amount of 
Information available In normally distributed data. While this may be h~rd 
to exp I a I n, It'::; very easy to do. Block out one rO~1 and one co I urn n of your 
co~tfngency table; count the remaining cel Is. The result looks I Ike Figure 
30. 

COLUMN +1 COLUMN +2 

ROW +1 

ROW ~2 

ROW +3 

Figure 30 

In this case, there are only two cells left. Therefore, this contingency 
table has only 2 degrees of freedom. 

STEP 8: CHECK TYE CHI SQUARE TABLE IN A STATISTICS BOOK TO FIND OUT I!'HAT • 
THE CHI SQUARE AT A PARTICULAR SIGNIFICANCE LEVEL IS FOR CONTINGEtl- • 
CY TABLES WITH THE Sf\ME DEGREES OF FREEDm~ AS YOUR. 

At the .05 level, with two degrees of freedom, Chi Square = 5.99. 

STEP 9: I F THE CH I SQUARE THAT YOU CALCULATED I S LARGER THAN THE CH I SQUARE 
THP,T YOU FOUND IN THE TABLE, THEN THERE IS A STATISTICALLY SIGt-nFI
CANT ~ELATIONSHIP BETWEEN THE TWO VARIABLES. 

Since the Chi Square = 21.625 and the Table value of Chi Square = 5.99, 
Sheriff 12 Is certain that there is a significant relationship between the 
number of prior arrests and being Involved In incidents while in Jail. 
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APPENDIX 0: 

~UNTAIN COUNTY JAIL USE -

HISTORICAL PERSPECTIVE AND FUTURE OUTLOOK 

PREPARED FOR: 

THE r-10UNTA I N COUNTY J p, I L ADV I SORY BOARD 
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SECTION 1: JAIL POPULATION COMPONENTS 

Within I Imitations established by demographlcs1 local jail population 
Is largely a fUnction of local criminal justice system pol Ic~ There are 
two major pol Icy Issues: 

• who goes to jail? 

• how long do· people stay In jail? 

POLICY ISSUE #1: WHO GOES TO JAIL? 

Key policy makers Involved in this Issue include: 

• state and local law enforcement, who, through their skil I and 
arrest practices, determine the number of Individuals who wil I 
be booked; and 

• local courts, particularly the judges and prosecutors, who 
determine the number of Individuals who may be released from 
custody prior to a hearing. 

The mechanisms which operational Ize these pol Icy Issues Include: 

• law enforcement discretion at arrest. particularly the degree 
to which law enforcement agencies use a summons and citation 
In lieu of arrest; 

• release at the time of booking through a variety of bonding 
options, Including cash and surety bonds as wei I as release on 
recognizance. 

The statlsttc which measures these mechanisms Is the number of book
Ings. I"f Is helpful to know both total and net bookings. 

POLICY ISSUE 12: HOW LONG DO THEY STAY? 

Key pol Icy makers Involved In this Issue Include: 

• judges; 

• prosecutors; 

• the defense bar; and 

• the probation department. 

The mechanisms which operatlonallze these policy Issues Incl ude: 

• bond policies. Including the types of bond available, levels 
at which bonds are set, and the crIteria selected for release 
on bond; 
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• diversion from the system or deferred action through deferred 
prosecution, deferred sentencing, first offender programs, 
etc.; and 

• sentencing alternatives, such as prison and/or jail time, work 
release, weekend sentencing, community service, restitution, 
fines, etc., alone or in conjunction with probation. 

The statistics which measure these mechanisms are: 

• length of stay; 

• jail days; 

• average dally population. 

Other facters, Including the legIslative pol icy and social system 
levels, strongly Influence the jail population. 

At the legislative level, key pol Icy makers Include: 

• national and state le£Islators; 

• state agencies, such as the courts and the Depart
ment of Corrections; and 

• special Interest groups. 

They exert control through mechanisms Including: 

• mandatory sentences; 

• determinant sentences; 

• changes in the structure of the criminal code. 

