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INTRODUCTION/BACKGROUND Y , ; i

The Office of Juvenile Justice and Delinquency Prevention (OJJDP) . « : , \ ‘1
sponsored a Forum on juvenile corrections in Washington, D.C. on October : .
4 and 5, 1983. The need for this Forum was demonstrated by a groundswell
" of requests for technical assistance from correctional departments around
the country. Arthur D. Little, Inc. (ADL) under its current technical
assistance contract with OJJDP, conducted the Forum which was comprised
of 18 correctional administrators from around the country.

' The purpose of the Forum was to identify and define problem areas -
of priority concern to juvenile correctional personnel in the operation
of secure juvenile correctional services. This purpose was achieved due
to the high quality of participants and their commitment to defining
problems. Participants also helped clarify possible technical assistance
responses to the problems identified. '

This document emanates from a priority need articulated at the -
Forum to:

® Develop a self-assessment guide for correctional administritors
to use in assessing the adequacy of security control systems;
and

° Develop a model set of policies and procedures related to
security control in secure juvenile correctional facilities.

To respond to these needs, Arthur D. Little conducted the following
activities:

1l) . A request letter and checklist were developed and mailed to a&all
juvenile and adult state correctional administrators throughout ;
the United States for copies of policies and procedures, v b=
regulations, and/or directives related to the issue of ’ T
security, control and unusual incidents. The response to the
request was overwhelming. Over 30 states responded with
complete sets of @ policies and procedures in the areas -
identified in the request. : "

%

2) ADL  staff and consultants reviewed the policies and
procedures. All of the policies and procedures gathered in
response to the request will be housed with Arthur D. Little
for future use as reference material by administrators and <
practitioners.

N

3) Staff and consultants of ADL prepared this document.

G

The = following sections provide the collected information on

security and contrcl procedures for juvenile corrections, a need which ‘ ‘ ' ; ‘ > . "
has been articulated by agencies nationwide. : ‘ R : B
]
b e
-1- -
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v OVERVIEW

For too many years the management and operation of (correctional
facilities has been characterized by an absence of stated‘aﬂ&“measurable
management standards. With demand for .hange and evidemﬁgf of 1its
desirability in all areas of corrections, it seems indeed aprcp&iate that
the focus be directed at basic fundamental issues and concerns. To
illustrate a point, to determine the succaess or failure of atjmiyate

enterprise judgment is based upon the ability to make a profit oﬂyfcmﬁ

avoid sustained loss. In corrections, however, the objective or desired
results are seldom stated or recognizable. The abject consideration of
the corrections industry as a business appears to be at odds with the
human service experts of the profession. Yet, how can success be
attained if it can never be measured? How can something be measured that
can not be shaped into a reasonable, c¢lear written objective or
standard? 1In the last one hundred years or so in corrections, perhaps
only one major advancement can be found. The efforts of the profession
to articulate a set of national standards began to set forth the means
whereby the mystigue, inconsistency and failure of corrections can be
replaced with a rational clear sense of focus on its intended purpose.

The development of standards is but one of several steps along the
management process, but perhaps not nearly the most important. Achieving
compliance with standards is a worthy goal. Maintaining compliance with
standards is even more desirable and vyet, more difficult.  Standard
setting requires a comprehensive review and collection of existing formal
and informal policies and practices. Where policies do not exist but are
needed, they must be written and old policies reviewed to accurately
reflect the organization's administrative and legal mandate. In order to
maintain standards, it is not enough to develop policies.: Each must be
implemented and followed.

All correctional agencies are faced with a tremendous demand for
accountability. The development of model policies is the cornerstonefof
any response to such demands. Without a policy standard against which
performance can' be measured, accountability becomes a  matter of one
person's word against that of another. Today, the demand is for proof of
performance. .

Comprehensive policies establish a means to administratively
control a system, function, operation, -or activity. Good policies
facilitate good administrative control. Elements of a good
administrative control system include:

® Comprehensiveness - Considers all requirements or contingencies

® Balance Establishes clear appropriate accountability
® Effectiveness - Achieves desired results

e Efficiency - Requires minimum effort and cost to achieve
desired results

o
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@ Creativity - Considers better ways

@ Evaluation - Systematically compares performance to
expectations

those components that allow a systematic determination as to whether or

not the objectives have been attained and are being sustained within the
organization.

JPerhaps the most important part of the management process includes

Along with increased resources and attention to the many issues
facing corrections has come a greater demand for full accountability by
those who have accepted the responsibility for administering the
opegations of institutions and programs. Regretfully, even today the
notion of auditing governmental activities is usually only viewed in the
mogt traditional and limited scope of the accounting for public funds.
This activity, although necessary and important, will do little if
anything to address the pressing issues of the efficiency, effectiveness
and economy of operations. To depend on the traditional concept of an
auditor to detect a problem and propose a solution is to wish for the
future more of what has been experienced in the past.

A good administrative control system generates information critical
t9 the operation. ' With information, administrators may predict events,
§1agnose problems and assess corrective action. The purpose of an
internal audit is to assess the administrative control over a particulaf
system, function, operation or activity. To assess control, the audit
must answer the following:

©® Does the way things are to be done (procedure) comply with
ggeqcy expectations (policy) or a higher authority having
Jurisidction (law)?

@ Does the procedure clearly specify who is responsible
(accountable) ?

°® Does the procedure clearly specify ways to prevent problems
related to subject policy?

® Does the procedure specify ways to resolve problems once they
are identified? .

) Does staff performance comply with facility procedure?

© Is the significance of weaknesses in the control system
assessed?

® Are causes of weaknesses identified?

® Is work being done that is duplicative or serves little or no
purpose?

A Arthur D, Little, Inc.
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To meet the demands and requirements of future growth, effogts must
be made to go ‘ beyond sustaining the progress that accomgan%ed :Ee
development of national - standards. At ) evgry lgvel . within : e
organization, the process or concept of mon{torlng policy 1mp1ementatlgg
and opérational effectiveness must be viewed as  a necegsafy a
indispensable management tool, if not the management framgworF in 1tsl?zn
right. Systematic operation assessment . by monitoring policy
implementation and its effectiveness is a v1ab%e method to formulggg
opinions and judgements about the agency's effectiveness when contras
with its stated purpose.

The remaining sections and information contained in thls docum;np
provide specific examples and guides for correctional administrators for

use and review in the process of assessing, identifying, and developing
policies and procedures. :

o
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POLICY CHECKLIST

To enable administrators te review their current policies and
procedures and insure that all areas in security and control are being
addressed, .the checklist found on Figure 1 the following pages is

presented toO' insure the policies and procedures exist for each of the
identified areas,

The checklist is meant to be all inclusive. One may differ as to
whether certain aspects 'should be under different categories, but
security control efforts should include the identified areas.

- ——— r T o
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Yes

No

'FIGURE 1

POLICY CHECKLIST

ADMINISTRATION

Table of organization
Policy development, implementation and evaluation

Communications -~ Inmate to staff, staff to department heads,
and department heads to warden -

Relationships with public, media and othef‘egencies

Information management - Administration; fiscal, personnel,
pPrograms, operations

Reporting unusual incidents‘
PERSONNEIL

Minimum personnel qualifications
Employee background investigations

Employee training - security - preservice, inservice, special
non-security - preservice, inservice, special

EmploYee identification

Employee job/post descriptions
Employee performance evaluation
Consent to search

Staffing need and/or staffing ratios
Employeekfirearms and/or other weapons

Employee searches for control of contraband
Employees under the influence of alcohol or drugs
PROGRAM

Resident aémission 5

Reeident orientation

Resident classification

A Arthur D, Little, Inc.
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Yes

No

POLICY CHECKLIST (Continued)

PROGRAM (Continued)

Special management problems
- Medical
- Behavior
- Protective custody
.Health care services
Mental health services
Response to medical emergencies
=~ Individual inmate/staff
- Group inmate/staff
~ Hunger strike
Resident discipline
Resident confinement and segregation
Distribution of medications
Disciplinary measurements and techniques
- Confinement
- Isolation

- Use of corporal punishment

Relationship of program management to security management

Visitors
- Visitor approval
- Visitor searches

- Control of visitor contraband

)
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Yes

No

POLICY CIrfCKLIST (Continued)

OPERATIONS/SECURITY

Physical plant and equipment
~ Central control centers
- perimeter control
-~ Control of vehicles
- Key control

Control and use of tools

Control and use of culinary equipment

Control and use of medical equipment

Control of poisons, combustibles, explosives, and
inflammables

fire-fighting equipment

Inspection of physical plant areas

- Inspection and maintenance of security devices
- control and disposal of contraband
Institutional food services
Institutional safety and sanitation program
Preventive maintenance program
Emergency evacuation plan
Inspections by administrative personnel
Security manuals
Emergency post descriptions
Control of résident movement
Physical count ﬁrocedure

Permanent log books o

[T —

i

promeni ot

i

Yes

No

POLICY CHECKLIST {Continued)

OPERATIONS/SECURITY (Continued)

Roster management - deployment of security personnel
Use and control of drugs and medications
Temporary and permanent restriction of visitors
Use and control of weagons

Use and control of chemical agents

Employee searches

Prohibition of corporal punishment

Inspection of resident mail

Waste disposal procedure

Pest control procedure

Inmate clothing, bedding and linen

Hygiene facilities for residents

Use of force |

Use of security restraints

Use of therapeutic restraints

Juvenile classification

Control of persénal property of residents

Strip searches of residents

Frisk searches of residents

Searches of rooms, cells or living areas

Juvenile activities outside the perimeter

Transportation of juveniles from one jurisdiction to
another

A Arthur D, Little, Inc. S i A\ Arthur D. Little, Inc.
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POLICY CHECKLIST (Continued) ! é ' POLICIES AND PROCEDURES AUDIT
Yes No SPECIAL iﬁCIDENTS/EMERGENCIES . ‘ ) Once POl}cies and procedures are written for the areas identified
‘ o n .thEGCheCkllSt' it is important that each policy and procedure be
- ’ , reviewed and audited according to iteri i i
—_— D R g criteria. The following audit for
istrubance ‘ : allows administrators to review each policy and procedure. 7 "
Escape
Hostage

Work stoppage

Medical emergency ,ﬁﬁ@f
’VDeath

Fire

Natural Disaster : : ' , |

Community Emergencies

Hunger strike

Response to special incidents or emergencies

- Prevention of runaways ¢or other incidences:

—~ Use of physical force

- Use of restraints

- Records of use of rest}aint equipment
~ Use of chemical agents

— Use of firearms

- Use of tranquilizing medication

- Record-keeping for special incidents

i ‘L . . R VR
=~ Medical examination of staff or juveniles—injured

- Use of outside authorities during emergencies
(i.e.; state police, county police, etc.)

il

- Record-keeping for emergencies

-iO-‘ : » ;b . : =11= /1& I
- A\ Arthur D. Little, Inc. o , | , . Arthur D, Litgle, Ing,
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POLICY AND PROCEDURE

FIGURE 2
AUDIT (Conti-ued)

POLICY AND PROCEDURE-

II. PROCEDURES:

AUDIT
A. Does the procedure comply with applicable agency policy and
POLICY AREA: |
state/federal law? Yes No
; POLICY/PROCEDURE TITLE: ‘
i . B. Does the procedure clearly specify who is responsible?
EFFECTIVE DATE: DATE OF REVIEW: "

Yes No

D e

I. FOLICIES:

C. Does the procedure clearly delineate ways to prevent pProblems related

A. Comprehensive - Are all requirements or contingencies considered? I : .
- | PR § to subject policy? Yes No

1 —
‘ \ ’
Yes No If no, list areas to be addressed § L=
| | b D. Does the procedure specify ways to resolve problems once they are
i g . ‘e
identified? Yes No
E. Does the procedure promote efficiency and economy? Yes No
B. Balance - Is appropriate and clear accountability established? '% -
Any areas receiving a "No" answer will require a reformulation of the
Yes No : 4 i
| pProcedure. If the procedure is operational:
C. (Creativity - Have innovative ideas been explored and incorporated? A ’
: Does staff performance comply with facility procedure?
. Yes __ No _ ‘ : ,
H ’ 5 Yes No If no, reformulate procedure after determining:
; D. Efficiency - Does it require minimum effort and cost to achieve
a) the weaknesses in the control system
desired results? Yes ___ No ___ |
E. Evaluation - Are there ways to systematically compare performance to
expectations? Yes No __ v
. 1 b) the causes of the weaknesses

F. Effectiveness - Does (or will) it achieve desired results?

Yes No

————— —

Any areas receiving a "No" answer will require a reformulation of the

policy.

~13~

-1 2~
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SAMPLE POLICIES

and finally, the following information and sample policies/procedures
currently in effect in a variety of locaticns throughout the United States are
provided for your information. They ar2 not meant to be the only or
necessarily the best, but are the ones that meet the criteria for a good
policy and procedure in the respective arcas. Space does no allow examples
for each area on the Policy Checklist. Rather, these are provided as examples
in the specific areas for use and formulation. Arthur D. Little, Inc. has in
their resource library, extensive policies and procedures on all areas from
over 30 states. i

=14~

/A Arthur D. Little, Inc.
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Form DFY-1201 (Rav, 4/831 New Yark Stata - Division For Youth -
‘ POLICY MANUAL

Titie:  Ppolicy Development and Issuance ' Dste: Page: N::::;‘.’f‘:
Enabdi : ' '
~ Lawisl NYS Executive Law, Art. 16-G, Sec. 500.2 4/13/83 | 1 ot4 0009
4 Supporting Comnaet Unit:
Reculatioals): Offica of Quality Assurance
Compiiancs ’ : . Suparsedes:
Stanbard(: - ACA Standards 2.9004 DFY 1751; 003, 009
DFY Policylies) ‘ ‘ Approved By:
Affacted: All ' . "f?. ‘:'_..; . T
‘Ezd’ - Policy - . - Dirac:or.
{3) {4) (5} e

SUMMARY: (No more than 25 words)
To coordinate policy deve!opment and issuance, this item outlines the process by which policy state-
ments are originated, initially approved, reviewed for impact and recommended to the Director
for final action. :
QUTLINE

* Initiation. Any staff person may initiate a proposed policy:

» Deputy approvai. Proposed items are approved at the Deputy level before continuing the de-
velopment process. ‘

» Impact and clearanca. A lead staff person will be responsible for securing impact and clearancs
statements with respect to legal, budgetary, personnel and standards considerations.

e Inter-orogram review. An inter-Deputy staff group, known as the Policy Develocpment Group,
will review the inter-program efiects of proposed items and make recommendations for revision
or approval.

* Deputy review. The Deputy Directors will be regularly convened by the Executive Deputy Dir-
ector to review propesed policies and the recommendations of the PDG. Aftc: rewew the Depu-
ties will issue their final recommendations to the Director for his action. ’

s Diractor's approval. Upon approval by the Director, policy items will become incorporateiﬂ
into the bady of DFY policies and, as such, will be binding on all staff affected thersby.

0008.1 INTRODUCTION

In an agency the size and compiexxty of the Division for Youth, it is essential that policies and pro-
cedures be coordinated to insure that the mandates of the Agency are carried out efficiently, To
that end, DFY maintains a system of clearance and review in the development of new or revised
policies and their procedures. This review is intended to examine proposed paligies and procedures
from a variety of points of view, especially from the perspectivas of the different prograrns and
support offices. The intention of this policy development system is to promote efficient Agency

operations, maximize the use of staff and resources, and insure the execution of mandated and de-
sired ob;ectxva and-goals. .

