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This is the most recent edition of the Departmental Manual for
Parole and Probation, State of Nevada. It incorporates the
sound and valuable contributions and suggestions of field
officers and supervisors as well as administrative and clerical
staff of the Department,:

The essence of parcle and probation work can never be totally
captured in any written form. This can come only with time,
experience, and continuous effort. The employee will find that
invaluable insights are to be gained from fellow workers in
both formal and informal exchanges.
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\(
The purpose of the Manual is to provide a practical guide and
source of reference for officers and other staff., A general
philosophic framework has been established which will give
common direction to all who work or participate in this Departu
ment.,

An attempt has been made toc cover most aspects of the Department
and the roles of an officer., The Manual is not, however, de~
signed to prov1de specific answers to all questions or situations
which may arise. Sound judgment will be required of each
individual in application of the Manual.

The Manual has been divided into four (4) sections:

l, Orientation Skills,
2, Technical Skills.

3. Investigation Skills.
4. Supervision Skills.

This Manual has been designed to accommodate changes in policy,
procedures, or Nevada Revised Statutes. Revisions will be made
accordingly and will be distributed as the changes occur.

A, A. CAMPOS, .CHIEF
‘DEPARTMENT OF ADULT PAROLE AND PROBATION
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DEPARTMENT OF PAROLE AND PROBATION FE3 © 1983
STATEMENT OF PURPOSE - . )
B | ACOUISITIONS

Probation and Parole emerged as a part of the criminal justice
system in-response to humanitarian concerns and to the rise of
social sciences. It provided a means of avoiding destructive
influences of prolonged incarceration and of implementing know-
ledge gained by the criminal justice system and behavioral
sciences. Although probation has roots in:the last half of the
19th century, the establishment of the juvenile court system at
the turn of the century marks:the beginning of the current con-

cepts of parole and probation.

Probation and Parole, part of a total correction system, has at
one extreme very minor forms of interventions (such as warning)
used for those whose misconduct is viewed as nonthreatening and
not likely to be repeated. At the other extreme, there are
interventions (such as long term imprisonment) used for . those
whose misconduct is viewed as dangerous, destructive and/or
repetltlve. :

The Department of Parole and Probation is dedicated to the'

principle that those for whom services are provided are capable
of constructive change and are entitled to dignified treatment,
respect, and consideration regardless of how minor or short

termed the service might be. We are an Agency established by
the community to work as a unified force in cooperative effort

“with the Courts, Law Enforcement and other agencies with persons
" whose behavior is viewed as/ deviant from social norms - - as

defined by law.

Our principle goal is the protection of the community and that
of reintegration of the offender into the community. Our
services must be assessed in terms of their effect on reaching
this goal. The greater the offender's alienation from the
community, the greater the likelihood of the offender's use of
unacceptable. means to meet needs. As a result, the task of o
assisting the offender in reintegration magnifies. We recognize i
that there are persons for whom parole and probation services
are 1nadequate and/or inappropriate. Some need control and
restraint provided by other parts of the correctional system.
Others, although designated as law violators, are living lives
baSLCally in accord with the communlty and need very minor
services, if any.
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In our relation with the offender we seek to identify and
explore the offender's prcblems, to examine causes and to
select from a variety of available interventions, those which
are consistent with his/her motivations and capacities and with
our policies, expectations, capacities, and 1limitations.
Programs may take the form of confinement, specialized placement,
insistence on routine compliance with Court orders, referrals
to other agencies, family or individual counseling, group
treatment and activities in which the officer plays an inter-
mediary role,

The relationship with the client and the interventions used
must be planned, continuously evaluated and, when necessary,
modified in terms of the client's adjustment. When satisfactory
adjustment is achieved by the client, consideration must be
given to termination of services, to freeing the individual
from the correctional system and setting into motion legal
processes which signify his/her successful reintegration into

the community.

In maintaining our creativity and professional vitality, we
must continuously examine and assess our knowledge, techniques,
and procedures, keeping what is useful and discarding what is
not. We must remain aware of new and relevant knowledge and be
willing to experiment, to accept and integrate innovations
which are found to be workable and which assist in the achieve-

ment of Agency goals.

The material contained in any Manual of the Department of
Parole and Probation becomes the Policy of the Department. All
staff are obliged to comply with the policies and procedures of
the Agency as set forth herein.

The material contained within this Manual supercedes any‘other
data relevant to the subjects addressed herein.
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A

The following Nevada Revised Statutes generally outline the
-creation of the Department, the appointment, duties and powers
of the Chief Parole and Probation Officer including the appoint-
ment of "assistants reguired to administer: duties,”

DEPARTMENT OF PAROLE AND PROBATION B e .. 1{3

GENERAL ORGANIZATIONAL CHART = | , ‘ o

213.1071-~--Department of parole and probation: Creation;
composition; executive officer. »
1. There 1is hereby created the department of parole and
‘ probation.,
; 2. The department consists of the executive officer and such
divisions or sections as the executive officer may create
. with the approval of the governor.
3. . The executive officer of the department is the chief
parole and probation officer.
GOVERNOR - (Added to NRS by 1969, 596; A 1977;9286)
213. 1092-——Ch1ef parole and probation officer: Appointment;
qualifications; principal office.
: : 1. The governor shali appolnt the chief parole and probation
” ’ o officer, who shall be 1n the unclassified service of the
¢ . state. )
2. The chief parole ‘and probatlon officer shall:
. ' (a) Be selected on the basis of his training, experlence,
. . ) ‘ capacity and interest 1n‘ correctional sorvices.
CENTRAL OFFICE _ ’ : ” ) (b) Have had at least 5 years experience in correctional
i - programs, of which at least 3 years were 1n a respon—
( ) : ( ) '+ sible administrative position.
e ’ - 3+  The principal office of the chief parole and probatlon
officer shall be in Carson City, Nevada. (Added to NRS by
n1359 797; A 1969, 597; 1977, 287)

o 213, 1072---Execut1ve Offlcer. Duties.. The Executive'Officer
i shall: :
‘ 1, Admlnlster all act1v1t1es and services. of the Department
~in accordance with the policies, standards, rules- and
. .- regulations established by the Board.
R ] . 2. Be responsible for the management of the Department.
' - (Added to NRS by 1969, 596) ‘ v

DISTRICT OFFICES

e

v v . : ‘ 213. 1073---Execut1ve Offlcer- Powers. Tnl Executlve Offlcer

Las Vegas Fallon © o . mays - -

(Winnemucca) RN A 1. Organlze the Department to prov1de maximum eff1c1ency 1n

- ' : -carrying out its duties.

S g ' e Appoint the heads of divisions or sectlons as establlshea.
) 3. Appoint such assistants and other employees as may be
required to administer the duties imposed by law upon the

_ : ’ ) . 7 Board and- the Depariment within the limits of appropriation.

© , . . : SRR ' 4, Set standards  of serv1ce. (Added to NRS by 1959, 596)

I

Carson City Reno @ﬁko
(Gardnerville) Ely) ~ (Henderson)

Iy

O : e ; . ' R S A R - 213, 1096---Powers and dutles of assistant parole and probatlon
’ S o ST L . officers. Assistant parole and probation officers shall:
(”3 N *5 1. Investlgate all cases referred to them for investigation -
AL S : "by the board or by the chief parcle and probation officer,
o ‘ or by any court in which they are authorized to serve.

|
i
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2. Supervise all persons released on probation by any such
court or released to them for supervision by the board or
by the chief parole and probation officer.

3. Furnish to each person released under their supervision
a written statement of the conditions of parole or proba-
tion and instruct him regarding those conditions.

4., Keep informed concerning the conduct and condition of all

persons under their supervision and use all suitable

methods to aid and encourage them and to bring about im-

provement in their conduct and conditions.

. Keep detailed records of their work.

6. Collect and disburse all money in accordance with the
ordergs of the chief parole and probation officer of the
court.

7. Keep accurate and complete accounts of all money received
and disbursed in accordance with such orders and give receipts i
therefor. : . 1

8. Make such reports in writing as the court or the chief
parole and probation officer may require. |

9. Coordinate their work with that of other social agencies.

10, File identifying information regarding their cases with

any social service index or exchange operating in the area
to which they are assigned. I »
(Added to NRS by 1959, 799; A 1977, 288) | SECTION 2: CENTRAL OFFICE

213.,1097~---Parole and probation officers have powers of peace o ' {“) i
officers. The chief parole and probation officer and assistant &) p
parole and probation officers shall have the full powers and ' : ; A
authority of peace officers in every county of the state. ! : ‘ '
(Added to NRS by 1959, 799) : s

Primary Responsibilities: A parole and probation officer's
primary responsibility shall be parole and probation work and
thus, such officers shall, insofar as possible, confine law
enforcement activities to parolees and probationers. Other
matters, such as crimes committed by persons not under super-
vision, shall be referred to the proper police agency. This
action does not preclude working with police in matters of
mutual interest. -

In situations where there is no other choice due to the unavail=~
ability of other agency assistance or that failure to become
involved would create an immediate hazard to the public, arrestee.
or participating officers, officers are expected to pursue the
arrest, ‘ . b e
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CHIEF

213.,1095---Powers and duties of Chief Parole and Probatioﬁ
Officer. The Chief Parole and Probation Officer shall:

l. Be responsiblelfor and supervise the fiscal affairs and
responsibilities of the department.

2.. Present, in conjunction with the budgeﬁ division of the
department of administration, the biennial budget of the
department to the legislature. :

3. EstabliSh, consblidate and abolish sections within the
department. '

4, Establish, consolidate and abolish districts within the
state to which assistant parole and probation officers are
assigned. ' ’

5. Appoint, in accordance with the provision of chapter 284
of NRS, the necessary supervisory personnel and other
assistants and employees as may be necessary for the
efficient discharge of the responsibilities of the depart-
ment. ’ :

6. Be responsible for such reports of investigation and‘super-
vision and other reports as may be requested by the board -
or courts,

7. Direct the work of all assistants and employees as may
be assigned to him.

8. Formulate methods of investigation, supervision, record
keeping and reporting. : ;

9., Develop policies of parole and probation work, including
the work release program, in the light of other acceptable
and recognized correctional programs and conduct training
courses for the staff.

10. Furnish or cause to be furnished to each person released
under his supervision a written statement of the conditions
of parole or probation, instruct or cause to be instructed
any parolee or probationer regarding the same, and advise
or cause to be advised the board or the court of any vio-
lation of the conditions .of parcle and/or probation.

11. At the.clbse of each biennium, submit to the governor and
the board a report, with statistical and other data, of
~his work. : ' :

12, Perform such other duties as are ‘défined. by law.
(Added to NRS by 1959, .798; A 1969, 597; 1973, 1565;
1977, 120, 288). ' S 5
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DEPUTY CHIEF PAROLE AND PROBATION OFFICER

- The Deputy Chief shall: , Pl

In the absence of the Chief, make decisions concerning
all matters pertaining to the Department of Parole and
Probation.