At the social system level, major Issues include: 

• rapid, and therefore unanticipated, changes In demo
graphics; 

• economic conditions, particularly unemployment; 

• court Intervention; 

• pub! Ic Issu~s and attitudes; and 

• changes In other systems. 

-242-

A MANUAL FOR SHERIFFS AND JAIL ADMINISTRATORS 

• • 

• 



• 

• 

• 

HOW TO COLLECT AND ANALYZE DATA 

JAIL POPULATION FLUCTUATION 

The jail population can increase or decreased based on changes which 
are measured by these statistIcs. Using # of bookings to represent the 
number of Inputs to the jail and length of stay to represent the amount of 
time these Inputs remaIn there, the jail population can fluctuate in the 
follow I ng ways: 

******************************************* 
# OF LENGTH CHANGE 

CASE #1 BOOKINGS OF STAY IN ADP 
******************************************* 

1 + 0 increase 
2 0 + increase 
3 + + increase 
4 0 decrease 
5 0 decrease 
6 decrease 
7 0 0 none 
8 + ? 
9 +? 

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

KEY: + = Increase 
= decrease 

o = no change 

Case #3 most closely characterizes the current situation In Mountain 
County. The number of book I ngs has Increased consl stentl y over the past 
decade. Length of stay Is also Increasing, but far less consIstently; 
I ength of stay fluctuates • 
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STATISTICAL TERMS AND FORMULAS 

Statistically, the size of the jail population Is a function of two 
factors which may be measured In several ways. The factors are: 

• the number of bookings; and 

• length of stay. 

DEFINITION OF TERMS: 

Total Bookings = all persons arrested and brought to the jaIl for 
processing 

Net Bookings al I persons lodged at the jail fol lowing booking 

Length of Stay = I the number of days between book i ng and release 
(usually expressed as "average length of stay for a 
given perIod of time") 

Jail Days = the total number of days spent in the facIlity by 
all prisoners over a given period of time, i.e. 
prisoner man days 

OR 

{I of bookings * length of stay 

Average Dally = 
Population 

the mean number of people housed at the facll ity 
over a given period of time 

(ADP) 
OR 

# of bookings * length of stay 
365 Ways) 
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SECTION 3: POPULATION RELATIONSHIPS 

The rei atl onsh 1 p between Mounta I n County ,Res I dent Popu I atl on and J a II 
Population Is strong and direct. 

....... .. .. "' .... .... 

70 71 

_ ....... ... -.... 

~ .... \),,\., ....... 
Co \ ... \\o.~ •• "." 

.... ......... 
.0\)' ... ••• ~oJ'iil ... .. 

}.:t\' ..... • 

..... ..... _ ........ 
.. -.... .... "' .. 

.. .. ,.. 

...... 
... -. ~ ..... - ... 

72 73 74 75 76 77 78 79 80 81 82 

r= +.8170 

As a result, future MountaIn County Resident PopulatIon should be a 
good predictor of future Mountain County Jail Population. Generally, county 
populatIon Is one of the better Indicators of jail population • 
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SECTION 2: MOUNTAIN COUNTY HISTORICAL PERSPECTIVE 

This section reviews past Mountain County Jail population trends for 
the period from 1971 through 1982. Total Bookings, Jail Days, Lensth of 
Stay, and Average Dally Population are considered. 

***************************************************************** 
TOTAL JAIL LENGTH AVERAGE DAILY 

YEAR BOOI<.INGS DAYS OF STAY POPULATION 
***************************************************************** 

1970 297 1,854 6.24 5.06 
1971 256 1,202 4.69 3.29 
1972 353 1,346 3.81 3.69 
1973 476 2,407 5.06 6.59 
1974 481 2,018 4.20 5.23 
1975 599 2,276 3.80 6.23 
1976 641 2,357 3.68 6.46 
1977 924 2,410 2.61 6.60 
1978 844 2,415 2.86 6. 16 
1 979 972 3 ,387 3 .48 9 .27 
1980 906 2,429 2.68 6.65 
1981 1,016 4,370 4.30 11.97 
1982 1,077 5,045 6.34 13.61 

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

The total number of people booked has Increased each year since 1977. 
Beginning In 1981, Individuals who were released directly from the Mountain 
County Jail by posting a bond with cash they had In their possession at the 
t IlTIe of arrest were not booked. .Ib...Ls..d..a:l:.a.b..as..b..e.en ~ ..e.ru1 ~ 
Indiylduals ~ Included In ~ bookings. This group of persons released 
Immediately upon posting cash bond comprises about 19% of all individuals 
booked at the Mounta I n County J a I I. 