RO
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Title:

Date: Page: {tem No.:

Policy Development and Issuance 4/13/83 2 of 4 0009

0a09.2"

0009.3

0009.4

000S.5

POLICY INITIATION -

folicy ftems to be developed or revised may initiate from any DFY staff person or unit. Proposais
for ;_:sohcy development or revision will be routed through and approved by the chain of commana
Ieadm% lup to the Deputy .Director under whose authority the initiating staff person or unit is re-
sponsible, . ‘

Special support units under the Executive Office will route developing policy proposals up through
the office head/bursau chief. ) 9 paticy prop P g

Autpority to deny furt.her development of a policy proposal is reserved for the Deputy Director
or, in the case of execytive support units, to the office head/bureau chief. There shall be no unreason-
able delays of transmission of proposed policy statements up to the Deputy Director or office head

I‘eve!. Uniess cherwisa deﬁped by the Deputy Director level or higher, an unreasonable delay is.
- defined as more than 10 working days at any one level of submission in the normal chain of command.

LEAD STAFF

‘When the.De;.)uty Director or executive office head decides to continue the development of a pro-
posed p_clncy item, thg Dgputy Director or office head will appoint a lead staff person wno shali be
r&sporjsxble for coordinating subsequent development and clearance of the proposed policy item.

CLEARANCE AND IMPACT STATEMENTS

f\fter approv'al by Fhe Deputy Director or office head, the lead staff person will present the draft
item for review with respect to legal issues, fiscal impact, personnel considerations, and national
standards of child care and juvenile corrections. The lead person will disiribute copies to:

—-—DFY Legal Services
—DFY Budget Unit

—DFY Human Resources Management Unit
—DFY Quality Assurance Office ’

In normal pr:ictice, these unit; will prepare clearance and/or impact statements within two working
weeks, unless instructed otherwise from the Office of the Director.

POLICY DEVELOPMENT GROUP

After clearance for matters relating to the law, finances, personnel practices and national st

draft policja will be revieyved by a staff group which represents thepinterests and vieup::nst‘sag?;ﬁz
of the major program offices of the Agency. This group, to be known as the Policy Development
Group, wﬂl be. reqularly ccnvened through the leadership of the Office of Quality Assurance.. The
Gn?up will review giraf't pglicia from the perspectives of the various program and support service
offices. These reviews will be conducted in an atmosphere of open and constructive discussion.
The lead staff person responsible for developmant of the policy item will participate in these dis-

cussions.

e e e e
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The Policy Development Group may recommerd chznges and revisions to the lead staif person.
These recommendations will be transmitted to the Deputy Director under whose auspices the draft
item was criginally developed, That Deputy D’rector may arrange to have a revised draft policy
version prepared for reconsidsration by the Paolicy Development Group. Any revised dratt will re-
quire additional clearance for legal, financial, personnel and standards implications as in Section
0209.4 above, : .

Final recommendations of the Policy Development Group will be made after no more than cne
major revision cycle. All recommendations, including initial and interim ones, will provide the op-
portunity for minority reports and alternative suggestions by members of the Group. The final
recommendations will be forwarded to the various Deputy Directors and to the Executive Deputy
Director. The assigned lead staff person will be responsible for the distribution of the draft itern
and its accompanying recommendations.

00039.5 REVIEW 8Y DEPUTY DIRECTORS

Under the coordination of the Executive Deputy irector,'the Deputy Directors will constitute a
board of final review for policy items.

To guide their discussions, the assembled Deputy Directors will consider the recommendations of
the Policy Development Group and any other sources which they may call for comment,

Prior to final determination, the Deputy Directors may return a draft policy item to the Policy
Development Group or to the initiating Deputy with suggestions for revision or further analysis.
After discussion of recommendations and impact analyses, the Deputy Directors will issue their
joint recommendation to the Director. Opportunities will be made available for minarity reports
and alternative suggestions. ‘

0009.7 DIRECTOR'S APPROVAL

Final authority for mattars of policy resides with the Director of the Agency. Upon approval by the

Direcicr, the item will be signed by the Director and forwarded to the Agancy policy distribution-

process. Once disseminated, the item will have full force of policy and will be binding on all Agency
" staff to whom the item pertains.

0009.8 EXCLUSIVITY OF THESE PROCEDURES IN POLICY DEVELOPMENT

Policies and their operative procedures represent the will and intent of the Agency in its mission to
carry out mandated services and functions. As such, Agency policies are binding on all Agency staff
to whom they pertain. Cansequently, there shall be no other made or process of policy development
or promulgation that is at variance with the intentions and procedures outlined in the sections above.
Any exceptions to the process outlined here must be approved by the Director for good cause shown.
Any operations or procedures that are implemented to carry out this item must adhere to the spirit
and intention of this item as described above. Exceptions in operations or implementation may te
granted only upen approval from the Director of the Agency.

e i i e e S S
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0009.9  ANNUAL POLICY REVIEW . - : ,, —— — s a 1 |
: N eimn
d its mandates, To insure that policies 5 ‘ /
‘ _Policies are intended to operatlonallze the Agency’ s mission an g ot | :
( are, in fact, furthering the mission, the Director shall causs all Agency pohc;cls to bemreevclj oo o ! AGENCY CONTACT:  ¢rics of the Director
' least on an annual basis. This review, conducted by and for the Director, will assess &9

Agency mission are or are not assisted by policy. POLICY

Results of this annual review shall constitute guidelines for the development of subsequent policies

5 ‘ Dicestoe !
he L . : |
cy mission, and the degree to which aspects of t ]
which pohcm address and guide matters of Agency §
{
" and policy revisions.

0002,1 PURPOSE AND SCOPE

; : The Division for Yauth is committed to an orderly and affective process for setting agency policiss
, ‘ and priorities in order to be consistent with and to implement the Constitution and laws of the United
" States, The Constitution and laws of the State of New York, and applicabie court decisions.

To carry aut these constitutional and legisiative mandates, the Division wili establish rules and

regulanons pursuant to law and will create a body of policies and procedures that will direct and exscute
the mission of the agency.

: : ' , 00022 FUNCTION OF POLICY MANUAL

A comprehensive p::hcy manual, implemernted througn procedures manuals in each segment of the
agency, serves the following important functions: //.

A, [t is a management tnol wh:ch promotes professionalism, efficiency and consistency by
‘ 7 serving as: ;
" | ' 1. a communications vehicle for introducing new ideas and better prag::icés among swtf;
; 2. asource for the development of staff waining programs;
1
§
;} A 3. aguide to the overall philosophy established by the agency leadership;
‘ § ] " 'B. It delineates the purpose of the agency, and its responsibilities to the people it serves, as
: ' well as to its funding sources, the community and other dgencies and organizations with
, , ; which it has legal or professianal relationship;
. &
, ‘ C. It presents the short -term, Intérmediate and long-rangs goals foward which the zgency will
i ' strive; and
i ) : ‘
o g D. It facilitates the coordination of program responsibilities and functions between ssgments of -
; 1 the agency to prevent overlap and duplication of activities;
‘ E. Itisa public document which enables the taxpaying pubhc to know what the agency siands
; for and how it operates; and
1 ’ F. It is a safeguard against illegal, unprofessional, inefficient or ineffectual practices and against
% € charges, especially law suits, to this effect.
P
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00023 DEFINITION OF TERMS

Significant terms used throughout this item and the Manuai include: mission, goal, policy, ob-
jective, procedure, task, and standard. These terms are used, for the most part, in their generally sccepued
sense, but some aspests of their use are more specific and focused than might be found in common usage.
The specific use of these terms with respect to this Manual is autlined below.

A.

R AR

Mission Statement: Purposes duties and powars as derived from Article 19—G of the NYS

Executive Law, supporied by Executive Chamber directives and interpretations of case law.
An overview of the agency mission, derived from law and other mandates states that the
agency is committed and empowered to:

1) rehabilitate youth placed with the agency for criminal or status offenses.

2) protect the citizenry of New York State from youthiul crime, and

3} provide prevention services to youth and communities.

Goal:- _A desired stats or accomplishment, consistent with aspects of the agency mission,

that may be arrived at as a result of planned and cencerted action on the part of the agency
or one of its units. Goal statements should be general in scope, but refer specifically to given
areas of desired accomplishment.

Palicy: A bezsic course or method of action in pursuit of a desired goal, including statements
concerning the assignment of resources and the setting of priorities with respec? to a goal.
Policy statements are general in scope, but $pecify the subject matter and priorities explicitly.

QObjective: A statement of desired program outcome in realization of policy. Objectives

should be specific as to desired outcomes, levels of such outcomes, and means by which..

such objectives may be observed and measured.

Procedures: A planned series of actions intended to meet program objectives. Procedural

statements describe each stage of a process related to program objectives, including an over-
view of all tasks associated with the execution of tha procadure,

Task: Soecific assionments of staff responsibility under designated procedures. A task must
be assignable to a particular individual(s) as part of 3 duty statement. Thiis task will constitute
an area of evaluation in that s@aff member’s periodic performance svaluation.

Standard: Soecific criteria by which a supervisor will evaluate a subordinata’s task perior-

mance in the accomplishment of assigned tasks. The task and its standard will constituts part
of the employee’s Performancs Evaluation to be conducted on a semiannual basis. A standard
must reflect an oulcome indicator which is cbsarvable and measurable. With increasing
rank and respaonsibility, empioyee will be held propartionately more responsible for the
realization of aroup, obiectives, as well ag task standards. For example, senior unit heads
will be evaluated on group accomplishments as well as on their individual task performance.

£ e A T . . o
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SUBJECT -
&z System of Written Documentation of DAT= PAGE ITEM
Agency Policy and Procsdures v NUMBER
. . he 2/15/82 |3 _ot 4 _ 0002
0024 DESCRIPTION OF THE DFY SYSTEM OF WRITEN 2oLicy

A. The DFEY system of written oelicy consists of the following components:

o.

3. Each DFY organizational unit, facility, and youth servi

4. The DFY Policy Manu shall

1. Federal and State Law, including court desisions and interpretations thereof;

2. N.Y.S. Regulations {pertaining to the Division);

3. DFY (agency) Policy Manual;

4, Facility, YST, Fie{d QOffice and major administrative unit Procedural Manuals;

5. Handbooks of various sorts;

Tq eps:.':re intemal csnsimp?y, the components ahove are listed in-descending ordar of
shnonty. For example, facility manuals must be made consistent with the agency manual:

€ agency manual must be made consistent with DFY regulations and the law. '
N.Y.S. Requlationg (Pertaining to the Division for Youth);

1. The DFY Legal Unit shall be responsible for

the development of i i
ate and necessary, pursuant to law. pment of regulations as appropri-

2. Laws related to the Division

for Youth should be carried f i i
appropriate and necessary. | rried forward into regulations as

3. Each DFY regulation shall be revi

date as needed., ewed at 'ea‘.f annuaily by the DFY Legal Unit and up-

The DFY Policy Manual {Agency Manual):

1. The DFY Policy Manual consists of four majér sections:
~ | - Administration and Management
— 11 - Employee Relations:
— 11l - Rehabilitative Operations

- _l V- Local Services

Each item in the DFY Policy Manual is reviewed at least annhéllv and updated as needed.

. ce team and field offh
maintain and keep current at least one complete set of the DFY Policy M;:udal?fﬁcs shali

be accessible to all DFY employess and the general public.

All DFY employess shall be familiarized with its existence and its general use,

S U SRR S £ s 7 47
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E. _Facility Manuals/YS‘I" Manuais/Field Office !danuals/Selected Administrative_Unit Manuals:

1. Each DFY facility, youth service team, field office, and selected administrative units ;
within Central Office (as determined by the appropriate Oeputy or Exescutive Deputy
Director) shall develop and maintain a policy, procedurss and operations manual which !
‘specifies its purpose or function, program and services offered and operating procedures.

‘ 2. Such manuals shall be developed and maintained in accordance with a fermat approved
by the ap'propriate Deputy Director or Executive Deputy Director.

3. Such manuals shall be explained and made available to all employees within the unit,

- facility and field office. Each administrative unit, facility and field office shall incorpo-

rata training in the use of DFY manuals especxal!y as part of the orientation of new
employees.

4. Eazch item in such manuals shall be raviswed at least annual!y and updated as necessary.

5. Each Manual shall address subjects included on the agency Policy and Procedures Manual
Table of Cantent as appropriate and necessary. Repetition of the Policy and Procsdure
Manual items should not, in most cases, be necessary but appropriate references to it
should be made and facility/office/unit specific supplemental procadures developed, if
necessary. .

6. Purpose of Administrative Unit/Facility/YST Field Office Manuals:

a. translation and integration, as nesded of agency-wide policies and procedures into .
specific operational guidelines.. ..

b. the communication of policies and procedures on issues not addressed in the agency
manual as zpproved by the appropriate district supervisor or regicnal director agz
applicanle.

¢ a description of the function, phdosophy, geals, objegtives, programs and servicss
offered.

PURPOSE AND USE OF THE DFY MANUAL SYSTEMS

A. Communication of mission and philosophy, goals, objectives, regulations, standards, policies -
and procedures to all DFY employees and the general public.

B. New employes orientation.

C. On-going staff training,

D. Employes Performancs Evaluation.

E. Staff accountabiiity.

F. Useby YST'sin pl.acement decisions. )
G. Internal and external program reviews.

H. Provides a mechanism for planned, rational change.

I.  Assist DFY supervisary/management personnel in functional decision.

J.  Facilitate coordination of program responsibilities and functions between units to prevent
duplication and overiap,

SHIFT RESPONSIBILITIES
SWITCHBOARD

POLICY

Besides serving as the communication center for MCF-RW, the switchboard provides
a variety of other services for the institution. The switchboard personnel are
responsible for knowing these responsibilites and for carrying them out during
the course of their shift., The switchboard personnel are also responsible for
knowing and implementing the MCF-RW policies and procedures that are relevant to
the operation of the switchboard,

PROCEDURE

The switchboard personnel are responsible for carrying out the duties and respon-
zibilities of their shift. These responsibilities include, but are not limited io:

1. Staff Reljef: The switchboard personnel are responsible for relieving the
previous staff member at the designated shift change time. The switchboard
personnel will not leave their assigned position until the relieving staf?
member has arrived. In addition, prior to leaving the shift, the switchboard
personnel will share any relevant and significant information with the staff
member coming on duty.

2. Shift Reports: Switchboard personnel are responsible for reading "Daily Log
Sheet'" entries from previous shifts and for making entries regarding their
shift. Entries should include resident movement, the general atmosphere and
temperment of the campus, and any emegencies and other significant events.

3. 1Incident Reports: The switchboard personnel will submit "Incident Reports"
wher necessary in accordance with the established policy and procedure.

L, Manuals and Directories: The switchboard will maintain the following up-to-date
mznuals and directcries:

A. MCF-RW Policy and Procedure Manual
B. Prograr Manazement Manuals
1. Cottage Operations
2. Classification/Case Management
3. Security
L4, Resident
C. Security Unit Manual
D. DOC Management Memos
E. Telephone Directories
F. Central Office Directories
G. Call Up lists
1. BEmergency Notification List
2. Staff Names, Telephone Numbers, and Cottage Assignment
BE. Duty Officer Schedule

5. Equipment: The switchboard personnel will maintain and monitor the distribution

and return of the following equipment.

A. Mechaznical Restraints (Handcuffs, Leg Irons, Belt, Key)
B. Flashlights

C. DBinoculars

k3]

D. Pagers
E. 2-Way Radios
F. Maps




e R . B s . —_— . . - " \ e ’ R po N Y i S0
T e N 5 Pl Yo - B i i — | d
B T N W

6.