Superyise all duties as performéd by the Program and
Training Manager and district supervisory staff.

Supervise all operations in all districts.

Maintain ongoing contact with supervisory staff of field
services in all districts. Provide direction, supervision,
goordinate and establish training in case management in
conjunction with activities of the Program and Training
Manager.

Review and sign all petitions for honorable, dishonorable
and general discharges from parole.

Review, approve or disapprove requests for early termi-
nation from probation. ) '

Review presentence investigations and recommendations
and coordinate the quality of such with the districts.

Represent the Department at the northern meetings of the
Board of Parole Commissioners including comprehensive
presentation of cases involving parole violators.

Attend Pardons Board Hearings semiannually or as scheduled.
Screen and assign to all districts for investigation,
applications for Pardcns as referred to the Department by
the Executive Secretary of the Pardons Board. Review and
refer applications to the Chief for recommendation to the
pardons Board. Provide followup on all paperwork
processing prepared by the Department for the Pardons
Board. , :

Maintain and develop an ongbing contact with law enforce-

- ment personnel and agencies including, but not limited to,

Prison personnel, Parole Board personnel, judges, defense
and prosecuting attorneys, etc.

Assist in proposing and writing legislation, as reqguired
by the Chief, and appear for testimony of such.

Review, revise and update all department manuals as required

by the Chief. Review, revise and develop new department
policies., , : ‘

10 .



PROGRAM AND TRAINING MANAGER

Under the direction of the Chief and Deputy Chief, the Program
and Training Manager shall:

1.

The PreparoléFSupervisor shall:

1.

Plan, organize and. be responsible for the overall depart-~
mental program, resource, and training areas including

prerelease, preparole, work release, interstate compact,
special services, records, volunteers, training and staff
development, resources, grants, community involvément and

activities, etc. '

Oversee the routine functions of each area ensuring compli-
ance with Departmental policies and procedures thought the
state and in so doing, shall develop and maintain close
communication with supervisors and assigned staff in each

area,

Directly supervise Central Office units including:
Pre-Parole Unit, Work Release Unit, Interstate Compact Unit,
Special Services Unit, Records Unit and shall be responsible

for training and staff development.

Perform operational duties as recorded, but not limited
to: ‘

a. Recruitment and training of volunteers; development,
~ application and modification of volunteer programs;
b. Development and coordination of staff training state-
wide; conducting, monitoring and evaluating staff

training programs;

C. Development of resources for departmental use, for
example -~ departmental participation in training
programs established for related career personnel
staff; e :

d. Writing, reviewing and assisting department personnel

in grant processing; ‘ ‘ ;

Coordinating and facilitating departmental involvement

on the community level;

f. Facilitating the Department's Affirmative Action and
Equal Employment Opportunity Program.

(=

‘PRE PAROLE SUPERVISOR

)

Under the direction of the Program and Training Manager
be responsible for prerelease affaiis for inmates granted
parole in Districts, I, II, “III and V; the Prerelease

- Supervisor in District IV shall be responsible for pre-—

parole and work release affairs soley in District IV,

11
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2,

3.

7.

Be responsible for,procg§31dg all communications and locu-

ments necessary to facilitateé inmate r
: e elea
the Board of Parole\chmiggigners. °¢ 28 granted by

Develop and conduct preparole i
] planning classes for all
inmates i
Cenpooe of Nevada State Prison, Northern Nevada Correctional
Assist preparolees in de;elo i i

pPing and evaluating release
pgogra@s. The preparolee shall receive counsgling in
educational/vocational programming, residence, employment
and in all other areas affecting release.

Send preliminary release i

: ) \ : programs to the appropriate
dls?r;ct Supervisor for purposes of verificaifgnpvia the
assignment of preparole investigations. -

Effect the final program decision {a i

pproval or disapproval
?f.ter receipt of preparole investigation replies pigtom )
ield officerg,.and facilitate the subject's release on
such date as indicated by the Board of Parole Commissioners,

Be the sole individqual acting i i iai

=Dt : s g 1n the capacity of liaiso
between prison and district staff in coordiz;ting pre---n
;eleas? matters, Communications shall not travel directly
rom district to prison staff regarding prerelease affairs,

Perform duties of

latter's absorse the Workrelease Supervisor in the

INTERSTATE COMPACT SUPERVISOR

Uhder the direction of the Pro ini
gram and Trainin
Inteﬁstate Compact Supervisor shall: 9 Manager the

1,

2.

3.

5.

Plan, organize and direct the Inte
~ rstate
for the State of Nevada., Compact’Program

Be responsible for the receipt, di ibuti a
_ ' stribution ajyd approval
or denial of all parole and. probation cases réferﬁgé to

Nevada or referred out-of-gtate,

Assign and coordinate work within the distri withi
" ! ‘ : icts and within
Central as such relates to Compact caseload processing.,

Approve and review all documents flowing through the Inter-

.state Unit for example, violation reports and progress

reports,

Develop and implement methods to chan &
: : ] ge, coordinate
simplify and/or standardize procedures a;d systems t%

insure that Department and Compact objectives are met,

12



7.

Develop and maintain a working relationship wfﬁh other
compact administrators, departmental staff and law enforce-
ment agencies as required. .

Attend National and Regional Interstate Compact Conferences
in the capacity of a State and Department of Parole and

Probation representative,

Compile information and prepare reports to be made available
to the Courts, Board of Parole Commissioners, Board of
Pardons, etc., as required.

WORK RELEASE SUPERVISOR

Under the direction of the Program and Training Manager, the
Work Release Supervisor shall:

1.

4.

L L R, AR et 9

Coordinate and facilitate all facets of the Work Release
program in District I, II, III and V; the Prerelease
Supervisor in District IV shall perform like duties.

Develop and maintain open rapport and communications with
community and state and federal government resource person-—

nel and agencies.

Perform the role of liaison officer between the Department
of Parole and Probation and the Department of Prisons on
matters relating to 120 day evaluation commitments. The
Supervisor shall correlate and expedite reports from the
districts to the Department of Prisons and from the Depart-

' ment of Prisons to the court via the districts.

Notify the court of inmate enrollment in the work release
program subsequent to the Board of Parole Commissioners
granting work release privileges to an applying inmate.

Insure that inmates enrolled in the Work Release Program
meet the criteria for participation. All documents and.
agreements necessary for ongoing enrollment shall be com-
pleted, signed and witnessed appropriately.

Conduct pre work release classes on a monfhly basis.

Develop (or assign to the districts for development) employ-
ment opportunities and coordinate arrangements for trans-
portation and lodging in city and county jails and/or in

a Nevada State Prison facility. :

‘Maintain accurate and up-to-date records of enrollee hours,
wages, net earnings, etc., for all enrollees in all

districts.

Provide ongoing supervision of enrollees, conduct

13
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11,

surveillance and investigations, make and assist in makin
arrests, transport and assist in transporting violators J
assist other law enforcement agencies as needed as requeéted
prepare and present violator cases to the Parole Board, file

criminal complaints and assist i i
) t ) n prosecution of en
who commit new crimes. snrollees

r

In addition, perform preparéle functi i ili

L Ictlons in facilitatin
J%b_placements for parolees, aiding in planning for relegse
of 1inmates granted parole, initiating and checking parole

agreements and tra i
areas. ransporting parolees from NSP to program

Perform dutie . \
absence, s of the Pre Parole Supervisor in the latter's

-

SENIOR PAROLE SPECIALIST

Under the direction of the Pro ini
- gram and Train
Senior Parole Specialist shall: ing Manager, the

1.

2,
3.
4,

Be responsible for the operations of the ., '
i Speci
Unit and the staff assigned thereto., pecial Services

Act as Department Rangemaster.
Be responsible for security systems throughout the State.

Perform as otherwise outlined in the Speci ; .
i . cial Serv
herein. (Investigation Skills). F ices Unit

ACCOUNTING UNIT

Under the direction of the Chief Parole an¢ Probation Officer

1.
2,

3.
4.

5.
6.
7.

~the Accounting Unit shall:

0

Prepare administrative budgetary programs.

Prepare all administrative accounting i i
: g includin
for travel expenses, billing claims, etc. ing payment

Prepare all payroll documents for processing,

Evaluate and approve all purchase requisitions and

‘warehouse orders.

Maintain, "track and record all Department inventory,
Prepare all Motor Pool requisitions.

Process restitution ayments in acc '
Orders., paym ordance with Court

14



/}
//

.
NS

8. Prepare and process parolee loan fund.
9, Prepare statistical data as requested by»the Department.

10. Prepare all financial reports as required by the Department.

MANAGEMENT ASSISTANT

Under the direction of the.Chiéf Parole and Probation Officer
the Management Assistant shall:

1., Process all documentation for the northern districts for
*  presentation to the Bocard of Parole Commissioners.

2. Review, on a timely basis, the files of each alleged
violator assuring the proper filing of all required docu-
ments and data and follow up on district officers where

documentation is lacking.

3. Prepare packets for Districts I, II, III and V for all
Board members and for counsel for revocation hearings,

4. Be responsible for all personnel paperwork and shall act
in a liaison capacity with line c¢lerical staff in district
offices in processing such paperwork.

5, Conduct annual training management workshops for all
department support staff with the assistance of the Program

and Trainigg Manager.

oy

STATISTICAL CLERK B

Under the direction of the Chief Parole and Probation Officer,
the Statistical Clerk shall:

1. Collect, analyze and log all data on convicted persons in
the State of Nevada. Such data shall be drawn from pre-
sentence and disposition reports. ?

2, Collect, analyze and log all data on parolees released
after July 1, 1980, referencing discharge and revocation.
Such data shall be utilized for processing follow up
studies on parole.

3., Record those individuals granted probation consecutive to
parole, probation consecutive to a prison term and/or,
either concurrent or consecutive with a prison term in
another state. The Statistical Clerk shall forward a
letter of notification to the appropriate prison and shall
coordinate such- data with the Preparole Supervisor,
Central Office, ' P : ¢ ,

L
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Process data as requested by the De
¢ partment for report
writing purposes: Contribute Departf@nt dates forpthe
Uniform Paro{e Reports and reportsalor the National
Council on Crime and Delinguenay, ) : o
-l\_\ ‘
. ! y
Provide information as requested ahd ,
1 a approved by the
Department, to government, community and i indi
and moomntag. r Y and private individuals

Enter all data into the Department word i ine
. rocessing machine

to_be retrieved and made available f 3 iti

informatiom OTPOGSE . or report writing and

OTHER SUPPORT STAFF

Other smpport staff‘shall be assign o .
eyt 4 . ed to both s
genera;/dutles including, but not f%mited to: Specific and

1.