The other statistics, which measure how long persons stay at the 
facility, also are Increasing. However, they have fluctuated a great deal 
more than the number of bookings. This is particularly noticeable In 
length of stay. The increases In these statistics since 1980 are most 
dramatl c. 
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SECTION 4: FUTURE EXPECTATIONS 

FACT #1: INCARCERATION RATES VARY AS CRII'-'INAL JL!STICE PRACTICES CHANGE. 

MOUNTA I N COUNTY I NCflRCEHAT ION P.ATf 

JAIL COU~'TY INCARCERATION 
YEAR POPULAT I ON POPULAT I ON RATE 
********************************************* 
1971 3.29 3,015 .001091 
1972 3.69 3,289 .001122 
1973 6.59 4,074 .OC1618 
1974 5.53 4,722 .001171 
1975 6.23 5,310 .001173 
1976 6.46 5,476 .001180 
1977 6.60 6,454 .001023 
1978 6.12 7,095 .000863 
1979 9.27 7,815 .001186 
1980 6.65 8,848 .000752 (LOW) 
1981 11.97 9,342 .001281 
1982 13.61 9,835 .001384 (HIGH) 
******************************************** 

AVERAGE INCARCERATION RATE FOR THE DECADE = .001154 

The highs and lows for the last 5 years are identified. 

~Iountaln County Incarceration rates have variE·d considerably over the 
past decade, with a very dramatic inerease since 1981. In proportion to 
the county population, the jail is being used more now than in nearly any 
other time In the last twelve years. 1973 is the only year when jail use 
exceeded the current level. 

FACT #2: JAILS CAN NOT OPERATE AT 100% OF DESIGN CAPACITY. 

1. Statutory requirements for sight and sound separation of cer
tain classes of prisoners mandate that separate units exist for 
mal e and femal e adu I ts and juven f I es, but very few femal es or 
juveniles are detained. When they are detained, the other 
empty beds in that unit are no longer available to other 
general population prisoners. Thus the design capacity of the 
facility is reduced to a real or functional capacity. 

2. For better prisoner management end for protection against civil 
actions, It Is necessary to house other types of prisoners, 
I.e., those who have mental health problems, exhibit violent 
behavior, or who have have other special problems, In special 
areas away from general population. Those prisoners who are 
partlclpa'rlng In special programs such as work releaSE:: should 
also be separated from general prisoner population. This fur
ther reduces the faci Ilty's funct/onol capacity. 

3. The f unct J ona I capac I ty of most j a II sis about E'O% of des J gn 
capacity (all aveilable beds). 
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Because ~10untaln County Ts a one of a number of juriscictJons wl-Ich • 
experience consld~rable fluctuation in county population as a result of its 
exceptional recreational resources, It Is important to consider tre rela-
tionships between County Resident Population, Peak Irr.pact Population and 
Jail Population over the course of one year. 
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CORRELATIONS: 

County ResIdent Population and Jail Population 
County Peak Impact Population and Jall Population 
County Resident Population and Jail Bookings 
County Peak Impact Population and Jail 800kings 

r = -.4881 
r = -.4137 
r = -.2807 
r = -.5029 

County Resident Population and County Peak Impact Population generally 
have moderately strong and indirect relationships with the County Jail 
Population. When ~ountaln County population Is highest, there are the 
fewest number of people Tn jail. This is probably not what most people 
wou I d expect. The reasons why th is is so shou I d become clearer w hen the 
Mountain County Inmate Profile Data is considered. 
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SCENARIO 3: County population grow.s more slowly than in the previous decade 
as est i mated by the ~iounta In Coun'ty P I ann i ng Department. I n
carceratlon practices return to a lower rate of jail use as in 
1980. 