7o

9.

10.

11,

12,

13,

14,

15.

16.

17.

18.

Keys: The switchboard personnel will maintain and monitor the dis-
tribution and return of the following keys assigned to the switchboard.
A. State Vehicles

B. Cottages

Ces School

D. Volunteer Center

E. Administration Building

F. Cottage Mailboxes

G. Fire Panel

H. Fan Room
I. Display Csbinet
Je Chapel

Weapon Storage: The switchboard will inform law enforcement officials
of the policy regarding the storage of weapons while they are on the
campus of the institution. If the officials store their weapons at

the switchboard, the switchboard personnel will lock the weapon(s) in
the storage lockers and issue them a key.

State Vehicles: The switchboard will coordinate the use and assignment
of state vehicles and they will maintain the "Wehicle Check Out Form'.
Maintenance: The switchboard will be responsible for coordinmating the
maintenance of the state vehicles and the communication systems. In
addition, if repairs are needed for equipment that is under the super-
vision of the switchboard, the switchboard personnel will complete and
submit a '"Work Order Form",

Telephone Communications: The switchboard will receive, transfer, and
place telephone calls. When necessary, the switchboard will take and
relay messages. : .
Monitor Telephone Calls: When the switchboard is requested to sonitor
a telephone call, they will monitor it, inform the cottage staff of the
conversation, and complete a '"'elephone Monitoring Form",

2-Way Radio Transmissions: The switchboard will receive and transmit
2-way radio communications, The staff will be responsible for follow-
ing the F.C.C. regulations and using the Basic 10 Code.

Pager/Intercom Systems: The switchboard personnel will relay messages
via pagers and the intercom system when necessary.

CMIS: If residents are admitted or released during the hours the General
Office is closed, the switchboard personnel will record this information
via CMIS.

Apprehension and Detention Orders: 1If appreherision and detention orders
are needed during the hours the General Office is closed, the switchboard
personnel will complete the forms and have them available for staff,
Emergency Communications: The switchboard personnel will use the emergency
telephone (ext. 200) to receive incoming calls and to place local calls
when the other telephones are not operating.

Escapes: The switchboard will implement the established "Switchboard
Procedures for Escapes" as outlined in the Security Manual secticm of
the Program Management Manuals and they will complete the '"Switchboard
Escape Log".

Fires: When the fire alarm rings, the switchboard personnel will note
the source and silence the alarm; contact the Fire Department, the Om
Duty Administrator, the Unit Supervisor, the Cottage Manager, and the
Engine Room to inform them of the situation., When the fire is out,

the switchboard will remind the cottage to restore their fire alarm

and exhaust system and they will return the Fire Department switch to
the "Off" position.

e
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19, Tornados, Severe Thunderstorms, and Nuclear Emergencies: The switchboard will
call the cottages, the Engine Room, all other buildings on campus (during the
weekdays), and the individusls and th: businesses on the Emergency Notification

List to inform them of the conditicns,
20, Medical Emergencies: In the event of a medical emergency the switchboard will
contact either the MCF-RW medical personnel or the ambulance, if determined

necessary.
In the event of a resident's death, the switchboard will

2l. Death of a Resident:
notify the Goodhue County Sheriff requesting that he have the on=-call detective
come to the scene and that the Coroner be notified., In addition, the switch-
board will contact the Superintendent, the On-Call Administrator, the Program

Director, the Unit Supervisor, the Cottage Manager, the MCF-RW Medical Services,

the Chaplain, and the Group Leader of the deceased.
22, Resident Movement: The switchboard personnel will record the following resident

movement :
A. Resident Intake

B. Resident Parole

Ce Transfers to and from the Security Unit
D. Resident Activities Off-Campus (departure time, return time, escort)
When visitors register at the swiichboard, the staff member will:

23, Visitors:
A, check the visitor's identification

B. have the visitor complete a '""Request to Visit Fora"
complete the Visitor Registration lLog

C.
D. call the cottage and inform them of the visit
The switchboard will issue the resident the monsy from his

24, Parole Check Out:
account. After the resident receives his money and signs the "Parole Check Out
Form", the switchboard personnel will date and sign the form and forward it to

-

the General Office.
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MINNESOTA POLIOY PROCEDURE STATEMENT
GQR’QECT{DIA AL ACA Standard: ' Page No. Policy No.
Fﬁd/LlT?" ‘ 9103-9105 1_of 2 0401
: SAM k GEA} Tﬁ E Subject: Training and Staff Development

T n——— m——

R Title: sStaff Training Responsibilities

Purpose:

To establish responsibility for pre-service and in-service training of facility staff.
Policy:

The Superintendent will have overall responsibility for both pre-service and in-service
training of facility staff. The Assistant Superintendent will be the designated
Training Coordinator and in that capacity will be responsible for the development,
coordination and supervision of staff training. The Training and Development Division,
Department of Employee Relations, and the Training Director of the Department of Cor-
rections (DOC) will provide training opportunities for facility staff which would
normally be beyond facility resources. The DOC Training Director will prepare an
annual training plan for the entire department. The facility Training Officer will
annually prepare a supplemental plan to meet requirements unique to the facility.

Procedures:

1. The facility Training Coordinator will coordinate all training activities for staff
other than training pursued by staff, at their own expense, on their own time,; for
promotional, licensure or salary increase purposes.

a. Unit supervisors will advise department heads of needed training, well in
advance of required completion.

b. Department heads' will notify the facility Training Coordinator of such requests.
They will also advise the Training Coordinator of any training arranged for
independent of the Training Coordinator, prior to committing staff or funds
to the training activity.

c. The Training Coordinator will make arrangements for meeting training needs
within budgetary and resource restraints.

2. EmploYees will report all participation in training activities to the Training
Officer on the facility form CR-00738-01, titled: Training Report. All supervisors
will maintain a supply of these forms, obtainable from the Training Coordinator.

3. The Training Coordinator will maintain records of all training on forms provided
by the Department of Employee Relations- (DOER). Copies of such reports will be
forwarded monthly o DOER. . The Training Coordinator will also maintain training
logs for irdividual employees.

i . !

4. DOER will enter all training reports into computerized records. DOER will period-
ically provide the Training Coordinator with a cumulative printout of training
participated in by individual employees. These printouts will be maintained in
staff personnel records.




[ messom " | poLiov/ PROCEDURE STATEMENT

an 2'\ - OA 4I ACA Standard: _PEEQ No.! POliC! No.

FA@ /L/ TY - 1 9103-9105 2 of 2 0401 | )
S‘Aak GENTR E Subject: Training and Staff Development SAMK GE/VTK E Subject: Training and Staff Development

MINNESOTA
| CORRECTIONAL

ACA Standard: 9074, 9107-9109 ) Page No. Policy No.

F/‘M/L/TV" b112, 9299, 9310, 9311, 9318 1 _of 2 0402

% Title: Training Requirements and Time: Staff

# Title: Staff Training Responsibilitiés

5. fThe Training Coordinator will submit a quarterly report of all staff training to Purpose:
the Superintendent. Training activities will be summarized in the facility Quar-

terly Report , { To ensure that all staff receive the ameunt of training required to efficiently perform

the duties of their position.

e e o A g SO by o -
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6. The facility Training Coordinator will represent the facility on the DOC Training : Policy:
Advisory Committee. ‘ | olicy:

All staff will receive a minimum of 40 hours of pre-service training and 40 hours of
in-service training during each year of employment. Volunteers will receive training
appropriate to their needs.

: . { Procedures:
; 1. All new employees will receive a minimum of 40 hours orientation training prior to

H. C Akersqb Superintendent (CEO) ‘ i assuming the duties of their position. This training will include orientation to
- . ; il the policies, organizational structure, programs, and regulations of the facility
Issued: 5/22/81 1 4 ' . ' ’
;bS?zzé ;;;5§82 ; , and Department of Corrections.
ev H .

Revised: 3/15/83 ; 2. All new Correctional Counselors, in addition to the KO hours of orientation, will

receive 40 additional hours working with and under the supervision of experienced
Correctional Counselors prior to assuming the duties of their position.

; a. Newly hired Correctional Counselors with a minimum of 45 college credits, 30
j of which are in the behavioral sciences, will be assigned to their position
upon completion of the 80 hours required training.

f : b. Newly hired Correctional Counselors not meeting the educational requirements
| ; in 2, a, will be required to complete an additional 80 hours of training
’ before being assigned to their position.

¢. All new Correctional Counselors will be requiréd to attend the two-week
Department of Corrections Training Academy during their initial 6 month
probation period.

3. All employees will receive a minimum of 40 hours training each year of their
employment., During the first year this will be in addition tc orientation training
. i received prior to position assignment and will include Basic First Aid Training.
5 First year training for Correctional Counselors will also include Cardio Pulminary
Resuscitation, Receiving Health Screening, and Administration of Medications.

’ B 4, Responsibility for training the volunteers will belong to the Institution/Community
Relations Coordinater who will insure that they receive the training required or
necessary to perform the activities they are involved in. Training requirements for
fulltime volunteers will be identical to fulltime paid staff.




“MEN | MINNESOTA POLICY [ PROCEDURE STATEMENT
%A//e%%a%g/\//u POLICY/ PROCEDURE STATEMENT | CORRECTIONAL

4 icy No. j ACA Standard: 9074, 9102 Page No. Policy No.
ACA Standard: 9074, 9107-9109 Page No. Policy No | . ) 9 ,
FACQILITY - e e T 0 or 2 0402 | FACILITY 9119, 9120 1 of 2 | o403
| 9112, 9299, 9310, 9:11, 9318

SANK GENTKE Subject: Training and Staff Development SAMK GENTKE Subject: Trairlling and Staff Development

! Title: Conference Participation and Reimbursement for Expenses

i Title: Training Reguirements and Time: Staff

5. Required training will be included by employees and supervisors as part of the ? N Purpose:
ivi t and Planning Wirksheet. ? . | |
Individual Development a g i o To clarify employee attendance at conferences either as a direct part of their job or

The facility Training Officer (Assistant Superintendent) will be responsible for : . i as an aid to improving their work performance. Confusion often arises regarding when
° e. o ral i tivities to insure that procedures 1 through 4 are complied ] conference participation is appropriate and when employees are eligible for reimburse-

monitoring training activiti f ment of expenses (such as registration fees, hotel accomodations or meals). Criteria

with. ‘ for determing when conference participation will be approved and reimbursement granted
7. When possible and practical, employees will be given the opportunity to voluntarily : ! is per policy statement below. This policy implements Department of Corrections

participate in and attend training sessions, seminars, conferences, conventions, :
etc. conslidered by Administration to be of appropriate‘sub?ect yatter agd ?f bene?lt
to both staff and the facility. Attendance and participation will be within an eight
hour working day, with no overtime involved.

Management Memo, Volume 4 - Number 5, revised January 30, 1981.

Policy:

Employees may be authorized to attend conferences on State time and be reimbursed for

8. Mandatory attendance at activities that are scheduled to be excessively lengthy, approved expenses if a conference is clearly related to their work responsibilities.

e e i s g s PR 5

timewise, will be dealt with on an individual basis. However, any attendance at i This is determined by an employee's supervisor.
' 13 . 3
ini iviti i i is j ified must have prior approval
activities where it appears overtime is justi . o . o |
tfa%?lng_*__-,ﬁﬂ At ; § "Work relatedness" may exist under two conditions, Direct and Indirect:
of the Superintendent. 7 :

9 Training required for purposes of promotion, licensure, certification, etc., will

1. Direct work relatedness - exists when the program content of the conference relates
be taken by staff on their own time, at their own expense.

to the present work responsibilities of the employee. An employee may attend on
State time and be reimbursed for all expenses except membership fees. If an employee
is required by his or her supervisor to attend the conference, attendance is asuto-
matically construed as Direct work relatedness.

: f 2. Indirect work relatedness - exists when the interaction and exchange of information
Aé 7%‘“ among those in attendance at the conference relates to the employee's work respon-

e e v e o

sibilities in a manner that can be expected to contribute to his or her performance.

Revised: 11/5/81 An employee may attend on State time but is not eligible for reimbursement of expenses.,’

W tsoan Yqu H. C.,Akersd£4 Superintendent (CEO) , | In the absence of a determination as to whether attendance is Direct or Indirect work
REVIEWED ’ . : related, employees may be allowed vacation leave to attend on their own time without
Revised: 3/15/83 : reimbursement.

Procedures:

1. Conferences involving Special Expenses.

‘ Special Expenses are involved if : 1) the conference registration fee exceeds $15.00,
I 2) a meal which is part of the conference exceeds the State meal allowance, or 3)
‘ ; total conference engpses will exceed $50.00 and the employee desires an advance.

v
30

Responaibility Action
j N Employee 1. Submits written request to supervisor, at

least 14 working days in advance, indicating
conference title, date, location, purpose and
itemization of expenses.

et s
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0/0 v/ PROCEDURE FMTEMEA/T |

CORRECTIONAL
FAQILITY -

Policy No.
0403

ACA Standard: 9074, 9102, Page No.
9119, 9120 2 of 2

SAUK CENTRE

Subject: Training and Staff Development

Resppﬂsibility

Supervisor

Department Head

Superintendent

Deputy Commissioner

Controller

Employee

2. Conferences not involving

: Title: Conference Participation and Reimbursement for Expenses

Action

2. Based on direct or indirect work relatedness
and budgetary constraints, approves or dis-
approves request and forwards to department
head at least 13 working days in advance of
conference.

3. Approves or disapproves within 12 working days
of conference and forwards to Superintendent.

k, Approves or disapproves. If approved, has
Business Office prepare Request for Reim-
bursement of Special Expense form (FI-00023-01),
signs, and forwards to Deputy Conmissioner at
least 10 working days in advance of conference.

5. Approves or disapproves. If approved signs
and forwards to Department of Corrections
Controller at least 4 working days in advance
of conference.

6. Approves or disapproves. If approved, signs
and forwards to Department of Finance Quality
Control Unit. An approved copy is returned to
the MCF-SCR Business Office who notifies the
employee.

7. After conference submitas Employee Expense
Report (FI-00010-02), with supervisor's
approval, to Business Office.

Special Expenses.

Responsibility

Employee

Supervisor

Employee

? 1518
| cevipwep 8 15 1f
' APR 15 1982 N}(

Issued: 3/13/81
Effective: 1/70/8%

Action

1. Mekes verbal or written reguest to supervisor
at least 14 working days in advance of
conference.

2. Gives verbal or written approval, based on
direct or indirect work relatedness and budget
constraints, at least 12 working days in
advance of conference.

3« After conference submits Employee Expense
Report (FI-00010-02) with supervisor's
approval, to Business Office.

MO g

H. C. Akerson({Suporintendent (CEO)
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POST/SHIFT ANALYSIS
M COTTAGE

7 days/week post

A secured program cottage for up to 24 boys who need a more secured setting.
The cottage is staffed with triple coverage on the 7-3 shift, double coverage
on the 3~11 shift, and single coverage on the 11-7 shift. It is BFOQ'd so
that there is one male staff member on each shift.

7 13 3-11

YC3 - % %

YC1 or 2« 1 2% 1%
No. of Days/ Total Werk - -ive. Lays Positions
Posts Year Days Worked Needed

YC3 1 365 365 223.7 1.83

YC1l or 2 5 365 1825 223.7 8.15
Hours oferrk Incumbent Position No.