4.

i

&

Maintenance of Central case files o _ \
parolees. , n all probatloners and

Maintenance of all personnel files.
Performance of assignments as requested by the Preparole,

Work Release and Interstate Supervisors (Ce i
: Int te (Central Offi
by the Spec1;1 Services Unit and other séaff. ‘ ce) or

Clerical duties .for executive officers, etc.

=

16
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1. Parole and Probation District I:

JUDICIAL AND PAROLE AND PROBATION {d)

DISTRICTS IN NEVADA

The 1lst Judicial DlStrlct in ‘Carson City

Serves:
and Storey Counties, and;

The 9th Judicial District in Douglas and
Lyon Counties.

2. parole and Probation District II:

The 2nd Judicial District in Washoed
County. : o | 5

Serves:

3. Parole and Probation District III: - kx

The 4th Judicial Dlstr1CL in Elko and
Eureka Counties, and; : i :

Serves: .

The 5th Judicial District in Nye and
Esmeralda Counties, and;

‘The 7th Judicial District in White Pine, ,
and Lincoln Counties.

4, Parole.andkPrObation District IV:

Serves: The ;Bth‘ Judicial District in Clark
' County. :
B . . : . ,I
5. pParole and Probation District V: , 3
t and %

The 6th Judicial District “in Humbold

Serves: T
‘Pershing Counties, an

The 3rd Jud1c1a1 District in Churchlll and -
‘Lander Countles, and; - :

The 5th Judlclal Dlstrlct in  Mineral

Countye.
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DISTRICT SUPERVISORS/GENERAL DUTIES

District Superviéors under the direct supervision of the Deputy
Chief are responsible for administering, supervising and
directing the Parole and Probation Program within their distrijct.

A major responsibility of District Supervisors includes admlnl—
sterlng and assisting new staff in t“e development and imple-
mentation of new programs within the yistricts in efforts to

enhance effective functioning.

Overseeing and defining training needs of staff members with the
assistance of the Program and Training Manager is a continual
responsibility along with performing the role of liaison officer
with courts, law enforcement and criminal justice agencies.

Dlstrlct Supervisors need to malntaln a working knowledge of:
the prinniples of parole and probation casework techniques and
applications, court procedures relative to their spec1f1c
~dsgtricts, up to date knowledge and awareness of case decisions
‘+.xd law effecting parole and probation administration, etc.

UNIT SUPERVISORS/GENERAL DUTIES

The Unit Supervisor under the direction of their respective
district supervisor shall facilitate all matters pertaining to
their particular area of supervision within the district and
shall perform all other duties as assigned by the district
supervisor.

Areas of superv1sion are defined as specialty units established
to meet unique needs 1th1n the districts. For example,
District II also serv1c(s an Intensive Services Unit on a small
scale, In Digtrict IV, fbxr specialty units are serviced includ-
ing: Investigation, and Restitution (CPR Unit).

General Duties é

Investigation Unit Supervisor:

The Unit Supervisor in the Investigation Unit assumes responsi-
bilities including the overall supervision and control of all.
investigative matters assigned to the Unit by higher authorities;
for example, by the courts, the Chief, etc. The Unit Supervisor
reviews all presentence reports, meets training needs within
the Unit, appears in court as a representatlve of the Department,

attends sentencings, etc. : ) o

In District IV, the Investigation Unit Supervisor is ‘further DR e
responsible for the control and administration of Court :
Services’ in that the Supervisor performs the role of liaison
in maintaining contact with the district®court system, and law
enforcement agencles and personnel within the district.

< K ‘
. . ‘ .
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Supervision Unit Supervisor: General Duties

The Supervisor oversees activities of all parole and probation
officers involved in active field supervision of probationers
in District IV and of prcbationers and parolees in District II
and as otherwise detailed in the work performance standards of
the position.

Intensive Supervision Unit Supervisor: General Duties

The Supervisor is responsible for functions and duties of both
investigation and supervision unit supervisors in addition to
supervising special interest cases, for example, intensive
supervision of drug addicts, etc.

Compact, Parole and Restitution Unit Supervisor (CPR): Duties

The CPR Unit presently exists in District IV. The Supervisor
is responsible for directing the activities of all officers
assigned to active field supervision of interstate compact
cases, Nevada parolees and Nevada probaticners owing restitution,

23
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~coordinate their efforts with the chairperson of -the group v

GIFTS AND GRATUITIES

For Staff

It is the policy of the Department of Parole and Probation that
staff never accept, on behalf of staff, any gift, gratuity or
contribution from any source, when such a showing of apprecia-
tion is related to his/her work in the Department. This would
not preclude having a cup of coffee with a client when making a
call or accepting a cigarette during an interview but would
.exclude most other occurrences,

Staff shall at no time purchase anything from or sell anything
to a client. " Staff shall not loan money or any item toc a client.
Staff shall not be permitted to borrow money or any item from

a client. This subject is further addressed in the Departmental
Incompatible Activities, Section C(1-2).

For the Department

Offers of money or materials for the Department's use from
clients or interested parties shall be politely but firmly
rejected. A similar offer from a, non-client, non-interested -
party or group shall be tentatively accepted without specifi=
cation of application and with an understanding that the matter
shall be referred by the officer to the administration for
processing. ' ,
Any gifts received by the Department shall be approved by the
Nevada State Legislature. “ S

SPEECHES

All members of the Department are encouraged to participate in

a public education program on behalf of the Department. Speakers
shall generally be made available to groups such as service
organizations, PTA groups, church ‘organizations, etc.,

Assignments to make speeches shall generally be made by the
District Supervisor or Central Office, Assigned persons or
panels may contact Central to gather background information and
materials along with statistical data. Assigned staff shall

requesting the program. - )

A brief report of the program éhall be made subsequent to the

engagement. The report should address the overall nature of the
presentation including audience reaction and participation and
should point out any unusual developments which might be of
interest or concern or which might require attention by the
administration of the Department. Submit the report to the Unit/
District Supervisor. ' : f « .
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COMMUNITY COMPLAINTS

Employees in government service are the subject of criticism
and complaint from time to time. It is even more the case with
probation and parole employees because of the nature of the work
and special problems of the clients, .

As a public agency, the administration shall inguire into com-
plaints and concerns voiced by the community. Each complaint
shall be processed as an individual matter. However, as a

general rule, the inquiry shall be conducted involving as few
people as p@ssible and whenever possible, at the supervisory
staff level. The staff member shall be fully informed regard-

ing the complaint.

Complaints involving possible criminal activities shall generally
be processed by Central Office Administrators and shall be
dealt with in a confidential manner,

THE PRESS

All press releases designed by members of the Department shall be
approved by the Chief Parole and Probation Officer prior to
distribution. A copy of such shall be filed in Central Office.
Questions posed by members of the media to Department staff
shall be referred to District Supervisors for response. District
Supervisors shall offer that information which is an established
part ¢f public record, i.e., discharge dates, length of sentence,
etc. Any questions covering other information should-be referred
to the Chief or Deputy Chief. J

POLITICAL ACTIVITY

Employees have the right to vote as they desire and to express
their political opinion on all subjects with the following

exceptions.,

1. No employee shall directly or indirectly solicit or receive
or be in any manner concerned in soliciting or receiving
any assessment, subscription, contribution, or political
service, whether voluntary or involuntary, for any political
purpose from anyone on any employment list or holding any
position in the classified service.

2. No employee shall engage in any political activity during
the hours of his/her state employ with the purpose of
improving the chances of a political party or individual
seeking office. :

0

3. No Employee §ha11 engage in political activity for the
purpose of securing preference for promotion, transfer or
salary advancement,
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4. No gmployee shall, while off duty, engage in political
actlvi?y_to an extent that it impairs his or her attendance
or efficiency as an employee. :

5. No employee sha}l, as an employee in an agency administer-
ing federa}ly alqu programs, engage in political activity
at any time which is forbidden by federal 1law,

OFFICER COMMUNICATIONS WITH INMATES OF NSP/GUIDELIﬁES

Telephone Correspondence: It is a breach of institutional rules
for inmates of the Nevada State Prison to telephone any state
agency. Such communications shall be immediately reported to
supervisory staff who will report this.

As a general gwidelipe, employees of the Department shall not
furn@sh any inmate with information but shall refer the inmate
t? hls/hgr correctional classification counselor or the attorney
of record.

Written Correspondence: In the event an officer receives
correspondence from an NSP inmate, the officer, in answering the
correspondence, shall submit a copy of thes inmate's letter and
officer's response to the correctional nlassification counselor
at the respective institution, T

If the name o§ the counselor is not évailable, the correspondénce
shall be submitted to the program director at the respective
institution, '

Note: This directive is per agreement with the Nevada State
Prison and compliance is expected.

CORRESPONDENCE: GUIDELINES

All correspondence requiring an answer shall be answeredf
and without undue delay. ‘ promptly

Occ§siona11y, correspondence may be answered via a phone conver-
sation. When the material discussed via the phone should be made
part of a permanent record, documentation shall be made, for
example, in the chronological entries.

HTELEPHONE COMMUNICATIONS

- Long Distance Calls: All long distance calls shall be charged

o o i s

to the Department. No personal long distance calls shall be
permitted. - :

Al} long distgnce, direct dial calls, shall be approved by the
Unit or District Supervisor prior to dialing. :
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Telephone Log Book: (See Attached) The Telephone Log Book shall
be maintained as an official Department record, with the excep-
tion of the staff recorded below, all staff shall log each long
distance call providing information as requested in the Log.
Calls to Central Office need not be logged by any staff member
unless this procedure is required by district policy.

The following district staff shall be exampt from recording in
the Log: District/Unit Supervisors, staff directly charged with
district compact duties and with restitution responsibilities,
and the Preparole Supervisor.

Monitoring/Supervisory Responsibility: The Unit or District
Supervisor shall collect and review log sheets on a monthly
basis and at that time provide officers with log sheets for the
following month. Phone logs shall be forwarded to Central
Office Accounting after supervisorv review.

INSTATE AND OUT-OF-STATE WATS LINE INFORMATION

Instate: The Department is billed for three minutes for‘each
long distance/instate call. After three minutes, the Department
is charged on a per-minute basis. A

WATS Lines for instate calls exist from Carson City, Reno, Elko
and Las Vegas., >

Dialing Instate: In Carson City, dial 180, after dial tone,
dial 4 digit code + area code + number. :

)

From Reno, connect into the University System. Dial 180. When
you receive a dial tone, dial one and the seven digit number,
The 180 code connects into the WATS Line, The call will be’
automatically timed for billing by the.University.

‘ , Sy ;
From Elko, all WATS Line calls are placed through Elko State
Office Building support staff.