YEAR ANT ICI PATED AVERAGE JA IL POPULAT lor~ 

1985 8.20 
1990 10.44 
1995 11 .90 
2000 13.36 
2005 14.81 

This scenario requires a design capacity of 18. 

SCENARIO 4: County population growth continues at a somewhat slower rate 
than in the prey lous decade, as estimated by the U.S. Census. 
Incarceration practIces continue with a high rate of jail use 
as In 1982. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 14.53 
1990 19.10 
1995 23.53 
2000 27.96 
2005 32.39 

This scenario requires a design capacity of 39. 

SCENARIO 5: County population growth continues at a somewhat slower rate 
than in the prev ious decade, as estl mated by the U.S. Census. 
Incarceration practices moderate and approxlmete the overage 
Incarceration rate of the previous decade. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 12.12 
1990 15.93 
1995 19.62 
2000 23.31 
2005 27.00 

This scenario requires a design capacity of 32 • 
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4. In order to calculate design capacity based on jail population • 
statistics, a peaking factor must be computed In order to allow 
for classification and separation of prisoners. The peakin£ 
factor also helps to compensate for the mathematical effects of 
averaging. Peaking factors are calculated by averaging the 36 
highest dally counts over the period being studied. The aver-
age peak population In Mountain County was approximately 120~ 
of average da II y popu I atl on. 

Based on present practices, the fol lowing scenarios describe possible 
future options for the ~"ountaln County Criminal Justice System. 

SCENARIO 1: County population grows more slowly than In the previous decade 
as estimated by the rt,cuntaln County Planning Department. In
carceration practices continue with a high rate of jail use as 
In 1982. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 15.09 
1990 19.22 
1995 21.90 
2000 24.58 
2005 27.26 

This scenario requires a design capacity of 33. 

SCENARIO 2: County population grows fr,ore slowly than In the previous decade 
as estimated by the Mountain County PI annlng Department. In
carceration practices moderate and approximate the average 
Incarceration rates of the previous decade. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 12.58 
1990 16.02 
1995 18.26 
2000 20.50 
2005 22.73 

This scenario requIres a design capacity of 27. 
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SCENARIO 12: County population growth c'ori"i"lnues to accelerate over that 
whIch occurred durIng the prevIous decade, as estImated by the 
U.S. Census. IncarceratIon practices return to a lower rate 
of j a I Ius e a sIn 1 980. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 8.95 
1990 11.81 
1995 14.59 
2000 17.37 
2005 20.15 

This requires a desIgn capacity of 24. 

SCENARIO SUMMARY: 

In summary, twel ve different scenarIos emerge when four different 
estimates of county growth are consIdered In combInation wIth three poten
tial measures of Incarceration practices. Resulting facilities, If planned 
to accommodate MountaIn County's JaIl population for approximately twenty 
years (until 2005), could range In size from 18 to 45. 

The cel Is of the fol lowIng matrIx show anticIpated design capacity of 
the new facility based upon the dIfferent possible population growth and 
Incarceration rate scenarios • 

INCARCERATION 
RATE 

POPULATION GROWTH LOW MED IU~J, r:IGH 

1- Slower than prev lous decade* 18 27 33 

2. Slower than prevIous decade** 21 27 39 

3. Same as prevIous decade** 22 34 41 

4. Faster than prevIous decade** 24 37 45 

KEY: * = populatIon estImates by r10untain County PlannIng 
** = population estlrnates by U.S. Census, State Demographer 