YC3 ¥ 7-3 % 3.11 032894

This is very responsible work involving Planning, establishing and directing
a cottage group living situation.in a juvenile institution. This includes
dlr?ctimg the activities of students. Assumes total respansibility on an
ass_.gned shift for a cottage program. Work irvolves training of new employes
when necessary, discussing on a day-to-day basis the more difficult problems
experle?ced by students, and providing training for students in the skills of
group living such as etiquette, behavior, and housekeeping. Operates as a
member 0f treatment tean in direct work with students.

Sam Hightower

Hours of Work Incumbent Position No.
YC1 or 2 ¥ 7-3 % 311 Jim Ackley 031699
YC1 or 2 % 7-3 7% 3-11 Mayward Krueger 031985
¥C1 or 2  7-3 % 3-11 Kirby Stoelting 074861
YC1 or 2 % 7-3 % 3-11 Jay Millenbah 083822
YC1 or 2 % 7-3 % 3-11 Bruce LaMere 063821
YC1l or 2 7-3 Marci Williams 033315
YC1l or 2 11-7 : Robert Aderman 079791

Respo?sible for cottage operation on a shift in accordance with established
quﬁenlle correctional procedures with emphasis Placed on exerting a positive
1nr%u?n?e in the counseling and rehabilitation of youth in all types.of
éct1v1t1es. In addition to duties as prescribed at the YC1 level, work
includes providing direction, guidance, leadership and training to staff
and students in a residential living unit.

STAFFING NEEDS SUMMARY FOR M COTTAGE
T. il No. of YC3 Work Days Required 365

Total No. of YC3 Work Days Posted (1 Position) 223.7

Total No. of YC3 Work Days Covered by Utility 141.3

Total No. of YC1 or 2 Work Days Required 1325

Total No. of YC1 or 2 Work Days Posted (7 Positions) 1565.9 .
Total No. of YC1 or 2 Work Days Covered by Utility

259.1
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A GEMERAL DFY POLICY ON VISITATION x 3. Prior Notics.

1. Maintenance of Familv Ties.

The facility director may request prior natics in order to insure that the youth will be

) available and that the proper visitation sit2 can be prepared. [t would not be necessary
DFY is committed to the maintenance and strengthening of family ties. It is-sometimes

: ! ! for a facility director to disrtupt on-geing programs or 10 wesken necsssary sesurity in
difficult to maintin such ties when youth must be tamporarily placed. m.resademial . ; i the event of unannounced visitors. . :
facilities for extanded periods, often at considerable distance from their homes. To ; , o
%vf:e;cofarzs:pme of thece ditficulties, OFY enccurages regular family visits to yeuth in : ‘ 4. Lenath of Visits,
ilities, n =T OF /IS,
; . i The length of family visits may be limited in a reascnable manner based upon the fa
« . H 1 [N ~ i n tec ol 0 ed po; .
Qther means to preserve falmxl;{ tm;s xnc.u;ingf;(ca ;:gé?rgid:opﬁeg:g :’;dh?:;lec::é: cility’s schedule and the persannel availanle for supervision, The facility direstor is
?{é"ﬁ,‘?e‘wg? vri’:;t ‘:,f;le nﬁabﬂixff& in t‘:is item; they a‘re coversd extensively in : expected 10 take into ¢onsidsration the t;aveling tima on the part of the visitors to maks
' 3 S Pl - - k . . . " N . L "
DFY Palicy 3453 ("Home Visits') and Policy 3452 (DFY Temporary Releasz Policy | a visit periad proportionatz to the travel efiort.

for Juvenile Offenders”).

5, Time of Visits,
2. Limits to Visitaticn,

} In accordance with New York Statz regulations (NYS CR&R, Secton 171.9), the
Consistent with its palicy of encouraging family visits to youth in facilities, OFY will P : facility director may estsblish fixed times for visitation. The time sstablished must
limit visits only for ressonable cansiderations of security, safety or orderly operation be reasanable and convenient for most visitors, sspecially parents. The visiting time
of grogram. Various limitaticns outlined below ars presentsd 2% ins@nces of securivy, schedule must ce sufficiently flexible to allow for visits Dy special arrangement, o5
safety or orderly grogram operation. Note: [imitzdon of visiting privileges cannot be : pecizlly for family rmembers and other interested parties who cennot visit st the regular-
used as a disciplinary davics aginst youth in facifities. : ' ly established times.

£ 6. Registration of Visit
B. SPECIFICATIONS OF VISITING PROCEDURES | gi Q isitors.

1. Visitetion S Visiters must register upen arrival at the facility and sign out at departurs, Registe
. 137 on e,
/

don for sach visitor must include the visitor's name, the youth o e visited, the visitors

.y \\Jl
faciliey di I o or srea o he used for family visitn This sive ] relation %0 the youth, te dat and time of te visit, with the additional sy of dme
ST::“ g:‘ f.';;:, ;c;“:‘l:;/ geezﬁr;fl;'e:;ﬂ of p}iv;cy =nd c;-m%;r‘ :/n :'neh:arc‘ of e upon departure, Adult visitors may be asked for additicnal identification if ey zre
ch eatest 22 and ¢ gk Fe = ) : not known 0 fzcility sl '
visitors a3 'well zs mainmining adeguate program security and aqrderly ogersteon, Thae : = / L
sit shall allow for private, informal communicstion and egpormnity for ,chysz;:::i fetotstacterd 7 Search of Visi
between resident and visitors in plezsant surroundings. . Search of Visitors,
2. Numbkber of Visitars,

' ) At Securs Cantars, all visitors must be subjected to electonic search pursuant o OFY
Policy 3447 — Contraband and Searches. At all other facilities, the cilivy direcor

L . . . L e s may require alecwonic tody searches a3 a.condition of visitation. Visitors wiio rafuse
The nurnber of visitors that a youth may recsive 3t any given time may te limitsd based ! P . ; , : . . " .

A . ) ! 1o be searched elecroniceily m a denied permission to vi time.
upen stwaifing coversge, sdequacy of available space, and orderly program aperzticn. i . o ,Ed eczronicaily may & permissian t visit at that tim

- I » - .. . . e ‘
These would e thea only fzasible ressons for limiting larger aumbers of visitars. !

. 3 8. Search of Packaces.

. . : The facility director has the right to store or search all packages troughe in by visitors.
‘ ; ; Facility saff will open packages upon instructions from the facility dirsczor and wiil
carefully inspest packages designated for opening. Stai will artempt to conduct such
searches with the least disturbance to the package and jts contznts, Upaon inspecticn,
the package will be restored as close as possible to its original condition. Packages and
items ‘thar cannot be dpened ar dismantled without daing irreparsble damage to the
contents may be set aside and stared until the visitor lesves the {acility pramises, at which

: time the packages ar items will-be rewumed to the visitor, (For details, ses OFY Palicy
' 4 3447 — Cantraband and Searches.)

[RR———
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C.. GROUNDS UPQN WHICH VISITORS MAY 38 2EMQVED ] D. SPECIAL VISITS
. i
The facility direstor may remove visitors who demanstrably constitute a threat to sscurity ¢! Faeili _ .
and orderly aperation of grograms by falling under ane of the following conditions: 7"} have ';‘_favpl =dures Wﬂl allow for special visits, These includes  viein <
. . . j | and therr mee 1979 distancss, visits to haspitalized residong g o o DErsans who
-1, Unaccomoanied Visitor, ‘ f; request thain:;ziyiot,!” ghe interests of expediting such .,;;,-;nd.h‘gsgc.";‘. N residens
: . : * notice be made as far | o P HITY director ma
; avaulgbie and  suitable e for il ga:‘ba:‘;frr;?g; Rossidle so that the residant will bZ

A fcility director may remave any visitor who is not suitably accompanied and super;

vised by the resident’s parents, guardian ar ather responsible adult,
; . INFORMATTON AZQUT VISIT PQLICY

2. Under the influsnce of Drucs or Alcahal,

|
M W
A fecility direcior may remove any person under the influence of drugs ar aleohol. i Each facility shall
b = H . . . .
| policies, transmg ﬁg:‘w:l: ,ﬁ?"'ﬂa' information w the residents’ famili . -
: rules and limitations desc’w';a:,'ez 3ht~,f and travel instructions to the fa:::‘li:; cﬂfggqug visit
i including but not limias ooo i1 Bis item shall be made avajlahle | + 'Ne visitation
ot limited t0:  \iciw 8 available ig cleg .
; i w00 visiting da -ear and cancisa w3
provision for sper; Ys and hours, rules of zrms
. al and emerge 2ot » TUles Q7 entrance znd
directions, Thie e SrEENCY Visits, rules on sacka comgorgment.
recy This informatian < I = maCXaces, and ravel and srapen 11T,
families snall be made availagle in T2nssartticn
(0 the grestest degree possibla, n the language spoken by the residanzyy’

3. Abusive ar Discrderly,
After reasonable att=mpts asking that such behavior be stopeed, a facility director may
rermave any visitor wio is abusive or disarderly.

fum

4, lInterfersnce with Facility Programs or Querations, :
- t .
; This information <
atlon shafl be m ', . .
ade available to te families during th YOuth erientstion p
‘ erentaton saric

Aftar reascnable attampts asking that such tehavior be stopoed, a facility dirsctor may i h !
‘ i nllowing admission to the facilivy

remove any visitor who interferes ar wies 0 intarfare with the orderly operation of the
facility and its programs, or with the rights of other visitors or residants, . : , v
| | ' F. EACILITY PRgcs: ' ‘
e : SDURES AND G ~ o =
THE V]SITAT{ON COORDH\;ADTSLq“D LINES E0R \”SJT-\TTON;

S

8. Retusa Search of Persan or Packaces, : |

st

A facility direcior may remave any visitor who rzfuses 10 sutmit 10 persanal siecoronic
search aor packzge search if, in the opinion of the facility dirsctor, such refusal presens : i Ezch facility shall |
3 rezxcnanle threst of intreducing cantraband o the fzcilivy. {For definition of conus- ¢ stall issue Fagi

hand, sea Policy 3447.)

local impiem . lity Qperaticnal Guidel; = .
; entation ‘o e Hnes (FQG R ezl ceenois

reviewed annuaijly andczot.d‘xaa Flollc.es_specmc o e l‘a::'!ity') gS;L!GsJ.q!L‘.CdI.‘."CS the

e neded. The faility director or desims il senve o

M 182 Wil serve zs

s

Visieoes »
Isitation Caordinator on scheduled visiting days,

The Visitz
cn : , )
information andCa.Z‘t;dx:xatcr will te availasle o consuft with visi
access 10 residnqt: ice. The Coordinator will make final < o
=14 , Usa2 af VISRBIIOH arzg and_ Cﬁnduc. 0.‘ Visi

6. Possession of Cantrzkand.
5 and supgly fecassary

BLisions en mattzrs relating o
o, : i

A facilivy direcior may remove any visitor found 10 be in possessicn of contsband an
fecility premises. {See Policy 3447.)

e R R e

7. Solicitzticn of Crime,

S

A fazcility director may remove any visitor who solicits ar sttzmpts 0 solicit a resident’s
invoivemant in gresant or futurs criminal sctivivy,

8. Subsesauent Visits,

Removal of visitors shall be anly for reasans cited above, and anly for .the specific visit
in which the behavior occurrzd.  Subssquent visits ara not afiecizd or limited by such
remmoval, provided the behaviar in question does not arise sgain.

A major violadon or continued viclation of facility visiting precsdures may result in the ; ;
suspenision of visiting privileges and may require special permissicn from the dzcility ‘ {
i b4

: director wino would have 10 be sstistied that the tehavicr is nat likely 0 recur.

R T AR AP T {jg
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3426-1

3426-2

3426~3

3426-4

THE USE OF ROCM CONFINEMENT

Roan confinement is to be considered an interim measure designed to

control dangerous behavior. As required by PENA v. LUGER federal court
ordex and Section 168.2 of the Division for Youth regulatioms, roam
confinement 1s never to be used as punistment in the sensé of the applica-
tion of unpleasant consequences to deter the repetition of the act by the
same youth or others. It shall be used only in cases where a youth con-
stitutes a serious and evident danger to himself o¥ others. It is mot to
be considered, in itself, as a method of technique of txeatment.

DEFINITION

For the purpose of this item, the term ''rocm confinement'' shall mean
confinement of a youth in a rocm, including the youth's own rocm, when
locked or when authoritatively told not to leave.

NOTE: Where staff is present inside the rcom (excluding confinement

roans) with the youth, for the purpose of coumseling or otherwise assisting
the youth in resolving his or her problem, or when the youth is engaged

in program activities, this shall not be considersd rccm confinement
within the context of this item.

FLACE OF CONFIMEMENT - ENVIRCMMENTAL NEEDS

A. All faciliries which have determined the need to use room confinement

mast obtain written aporoval fram the Deputy Diractor for Rehabilitative

Services,

B, Places of confinement within the institution shzll be designacrad by the
institution superintendent or facility director and approved in
writing by the Deputy Director for Rehabilitative Services or his
designee. The place of confinement shall be lighted, heated and i
ventilated the szme as other comparable living ereas in the facility.
Where possible, the confinement rocm should have carpeted walls.

REQUIRED FURNITURE AND FURNISHINGS WITHIN THE PLACE OF CONETNEMENT

A. The place of confinement shall be furnished with the items necessary
Por the health and comfort of the occupant, including, but not limited
to, a bed, chair, desk or chest, matizess, pillow, sheet and blankst,
If the possession of amy of these items would be detrimental to the
safety of the occupant or others, they may be ramoved curing that
period upon authorization by the superintendent or facility dixector
or the acting superintendent, or facility director. The reasons why
furnishings are removed must be recorded on the rocm confinement
report fomm.

B. When the child is first placed in rocm confinement, the superintendent

or facility director or acting superintsndent or acting facility director
or officer of the day shall make an initial detsrmination of the youth'-

ebility to handle the full or a partial ccmplement of firmishings as

listed in A above. A new determinaticn on furnishings shall be made at

each hourly review by the facility director or his designee and shall
be recorded on the roam confinement report f£omm.

| Foem OFY-1202 (Aev. 11777}
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) —— Of

3426-4

3426-5

3426-6

3426-7

C. The place of confiﬁ@ent: sball be fiomist i
' pl ! rnished with a mactress
a chair at all times. A . ) apd/or

AUTHORTZATTON OF ROCM CONFINEMENT

. Rocm confinement shall be authorized only by the superintendent or

facility director or the acting superintendent or acting facility director
or the unit administrator or acting unit administrator. Authorization
should be obtained prior to actual placerent in room confinement. In
instances whers immediate physical restrmint is clearly necessary
authorization must be obtained within 15 minutes of lock-um, '

MAXTMUM. PERTOD OF OONFINEMENT

A. The maximm period of confinement for PINS youth shall not exceed
tl;n:ee consecutive hours or a total of more than four hours within any
24 hou period without the approval of the Deputy Director for
Rehzbilitative Services or his designee. (See McRecmond Stipulation)

The maximam peried of confinement for a J.D. youth shall not exceed
24 consecutive hours without the approval of the Deputy Director for
Rehal_)llltatlve Services or his designee. However, per PENA order, rocm
confinement should mot exceed six hours unless thera exdists a sit:ﬁation

of "serious necessity'' which i i it
necs is documented in writine and racor
the rocm confinement form. o reorced on

C. The Deputy Director for Rehabilitative Services or his designes “shall
malntain & written record of any and all approvals of recuests to
extend the maximm periods of confinement. : )

VISTTATICN

A. For the purposes of this part, a visit shall mean actual entry into
the rocm of confinement with the youth or removal of the child o
the roam of confinement for the purpose of discussion or counseline.
A visit shall not include routine visual checks or discussion t."mo?*gh
the door or windew of the confinement rocm. Youth in room confinement

;ﬁér;:l ’fu.sn.ted at least once each day by the follcwing institutional

1. Ac&{ainis'tx.-at.:ive staff - Superintendent or:Facility Diractor or
Unit Acmzmstrat;or or Assistant Superintendent, Assistant Facility
Director or Assistant Unit Administrator,

2, COUIlSQlin,q staff - The th's counsal. 2 . : o
person frad the above. you or if he is a different

3. Medical staff - A nurse or chysici i i
: physician, shall examine the v i
room conrinement on a daily basis. ' : youth in

4. Child Care staff - A member of th h's.wi L
L - A € youtn's.wing or cottage child
. care stafT shall visit at least once during each 8—?@&%&5‘: -

(except during sleeping hours).,



-

- Ty

- e

NYS DIVISION FOR YOUTH POLICY AND PROCEDURES MANUAL

SUBJECT

GUIDELINES FOR THE USE OF RCOM CONFINEMENT 9/25/79 b o5

DATE PAGE COoDEe

3426-7
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3426-8

3426-9

B. A record of wvisits shall be maintaired by the facility on forms

designated by the Division and may be posted on the door of the
confinement rocm during the entire period of confinement, or be kept
in a readily available but safe place; i.e., nurse's desk, head desk

or wing office..