In Las Vegas, dial operator and request the number, The
operator will connect the caller to the WATS Line.

From Fallon, direct dial.

From Department sub-offices,ldialing instate, long distance
is accomplished by direct dial. .

Outside Nevada: The Deparitment is billed on a per-minute basis
for all out-of-state dialing.

WATS Lines for out—of-state‘dialing_exist from Carson.City,
Reno and Las Vegas. Connections into the system are available
for these districts throughout the continental United States.
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Dialing Outside Nevada: From Carson City, dia1‘180, After dial
tone, dial 4 digit code + area code + the number.

From Reno, dial 185, When you receive a dial tone, dial 1 +
the seven digit number. 185 connects the caller to the WATS
Line. The call will be automatically timed for billing by the
University. : |
From Elko, all WATS Lines are placed through Elko State Office
Building support staff. '

From Las Vegas, dial operator and request the number. The oper-
ator will connect the WATS Line.

From Falion, direct diaf.

From Department sub-offices, dialing out-of-state calls is
accomplished by direct dial. : ' '

DRESS

As professionals and representatives of the- Department, staff
shall be expected to use basic common sense in selecting dress
as well as meeting Department guidelines: :

Women: Coordinated suits, pantsuits, slacks, dresses, skirts
and blouses shall be acceptable attire. Bare midriffs and
revealing necklines and hemlines are neither professional nor
permitted,

Men: Coordinated suits, slacks and sport coats shall be
acceptable attire. A tie should always be available. Shoes
?nd boots shall be polished and shined.

In All Cases:

1. Jeans and‘t—shirtssare not appropriate. The exception
being denims which are a part of a suit or coordinated
apparel. 5 : \

2, Dress shall be appropriate for court, field and office.

3. Dress shall be neat, clean and pressed, and gkall establish
‘suitable example for clients.

Department Expectations: ) . - ’ ) -

Staff ig also expected to be well groomed at all times., As
professionals, simple cleanliness is a very basic expectation.
This includes proper personal grooming and care of wearing
apparel. » ' ~ |
It is the responsibility of all- supervisors to insure that Q
RN )
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Department guidelines are met at all times which may include
the necessity of a corrective conference to alleviate unacceptable

dress or grooming.

7 . / B
Exceptions to Dress Codé;

Exceptions apply in cases of planned searches, surveillance, etc.

Direct further questions regarding dress to the District

Note:
Supervisor, ‘
\
/} ®  yUSE AND CARE GF STATE CARS
& i .
1. Use: In accordance with NRS 204.080, state autos shall be

used for state business only.

2. State employees &and/or other persons on official state
business may be transported in state cars.

=

“ 3. State vehie%%% may be used for transport to and from work

in thosg/éases where officers shall be involved in evening
case supervision for the Department of Parole and Probation.

4, State vehicles shall not be used for other private purposes,
i.e., shopping, recreation, etc. p )

Care and upkeep:

The individual assigned to the use of the
vehicle shall: :

1. Insure that the vehicle receives regular maintenance
, checks. 1Insure that the vehicle is kept clean on an

ongoing basis.
o Ea a

2, Insure that reports ‘are submitted ‘on a monthly basis
including Vehicle Requisition @nd Trip "Report and Motor
Pool Fuel Consumption Record. Insure that charge slips
are attached to the Fuel Consumption Record if fuel is
‘purchased from non-state facilities. ‘ S

Insure that Form 7M, Return of Violators by Cars for Parole
and Probation is ‘submitted as appropriate along with the
Vehicle Requisition and Trip Report (See Attached).

*3. Insure that all supplies are maintainéd in the vehicle

including gas logs, credit cards, evidence kits, first aid
supplies, flares and other .emergency equipment.: _
, ‘ = ~ .

AUTO ACCIDENTS/PROCEDURES

The following procedure shall be followed if an employee of the
Department is involved in an auto accident: . .

e ) ) . o
R - : oY
o
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. accident forms and reports,

S/

1, Givé emergency first aid treatment:
i } nt' to any person who
Sustains injury to the best of your abilit "
Samaritan" principle. . Y ) Y Per the "Good

2. Mafe use of flares which may be found in the trunk of the
ggégéingﬁsreg shall be used in emergencies or accidents
uring evening hours. Reques
from State Motor Pool. aest replgcement Flaves

3. Summon a law enforcement officer- a;
' , r and do not leave the
scene of the accident until the officer has arri
indicated that you may do so. 7 rrived and

If the officer issues a citation, sign and accept it,

4. Record the names and addresses ‘ inij
: A of all injured persons and
the names and addresses of all persons i i
. . 3 ] who wer
involved in the accident. i ° in vehicles

5. Record the names and addresses of .
.t any persons v
to have witnessed the accident, P you believe

6. Make no statement concernin i
v ¢ < g the accident :
. investigating officer, ' 1 SHeept To the

T 5
7. If your auto is disabled or lﬂ Gt if
{ s call the Motor Pool (collect if
necessary) and advise them of the circumstances, Thé& will
process arrangements for towing. ) N

If you are a considerable distance fro e ‘

m the Motor Pool
arrange to have the car towed to a nearby garage and'
request the state be billed for the service, :

Reporting Procedures: Complete the formal ide: ¢
J s Accident Report
;gggaigfia 1mmeqt?te1y upon your return to the office, lgdotor
sha provide you with instructi ; \ssi
report, Yy uctions for processing the

In addition to those procedureﬁxsét forth herein, copies of all
: ts, and any other data regarding an
acgident with a state vehicle, shall be immediatelygsent %o the
Chief Parole and Probation Officer. ' ' '

P )
o i _\\\\i B /s)

HIGH SPEED CHASES/PROHIBITED

High speed chases shall under no circumstances be conducted or

~engaged in by a Department of Parole and Probation Officer.

0
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II.

III.

Iv.

S a.

ACCIDENT/DAMAGE REVIEW BOARD : - }

The purpose of the Review Board is:

Standardize review of incidents.
Elimiﬁate potéﬁtial‘problems/causes.

Reduce negative .impact trends.

i

Reduce loss,

Provide analysis of factors contributing.

Make recommendations regarding dispositisn of case
including corrective action, if required.

Board Hearing:

de

b.

To be held within 5 working days of incident.

Finding and recommendation to be reported to Central
within 24 hours of hearing. °

Written report to follow within 48 hours of ‘ § §
hearing. , o .
Chief or Deputy Chief to make decision on )
disposition. , » v

©

Responsibilities of Board:

a.

Review facts of incident.

b. Interview those involved including drivers,

' vehicle assignee, witnesses, etc. ]

C. ‘Dééermine if incident was, 1) preventable, _ . )

: 2) actionable (i.e. discipline due), 3) non- R w
preventable. - ’

d. Make determination.

Guidelines: '
Intersection Accidents - It is the responsibility

of the drivers to approach, enter, or cross ¢ R
intersections in a safe manner, and they should (

7
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9.

h.

-an accident as

~ing to signal,

be prepared to avoid any accident that might occur
through the action of other drivers. Complex
traffic movements, blind intersections or failure
of the "other driver" to conform to .law or traffic
control devices will not automatically discharge
non-preventable., Intersection
accidents can be preventable even though the state
driver has not violated traffic regulations. The
failure to take precautionary measures prior to
entering the intersection is a factor to be studied

in making the final decision.

Backing Accidents - Almost all backing accidents
are preventable. A driver's responsibility is to

.back safely even when someone is assisting by giving

the driver directions. A driver's. responsibility
is to check all clearances personnally. Backing a
vehicle should be avoided as much as possible,

Front End Accidents ~ Regardless of the abrupt or
unexpected stop of the vehicle ahead, the driver

should be following at a distance that will allow
a safe sudden stop if necessary without colliding.
with the vehicle in front of him,

Rear End Collisions - It is also determined that
an accident should be preventable if the driver
does not signal his intentions to stop. Allowing
a vehicle to stop and then roll back into another
vehicle, is preventable. :

Passing Accidents - Failure to pass a vehicle safely
indicates poor judgment. There are several impcrtant
factors that must be considered prior to making a
passing movement. )

‘Being Passed - It is important to allow sufficient

clearance for a vehicle which is passing. To speed
up or cut off a vehicle when that vehicle is in

such a vulnerable position is failing to yield to
that vehicle. ‘

Approaching Vehicle Accidents - When a vehicle is
approaching and is on a collision course, every
attempt should be made to avoid that collision,

i.e. slowing down, pulling to the right, blinking

- lights or sounding horn if time permits.

Turning Accidents = A turning movement is the re-
sponsibility of the driver making the turn. Fail-~.
improper position for the turn,

"

D
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1.

pedestrian hazards or other improper actions could
be considered negligent and should befpreventable.

Accidents Blamed on Adverse Weather - It is the
duty of each driver to drive in such a manner as
is safe and prudent for prevailing conditions - ice,
snow, fog, rain - are not justified reasons for
accidents to occur. - A failure to adjust for road

and weather conditions is cause for deciding an
accident was preventable. o

Collisions With Fixed Objects - Being unfamiliar
with terrain or area, is not a justified excuse
for having an accident with a fixed object. Since
fixed objects do not strike vehicles, the acci-
dent will in most cases be preventable. '

Accidents Involving Mechanical Failures - Mechani-
cal failures of a vehicle, if detected, should be
repaired immediately before continued operation.
The detection of knowledge of the defect 1is cause
for the accident being classified preventable.

Non-Collision Type Accidents =~ In some instances,
defensive action to avoid a collision is justified,
(such as running off the road). These actions could
occur because of an attempt to avoid striking an
animal or swerving to avoid an obstacle or other

vehicle.