WIth regard to the I ncarceratl on rate, I nterv I ew data suggests that it 
Is I ikely that a hIgh IncarceratIon rate wll I continue. Both law enforce
ment and the courts anticipate that they wll I continue to use the jail as 
much as they have In the past - and perhaps more should more space be 
avail abl e • 
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With regard to population .growt,h,J Mountain .county was the fastest • 
gro\dng county during the previous decade. With a population incre(JsE of 
230% over 1970 levels, It seems likely that growth will moderate tc somE: 
degree. Furthermore, there Is some doubt with regard to the val idlty of 
the lI. S. C ens us' pro j e c t Ion mod elf 0 r ~,l 0 u n t a InC 0 u n t y sin c e 85% 0 f r.' 0 U n-
taln's population growth can be explained by facters associated with the 
ski and mining Industries, wrich are not considered by the lI.S. Census' 
model. As a result, slower growth scenarios seem more likely. 

This suggests that, based upon present practices, the design capacity 
of the facility shoul d range between 33-39, w ii"h final capacity determ ined 
by design issues and classification needs. 

SECTION 5: MOUNTAIN COUNTY INCARCERATION PRACTICES IN COMPARISON 

This section compares Mountain County Incarceration practices with 
those of other U.S. and Colorado counties. Incarceration practices can be 
compared across counties and states by using an Incarceration rate per 
100,000 co unty pop u I at Ion. 

INCARCERATION RATE = THE AVERAGE NUr~BER OF PEOPLE 11\ JAIL FOR EVERY 100,000 
PEOPLE IN THE JURISDICTION • 

J UR I S D I CT ION RATE 
***************************** 
u.s. = 71/100,000 
WEST = 96/100,000 
STATE = 63/100,000 
METROPOLIS = 172/100,000 
METRO COUNTIES = 103/100,000 
WOODY = 84/100,000 
PEREGRI~E = 71/100,000 
~IINING = 62/100,000 
1980 MOUtITAIN = 75/100,000 
1981 ~OUNTAIN = 126/100,000 
1982 ~UNTAIN = 138/100,000 
**************************** 

r.lountaln County has an Incarceration rate which is hiGher than the 
national, Colorado state, and Front Range counties averages. The Mountain 
County Incarceration rate Is also higher than those of other mountain 
counties which are experiencing sirrilar rapid growth and are effected by 
tourism. Of those jurisdictions surveyed, only the City and County of 
Denver had a higher I ncarcerat Ion rete per 100,000 persons. Th is I ncar
ceratlon rate Is most Immedlatel y effected by the policies of the local 
criminal justice system regarcing the two Issues identified earl ier in this 
br I ef I ng paper: 

• who will So to jail i and 

• how long wil I they stay. 
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1.' ... -. ,.. 

SCENARIO 6: County population growth continues at a somewhat slower rate 
than In the previous decade, as estimated by the U.S. Census. 
Incarceration practl ces return to a lower rate of ja II use as 
In 1980. 

YEAR ANTICIPATED AVERAGE JAIL POPJLATION 

1985 7. SO 
1990 10.38 
1995 12.78 
2000 15.19 
2005 17.60 

This scenario requIres a design capacity of 21. 

SCENARIO 7: County population growth contInues at about the same rate as in 
the prevIous decade, as estImated by the U.S. Census. Incar
ceration practIces contInue 'with a hIgh rate of jail use as In 
1982. 

YEAR ANTICI PATED AVERAGE JAIL POPULATION 

1985 15.22 
1990 20.07 
1995 24.82 
2000 29.62 
2005 34.39 

ThIs scenario requIres 0 desIgn capacity of ~1. 

SCENARIO 8: County populatIon growth continues at about the same rate as In 
the prev ious decade, as estl mated by the U.S. Census. I ncar-
ceratlon practices moderate and approxImate the average Incar
ceration rate of the prevIous decade. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 15.22 
1990 20.07 
1995 24.82 
2000 29.62 
2005 34.39 

This scenario requIres a desIgn capacIty of 34 • 
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SCENARIO 9: County population growth continues at about the same rate as in 4It 
the previous decade, as estimated by the U.S. Census. Ir.ccr
ceratlon practices return to a lewer rate of jail use as In 
1980. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 8.27 
1990 10.90 
1995 13.50 
2000 16.09 
2005 18.69 

This scenario requires a design capacity of 22. 