VISUAL OBSERVATION

A visual obsexrvation check shall be made at a minimum of every 15 minutes
uless circumstances indicates a more frequent check is required. The
time of visuzl observation and the initials of the observer shall be
racorded on Form DY-760.3 (Visitors to Child in Recm Confinement).

READING MATERTALS

Educational and recreational reading materials shall be provided within

the first 24 hours unless the superintendent or facility divector or zcting
superintendent or acting facility director shall determine that such
material shall be detrimental to the youth's rehabilitation. These materials
shall be provided on a daily basis thereafter. The basis for this deter-
mination shall be recorded on the rocm confinement reports form.

3426-10 RECRFATION AND EXERCISE

For the purpose of this Part, recreation-and exercise shall be defined as

an activity taking place outside the rocm of confinement and shall mean to
include: sports, athletics, games, light physiczal exercise and like
activities, It shall not include haxd labor, wmduly arducus exerciss and
other activities of a generally umpleasant or punishing nature, Recresation
and exercise shall be provided on a daily basis for at least ome prescribed
period of not less then 30 mirmutes unless the superintendsnt or facilitcy
director or acting superintandent or acting facility dirsctor shall authorize,
in writing, its deletion upon determination that such a liberry would

present seriocus and evident danger to the child or others.

3426-11  REFORTS OF RCCM CONFINEMENT

Whenever room confinement is utilized, beyond one hour, the facility
director or his designee must report each instance on forms designated oy
the Division. Every instance where mechanical or medical restraints ars
used shall be reported on these forms, regardless of the lengch of time of,
the subsequent confinement. Reports are to be submited on a weekly basis
to a person designated by the Divector of Rehabilitative Services. Tor the
purpose of this part, a week begins on a Monday and ends on a Sunday. Re-
ports are to be submitted on or before Tuesday of the following week. A
copy of ‘each report shall be made available to the Cmbudsmzm assigned to

that facility.

3426-12  CONSECUTIVE PERIORS OF RCCM CONFTNEMENT

A. Any youth who is returmed to rccm confinement within six hours of
his release shall be considered to have been in contirnuous rccm
confinement for purposes of reporting and seeking Central Office
approval; however, a notation as to unsuccessful efforts to return the
youth to program should be made so that an accurate description of the

confinemenc is available.

SRR ERCASINY S - : : .
R T T T ey

NYS DlVlS?ON FOR YOUTH POLICY AND PROCEDURES MANUAL

(SUBJECT

|

DATE PAGE coog |

ELINES FOR THE USE OF
ROCM CONFINEMENT
GUID EMEN 9/25/79 5 3426-12

2 or 3
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confi ea:tsiﬁlt:be consicered as commencing a e p:r'occim og“:ogt;m ©
Lrem, £ he pose o i i & 1
ey pLxpo £ reporting and seeking Central Office

C. Manipulaci £ ‘
: Cion of consecutive i
, ericds of room £¢
renortine E 1 conts .
Dipo.Si.r%, and approval requirements, or to EVaOtL.A’lentheePt': to, e‘{a‘c_‘-.e
Vision's regulations, ig prohibitad = [lespirit of the

3426-13  REVIEW aND REQUEST FOR EXTENSION OF ROOM CONFINEMENT

, ) =
evaluated by an & 0ropriats staff m T at ¢ ezch houxr. The

Y an approg : enber ar least once ezch h
results of this hourly, evaluation should be recorded om the room.confhi“e-
ment report form. The youth should be released as scon as his behavior;

k) . - i 1 ol
o . . o]

In writing pri Rqiohi £
1g prior to the begimning of ezch new 24 hour period by the

Ssuperintenden facility dd
£ or facility director or- acting superineandenr or actin

e

g ssity for contirued

Lacility director. The Teasons sxplaining the nece

raport, Rocm sk 7
continement may be extanded beyond the 24 hour period eonly

with z
destj?g:?el: apg;bval ‘i’: Fhf Depury Direcror of Rehabilitative Ser
2% b ;Poroval snall be cbrained prior to the beoimmi c.e-: :
pa‘lod. Iﬂltlally such X ~4-~ - :,-*_m...r’._z oL 222N
telephone). The rmume eA i, epreqx. €StS may be made orally (oy
des‘m;» f K €L 0e sucmitted i wrdbds &
ignated by the Division. Thig wriccen "=cuestqcmfs:}t'jo§g‘gn oded
= [ LOTWaET

-

24 hours of the oral request,

C. E fiort
Lvery efZort shall be made to ratum the youth to the
iy X e T

of care as quickly as pessible. ssuler program
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, Lewds):.  Executive Law, Section 500 4/1/83 |1 of 12 | 3447
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~ Reguixtion{s): ygena Blake (518)473-5325 .
3 Compliance American Cdrrectional Association Supersades; 3447 < Contraband &
, Standard(s): CAC Standard 2-9184 Searches Within DFY Facilities
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¥ Affactad: Items 3445, 3446 L vnaei A28 el
Key : Director .
Words: {1)  Cantraband (2 Searches v
) 2 Body Searches: LuFac11ity Searches (& Frisk Search {& Strip Search

SUMMARY: (No mors then 25 words)

This item defines and sets guidelines ¥or "contraband", tnree tyf:es of "body searches" and
three types of "facility searches."

SAMPLE POLICIES

TABLE QF CONTEMTS

3447-1 INTRODUCTION
3447-2 DEFINITIONS ,
3447-3 ITEMS TO BE CONSIOERED AS CONTRABAND AT ALL 0.F.Y. FACILITIES
3447-4 BODY SEARCHES '
3447-5 FACILITY SEARCHES
3447-5 GUIDELINES FOR THE HAMOLING, SAFEGUARDING AND DISPOSITION OF CONTRABAND
; 3447-7 PACKAGES AND MAIL '
4. OPERATIONS / SECURITY : 3447-3 VISITORS AND CONTRABAND
| 3447-9 STAFF AMD CONTRABAND

RAERES
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2. The "strip search" in which the youth is asked to remove a]l his/her

3447-1 ) : | clothing. Th d
metmentne ' : , ! . € removed clothing is carefully inspectad, T ;
QNTROBUCTION . ' i . ' | . ;gzggltg;;nigfc::: :1§hout.pr0ging irta any of thg bogy‘caviﬁie2°dy7;:
_— , . . ‘ . . 1 . hy . 8¢ "to open his mouth, move his tonque fes,
The purpose of this item is to def;ne "contraband" and to describe the various postires which facilitate visual iﬂspecgion. s and assume
types of searches (for contraband) ard the circumstancss under which they may : 3. The "i )
. : . e Yinternal bod "o ¥ .
. : ! . s ma 7
Contraband may be discovered inm various ways--through a search, an inspection ‘ i §2§+;P{P°§§M?r concealment.  Such body cavities ine{uag g;:ciiuggr
or even accidentally,” The difference between a search and an inspection is . -t11s, Bars, navel, vagina and rectum, ’
that a search, as we use that term in this item, is conducted specifically to ; C. Facility Searches-
look for contraband. An inspection is conducted for other purposes, generally f / renes:
" to check that things are up .to a certain level of expectation (cleanliness, ! 1. "Overall " s : :
orderliness, safety, etc...). While this item focuses on the search as an ] 211 search® is the search of the complets Tacility.
active and conscious method of seeking out, contraband, the discovery of g 2. "Area s " . .
contraband in other ways will not affect the way it is handied. Staff and 5 T (Ge ‘5§rcq_ Is the search of 2 large specified area of a facilit:
resident responsibilities will be. the same and the same procedures described ! TR ing, entire shop area, kitchen or mess hall), ’
in this item will be followed. | | 3. "Room or living quartes . :
. : rta i s s
{ living quarters. qu rs search” is the search of residents' room or
$3447-2 , . :
: : 3447-3
DEFINITIONS - _
. [
A. ‘“Contraband® means those articles: v TEMS TO SE CONSIDERED AS CONTRABAND AT ALL 0.F.Y. FACILITIES
. ) L . . ) , , A. Contraband at all faciliti - ) .
1 . ﬂ + A aciliti -
L. ;ggefgis:§g?gg.or wnich is prohibited under any law applicable to the I the follawing items - &s shall include, but shall not be limitad ta
2. Which ara readily capable of being used to cause death aor sarious - N Z;;Si??§ (hand guns,. shoulder guns, modified firearms, ete.)
physical iqjury inc}uding, but not limitad to, handguns, shoulder : ~ knives ian e )
quns, cartridges, knives, explosives, or dangerous drugs. ; - wea?ons of any sart
" s . o - - P ! - explaosives or an ticle whic :
3. Which are prohibited by the regulations (and palicies) of the Oivision ] p Y article which can cause death or se inji
T 2 PN P ; = drugs, drug paraphernali 3 . n rious injury
or the rules af the facility. ; need]és, etc?) phernalia (pipes, cigarette papers, syringes, hypodermic
4, Which are possaessed by a resident without authorization when such . | - :?3g§2?71z§d medicines
authorization 1is required by regulations (and policies) of the - fir »;C sverages
Oivision and rules of the tTacility. EWorss |
. - star§1ng gistol
8. Body Search. There are basically three kinds of "budy searches": i ?ar1Juana - e,
' : = large sums af cash, credit cards
1. -.The."frisk search” which 1is done aver clothing. The resident may be 8. Each facilit: .
asked to empty his/her pockets and such pockets and personal effects e Such ?F’t Ly shal[ develop a list of contraband items for that ficilis
such as wallets and purses may also be searched. Tnhe youth may be fa -]-tIS shall include the above items ds well as aqther f*51 1L{ﬁ
required to remove nis/her outer clothing such as coat, hat and shoes, inggn;eg ignS;ders htO tée contraband.  This Tist cannot be né;Jnﬁs ii
‘ ! A . . pd : e exhaustive. is fact
Garments and articles may be searched carefully including pant cuffs, . residents and staff, e This fact should be made clear ta both

slesve cuffs and waist bands. The mouth, nose and ears may also be
visually inspected.
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| . . : . ‘°- ' to the Secure The frisk search may be conductad at any O0.F.Y. facility by.appropriate
The factlity contraband Lt 5Q?11 be éﬂf”QQEEILEOQQSﬁﬂgogigiffties or the : staff basad upon either security precautions (to prohibit the introduction
Facilities ManagemeQ: %?1t *i?éi) ;2d Regional Oirector for non-sacursa : S aad wpon either security precautions (to prohibit the jntraduction

i i j upery Rer . .
?iﬁ???i%iﬁ%‘ 0%§§21c5ha]1p then be submitted for' approval to the Oeputy

‘ particular resident is concealing an article of contraband.
: . be : £ ) . . .
, : i . Upon approval, the list -shall
Directer for Program Operatians. ) 2ined to all ,
included in the facility manual and shall be given and exp) » 0. The Strip Search - Guidelines
staff and residents. : ; : '
. 1. The strip search may be conducted as a security precaution at all
) ‘ L 0.F.Y. facilities in Levels I through 1Y at the discretion of the
14474 . ‘. : i . ’ ; director of such facility, whenever a3 resident has had reasanable
s S ' . . ‘ ‘ oppartunity to obtain and conceal contraband articles and there is a
B00Y SEARCHES : reasonable cause to believe that the resident s concealing
- sursose of the body search is ta determine i cont{aQ%ﬁd, _Such times could incTude, but are not necessarily limited
A. Purpase of Body Searches. The purposa tne D tﬂ- o : to, initial 3dmission (cou]d_be part of the 1p1t1a! @ed1ca1 exam) and
" whether a-youth has concealed contraband en or. 1n tne Y 1 upon return from home visit, AWOL, or the visiting area at the
. : facility. The director of the racility shall describe in writing the
particulars of this type of strip search including: the circumstanca
3. Body Searches - General Guidelines of the search (i.e., upon return from home wisit); lacation;
. Yt saar&h cor contraband. They ' qescription and number of }t;ff&condupting the sgarch; hpw @he search
1. Body searches shall be conducted only to 32arch IW 70l Sdent. ‘ is conducted; and general Ffacility guidelines. These guidelines shall
snall not be conducted to punish, harass, or embar ‘ be submitted for approval (on a one time basi§, unless circumstances
T ' jate staff of the same s&x 1 change‘supstant1¢11y) Lo the Depu;ygﬂjrector for Program Op&ratjons,
2. Bady searches shall be conducted by appragriate ‘ble excantion of a the SFMU in the case of secure facilities, or the appropriate Regional
as the resident being searched{ éfftﬁegiihéff5‘ B Oirector and Oistrict Supervisar in the case of non-sacure Tacilities.
s ad in the f internal baay . '
physician in the case 0T in A . .
) . . w3 ; 2., A strip search may also be conducted at facility Lavels [ through IV
. 3 a n . o . : s
3. Facility staff shall avaid the use of exc~§§1;? ;ﬁ;cii’:iéf”3;5°thg : on an individual basis where there is a reasonable causa to believe
body searches and shall preserve the comror g i that a particular youth has a contraband article on his/her person and
resident being searched. ‘ : aftar a detsrminatiom that a frisk search will not reveal the article,
7 all body searches must be duly entered in the facility or | Z?iﬁcftrsg:1§ct§i5rigc¥¥ﬂ§ Z?iicfgf Ariar epproval of the TacTlity
+ ﬁﬁgic?gg gg;éi The);nfo;métion must include: o : : b 97 v M .
. ’ f 3. Strip ssarches at Tacility Levels V and %I can be conducted anly with
a. Type of search ' - ) the prior appraoval of the appropriats district supervisor and regional
. h : ‘ i director, Such approval can be granted anly on an individual basis
b. The date and time of searc ' " : upon reasonable cause to believe that a particular youth has
c. The name of the resident subjectad to the searc ; | contraband cn, his/her person and after a deterinination that a. frisk
d. The name of the person conducting the saarch : §

search will not reveal the drticle,
The name of the supervisar authorizing the search

) jzation f : 4. Strip searches must be conducted in an area or laocation which grovides
f ific T s underlying the authorization Tor ;
£, The specific facts and reason )

privacy and reascnable comfort and does nat permit other residents and
the search persans not involved in the search to abserve the undressad rasident,
) i s ‘nq the If the youth shall be undressad, a full length type garment such as a
g. An itemization of any article of contraband confiscated during i i robe, gown or shest shall be provided.
search . ;

h. Any other information‘relatgd ta the search

’ i 3 i bove the Tacility
ticular body ssarch rgqu1red approval & _

& -gﬁsgit;; p?;vel, a repart containing the above information shall be
sent to the approving autharity.
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£, Internal 3ody Searches - Guidelines °

1.