V. Board Members:

, . ” )
a. Consists of three (3) persons,

b. One member must be of a supervisor rank.
C. Remaining members may be peers or -above.
d. Chief or Deputy Chief makes final determination.

e

'yI. Discipline:

a. For review or appeal procedures, follow S.A.M.
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FORM 11M-Rev.9/80

MC5474
LONG DISTANCE TELEPHONE CALLS
MONTH ENDED
DATE CITY/ NUMBER LENGTH OF CALL |P
LCD. :
STATE CALLED o BY T SUBJECT
o Beging End |Length
Verified,

36
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Form MP.1 (Rev. 9-80) Motor Pool Use Only: Amount to be billed $.%:

2

B

185079

NEVADA STATE MOTOR POOL
VEHICLE REQUISITION AND TRIP REPORT

Agency to be chargcd."Departm};mt;..nf..ja role. & Probation
] :

Division to be charged District I- Vehicle No. BMW900
o
Budget account No. 3740
Return date... July 31, 1980 " Return time 5;00 p.m. Ending. 3948
Departure date July 1, 1980 Departure time.. 8:00 a.m, Beginning 3248
Destination Statewide Estimatéd date of return Continuous Total miles driven 700
Approved by Vehicle received by Assigned Vehicle Officer
Signature of agency head Signature of driver
o , . —42-4242
MOTOR POOL USE ONLY Social Security No 1167427424,
Charges:
Airport pick up NOTE: By signature above, driver certifies that he has a valid
’ - . Nevada Operator’s license, and that he is ¢ognizant of State Law
& concerning misuse of State-owned vehicles.
Airport delivery .
i Vehicle returned by.... L.  Aerenenes A 2L A A
i Park; Signature of driver
: Parking
o
i NOTE: By signature ab;':ve. driver certifies that he has reported
g Total charges any accidents involving the vehicle during his use, any citations
! received resulting from vehicle use, that he has reporied any
vehicle defects to the Motor Pool Attendant, and that speedome-
ter readings and miles driven as shown above are accurately
i ‘Motor pool attendant reported,
i Signature
REMARKS: _(Include vehicle malfunctions or adjustments required, accidents, citations received, etc.)
Car in service at Motor Pool for.2 weeks from 7-7-80 through 7-25-80. Used #WBM 385
$ in place of the above.

WHITE—To Motor Pool Accounting.

PINK—To Motor Pool Accounting—to Agency with Statement.

GREEN—To Motor Poo} File.

GOLDENROD—Return to Agency with driver after completion,
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FORM 7M (3/81) DEPARTMENT OF PAROLE & PROBATION
MC5473 RETURN OF VIOLATORS BY CAR

OFFICER: | ’ | , . (3 £}

i

DATE OF TRANSPORT: | e

VIOLATOR (Parolee or Probationer):

DESTINATION:

MILEAGE: BEGINNING: | - MOTOR POOL CAR#: ) y
v ° 72

ENDING:

DEPART: ____ RETURN:

SIGNATURE:

et e e . i P I 00 (e (e, S Gt Sk A Pt Py S i, . (i e et S SO St g T GO e e S o P M P S S A S WU WA S USRS g S D G G e e e e S i S S T U S P e G D s et St St S

FORM 7M (3/81) DEPARTMENT OF PAROLE & PROBATION
MC5473 RETURN OF VIOLATORS BY CAR -

OFFICER:}

DATE OF TRANSPORT:

SECTION 5: PERSONNEL, POLICIES AND PROCEDURES

VIOLATOR (Parolee or Prcbationer):

SN

()

DESTINATION: (

MILEAGE: BEGINNING: MOTOR POOL CAR#:

ENDING: ] | | ¢ - 5 -

DEPART: . RETURN : | | ‘ )

SIGNATURE:

s o s P . e g i it e (o e S S S S S — et o} S " ot (o o (o} i it e S s e Sk Py S, Wt ) SO . P S O VS ke i g W Tl Mk it S, B T B S . VO S ot S S S e

FORM 7M (3/81) DEPARTMENT OF PAROLE & PROBATION
MC5473 RETURN OF VIOLATORS BY CAR

OFFICER:

DATE OF TRANSPORT:

VIOLATOR (Pardiee or Probationer):

DESTINATION:

N
i

MILEAGE: BEGINNING: | MOTbR POOL CAR#:

ENDING: - | 5 i - o
’ ()

DEPART: __ » | RETURN :

SIGNATURE:
40
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TR17:

HIRING AND PROMOTIONAL POLICY STATEMENT

In order to secure and retain competent staff and to foster
effective staff teamwork, it is the administrative policy of this
Department to employ and promote the best person available for
each position, irrespective of race, creed, national origin or
sex.

Eligibility for employment in the various positions within the
Department shall follow the ~gyuidelines set forth by the State
Division of Personnel.

DEPARTMENT POLICY: TRAINING AND DEVELOPMENT

Policy Statement: The training and development policy of the
Department rests with the belief that people are the greatest
asset to any organization, and hence, that development of
Department “employees shall be of the highest priority to the
management of the Department.

Training Prqgrams: Three training programs have been designed
for the new employee incorporating Basic Skill Development
{(Department Orientation, Technical Skills, Investigation Skills
and Supervision Skills); On the Job Training; and P.0.S.T.
(Peace Officer Standards Training).

Training programs shall be offered and completed within the
first twelve months of one's employ with the Department with
the exception of special circumstances.

As opportunities arise, ongoing training via non-departmental
and departmental programs shall be offered to all Department
staff,

Continued Training: The Department encourages continued training
and education in those areas which will afford staff the ability
to perform assigned duties with expertise, effectiveness and
efficiency. See Department Training Manual for further discus-
sion. .

The Department encourages staff to submit requests for continued
training, and likewise, encourages Unit and District Supervisors
to screen such requests in a supportlve manner when requests are
deemed bene§1c1a1 to the individual's training and development,

Form TR17,
routed . in accordance with dlrectlons provided herein.
Attached).

Request for Training, shall be submitted and
(See

D .
Training and Working Hours: Mandatory training shall be treated

as_work time; however, attendance at optlonal training sessions
may requlre the 1nd1v1dua1 to maintain up-to-date a551gnments
and superv131on.

42
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Upon approval it shall be possible for staff to be involved in
continued training programs. In this case staff will request
adjusted workday schedules provided such schedules do not
interfere with the smooth functioning of the district. Adjusted
schedules would entail using lunch hour for work, working later
in the evenings, etc. ~

WORKING HOURS/WORK SCHEDULES

Working Hours: All probation and parole officers shall work a
40 hour, 5 day, work week. Due to the nature of work, an
officer shall anticipate a flexible schedule on approval by the
District Supervisor. _

Working evenings as a matter of case supervision is not unusual.
Officers shall be expected to adjust schedules in order to avoid
exceeding an eight hour work day; hence, compensatory time shall
not be accumulated. When necessary, the officer shall arrange

to work, for example, from ten to seven or noon to nine. Shift
work and adjusted work day schedules may be mandatory.

State Administrative Manual per Rule VII A dictates:

The normal work week for state employees shall be
40 hours... The normal work day for state employees
shall consist of two, four hour work periods separated
by a one-half to one hour meal period. During each
four hour work period, an employee shall receive a
rest period of fifteen minutes.,

S.A.M. further permits vacations upon approval by agency admini-
strators,

Overtime/Compensatory Time Off

With the exception of emergencies, all overtime shall be approved
by the Unit or District Supervisor in advance of earning such
overtime, not subsequent to it., -

An emergency would be a situation where the employee could not
take the time to call or locate the Supervisor to advise of the
critical situation at hand. In most instances, such emergencies
would be rare and would not normally occur during regular working
hours in urban offices.,

In the case of an emergency, the officer is to contact the \
Supervisor and advise same of the situation and obtain appro-
priate approval.

Requests for Overtime: Supervisors shall not rubber stamp
requests for overtime. If, for example, an officer requests
overtime or additional back-up for purposes of a search, arrest,

43
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etc., the Supervisor shall determine if, in fact, the action
must be taken at the immediate time or if the action could be

- temporarily postponed to a time which would not require the

approval of overtime.

Individual District Supervisors may require that the prior
approval be in writing. The administration neither solicits
nor 1is opposed to volunteer time. :

‘Compensatory Time: In all cases including emergencies, Depart-

ment personnel shall compensate for overtime work during the
week in which overtime was accumulated. Therefore, the time

shall not be considered as overtime hours and shall be considered

as part of the normal 40 hour work week.

OUTSIDE EMPLOYMENT

In.apcordance with the State Administrative Manual, 11lth
Edition, 1980, Rules for Personnel Administration, Rule XI:

Employees shﬁll not engage in any employment
activity or enterprise which has been determined
tc be inconsistent, incompatible or in conflict
with their duties as state officers and employees,
or with the duties, functions or responsibilities of

. their appointing  authorities or agencies by which
they are employed.

Approval: Every officer, before engaging in any out-
side employment, or enterprise, shall submit a state-
ment to his/her Supervisor naming the prospective
employer, address and phone number, and outlining
the proposed duties or activities, The Super-
visor shall make a recommendation regarding
approval and shall refer such to the Chief Parole
and Probation Officer who has the sole’ authority

~to grant  permission. Permission must be re-
ceived in writing by the reguesting party

» before being considered official. (See 1IC,pg.l).

Guidelines:

Y e TR St S D Sem L s s s

In accordance with Department Policy, an officer's first duty
regarding employment shall be to the Department of Parole and
Probation, Should any outside work or activity in any way

interfere with the officer's performance, the officer shall be
asked to decide between terminating the outside employment or
leaving the Department.

n
a

Restrictions in light of outside employment shall be referénced
-in the departmental Incompatibie Activities Schedule. ‘
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PROCEDURES GOVERNING DISCIPLINARY ACTIONS OF EMPLOYEES

The following policies adopted by the Chief Parole and Probation
Officer shall be in accordance with the State Administrative
Manual, Rules for Personnel Administration, Rule XII, 1In
addition to Section D therein, officers are held responsible
for the Department Incompatible Activities. .

The Chief Parole and Probation Officer shall be responsible
for the orderly administration of the Department and the
discipline of the employees therein, , ) ‘

The Chief Parole and Probation Officer may dismiss,. suspend, or
demote any employee of the Department. in a classified service
provided the rules and requlations of the State Division of
Personnel are followed and provided that the employee has a

right of appeal to the Division of Personnel. 0

EMPLOYEE GRIEVANCES

The following policies adopted by the Department of Parole and
Probation shall be in accordance with the State Administrative
Manual, Rules for Personnel Administration, Rule XV.