SCENARIO 10: County population growth continues to accelerate over that 
which occurred during the previous decade, as estimated by the 
U.S. Census. Incarceration practices continue with a high 
rate of jail use as In 1982. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 
1990 
1995 
2000 
2005 

16.47 
21.73 
26.85 
31.97 
37.09 

This scenarIo requires a design capacity of 45. 

SCENARIO 11: County population growth continues to accelerate over that 
which occurred during the previous decade, as estImated by the 
U.S. Census. Incarceration practIces moderate anc approximate 
the average Incarceration rate of the previous decade. 

YEAR ANTICIPATED AVERAGE JAIL POPULATION 

1985 13.73 
1990 18.12 
1995 22.39 
2000 26.66 
2005 30.93 

This scenario requIres a design capacity of 37. 
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SECTION 6: MQUNJAHrOOUNTY\;'INMATE PROFILE 

In order to describe the persons who are lodged at the Mountain County 
Jail, a sample of approximately 50% (409) of the prisoners who were jelled 
between 11/1/81 and 10/30/82 was developed. Information was gathered about 
the following data elements. 

RESIDENT STATUS: WHERE DO INMATES LIVE? 

**********************'************* 
RESIDENT STATUS % / Ii 

********f*************************** 
County Residents 49% / 198 
In-state, out of county 37% / 152 
Out of State 13% / 55 
"Trans lents" 1 % / 3 
Other T / 1 

TOTAL 100% / 409 
************************************ 

SEX: WHAT SEX ARE PRISONERS? 

AGE: HOW OLD ARE PRISONERS? 

***************** 
SEX % / II 
***************** 
Male 91% / 373 
Female 9% / 36 

TOTAL 100% / 409 
***************** 

****************** 
AGE % / # 

****************** 
18 2% / 10 

18% I 75 
20% / Ell 
17% I 70 

Under 
18-21 
22-24 
25-27 
28-29 
30-34 
35-39 
40-44 
45-49 
Over 50 

9% I 37 
13% / 54 

9% / 37 
5% I 20 
3% I 12 
3% I 12 

TOTAL 100% I 409 
****************** 
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RACE: WHAT RACE ARE THE PR I SONERS1 '!" y.-. ".' 

************************** 
RACE % / # 

**********.*************** 
White 93% / 373 
Black 2% / 9 
Spanish American 4% / 17 
Native American T / 2 
Missing 1% / 8 

-~------------------------
TOTAL 100% / 409 
************************** 

LEGAL STAlUS: WHAT IS THE LEGAL STAlUS OF PERSONS JAILED? 

************************** 
LEGAL STATUS % / # 

************************** 
Pretrial 70% I 288 
Sentenced 24% / 95 
Hold 6% / 26 

TOTAL 100% / 409 
************************** 

CHARGE STAlUS: ON WHAT KIND OF CHARGES ARE PERSONS JAILED? 

******************************* 
CHARGE STATUS % / {I. 

******************************* 
Felony 13% / 51 
Misdemeanor 27% / 108 
Traffic 48% / 192 
Municipal Violation 9% / 37 
Other 3% / 14 
Missing / 7 

TOTAL 100% / 409 
**************_.*************** 

ARRESTING AGENCY: WHO ARRESTS PRISONERS? 

************~*********************** 
ARRESTING AGENCY % / {I. 

************************************ 
~1ounta I n County Sher I ff 45% / 184 
City '1 PD 14% / 55 
City 12 PO 6% / 24 
State Patrol 18% / 72 
Oth er County 1 % / 3 
Missing / 3 

TOTAL 100% / 409 
*****************.****************** 
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JAIL DAYS: HOW MANY DAYS DO PR1SONERS .. SPEND IN 'CUSl'ODY?,' 

*******************.************ 
JP,IL DAYS % I II 

******************************** 
Less than 1 day 40% I 164 
1 day 26% / 108 
2 days 11 % I 46 
3 days 3% I 13 
4 days 2% / 7 
5 days 3% I 11 
6 days 1 % / 1 
1 week - 1 month 7% / 27 
1-2 months 4% / 16 
2-3 months 1~ / 3 
3-4 months 1% / 3 
~1ore than 4 months 1 % / 5 

TOTAL 100% / 409 
***********f***.************.*** 

The average length of stay for these prisoners Is 7.692 days, with a 
standard deviation of 29.850 days. 