An internal body search shall be used only as a last resort after it
has been determined that the frisk search and the strip search will
not reveal the contraband article(s). Prior to such utilization,
other methods of search should be esxplored to determine whether or not
the youth has, in fact, concealed the contraband article(s) in a body
cavity. The alternatives include (but may ndt be limited tq) the
metal detector and the X-ray. If these alternatives are determined to
be safe, feasible and effsctive by appreooriats medical persennel, the

SN
__________ 4

youth should be offered a choice.

An internal body search can be conducted only with the prior approval
of the Deputy Director for Program Operations or his designee (after
consultation with the D.F.Y. Office of .Counsel), excent where there is
a clear medical emergancy in which the resident's 1ife or heaith is
jmminently threatened. .

8efare an internal body search i's conducted a full explanation of the
necessity of the search should be given to the resident.

An internal bcdy search must be conducted only by licansaed medical
personnel including only a registered nurse, shysician's assistant or
physician. However, with the exception of the physician, female
residents may be examined only by female medical perscnnel.

Internal body searches must be conducted in an area or location which
provides privacy and reasonable comfort and does not permit other
residents and persons not invelved in the search to obsarve the
undressed resident. If the youth shall be undressed, a full length
type qarment such as & robe, gown or shest shall be provided.

FACILITY SEARCHES

A. QOverall Search

1.

An overall saarch of a facility may be undertaken -.only aftar the
facility dirsctor consults with the Diractor of the Sscure Facilities
Management Unit (SFMU) for secure facilities or the appropriats
District Supervisor and Regignal Director in the case of non-secure
facilities and receives his authorization. The reason for this search
must be clearly delineated by the facility director and should be
directly related to the facility's safety, security,.and operations.

lhen the overall search has been authorized, the facility director
must ensure that it is carried out by designated personnel and under
close supervision. It should be scheduled to minimize disruption of
reqular operations and accomplished in the shortest time possible.

N AT S
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3. The findings of the overall search are to be documentad and forwarded
by the facility director to the Director of the SFMU in the case of
secure factlities or the appropriate Oistrict Supervisor and Rsgional
Director for non-secure ftacilities, and the Deputy Oirector for
Program Operations within 72 nours. ' .

Area Search

1. An area search may be authorized by the facility director or acting
director, :

2. Any search shall be conductad by designated personnel under close
sypervision, scheduled so as to minimize disruption of ragular
operations and completed within a reasonadle time period.

3. The findings and results of area searches shall be dccumented and
reported to the dirsctor of the facility as soon as practicable, but
certainly by the end of the shift. .

Reom or Living Quarters Search. The rocm or living quarters of & residant
may be saarched by designatad personnel in accordance with a directive
issued by the facility director cr designee., A search at any other time
shall bte made only wnen there are reascnable grounds o believe that
contraband is contajned in the living quartars; such search must be
authorizad by the Tacility director or his designse excapt when there are
reasonable grounds o believe that a search is immediataly necassary to
prevent death, injury, or the destruction of contraband, the empioyee may
conduct the search immediately, then notify the facility director or
designee, and submit a written report zxplaining the urgency of the search
and its results.  Such written reports will De submittad 23s soon as
gracticable but no later than 24 hours after the search, Tne following
guidelines must be aqbsarved:

1. (From 171.8, O.F.Y. Regulations): Whenaver possible, a resident must
be present during a search of his or her room, locker, and/or
possessions. Whenever it is jmpossible for 2 resident to be present,
the 7acility shall notify him or her in writing as soon as sossible
thereartar;

" a. Tnat a search has been made.

b, Of any article taken. (A receipt must be given to the resident
--see 447-5(AT))

2. Prior to the search of living quarters, the resident may be given a
tFrisk" search. Haowever, if there are rsasonable grounds to believe
the resident is in possassion of drugs, money, or other contrzband
which is' easily conceaied in his person.and may not bte detaclied by 2
“frisk" the =zmployee conducting the search, at the discretion of the
facility director or acting director, shall "strip search" =the
residant.

4
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3.

4.
0. 1.
2.

The search of a resident's living quarters shall be thorough and
orderly. All State and personal property shall be examined carefully.
Care is to be taken to avoid damage or destruction to property. Every
effort shall be made to leave the living quartars 1in the same
condition it was prior to inspection. If possible, items are to be
returned to the approximata position in which they were found,

17 ‘a resident's property is damaged, the employes conducting the
search shall report the damage te his supervisor and the rac1l1t¥
director as soon as. practicable in writing, but not Tlater than 24

hours from such accurrence.

Each facility search (overall, ars=a, and rcom or Tliving quartars)
shall be recorded in the facility log., The record shall include:

Yame of The resident wnose living quarters is searched.

Date and time of the search.

Names of staff conducting the search.

List of contraband found. -

m o O O
. o .

Name of supervisor authorizing the search.

hat 1
.

List of any State or resident property damaged.

it is the duty of the unit or shift supervisor to periadically raview
these logs %o detsrmine that they are current and that seaarchas 3areg
made in a timely and reasonable manner..

GUIGELINES FOR THE HANDLING, SAFESUARDING. AND DTSPOSTITION OF CONTRABAND

A.

1.

2.

General Guidelines

A1l contraband articles found in the possassion of residents shall be
immediately ¢oniiscated.

A11 contraband articlas discoverad in the facility shall be proper]y
identified and recorded as provided below. -

A1l contraband articlas discoverad in the facility shall te listad on
a report to the facility director. In those cases of contr%band
confiscatad from a resident, the resident shall be given a copy of the
repart containing the Tist of confiscatad ;on;raband. items or f
receipt of the articles. It shall be clearly indicatzad in the report
tq whom the articles were given Tor safekesping.

S ——
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. 4. All contraband articles discovered in the facility shall be turned
over to the facility director or & designes specifically placed in
charge of such articles.

5. If the contraband discovered in the facility is serious .enough to
warrant. disciplinary action against a resident, specific mention must
be made of the contraband in the behavior report.

6. Penal Law, Sections 205.20 and 205.25, makes illegal the promotion of

contraband including the introduction, making, obtaining or possession -
of contraband. . :

If the contraband (situation) is such that .criminal charges may be
brought against the resident or other persons, it is important that
the evidencs be carefully.presarved (see "8" below). The facility's
manager and the 0.F.Y. Legal Unit must be immediataly notified. A
written report shall follow as scon as possible.

3. Preservation of Evidencs

In the event that the Division desjires to aress criminal charges against a
resident or other person for the promotion of contrzband, it is essential
that this contraband be preserved for possibla use at a subsequent
criminal procseding. In order to introduca an itsm of contraband at a
trial, the district attorney rust be able to establish 2 chain of custody
of that piece of contraband from its acquisition ta the time it is
introduced at the trial. This is necassary to estshlish that a particular
item of contraband that is being introduced at a trial is the same one
that was seizad initially. '

The Tollowing general guidalines should be utilized in saveguardinc
contraband acgquired from a resident or other person charged with illegal
promotion of cantraband: '

1. The number of people handling contraband must be rastricted to as Tew
as possible.

2. Once an item considered to be contraband is saized, the party ssizing
it must put an identification mark on the itam, 17 cossible, or placs
it in a sealed container and tag it with 2 description &s to the time,
manner and locatien surrounding the seizure,

3. The item of contraband should be physically carrjed to a° central
location within the facility, which location should be a locked area,
or any other place where substitution and tampering with the item of
contraband are unlikely.

4., A record must be Xept of all transfers of custody of the item of
contraband in question and any person to whem the property is trans-
ferred should initial and place the time of transfer and data of his

or her recsotion aon the container in which the item of contraband is
being transmittad.
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5. A ﬁrocedure should be developed with the Tlocal law enfaorcement : 8. If the é 13
agencies for the turning over of itams of contraband sesized by , ' resident(i 1Very of contraband is suspected, the facility may .
; O open mail in the presence of a staff m 4 M3y require the
S : £ member, .

Division staff.

. : . . . . C. If it is suspect y )
6. In appropriate cases involving situations dn which a particular item uspected that contraband may be hidden undern
of contraband is not saized in a place associated with only one ’ . :;:gffgfg1rg, such stamps or packaging may be reason:gf; a:st
resident or visitor, it. is essential to safeguard the item of ' 0 locate the contraband. mo
contraband for the purpose of preserving fingerprints or some other

ige stamps
ved in an

identifying data. With this in mind, staff should not touch or move 3447.8
an item of suspected. contraband without taking into consideration the ——— .
preservation of fingerprints or other identifying material.. Use of ‘
surgical gloves, tweezers, pencils, etc..., should be considered in 1 VISITORS AND CONTRABAND
moving this type of contraband. In addition, some situations may : All visits withi
warrant the taking of still photographs of a scene without moving or staff V§ ﬂ:th‘n secure facilities shall be under the strict s .. ‘
disturdbing any articles present. t is suggested that each facility + 7157T0rs are subject to the following procedures: Upervision of
have a camera for this purposa. - 1 . , )
| : - An electronic detection search.
, " . : 2. The visual exami PR '
C. DOisposition of Contraband 1a! examination of visitor's persanal velcngi i i
. . . : 1 4
- . . N gggol;mlfgd Qg. thaf contained in packets, handbagg ggsb;?:gug;ng, bu;
1. Articles, the -possession of which is prohibitad under any law ’ maintad T 91Tts, food, packages, envelopes and like itam ;ﬁs.
agpplicable to the general pubiic, shall be turned cver to the folice ) n.: ned, I;;ms may be required to be opened in fron: 3 t1-t Pe
or district attorney in accordance with guidelines for safeguarding germ1 visual inspection and, if necessary, manual insp qg'SbaTT"LO
contraband.  The facility shall obtain a recsipt for all such oraned o f2use, and with comsant, such itims may be dissssambled o
i ron of ¢ aced 3 . d qr
articies. . . . item. § o the r-s1d§nt Without damaging or destroying the
2. Articles which sventually may be resturned to the resident may either ! ' 3. Any visit . '
be sant or given to the appropriate rslatives or returned to the ! : .y 21tar suspected of having contraba ed ¢
resident at the approoriate time (i.a., release or discharge). ‘“hen ! facility. Visitors discovereé;witg'congtgg§23b51q;$er‘d to Teave the
returned, the rasideat shall sign for them. “ exchanging cantraband with residants mav be danted b POSSession or
: privileges. * M8y Be denied Future visitation
3. Art1c1e§ wnich cannot be returned to the resident (i.e., hand-crafted ! 4. Any visit ound .
weapons) shall be disposed of at the discretion of the facility g . s1tor tound to have contraband a 3 + .
director or designes. The dispasition of such articles shall be duly i ggw:::Tf should not be permittad tg enégi tﬁPrZEZ%ieﬁnkgnsu?zig??r '
recorded and witnessed. i ver, no attempt ] 3 ity,
tness ‘ : | contraband.. Pt should be made to forcibly confiscate rhe
4, In consultation with local law enforcement authorities, each faci]i@y | s »
shall develop -procedures for the disposition of contraband in { d A7th°“9h start should not attempt to detain or arrect - -
accordanca with thesa gquidelines. Thesa procedures shall be .included § : . possessing 11legal contraband, the appropriate oligisk ncy shad o
in the facility manual, ' : g;sggglyw?g§11;ed. : [t would be advisable to pdists:giggﬁ SSQ;LS P
: g e palice agency having jurisdiction g wods in
zgcghaitnsiropenr clhanne‘ls& of communication can be agréevderupt(,hne .asr:];}:{
3447-7 A : mediatey aoionere the police are motified, the facility shall
: ; LT MU Tor secure facilities or t roOriate
PACKAGES AND MAIL . ; ; ggét:ﬁgiifuiéiiéiﬁé i;s gfg1§ﬁaz Oirector for non-sacSSEaggg???;?;;
h : e incident to the SFMU or th r i
A. A1l packages for the rasidents are subject to inspection. A staff member . District Supervisor and Regional Director, ¢ eppropriate
- may open the package in the presence of the resident and carefully inspect .
it. Items may be dismantled if contraband is suspected. Suspicious ' . .

packages which cannat be dismantled without doing damage to ‘the item may
be withheld from the resident.
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.

STAFF AND' CONTRABAND

Under the following circumstances staff .may be subject to

procedures and possible prosecution:

1. Providing (selling or giving) contraband

i

a

esidents,

disciplinary

2. Receiving contraband arti¢les from residents and failing to report

such,

3. Knowledge of contraband in the possession of residents and failure to

report such.
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S 3424~ DEFINITION

As used in this section, the term "mechanical fastraint”
shall mean handcuffs, footcuffs and‘transfar‘belts. (No
other type of mechanical resteaint is authorized for use
by Division personnel.)

3424-2 CIRCUMSTANCES UNOER WHICH THE U§E OF MECHANICAL
RESTRAINTS MAY 8¢€ SECESSARY

A. The youth is uncontrollabla,.to the extent th§c hTF
constitutes a sarious and aviden:t danqir to hlms§‘]
or others and, in the judgment of statif, ther§ wia
be a sustained need for control. (up to.3?'m|?ug_s
except in the case of vehicular transportation

B. The youth is damaging or destroying gropgrcy, will
not desist when asked to do so, and in the judgment
of staff, there will be a sustained.naed for i
control. (up to 30 minutes except In the case of
vehicular transportatioa)

C. The youth is absconding and refuses to desist whan,
ordered to do so or he has aosconded‘and upon
confrontation refuses to rsturn and {n-the judgment

of staff there is a sustained need for Foncrol, (up

to 30 minutes exczpt in the case of vehicular

transportation)

judicat j i delinquent is being
D. A youth adjudicated a Juvenlﬁe. _ : . .
tansported to or from a facility, and in the judgment
of staff mechanical restraints are necessary for
public safety.

3424-3 STEPS TO BE TAKEN WHEM FACEC WITH THE POSSIBLE NEED FOR
) MECHANICAL RESTRAINTS

A. Get prior approval whenevar po;sible. DFY s:sz mﬁ::
exercise judgment on the immgdxacy of.the neeh to
a mechanical restraint. it is recognized that ﬁrlor )
approval cannot always be obtaingd. HoyeverR W ?ne:e
possible, staff should consult w[th their superviso
before using a mechanical restraint.
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OFY staff must report the use of mechanical restraint
to their supervisor or facility director as soan as
possible after the youth is secured and under coatrol.
The report may initially be verbal but must be followed
up as soon as possible with a written "|Incident Report"
which includes details on the use of the restraint.

The facility director, upon review of the "lncident
Report', shall determine the need for any further
followup action, including the possibility of a
report to the program manager.

In any event, a record shall be maintained by the
facility of each instance in which 2 mechanical
restraint was usaed. The racord shall include the
follewing information: name of vyouth, date, type of
mechanical restraint usad, names of staff authorizing
and/or applying the restraint and langth of time the
restraint was used. A copy of the “Incident Raporc!
described in 8. above should be attached.

PROHIBITIONS AND LIMITATIONS

A.

.

Handcuffs, footcuffs and transfer belts arz the only
types of mechanical restraints authorizad for use by
Division personnel. The use of straight jacksts or

any other type of mechanical restraint not specifically
adthorizaed above is prohibicted.