The following procedures shall be adhered to in the matter of
grievances. The party filing the grievance shall:

Step I: Discuss the problem area with the immediate Supervisor.
Clerical staff shall discuss the problem with their immediate
Supervisor while officers shall discuss the problem with their
Unit Supervisor lor equivalent officer. Staff in the rural
areas shall bypass this process and continue with Step II in
seeking problem resolution. y

: J

Step II: If the problem is not resolved, discuss the situation
with the District Supervisor. If the problem is not:.resolved,
write to the Deputy Chief as is instructed below.
; Vi . -
Step IﬁI: within ten (10) working days of the final discussion
in Step, II, write to the Deputy Chief through the supervisory
chain ¢f command, statinc—-the matter of grievance. At this
time,/if it has not already been accomplished, a written
appeal’ should also be filed with the Rfrsonnel Advisory Commis-
sion, pursuant to NRS 284, for any a?‘ion involving dismissal
or suspension. The Departmental proéedure should be exhausted
before appealing directly- tc the commission. However, by.
filing an appeal an individual's 'rights are protected should
it be necessargy for the matter te go before the Commission.
The Deputy Chief shall have ten (10) working days from the date
of the oilginal correspondence to make a decision. The indi-
vidual shall continue with Step IV if the problem has not yet
been resolved.
‘ {
J
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Step IV: Within ten (10) working days of the decision in the
aboye.Step, appeal to ‘the Chief in writing for a review of the
Q¢c181on. Within ten (10) working days from the date of the
request for review the Chief shall render a final departmental

gig;séon. The employee, if not satisfied, may proceed with

Step V: Within (5) working days from the date of the isi

of th Chief, file a written request to the State Pagiﬁéisén

Division to place the entire matter on the agenda of the State

Personnel Advisory Commission if the grievance involves dismissal

suspension, salary or classification. Those matters involving ’

233P2n51og or.digmissal must be heard by the State Personnel
isory Commission within fo -fi i

the emplovenrs ceomant! rty flvev(45) days from receipt of

Decisions from the State Personnel Advisory Commission
: may be
dlre¢ted to the Court for civil action. Y Y .
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RESOURCE DEVELOPMENT AND TRAINING SECTION

Parole and Probatlon

STATE OF NEVADA—PERSCNNEL DIVISION

REQUEST FOR TRAINING
District II

A. Department ﬁDlvmnn Office/Section...... . . .
Office/Section Address.. 1L E. 2nd Street, Remo, NV Date Submmed.-_]:__(.’ 16-90
B. Training for: Name(s) Officer Title(s) P&P II Grade(s) 32 ©
C. REQUEST D. PROGRAM INFORMATION v
, : : N¢. of Credits
KX Release Time Course Tltle Work Performance St andar ds Unive..Q
‘ ‘ (@) 218 1 TP
[J Payment fOr COStE 17 e i cetreieeie e e el mmerresae e e nm e maem s e e e amneanre e s et ae s a e e mneen .
Total Hours of
E. TRAINING IS thmn Traggportatlon Building, Reno _________ Training........ 6.

RX Division Directed
[0 Employee Requested

F. Officer signs

Total Hours of

Administrative ; s
Date(s) 10"‘30"90 Hours..9-4 _p.m. Leave............ 6 ... -
784-6441

Attach an outline or description of the training program if avaxlablv.

G. State the objectives of the training and how it will improve woqk performance. How can the rgsults of the training be measuret.. -

Partic}pam's Si-gnamre Office Phone

program requlred

.................................

H. EXPENSES
"~ List of A-G Is Required

I. IMMEDIATE SUPERVISOR (Note reason in comments)
[ Approve Cost (7] Approve Adm. Lv. ] Disapprove

R — Transportauon SIENALUTE. ... s eeeeeemecreeeeeeeae e emees e sesesesesaeesneneinnnnns Date. oo,

B, e Per Diem

O Tuition J. TRAINING REPRESENTATIVE (Note reason in comments)

D. , ..Fees [J Approve Cost [ Approve Adm. Lv. [} Disapprove

E. Books/Supplies Signature . .Datei......... i

Foooiaia Other , -

G. 8. Total K. OTHER (If required) (Note reason in comments) »

Agency Cost Code Number, [ Approve Cost {71 Approve Adm. Lv. [] Disapprove
) Signature......... ceebimane et e s bebee e eb et n st ennens Date....ccoieeiiinnee.
' COMMENTS- L. DEPARTMENT/DIVISION

Sectlons H to L 1nclu31ve shall

be/completed ‘by the

of . Parole and Probatlon

m-n Rev. 7-18)
S S b RSO e i e

PRBELIMCIN ik s SSobmmstoss

y
{

Administrative Leave
[J Approved
] ‘Disapproved

_ Reimbursement of Cost
O Approved

D epartment [] Disapproved

..............................................................

Approvmg Authority or Representntlve ‘ Date‘

M. RESOURCE DEVELOPMENT AND TRAINING SECTION( >

[0 Approved - Project Number
[ Disapproved
Resource Development and Tralmné -lie';;;esentz;t.ve ............................ f) aie ........
| o-on2 . .47 . . j
. ) e Vo U O~ ATy SV POORL »

“

()

‘Date:

FORM 29M (REV.9/80)
MC22745

DEPARTMENT OF PAROLE AND PROBATION

EMPLOYEE GRIEVANCE FORM

TO: DEPUTY CHIEF DATE: )

NAME: CLASSIFICATION:

DESCRIPTION OF PROBLEM:

ACTION REQUESTED:

VERBAL REVIEW: —
‘\\\‘ )

i

I discussed ﬁbis verbally with my immediate supervisor on

Date: ’ | Signature:

[

I discussed tﬁ;s verbally with my District Supervisor on

i
i

Signature:
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PRIVILEGED INFORMATION

Per NRS 213.1098: All information obtained in the discharge of
official duty by a parole and probation officer or employee of
the Board shall be privileged and shall not be disclosed directly
or indirectly to anyone other than the board, the judge, district
attorney or others entitled to receive such information, unless
otherwise ordered by the board or judge or unless necessary to
perform the duties of the department.

(Added to NRS by 1959, 799; A 1975, 179).

- In addition to NRS 213,1098, the basic principle when dealing
‘with release of confidential information is that no information
relating to any client may be released to any unauthorized
person or agency. Such information relates to both verbal and
written communication.

RELEASE OF INFORMATION: GUIDELINES

Compliance with the Nevada Records of Criminal History Act,
Nevada Revised Statutes, Chapter 179A is initially assumed. In -
addition:

1. No information of any nature should be released to persons

who request it merely because they are curious or interested.

2, No information of any nature should be given to persons
who request it when such persons have no formal connection
with the matter.

3. Adequate information should be provided to agencies having
a mutual interest in a client. Information should be
presented as an overview. See Nevada Records of Criminal
History Act, NRS 179A.070. '

4, Information should be presented in a complete format when
transferring cases from district to district or to other
states, federal and selective private agencies and
institutions.

5. Full and complete information should be released to such
investigative groups as the grand jury upon proper author-
ization or order. See Nevada Records of Criminal History
Act.

PHYSICAL ENVIRONMENT

1. Case File Security: Information contained in the files
of the Department is deemed confidential, Files and other
confidential materials shall be placed in an area which
will provide maximum security. Hence, confidential mater-
ials shall not be left in accessible areas, i.e., unattended

51
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on desk tops during the day or night hours on filing
cabinets, in unlocked automobiles or, when left in locked
automobiles, files shall be placed out of sight or in a
manner where identifying data is not visible.

2, Movement of Files: Unless absolutely necessary, files
shall not be taken from the office. The exception arises
with the officers receipt of a subpoena duces tecum. The
officer shall take the original file and/or file documents
as specifically requested. In all instances, the officer
shall be certain to copy the file or documents for the
district files. Reference, Testifying., Technical Skills.

3. Dissemination of Information in Files: When releasing any
information to authorized others, a chrono entry shall be
made indicating the date of the release, to whom, for what
purpose, by whom and documents distributed.

RELEASE OF INFORMATION TO SUPERIORS

Periodically, developments may surface which contain information
which should be communicated to the administration. Such noti-

fication should flow through the chain of command en route to the
administration.

Examples of situations in which the administration should be
advised of case developments follow:

1. When public and/or police opinion rua high.

2, When the press may express an unusual interest.

3. When polltlcal implications exist.

4, When major policy decisions are affected.

5. When repercussions because of Departmental or
mechanical staff error, appear likely.

6. When sound professional judgment suggests that the
administration should be informed.

RELEASE OF INFORMATION TO EMPLOYERS

Reference Nevada Records of Criminal History Act, NRS Chapter
179A.100: Records which may be disseminated without restric-
tion; persons to whom records may be disseminated upon request,

Department Pollcy. It shall be the pollcy of the Department of
Parole and Probation that supervising officers advise employers,
both pending and current, of the criminal background of clients
under their supervision in cases as outlined below:

1, Crlmes Agalnst the Person and Sex Offenses

In those cases whege the client has ever been convicted of a

52
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crime against the person, or a sex crime, the officer shall:

(a) Advise the employer or prospective employer of the con-
viction.

(b) Advise the employer or prospective employer of the circum-
stances of the offense as well as aggravating and mitigating
circumstances.

(c) Disclose to the employer or prospective employer the full
criminal record.

2. Crimes of Violance and/or Sex Offenses

In addition to disclosure and employer acceptance, no person
with a conviction for an offense in which actual violence was
proven, or a sex offense was proven, shall be permitted to
accept employment wherein the public is placed in jeopardy.

Recognizing that most clients must work, and some jeopardy could
be argued in any situation, the above policy shall apply to
employment which does not entail continuous supervision yet,
does deal with the public. For example, in hotel work, a client
shall be permitted to work as a dealer or bus boy, yet the
client shall not be permitted to work in room maintenance or
room services.

Clients in the above referenced grouping shall not be permitted
jobs dealing with patients or students.,

Clients in the above referenced grouping shall not be permitted
to work in jobs which take them into private homes. This would
include construction remodeling jobs, service delivery, yard
maintenance, etc., unless under direct supervision of a work
supervisor who h&s knowledge of the criminal background.

As all job categories cannot be recorded, it shall be the
responsibility of the supervising officer to confer with the
appropriate supervisor if any doubt or question surfaces.

3. Property Offenses

In any case where the Department of Parole and Probation assists
in the employment of clients with backgrounds of property
offenses, including those cases simply involving referrals,
direct or via other sources, the employer and)or prospective
employer shall be informed of the status and criminal convic-
tion background of the client. Details of the offenses need
not be enumerated. :

Clients presently under supervision for property offenses who

have previous convictions in criminal activities referenced
herein, shall be dealt with as indicated.

53
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RELEASE OF INFORMATION TO EMPLOYERS, AUTHORIZATION:

PROCESSING FORM 164M

Release of information to programs and agencies, authorization,
?orm 165M, shall be completed and used for mental health counsel-
ing, alcohol and drug treatment programs and medical or hospital
personnel. The client authorizes the department to release
specific information to the above referenced parties. A copy

is to be filed on the district level.

RELEASE OF INFORMATION TO MEDIA

Reference General Information and Policies, Orientation Skills,

for authority to release confidential record information to the
Media. The Nevada Records of Criminal History Act, NRS Chapter
179A, specifically outlines what records are to be distributed
to the Media. :

54
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o amr e FORM 165M (REV.11/80)
MC8764
FORM 164M (REV;ll/go) : \ B RELEASE OF INFORMATION TO PROGRAMS AND AGENCIES, AUTHORIZATION
MC22744 - { ) : ,
(o I AUTHORIZE: THE DEPARTMENT OF PAROLE AND PROBATION

ﬁELEASEOOF INFORMATION TO EMPLOYERS, AUTHORIZATION

TO RELEASE TO:

(PERSON/AGENCY RECEIVING INFORMATION)

'

TO: DEPARTMENT OF PAROLE AND ?ROBATION

ADDRFSS

THIS WILL AUTHORIZE THE DEPARTMENT TO RELEASE ANY INFORMATION | CHE FOLLOWING THFO rron
TION HISTORY TO PENDING EMPLOYERS A

INCLUDING MY CRIMINAL CONVIC

AND TO THOSE FOR WHOM I AM PRESENTLY EMPLOYED.