MOST SERIOUS CHARGE: WHAT WERE THE MOST SERIOUS CHARGES ON WHICH PERSONS 
WERE ARRESTED? 

*******1********************************** 
MOST SERIOUS CHARGE % / # 
****************************************** 
Aggravated assault 1% / 3 
Armed robbery T / 2 
Minor assault 3% / 10 
Kidnapping T / 1 
/vlenac I ng 2% / 6 
Other, I.e. vehicular assault 1% / 3 
CRIMES AGAINST PERSONS 7% / 25 

Auto theft 
Burglary 
Breaking & entering 
Theft 
Shop lift I ng 
CrimInal mischief 
Trespassing 
Other 
CRIMES AGAINST PROPERTY 

Forcible sex acts 
Other, i.e., Indecent exposure 
SEX OFFENSES 
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1 % / 5 
1% / 5 
1 % / 3 

11 % / 45 
11. / 4 
2% / 6 
2% / 9 
T / 1 

19% / 78 

1% I 3 
T / 1 
1 % / 4 
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I ssu I n9 bad check ,,~ .. ~ 2% / 8 

':. ...), 1: ..... ');0 , .. ~ -4:. 1'" 

COnspIracy ~'_J':''''-''*'<: ',T / 1 
ReceIvIng stolen property T% / 2 
FRAUD 2% / 12 
------------------------------------------
NarcotIcs vIolations 3% / 11 
City ordinance vIolations 1% / 3 
DIsorderly conduct 6% / 25 
DRUG & ALCOHOL OFFENSES 10% / 39 

r·~ovlng vioratlons 
Driving wlo lIcense 
Drunk drivIng 
Other vehicle 
TRAFFIC OFFENSES 

Contempt 
Obstructing/resIsting 
FTA 
Temporary holds 
ProbatIon/parole violatIon 
OTHER 

MIssIng 
TOTAL 

8% / 31 
5% / 19 

33% / 133 
2% / 6 

48% / 189 

3% I 11 
1% / 4 
8% I 30 
1 % i 5 
Til 

13% / 51 

I 11 
100% I 409 

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

MEDICAL ISSUES: WHAT IS KNOWN ABOUT PRISONERS' MEDICAL AND PSYCHOLOGICAL 
STATUS ON INTAKE? 

******************************************* 
r~EC I CAL ISSUES % / # 
******************************************* 
PrIsoners requlrln£ ImmedIate 

medical treatment 7% / 29 
Prisoners under the influence 

of drugs or alcohol 41% / 167 
Prisoners w/psychiatric problems 1% / 3 
PrIsoners under doctor's care 3% / 13 
HIstory of alcohol abuse 6% / 26 
HIstory of alcohol treatment 2% / 10 
History of drug abuse 4% / 15 
History of drug treatment 1% I 4 
H I story of menta I i I I ness 2% / 9 
History of mental health treatment 1% / 5 
**************************.**************** 
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OCCUPATION: WHAT KI'ND~OF WORK DO PERSONS JAILED'DO? . . 

************************************** 
OCCUPATION % / If. 
************************************** 
Professional, technical 
Manag~rlal, adminIstrative 
Sales 

5% / 17 
5% / 15 
4% / 13 
T / 1 Clerical 

Craftsmen 
Operators 
Transport Operators 
Laborers 
Farm Laborers 
Serv I ce Workers 
Students 
Never Worked 
Mil itary 
~llsslng 

21 % / 69 
4% / 12 
5% / 16 

24% / 77 
2% / 5 

18% / 57 
2% / 6 

10% / 31 
1 % / 3 

/ 87 

TOTAL 100% /409 
************************************** 

EMPLOYMENT STATUS: ARE PERSONS JAILED WORKING? 