Per DFY policy and McRedmond Stipulation, the use of
mechanical restraints on youth adjudicatsd as Psrsons-~
In-Need-of-Supervision is prohibited.

Except in the case of vehicular transportacion,
mechanical restraints should be removed as soon as the

youth is controllable but shall be removed aftar 30
minutes,

Mechanical restraints may be used beyond one-half hour
only in the case of vehicular transportation whers such
utilization of mechanical restraints is necessary for
public safety. These should be removed promptly upon
arrival unless there is a demonstrable need for
continued use uUup to 30 minutes after arrival.

If restraints are placed on a youth's hands and faet

e 2

the hand and foot restraints are not to be joined.

When in restraints, a youth may not be attached to

another youth or to any furniture or fixture in the
room.




G.4.12 Control of and Search for Contraband; Guidelines
for Conducting Body Searches and Special Searches

G.4.12.,1 Introduction and Statement of Department Policy

It is the Department's objective and responsibility
to maintain a balance between its mission to provide child
care services and to provide a safe and secure facility.

o staff member shall enter into any transaction
with, nor convey, carry or make accessible to any juvenile
within Spofford Juvenile Center any narcotic, intoxicant or
other contraband article, nor engage in traffic with a juvenile,
visitor or other staff person in any manner.

The search ot a dormitory and a resident's person 1is

an accepted and sound correctional practice in a secure facility,.

It is alsoc a necessary element in contraband control. The
most effective method of controlling contraband is through
systematic, effective, and proper search procedures.

Residents of Spofford Juvenile Center must be searched
and examined when they are admitted to the facility since each
new admission is a potential carrier of contraband. Searches
shall also be conducted periodically when there is reasonable
cause to believe that a resident has concealed contraband on
or in the body. The conducting of body and dormitory searches
is to be assessed in light of the institutional needs of

security, order, contraband control, and the recovery of ‘missing or

stolen property. The security of the-facility and the safety
and weltare of residents and staff can only be assured when
this occurs.

Uniform guidelines must be followed and adhered to by
all staff in the conducting of body searches on residents and
searches of dormitories. The Department has a responsibility
to protect the safety of its residents and staff as well as
to assure the resident's right to be treated in a humane and

dignified manner. Every effort must be made to avnid undue or
unnecessary force, embarrassment or indignity to the 1individual
in conducting searches. In the process, the Department must

safeguard and respect a resident's rights in property owned
or under his/her control and not violate the resident's
constitutional rights,.

In all instances in which contraband is discovered, a
Critical Incident Report must be completed., (See section G.1l).

G.4.12.2 Definition = Contraband

Any item that is not issued or not authorized in the
facility is contraband. Contraband includes those articles:

¢ The possession of which is prohibited under any
law applicable to the general public

Issued: 4/2/82
G.4-23

Effective: 4/14787
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B
N  In general, the following rules should be observed
¢ Which are readily capable of being used to y Juvenile counselors in searching residents:
cause death or serious physical injury, in- , .
cluding but not limited to, hand guns, shoulder ; ) ® Be Systematic. Begin in one place and
guns, cartridges, knives, explosives, dangevxous 1 ' Proceed in an orderly manner.
drugs, fingernail files, wire, razor blades. { e Conduct a good search each time. A poorly
conducted search can be worse than none at
¢ Which are prohibited by the regulations of the ! all.
Department or the rules of-ghe fac%lity. (i.e. : ®¢ Do not conduct the search where it can be
money, jewelry, pornographic material). ] observed. Take the resident aside. at legst
; ; out of the traffic g .
. ; : attern
Control of contraband is necessary for several reasons: - not conduct the seaEZh in fr:$: :; gsh::lrpg?zlbie’ do
esidents
e To control the introduction of articles that and staff,
can be used for trading, gamhling or pover 1 i G.4.12.4 Pat Frisk Search
control } " Definition -
o To control the c?llecting of articles and the ! A pat frisk search consists CfLPhYSicall searchi
accumulation of items that make housekeeping a resident by patting down his clothing' The reSZde:trc ing
» » i . . . ma
difficult Ee required to remove his/her outer clothing such as a coZt
. . : R * ’
¢ To identify medication and drugs and items that at and Shoes: A pat frisk does not require the actual search
. of a body cavity.
can be used as weapons and es¢ape implements.
Controlling contraband requires a clear understanding the foll A.pat frlsk shall be conducted on residents under
of what constitutes contraband, the regulations that are de- owing circumstances:
signed to limit its entry into the facility and the effective Pri .
search procedures for the detection of contraband. In addition, ° rior to and return from visits
the possession of contraband by residents poses a problem to ¢ Return from the dining room
the safety, security and good order of the facility because .
contraband may be used as a source of power to manipulate other ¢ Return from a recreation area
residents. The limitation of contraband facilitates mainte - ¢ Any other time when there is reas bl
nance of control and safety since some contraband is inherently cause to believe that a resident :na be .
dangerous to institutional security (e.g. weapons). possession of contraband ay be 1in
|
The Department believes that this kroad and clear i Guidelines for Cond , , .
< e : ucting g "Pp u
definition, followed by the use of common sense by trained g at Frisk” Search
staff, will result in better control and less conflict over ‘ The followin
! . g method shall be f :
what is or is not contraband. the pat frisk search: e followed for conducting
G.4.12.3 Body Searches ’ ¢ The resident shall be asked to empty his/her
‘ . ; pockets and place the items o
The purpose of a body search is to determine whether f some distance from the spot wge:etiﬁlefaF .
a resident has concealed contraband on or in .the body. There N : is to be conducted, e fris
are three types of body searches: = ' F .
©¢ The resident shall stand with his/her feet apart
e a '"pat frisk search" i and arms extended from his/her sides.
¢ a "strip search" ¢ ¢ The ?Oun}i?l?;‘ shall begin the search by
' . | : Tunning his/her fingers along the outside
® -an "internal body cavity search" | _ g inside of the resident's col%ar and feelinzngor
| 1 ‘ 1 _ any hidd : .
i ] ‘ & y hidden items such as wi
All body-searches shall be conducted only to sjearch for contra- , i blades, paper, etc. re, small hacksaw
band. They shall not be conducted to punish, harass, or ¥ & )
embarrass the .resident. In all instances, staff shall avoid ‘ o e The counselor. shall then proceed downward, run-
the use of excessive force in conducting body yearches and ' .ning his/her hands over the shoulders and down
shall strive to preserve the comfort and dignityy of the resident the arms to the shirt cuffs, up under the arms
being searched. ; ﬁ . o - . v .
j : * -
| S
G.4-24 o
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' hall
the counselor s
be loose and : is or her
e The belg s::ii and trousers by running his
check the

Guidelines for Conducting a Strig Search

SN EICHE N

) A Strip search shall bpe Performed in g, Manner that
‘ 1s least degradlng to all parties €oncerned, Strip searches
3 shall be made in gp area or Jlog¢
1
. L ist. f
residents’ wa !
hands around the h proceed down the buttocks
lor will then
Py The counse

and does pot Permi
heck each leg. i

» both hands to _c. cuffs
bo ?nelligazizziion should be paid to the
Particula :

of the pants.
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Search onj
and the abdomen.

onduct 4 Strip
S Yy with the authorizatiogp of a Supervisor If this
ls noF Possible, dye to the urgency of the Situatiop the .
- i Juvenile counselor May examine the resident ang then submit a report
¢t the time to the Supervisor detalling the search, This report¢ shall
i1 also be checked a d State the reason for the ge h, the finpdj f
coteh shall a ‘ are being searched. : e X on fo Search, 2 Tlndings oL the search
e The ; s and upper thighs are i sually and Justificatiopsg for conducting the Search withoyt first
the leg and ears shall also be visu obtalnlng authorizatiop from g4 Supervisor,
ose,
e The mouth, n ‘ .
inspected. ) ca The follow1ng thorough ang Systematic method for
e genital ar conducti i :
ft cfter are reluctamt o seargg zzntiaband e Nducting 4 Strip search shall be followed
o} items -
; resiiZ:t' It is very ea%Ygfiﬁe;tco the abdomen ;f S“;e o Thecounselorshould begin with the ,
of a X , by tapin h n so ~ ' ~
area by crotch,. . head
Conding them from the walst dows around “uch a5 a knife in a :
i them 1 weapons . less ! :
pending ot o concea : frisk un
instances, it is eiszezd to be searched during a
do no

shoe. Shoes

. T ly.
" . susplclous
ident 1is acting . from the
ls that a resi1 al items fr
the counseloz g:;sk is completed, the person
After the pa

ng a large—toothed comb
® The €4ars, mouth ang No0se shall then be €Xamined,
¥ . © The Ctounselor shalj €Xamine the torgg for any
ined and then returned 1. § tape or bandages that may conceal tontraband or
shall be examin 3 injuries
resident's pockets S 4 ; J ’
. ] [o] ¢ . J " 4 .
nothing unusual is n ; ® The pubie @rea shall thep be eXamined,
G.4.12.5 Str%P.i?2§Ch Cove ® The resident shall next pe ordered to turp
. Definition sists of having a re?ldentegilly dround, bend over, and spea? his or her'buttocks

A strip search Cor'l"he removed clothing 1is car robing \ SO0 that the Tectum can be Visually €Xamined .

: lothing. . cted without p
all of his/her ¢ . visually inspe
' d the body is , The above search Procedure i1
1nSPeCted an M4 . h .

dy cavities. ) ) that can pe
any of the body idents shall be conducted in,
; h of residents :

A ézr;ptzeaiﬁe following circumstances

but not limite ’
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G.4.12.6
fter

i Spofford a

. t returning to e and/or

* For'any1zzili§2 confines of the fzc111ty
Zﬁzlgﬁrisdiction of the Departmen

Internal Bod Cavit Search
_____________X______JL_______

Definition
. Zefinition

1ing from
. . to and return . l
: sidents going ide medica
¢ F?r.iny Zzurt a hospital, and outsi
visits, ’

ody €avity search 1s defined ag the
‘ close manual or tactile €Xamination of any body cavity into
é ; which objects may be placegd for the Purpose of €oncealment
. ! | Such body cavities include the mouth, nostrilg, €ars, navel,
care or consultation L tuse to believe Z ~ i Vagina and anys.
is reasonable cau ' ;
° whenevefdthzrislin possession of COnFriband An internal
Egztr;:; igt be detected by a pat fris J

all be conducdted
whenever there ig reasonable cause to
believe that g resident ig Concealing contraband and 4 frisk
ﬁ sTarch and strip Search will not reveal the Contraband artj-
cles,

G.4-26
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Guidelines for Conducting Internal Body Cavity Search

Prior to conducting an internal b9dy cavity search,
other methods of detecting contraband’artlcles shall be
etermine whether the resident hag goncealed
contraband. This shall jnclude, but not be limited to, the
use of a metal detector and x-ray. If these a%ternatlves
are determined to be safe, feasible and effective by appro-~
priate medical personmnel, the resident shall be offered a

choice.

explored to d

An internal body cavity search for contrgband must
be authorized by the Executive Director oOr §s§oc1at§ Executive
Director for Programs Or designee (e.g. %dmlnlstratlve Person
on Call) after consultation with the Officer of the Day.
Before such a search 1is conducted, the Officer of Fhe Day shall
give the resident a full explanation of the necessity of the

search.

An internal body cavity geanch shall be conducted only by

jicensed medical personnel which includes a physician, physician s
assistant or registered nurse. They.shall be of the same )
gender as the resident whenever possible. However, an appropriate
female staff member (juvenile counselor) must be present when

a female resident is being searched by a male medical ?erson.

in addition, no other personnel shall be allowed at this exam-
ination except & juvenile counselor and/or supervisor for

security purposes. The counselor and/or SupervisoTr shal% be

of the same gender as the resident.

: Interﬁél body cavity searches shall be conducted in
absolute privacy in the most dignified and least obtrusive
manner. Residents and staff not involved in the search sﬁall
not be permitted in the area to observe the undressed resident.

Whenever it 1s necessary to conduet an internal body
cavity search, 2 Body Cavity Search Report must be completeg
by the Officer of the Day. The report, (attached at the em
of this section), shall include:

e The date and time of the search
¢ The name of the resident subjected to the search

e The specific reasons and circumstances for
authorizing and conducting the search

e The name of the person authorizing the search
e The location of the search
e The names of staff conducting the search

e A trecord of the findingskof the search (including
jtemization of contraband)

e Any other information related to the search.

G.4-28
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The Off%cer of the Day and the medical personnel involved
shall sign the form to verify the entries. A copy of the
completgd report shall be given to the Unit Director and
tbe resident. The original shall be sent to the Executive
Director and kept on file in his or her office. If contraband

is found, a copy of the report sh i
S Seeurity. p all be sent to the Director

G.4.12.7 Special Search Teams

Introduction

The purpose and role of the Special Search Team is
to conduct immediate random searches at a minimum of on
week at runqomly selected times and if there is a sus cion
contraband in any of the dormitories and any other argzglgg'oi
affe?t the safety, security and operatiofi of the institut’lc
Special searches shall be conducted on both the AM and PM tour
schedulgd to minimize disruption of regular operations dtours,
afcoppllshed in the shortest time possible. Special :eaanh
will not typically cccur on the night tour due to the s;:lei
staff on duty at night. 1In certain situations, however s‘e o1 1
searches may be conducted during the night tou; if ther’ TN
reasonable cause to believe that such a search is Warre lsd
Sgarches shall be initiated only at the request of the gﬁte'»
sioner, Deputy Commissioner for Operations, Inspector Ge§::Zi-
b H

Executive Director, As i i i
: s soclate Executive Directors, Dir
Security and Officer of the Day. * ; Director of

The Special Search Team shall o A '

! : perate under the dir i
of the D1rec§or o? Security. Special Search Teams will be sefron
comgosed of juvenile counselors and Special Officers While

each group shall work separately, they shall be considered as

one team, working i i i i

) g in conjunction with one an

Am, ot

bervision. her under close

Supervision of Searches

. During each seérch, a supervisor (senior juvenile
counselor) from the unit is to be present to insure that

i?PeerSOrYBtaff are aware of what contraband and securit
reaches have been found on the dorm. 4

Institutional Search Log Book

An Institutional Search Lo

. . g Book shall be kept by the

D1rec§or of §ecur1ty as a permanent record of all segrchy

team inspections. This record will show the following information
@ Date and time of search

e Person requesting the search

e Area searched

G.4-29



e Supervisor of the search

e Special Officers and juvenile counselors assigned
and areas searched by these people

¢ Contraband found, where and by whom

e Action taken

¢ Date report was forwarded to Executive Director

Dormitory Searches

Prior to special searches, the supervisor of the
Special Officers must be notified at least fifteen (15) minutes
in advance in order to provide adequate security coverage of
all security posts. Juvenile counselors assigned to the dormi-
tories being searched shall be instructed (no more than five (5)
minutes before the search begins) to move residents from the
area to which they are currently assigned to a designated
searching area. Once the residents have been moved to the
designated areas, they are to be placed individually in rooms
and strip-searched by the juvenile counselors., Simultaneously,
the Special Officers will conduct a complete search of the
vacated dormitory, log all contraband, and identify on the
Special Search Report the areas in which contraband is found.
A copy of this form is attached at the end of this section.

In additionto the log entries, the Special Search
Report shall be prepared in quadruplicate and signed by the
lead Special Officer and the senior juvenile counselor. Copies
are to be sent to the Executive Director, the Director of
Security, Officer of the Day and Unit Director,

Guidelines for Conducting Room Searches

Proper security procedures and well-conducted searches
of residents will reduce the amount of contraband in the facility.
However, dormitory rooms must be searched for contraband that
has been missed or brought into the facility.