The above information is released for the following purpose and that
= 7 purpose specifically. Any other use is forbidden.

MY PERMISSION HAS BEEN SECURED. I HEREBY RELEASE THE DEPARTMENT

N (. .)
ANY DAMAGE OR LIABIL- (
OF PAROLE AND PROBATION AND ITS EMPLOYEES FROM -

H TO MY PROSPECTIVE AND/OR CURRENT EMPLOYERS.

ITY IN FURNISHING SUC THIS CONSENT SHALL EXPIRE ON:

(DISCHARGE DATE)

Information given or received pursuant to this consent is confiden-
tial. Further disclosure to other persons or agencies is strictly
forbidden by Federal Law without the specific written consent of the
client with the exception of program or physxcal audit where such

: information is kept confidential. e
. 1 ‘ |
; i . ) ‘

: DATE { . ” DATE :

‘ CLIENT \ SIGNATURE . ' “ A CL IENT SIGNATURE H

“ ff(
b

PARENT/GUARDIAN IF NEEDED:

| i B 2 Q : DATE :

DATE: | o 1 WITNESS: r
j » >
i o
WITNESS: % . CASE EILE#. -
v ) i
CASE FILE# _ dc”ﬁ ' (~) “Original: District File ” ,

Original: pistrict File

Q . 55 ' 'Vkmmmgwmwmhwum,

R e e bR T SRV AR R T



Section
Section
Section

Section

Section

Section

Section

Section

Section

Section

. Section

Section

PART II

TECHNICAL SKILLS: SECTIONS 7 TCQ 20
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ARREST/DEFINED

o

Definition: An arrest is the taking of a person intc custedy in
order that such person may be held to ansyer for a crime. The
~arrest is effected by actual restraint of the individual; per
??Si412 .208, "directing him to remain within certain specified
mits." - R -

'Authorization:to Arrest~ An arrest may be made by a peace
officer or a private person as confirmed by NRS 171, 124 and
171,126 respectively.

NRS 171.124: Arrest by peace officers,

1, A peac; officer may make an arrest in obed;ence to a
warrant delivered to h1m, or may, without a warrant
arrest a person:

-{a) For a public offense committed or attempted in hls

- presence., _
(b) When a person arrested has committed a felony or gross
misdemeanor although not in his presence.,, ol

(c) Wwhen a felony or gréss misdemeanor has in fact been
committed, and he has reasonable cause for believing .
the person arrested to have committed it.

(d) On a charge made, upon a ‘reéasonable cause, of the’
commission of a felony or gross misdemeanor by the
party arrested.

(e) When a warrant has in fact been issued in this state
for the arrest of a named or described person for a
public offense, and he has reasonable cause to belleve
that the person arrested is the person so named or-
described.

{f) When the peace officer has probable cause to belleve

’ that the person to be arrested has committed a battery
~upon that person’s spouse and the peace officer finds
evidence ‘of bodily harm to the spouse.

2. _He may also, at night, without a warrant, arrest. any
Vperson whom he has reasonable cause for be11ev1ng to have
committed a felony or gross misdemsanor and is justified
irn making the arrest, though it afterward appear that a
felony or gross misdemeanor has not been committed.

duthorization to Arrest on Parole and Probation Violations:
Probation and parole officers or any peace officer with power to
arrest may, with or without warrant, arrest a probationer or

- parolee in violation of a probation or parole rule or regula-
‘tion, -
~arrest any subject for whom an outstanding warrant existsy

Nevada Revised Statutes state that the officer shall

" 213.151:1 The board's written order, certified to by the chief

parole and probation officer, is sufficient warrant for any
parole and probatlon offlcer or other peace.officer to arrest

%

=
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any conditionally realeased or parqled prisoner.

213.151:3 Any parole and probation officer or any peace offiper
with power to arrest may arrest a parolee without a yarrant if
there is probable cause to believe that he has committed acts
that would constitute a violation of his parole. "

176.215:2 At any time during probation or guspeqsion of
sentence, the court may issue a warrant for violating any of
the conditions of probation or suspension of sentence and cause
the defendant to be arrested. Any parole and probation officer
or any peace officer with power to arrest may arrest a proba-
tioner without a warrant or may deputize any other officer.

PROBABLE CAUSE

A peace officer possesses the right to effgct an qrresg upon
establishing probable cause to believe a crime or violation has
been committed. The courts have held that probable cause for an
arrest is shown where an individual of ordinarg prudence wou%d
be prone to believe that a crime has begp committed. The evi-
dence need not prove the individual's guilt beyond a reasonable

doubt.

KnoWledge\that a crime has been committed in add%tion to one or
more of the following would, for example, constitute probable

causes:

1. Direct observation. oo

2. Fingerprint identification which indicates the
subject was at the scene of the crime.

3. Tdentification by the victim or witness.

4. Attempt to hide or leave the area of the crime.

5 Information from a reliable informant.

6. Tdentification by unusual characteristics.

PROCEDURES AND PRECAUTIONS IN EFFECTING THE ARREST

Step I: The Decision to Arrest

The most important decision the officer will make, at this
time, is whether or not an arrest should be effegted. ‘The
officer needs to consider a number of elements including:

1. Has there actually been a violation of parole or probaﬁion
conditions or has there actually been a (new) V1ola§10n
of the law? i

2, Is there strength to the evidence against the individual?

3. Is arrest appropriate in light of the violation?
(a) Is there danger to persons (yourself and others) or
- \

i

/)

A
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property if an arrest is not immediately made?

(b) Wwould it be most beneficial to arrest now or at a
later time after further investigation, after securing
adequate backup, etc.? ‘ 4

(c) Is it possible to ‘process violation proceedings
(Preliminary Inquiry Hearing/Revocation Hearing)
without taking the client into custody?

4. Is arrest realistic in light of the expiration date of
parole or probation?

Step II: Precautions - Operational Safeguards

Skill in effecting the arrest is a matter of training and
experience. Certain basic rules shall be observed: Caution,
preparation and planning and adequate backup are necessities.

The arrest shall be planned and consideration given to the safety
of those making the arrest as well as to any other individuals
in the area. The officer shall study the known information and,
where advisable, process further investigations prior to effect-
ing the arrest. In all cases, the officer shall anticipate
and provide for difficulties. Although each situation varies,
the officer must never attempt the arrest without "some" plan
of action. -

Adequate Backup: The officer, in processing the decision to

make the arrest, must be certain the situation is "safe."

1, In the Field: When an officer is alone and views a

; parole or probation violation, or comes in contact with an
individual for whom a warrant is outstanding, or performs
in accordance with NRS 176.124, the officer's duty is to
effect an on-site arrest with adequate backup present.

The officer may proceed to effect the arrest without backup
present when, in the officer's good judgment, it is safe to
proceed without backup or when there is an immediate threat
to the life or safety of others.

26 In the Office: The following three mistakes most often
occur in the office setting and inhibit the officer's
professional performance in effecting an arrest:

(a) The officer will discuss the arrest with the client
prior to actually making the formal arrest thereby
indicating an impending arrest without taking the
proper precautions. S S

{(b) The officer effects the arrest without planning and
preparation. The office situation, in most instances,
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is not conducive to an arrest without planned and
adequate backup. The client usually sits closest to
the door and can easily flee unless backup is present.

(c) The officer permits the client to discuss the arrest
with a supervisor without first taking the precaution
of placing the individual in restraints.

If an officer plans an arrest in the office, the arrest and
follow-up actions (restraints, search, etc.) shall be completed
prior to additional discussions or conversations regarding the

arrest,

If an officer is uncertain about his/her intention to arrest,
adequate backup shall be provided before discussions begin.
The officer must plan around his/her feeling that an arrest may

be appropriate action,

In all cases, it shall be the officer's responsibility to
properly structure the office setting prior to effecting and/or

announcing or discussing the arrest.

Step III: Use of Force

In every arrest instance, the officer must be in control and be
prepared to protect him/herself and others. Only that amount
of force necessary to effect the arrest is appropriate.

It is the responsibility of each peace officer to become
familiar with the legal and moral limitations governing the use
of weapons and the use of force. Department procedure and
policy governing the use of firearms is detailed in the Section
titled - Firearms, Technical Skills. It is incumbent upon the
officer to become familiar with and knowledgeable of  Statutes

as they relate to the use of force.

In accordance with NRS 171,122:1: The defendant must not be
subjected to any more restraint than is necessary for his arrest
and detention, but if the defendant either flees or forcibly
resists, the officer may use all necessary means to effect the

arrest,

NRS 171.138, and NRS 171,142 address the breaking of a door or
window in effecting an arrest and the breaking of a door or
window in leaving a house entered into to make an arrest.

In utilizing the provisions of these statutes, the officer must
use judgment in the need for making an immediate arrest and as
a rule he will not use the authority of these statutes in making
an arrest for a minor technical violation of the parole or

probation agreement. o

However, if the arrest is for a Violation that would amount to

(:-JT::&
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a gross misdemeanor, a felony, or is based u i
o2 pon the execution of
a warrant, the provisions of these statutes may be utilized.

As stated in NRS 171.144: fTo-m2take a person arrested who has
escaped or been rescued, the person pursuing may break open an
outer or inner door or window of a dwelling house, structure
or other place of concealment, if, after notice of his inten-
tion, he is refused admittance. ‘

Step IV: Restraint

Upog mak%ng the arrest, the officer shall imediatel

subject in restraint using accepted and approved 1:'nel::lhaocdes.the
Whepever possible (except in exceptional circumstances) the
gfflfer shall plgce the handcuffs on the subject with the sub-
Ject’'s hands behind his/her back. The officer shall immediately
dogble loqk thg handcuffs and shall not remove them until the
prisoner 1s within the confines of a detention facility.

After applying the restraints, the officer mu intai

¢ ) st maintain control
over the subject in order to lessen the subject's mobility
which may produce injuries or afford an opportunity for escape.