*************************** 
EMPLOYMENT STATUS % / II 
*************************** 
Employed ful Itlme 
Underemployed 
Unemployed 
Retired 
Never vlorked 
Missing 

72% / 
T / 

26% / 
1 % / 
1% / 

/ 

228 
1 

82 
2 
3 

93 

TOTAL 100% / 409 
*************************** 

MARITAL STATUS: WHAT IS THE MARITAL STATUS OF PERSONS JAILED? 

*************************** 
~1ARITAL STATUS % / II 
*************************** 
~1arrled 
Single 
DIvorced 
Separated 
Common-law 
Other 
Missing 

22% / 68 
71% / 224 

4% / 13 
2% / 6 
T / 1 
1~ / 2 

/ 95 

TOTAL 100% / 409 
*************************** 
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***************************************************************** 
BOOI<ING RFLEASE PEAK ACTIVITY 

TIME % / # % / # % / # 
***************************************************************** 
MidnIght-8M] 25% / 101 20% / 80 22% 181 
8AM-4PM 34% / 138 47% / 192 40% 330 
4-Midnlght 41~ / 170 33% / 137 38% 307 

TOTAL 100% / 409 100% / 409 100% / 81E 
***************************************************************** 

RELEASE STATUS: HOW ARE PEOPLE RELEASED FROM JAIL? 

************************************************ 
RELEASE STATUS % I # 
************************************************ 
Sentence served 27% / 111 
Acquitted, charges dropped 3% / 11 
Transferred to state institution T / 2 
PI aced on probat i on T / 1 
Paroled T / 1 
Released on bond 61% / 242 
Transferred to other jurisdictions 6% / 23 
Transferred to mental health facilIty T / 2 
Transferred to speciel program T / 2 
Deferred sentence T / 1 
Other 2% / 7 
Paid fine 1% / 3 
Missing / 3 

TOT.A.L 100% / 409 
************************************************ 

BOND TYPE: WHAT TYPES OF BONDS ARE USED? 

******************************** 
BOND TYPE ,/ # 
******************************** 
Personal RecognIzance 8% / 19 
Cash 45% / 109 
Surety 47% / 114 

All bonds 
Not released on bond 

TOTAL 

100% / 242 
/ 167 

100% / 409 
******************************** 
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LOS, LEGAL STATIJS & CHARGE STAl1JS:. H(J,II ARE THESE R~l~:r:EQ?:. 
. . ...~ -;.. , 

********************************ih*-**:;t~~i*~************ 
LEGAL & Cf-IARGE STATUS % I 1/ JP, I L DAY'S '" LOS 

***************.**************************************** 
PretrIal 70% / 287 1929 6.7213 

Felony 11% / 45 1243 27.6222 
Misdemeanor 18% / 75 489 6.5200 
Traffic 32% / 128 168 1.3125 
MunJclpal Offense 8% / 36 28 .777~ 
Other 1 % / 3 1 .3334 

~--------------.-----,..~------:"'"--.. --:---------------------
Sentenced' 
Felony 
Misdemeanor 
Traff Ic 
Municipal Offense 

22% / 89 
o 

6% / 26 
16% / 62 
T / 1 

981 
o 

291 
689 

1 

11 .0225 
o 

11 .1923 
11.1129 

1 .0000 

-------------------------------------------------~-----
Hold 
Felony 
~11 sdemeanor 
Traff I c 
Hold 

6% / 26 
1 % / 6 
2% / 7 
T / 2 
3% / 11 

, 162 
18 
29 

3 
112 

6.2308 
3.0000 
4. 1429 
1.5000 

10.1818 
-------------------------------------------------------
Missing Cases 2% / 7 
-------------------------------------------------------
TOTAL POPULATION 100% / 409 3072 7.6418 
******************************************************* 
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