Step V: Search

Immediately after being restrained, the subject shal

searched., Guidelines common to all searches iLclude: iléﬁiness
control of the subject and thoroughness of the search. The ’
officeg shall in all cases, search the subject from behind
never in the front. The officer should develop a systematfé
agproach to sgarch. Search using the same technique@in each
situation to insure a thorough search; use one hand to search
and control the subject with the other hand. ’

As cited in NRS 171.146: Any perscen makin '

X : g an arrest may take
from the person being arrested all dangerous and offengive
weapons which he may have about his person, -

At the time of the initial search, the officer may r v
A le in. emove other
;tems of contraband from the subject, i.e,, nargétics, etc,

VStep VI: Miranda Warning

It is the officer's responsibility to advise the subject of

‘his/her rights as soon as possible after the arrest or after

depriving subject of his/her freedom of action in any signifi- "

- cant way. The officer will communicate the Miranda Warning in

light of a new offense and/or for an act which ma
/ ; y be construed
as a new offense, The subject must "knowingly and intelligently"

~waive his/her rights before any statement made can be used

against him/her in a court of law. Except in exceptional
the subject must verbally waive his/her’gights. P . cases,
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Phe United State Supreme Court has held (Miranda v Arizona,
1966) that a subject must (1) be made aware of four basic
rights; (2) Understand his/her rights; (3) Determine if he/she
wishes to make a statement or wishes to waive his/her rights.

The Miranda Wérning whall be administered prior to any question-
ing of the subject. It is suggested that officers make use of
the "Rights of Persons Arrested Card:"

RIGHTS OF PERSONS ARRESTED

You huve the right to remain silent. Anything you say can and

will be used against you in & court of law. You have the right to

talk 1o u lawyer and have him present with you while you are 3
being questioned. If you cannot afford to hire a lawyer, one will /
be appointed to represent you before any questioning, if you

wish, You can decide at any time to excrcise these rights and not

answer any questions or make any statements. Do you under-

stand each of these rights I have explained to you? Having these

rights in mind, do you wish to talk to us now?

Date Signed
Witness

Step VII: Transport\bf Prisoner

As soon as possible after arrest, the officer shall transport
the subject to the nearest county jail and book the subject.
Transportation should be delayed only for the purpose of conduct-
ing a search as previously mentioned. Reference Transport of
Prisoners. (Technical Skills Segment of the Manual).

Step VIII: Booking

In all instances, the officer shall present a warrant or hold
order to jail personnel. The officer shall complete the booking
slip charging the subject with a parole or probation violation
or with a new charge(s). The arresting officer shall remain
with the subject until the booking process has been completed
or until the booking officer has given instructions to leave,

Hold Order: The hold order may be utilized to detain the
subject for not more than 15 days while the officer is awaiting
the arrival of the appropriate warrant. The hold order serves
to provide the officer with adequate time to investigate possible
parole or probation violations.

The hold order may be utilized to detain the subject for not
more than "...30 days after the arrest if he is on probation
from another state and nder supervision in this state," per

NRS 176.216:3,
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the hold order must be replaced by the warrant
Reference Warrants, Technical 8Skills.

In all cases,
with expediency.

PROCESSING NEW CHARGES

The officer shall proceed immediately with the case after arrest.
After arresting and charging a subject on new charges, the
officer must process the following documents:

1. Write an Arrest Report, Form 27M. (Attached)

2, Make contact with the District Attorney: If the District

Attorney determines the case to be sound, criminal charges
will be processed.

File a complaint. As stated in NRS 171,102: The complaint
is a written statement of the essential facts constituting
the public offense charged. It shall be made upon oath
before a magistrate or notary public.

NRS 171,106 further states: If it appears from the com-
plaint or a citation issued pursuant to NRS 484,795,
488.360 or 501.386, or from an affidavit or affidavits
filed with the complaint or citation that there is a
probable cause to believe that an offense, triable within
‘the county, hais been committed and that the defendant has
committed it, a warrant for the arrest of the defendant
'shall be issued by the magistrate to any peace officer,
Upon the request of the district attorney a summons instead
of a warrant shall issue.,..

3. Assure the arrested subject is brought before a magistrate
within 72 hours after arrest (to hear the charges against
him). In accordance with NRS 171,178:

1. «ssd peace 0fficer making an arrest under a warrant
| issued upon a complaint or without a warrant shall take the
- arrested person without unnecessary delay before the
magistrate who isstued the warrant or the nearest available
magistrate empowered to commit persons charged with offenses
against the laws of the State of Nevada. “

i

In accordance with subsection 3:

If an arrested person is not brought before. a magistrate
within 72 hours after arrest, excluding nonjudicial days,
the magistrate: (a) Shall give the prosecuting attorney
an opportunity to explain the circumstances leading to the
Gelay; and (b) May release the arrested person if he deter-
mines that the person was not brought before a magistrate
without: unnecessary delay.

5
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4, Complete a Violation Report or Incident Report:

Viclation Report: The officer shall immediately begin
revocation proceedings regardless of new charges when charg-
ing the subject with a technical parole or probation viola-
tion with the request for warrant issuance and recommenda-
tion for revocation.

The Violation Report shall be completed and the Preliminary
Inquiry Hearing held determining if probable cause exists
for the alleged violaton. The subject may choose to waive
the PI and appear before the court or Parole Board for a
Revocation Hearing. '

NOTE: Document action taken as a chrono entry.

5 and 15 Day Rule

In those instances where the subject does not choose to waive
the PI, the PI shall be concluded within 15 days of the arrest
or hold, and not before 5 days or 120 hours after service of
Form 40, excluding Sundays and legal holidays. This time
requirement is in accord with NRS 213,1511 and NRS 176,216 as
they relate to parole and probation.

Incident Report (See Attached)

1. The Incident Report replaces the Violation Report where
continued supervision is recommended in cases where arrests and
violations (as cited below) have occurred:

(a) Technical Violations of serious nature.
(b) Minor misdemeanor arrests or convictions excluding.
- DUI, assaults and other potentially dangerous behavior.
(c) Gross misdemeanor arrests excluding potentially danger-
ous behavior - disposition pending. :
(d) Felony arrests excluding potentially dangerous behavior
= disposition pending.

2. In reference to neﬁ arrésts, documentation by way of the
incident Report may be made while awaiting case processing on
new charges due to a variety of case factors.

3. The Incident Report shall be used for Nevada cases only.
A Cooperative Case Report shall be processed for interstate
cases. ' '

4, All violations which do not warrant revocation proceedings
and whigh. have not been satisfied with approved chrono entries
shall be documented by use of the Incident Report,

Document in Chronos: Technical violations judged not of a

e ST T e S g

serious nature shall be documented in the case file and submitted
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to the Unit/District Supervisor for approval; such cases shall

be
5.
6.

7.

continued under supervision.

Attachments: Other supporting documents (if available).

Distribution:

(a) Original to Central (Parole Cases)/Sentencing Court.
(b) Copy: District Files. ,
(c¢) Copy: Central Office in Probation Cases.

Note: 1In a case where a future Violation Report would be

submitted requesting a Warrant, the Incident Report shall be
referenced under the section titled, Summary of Supervision
(Previous Violations).

1.

2,

3.

ARREST TRACKING LOG, FORM 149M AND ARREST DATA FORM 134M

All districts and each supervision unit within the districts
shall keep an Arrest Tracking Log and Arrest Data Form on
all arrestees.

Arrest Tracking Log: The Log shall record the following
factors: (See Attached).

(a) Date of arrest.

(b) Arrest reference number as assigned by the unit,
i.e. CPR80-001; ISU80-001,

(c) Subject's name,

{(d) District case file number.

(e) Disposition and date of disposition.

Arrest Data Forms shall be completed ‘and filed in a binder
with the Arrest Tracking Log Serving as the "table of con-
tents.” Only active cases shall be kept in the binder.
Data Sheets for cases which have been disposed of shall be
filed in the subject's case file.

Arrest Data Forms shall be kept for:

(a) A case shall be tracked if an arrest is effecteq by
an outside agency .and a parole/probation hold is
placed on the subjett.

(b) A case shall be tracked if an arrest is effected or a
hold placed by the Parole and Probation Department.

Hold Criteria: 1In those cases where a hold is placed
on a subject not in the subject's supervision district,
the assigned supervision district and the holding
district (that district where the subject is in custody)
shall be responsible for (maintaining Arrest Log and
Arrest Data Sheets) case tracking.
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5. Officer Responsibility: As soon as possible after arrest,
the supervising officer shall initiate an Arrest Data Form
with the Unit or District Supervisor, At that time, the
arrestee's name, date of arrest, arrest reference number
and case file number shall be entered on the Tracking Log.

Data entries shall thereafter be kept current by the super-
vising officer except in the following entries: Date
Warrant Received, Date Violation Report to Supervisor and
Date Violation Packet to Court/Parole Board. Each District

shall establish a system for data entries.

6. The Unit/District Supervisor shall maintain overall respon-
sibility for assuring that proper flow and procedures are

adhered to.

ARREST DATA SHEET INSTRUCTIONS

1. Violation Report submitted to Supervisor:

48 Hour Rule: If the officer arrests a subject on a technical
violation, the officer shall submit, to the Unit or District
Supervisor, a draft of the Violation Report within 48 hours or
until 3:00 p.m. on Monday, in applicable cases. If, for example,
the officer were to arrest the subject on Friday or Saturday
afternoon, the 3:00 p.m. time restraint would apply.

3 Working Days: If an outside agency arrests a c¢lient and the
officer places a hold, the Violation Report shall be submitted
to the Unit or District Supervisor within 3 working days unless

a lesser time is requested.

2, Form 40

Record the date Form 40, Notice of Inquiry, is served on the
subject.

The officer shall provide the subject with a copy of Form 40
and the Violation Report.

3. Warrant Received-Served-66M

The Unit or District Supervisor shall record the date the Bench
or Retake Warrant is received from Central Office or the date
Bench Warrant (gross Misdemeanor) is issued from the district

level,

The officer shall eﬁter the date of service and shall log the
date the 66M is forwarded to Central Office recording service.
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Record the date Form 40 is forwarded to Central Office.
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4, PI DATA-Date Scheduled-Date Held/Waived-Results-To Central

5 and 15 Dax Rule: The Preliminary Inquiry Hearing must be
completed within 15 days of the arrest or hold and not before

5 days or 120 hours after service of Form 40 (Notice of Inquiry),
excluding Sundays or legal holidays.

The officer shall record the scheduled date followed by the
actual datg held; in appropriate cases, record the date the
subject waived the PI. Indicate the finding of probable cause
or no probable cause. Record the date the PI Summary is for-
warded to Central Office.

5. Violation Package Data-To Court/Parole Board:

The Unit or District Supervisor shall enter the date data is
forwarded to the Court or Parole Board. The Package, as refer-
enced, shall include: - Form 40, Violation Report, Summary of
Supervision, Support Documents, Summary of Preliminary Inquiry
(where applicable or waiver) and Form 20M and 21M (both pro-
cessed for parole violations only).

In Districts I, II, III and V, the Violation Report Package
shall be prepared by the Management Assistant in Central Office
for presentation to the Executive Secretary and Hearing Repre-
sentatives of the Board of Parole. 1In District IV the Package
shall be prepared by each individual officer and <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>