The following procedure shall be adhered to in searching
a dormitory room and surrounding area:

e Strip the bed of blankets, covers and sheets
and examine them for small pockets sewed on them
or for items pinned to them.

e Examine the seams of the mattress to see if they
have been ripped open and resewed.

e Look for cuts that have been made in any part
of the mattress and run hands over both sides of
thre mattress to feel for hard objects.

G.4-30
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® Look under chairs, stools, and tables for things
that have been stuck there and also at the bottom
of chair and table legs for holes that have been
carved.

e Examine all books and boxes carefully for false
bottoms and compartments.

e Personal letters and papers should be taken out
of envelopes, examined for contraband then
replaced.

o Check toilet bowls, floor drains and fauecets in the
bathroom for concealed contraband.

. See Contraband Search Checklist at the end of this
section for additional information.

In general, when searching rooms, there are several
rules to follow:

¢ Be systematic. Search in an orderly manner. There
are many po?entlal hiding places in a room, and if
the search is not orderly, it will not be thorough.

Begin in one spot in the room and work around and
back to it.

) Lane the room in its original condition. If the
resident has left his/her roonm neat, he or she’

should expect to find it in the same condition
after the search.

® Always move residents out of the area to be searched.

e List all contraband items discovered on the Special
Search Report and state where they were found.

The seqior juvenile counselor shall remain on the dorm
to make certain that the search of the dormitory and résidents'
room are conducted in an orderly and thorough manner. All
res1den§'s personal property and all Department roperty shall
be examined carefully and objectively. Special Officers shall
take care to avoid damage or destruction to the property. The

residegtts property shall be moved only to the extent necessary
to facilitate the search.

At the end of the search, every effort shall be made to
leave the area in the same condition as i1t was prior to the
search, 'Wyenever possible, items shall be returned to the
same position. All bedding that has been stripped from an al- ‘m

ready made—-up bed shall be neatl folded d
foot of the bed. g = PlaCEd 2t the

,
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; HYCF POLICY AND PROCEuUURE
At the conclusion of the dpecial Search, the lead i o

Special Officer shall sign in the dormitory log book indi-

. Senior ; .
cating that the dorm has been cofflpletely sea;chid tte:ting | CONTROL OF DANGEROUS SUBSTANCES
juvenile counselors shall also sign the log book a " '

that all residents were strip-searched all Contﬁabgff“fli‘;’:: o
logged, bagged and tagged ;’“d ;‘;F:i:nov:;et:enigr juvenile : 1. All drugs, poisons, and dangerous or toxic liquid and materials including
the Day for disposition. n addi 1, 2 - _ ‘

counselor shall enter the following information in the dor |
mitory log book: .

paint and gasoline shall be kept under lock and key in a safe place; and
c b : ; keys to these locks shall be entrusted to designéted employees only. The
e Date and time of searc

. . : following employees are designated as keyholders and shall dispense the
ficers ' i
¢ Names of counselors and Special Of ;
conducting the search dangerous substances and keep a running inventory:
¢ List of contraband found and the location a. Nurse - Dispensary.
. H rt
e List of resident and/or Department property b. Maintenance Foreman - Maintenance Storeroom and Shop.
damaged.

G.4.12.8 Disposition of Contraband Found c. Aut‘o Mechanic - Auto Shop Gas Pump.
Money and/or jewelry shall be turned over to Admissions d. Dentist- - Dental Offica.
to be placed in the safe. A receipt shall be given to the

resident for retrieval of his/her belongings upon release from e. Principal -’ Olomana School.

CRITTRIST

Ppofiord f. Horticulture Teacher - Nursery.
i i fingernail ‘
Drugs, weapons and instruments of any kind ( ‘ ]
files, wiri”knivzs, blades, etc.) shall be t_:urned over Eo thffa | g. L;.vestock Foreman Barn.
i £ s rity (or Officer of the Day if the Director o | ' ]
2:25::2; 25 nszuavazlable) with the Special Search Report and/r_n: | h. Sewing Instructor - Arts and Craft Room,
i Report for appropriate action. The Offlger .
t?etﬁzdgagazzi{ 2:i:c2erizin that tgg Director of Security receives _ i. Storekeeper - Property and Supply Storeroom.
o : 7
all contraband found. A copy of these reports shall be placed

. ji. Secreta ~ Administration Office Suppl Room,
in the resident's file. J Iy pply

S

1f the contraband is drugs, depending upon the amount

; k. Cottages -~ All Correctional Workers.
. . Police ]
- t d or turned over to the Yo ;
Ia)nd t.’:':Pe ‘Zf drug, 1t is destroye ; , 2. All dangerous substances will be issued only upon receipt of Form A~2-4,
epartment. : {] .
Weapons are kept in a safe by the Director of Security for ; ' Requisition for Stores," in duplicate. One copy will be returned to the

i i i i tances and
a certain amount of time according to the circums .
then either destroyed or, in the case of a gun, turned over to 5 requisitioner when the order is filled and the other will be kept for
the Police Department. | |

inventory control.

i ial shall be turned over to the Director
£ s iPitﬂSZif’?z:lcf:itzggiopr iate action. ‘ 3. A perpetual inventory of all dangerous substances will be kept by the desig-
o ocia

nated employee.

i 4. No dangerous substance will be stored in the Commissary or in any kitchen.

5. All dangerous substances issued will be used immediately. Unused substances

will be returned to the issuing employee for storage. Gasoline in containers

used for power mowers shall be closely checked and stored.
G.4-32
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HYCF POLICY AND PROCELuURE
Page 2

6. The wards will be given only that quantity sufficient for the immediate
purpose, and the dangerous substance shall be used only under the careful
supervision of employees. At no time shall a ward be permitted to handle
them from the storage area.

7. Control of Drugs and Medications:

a. All drugs and medications shall be securely controlled under lock
at the dispensary. The nurse shall maintain control of the key.
Only the ward being treate& wiil be allowed in the dispensary.

b. The dentist shall store all drugs and hypodermic needles in a
loéked cabinet. Large quantities of needles and novocaine shall
be kept away from his office. Quantities sufficient for immediate
purposes only shall be taken into the dental office; Used needles
shall be removed by the dentist for disposal outsiile the Facility.

c. All cottages will keep medication and drugs, plainly labeled by the
nurse, in a securely locked cabifiet in their office cupboard.
Cottage correctional workers will mgkg sure that the ward to whom
the drug or medication is issued uses it in their presence.b

8. Wards' Movements: |

a. Wards will be admitted one at a time into the dentist's office,
the dispensary and the cottage office for treatment.

b. Wards awaiting treatment will remain outside under supervision.

9, Notification:
Whenever a dangerous substance is found missing, all personnel shall be
alerted and such information be made known to the Superintendent immeciately.
Whenever a dangerous substance is found, the Superintendent shall be notified

imnediately.

3/15/79

Part ¢

2-209.1
Program and Educational Services July, 19€3
USE OF RESTRAINT

POLICY -

2-295% Situztions mey ocour 2T the MCF-RW where it is determined that &~
incividuzli{s) ic "oyt of control"” and the "use of force" is necscsz-.
to resicre order. For these purpeses "out of control” is defined :z:
behazvicr thet is exhibited with utter disregard for one's own safel,s
or for the sefety of others, indiscriminate destruction of Jrua—r;)
and ¢~ u-reescned acts which may harm one's self or ancther,
"uss ¢f force" i¢ 1irited to'thet needed to move or restrain a res:-
ders ir order to restore control when verbal persuasion has beer
ursucosistul

3

Except as a routine security precaution for transportation purposes,
insirgmerts of restrzin will be applied only with the approval of
the QOn-Juty Adwminisirator.

khenever it is necessary to use physicai and/or mechanicai restr"f::.
2 stz7¥ member will visually observe the resident until tns resir-zi-:
IS ng 1ongeEr necessary.

L3l

s vt -

iﬁen.¢*,has besn’ dnternnn@d'thatfli -is necessary to overpowsr arc
h rsically restrain-an individual, the staff and/or residents wi
) onﬁy,yuth the mininum amount of force necessary/ Once & perscr
-beer. suhdued, ail agoressive action on the part of the staff anc o~
residerts must cease and no more restraining action than needsc ‘: T
be used. Weaoons, mace, or other chemicels will not be used, en:
priysice? actions such &s kicking, slapping, and hitting will nct =
811 Jue:. In zdditicn, mecnznicel restraints, such as handcuffs,
ircrs, and belts will never be applied as punishment.

ST oas
. A %4
"

=3

If residents are used to assist in the restrzining of another inl”-
viduel, they will do so only if there is constant staff supervisiz-
to prevent accidentz] or intentional injury, and then only to th: e>-
tent necessary to contrpl the individual. At no time will excessive
forze be allowed.

Evevy effort ¢hould be made to prevent situations which would re:. :
in J7& use of restirzint by staff and/or residents. Steff effort:
shs.ic te direcied ”h’"d tne use of preventive techrnisges as (rxfiz:
t2 "erisie dntervention.” In corder to do this, it is imporient ‘o
tre 222¥¢ to know the 1ndividuals and their behavior petiterns, o =t
fa=*lizr witn the group, to be awere of 2 variety of alternetives 1-::
gre eve’ialle, &nd t5 hzve @ knowledge of technigues which Rave tro.=-
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Use of Restraint
continued

2-2035.1

PROCEDURE
2-205.1

Yy

o g At et 3

effective in the past.

When situations-do arise that require 'the use of either physical cr
mechanical restrsint, it is importent for the staff to maintain their
prefessionalism at ell times znd to avoid acting cn impuise and emc-
tions. It is nescessary for the staff to remain calm and ohjective,

to deal with issues besed or facts, and to make no promises or threezis.
Physical and/or mechanical restraints will be used only when necessary
ta:

1. prevent a resident from irjuring himself
prevent a resigent from injuring others

pravent a residert fror destroying property

PHrowro

preyert an escapge

i
When it becomes necessary to control an individual through the use of
restrzint, the staff have three options available to therm:
1. the use of physical restraint by individuals

2 the yse of mechenical resiraints (handcuffs, leg irons, security i
belt) ' :

3. the use of the security unit

Physicel Restraint - The staff and/or residents will physicelly K

g
an 3Rcividual until such time as he will control his actions gnc not
hurt himseif or anycne else. Pnysical restraint should be used
initially as the method of gaining control and should be use:z oniy ir
situstions where control can be gained within a short period of ti=e.
When physical restraint is used, the following guidelines will be
followed: : :

1. physical restraint will be used only to reestablish control ana
will not be used as punishment. o .

2. physical restraint will be used onTy for the minimum amoJant of
time needed to control the individual

3. at no time will excessive force be allowed when restraining an
indiviaual '

egioned

Use of Restraint
continued

2-209.1

R s v

4, if residerts are invelved in restraining ancther individual,
they will be constantly supervised by staff

the st53¢f will submit an incident report to the Program Directo
prior to the end of the shift., The incident report will include
the facts and circurstances surrounding the incident.

(84}

v
1

Mechenical Restreints - Mechsnical restraints (hendcuffs, leg irons,

and security belts) will be used when control of an individugl cannct
be obtained through the use of physical restraint, and when it is de-
termined by staff, that control can be gzined within a short period
of time without placement in the security unit.

When mechanical restraints are used, the following procedure will be
used:

1. except as a routine security precaution for transportation
purpases, the staff member will contract the On-Duty Administrator
for approval prior to the use of mechanical restraints. In
emergency situations, the staff member will contact the On-Duty
Administrator for approval coincidental to the use of mechanice
restraints.

2. the staff will apply the restraints to the individual using the
minimur amount of force necessary. Residents of MCF-Rk wiil not
apply the instruments of restraint. This will be done oniy by
staff trained in the cérrect usage of them,

3. If the restraints are used over one hour, the cottage staff will
again contact the On-Duty Administrator to discuss the situgtion
and determine what action, if any, should be taken.

4. restraints will be used only for the amount of time needed to
gain control and as soor as it is determined that the restraints
are no longer necessary, they will be removed from the individuzl.

5. The staff placing the resident in restraints will submit an in-
cident report to the Program Director. The report will incluce
the resident's name, the circumstances surrounding the incident,
the time the restraints were placed on and taken off, and any
other action taken.

Placement of a Resident in the Security Unit - When the staff de-

termines that a resident cannot De controlled by the use of phkysicel
and/or mechanical restraints within a short period of time, and witn-
out injury to himself or others, the individual will be placed in the
security unit.

P
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Use of Restraint %
I

continved
2-203.1 When it has been deterrined that a resident will be placed in the
security unit, the following procedureiwill be used:
, ﬁ
1. if & resident is out of control and is to be placed in the
security unit, a staf{ member mustgbe present during the trans-
porting. i
b
2. chanical restrainic may be app]ikd when necessary to prevent
any injury during the transfer to the security unit.
3. sta®f will place the resident in the security unit in accordence
with the established "Detention amd Security Services” procedure,
il
i
i";
)
/
i | :
iy U
) i !
I
!
) < ,
Py /,/ -__) / O” 5
-
/ L - }
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SAMPLE POLICIES
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5. SPECIAL INCIDENTS / EMERGENCIES
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% Form CFY-1231 (Rev. 4871 New York Stata - Division For Youth
12 POLICY MANUAL
Tite:  Emergency Services Praz .| Pewu N-:s::ar
Lawisic® SB3 | 1@t 5 | 9435
Requlation{sl: Offica of Health Sarvices
4 Compilancs persad
Sanguala:  2-9253 Superedes:

DFY Pelicy(ied
Afhcud.?’

Critical Incident

Key
Woeds: (1) Heaith

tz¢ Critical Incidents

T d Y e

M Management,

Y
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SUMMARY: (Na mon- thay 25 woeds)

i

This item describes written plans, stff training, reporting requirements and general procedural
guidelines for handling health emergencies,

£
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m OFY-1202 (Rav, 4/23) . ' New Yark Stats Division For Youth~POLICY MANUAL CONTINUATION SHEET ,
New York Stata Divisien Far Youth-POLICY MANUAL CONTINUATION SHEET ) & . 5 5 " " -
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Tita: Data: Page: | lem Nou: ' i ) o/1/
Emergency Services ' 8/1/83 2 o5 \,‘ 3243.25 | o Emergency Services 183 3 % s 3243.28
; i L ' p,  EMERGENCY SERVICES
. ' ‘ { Each facility shall have written emergency back-up plans-which
A, INTROOUCTION ’ I

will be communicated to all employees. Such plans will include:
" The nesd -for emergency medical, dentis% and psychological ser-

‘ ' : (1) Arrangements for the emergency evdcuation of the resident
vices cannot be predicted so it {s essential that staff react quickly: i i, from the facility.
and appropriataely during an emergency situation. Procedures shall : ‘ [ . : i ted h fral
. be developed and emphasized at the facility that respond to various 1 . (2) Arrangements for the use of one or more des gna»?iﬁiosp .
emergency situations and..specify steps to be taken to secure necessary ; i emerdency roams or other appropriate health_fac1 ties.
emergency services, ‘ i :
sEnes ‘ : s (3) Arrangements for the use of an emerggncy medical vehicle.
B. OEFINITIONS . 1 : ' '
= : . E 5 ‘ (4) Arrangements for an-call by facility nurses and physician'’s.
A medical emergency is.defined as any caondition that crsates ) : ' . — .
e em? may t - T [ 5) Arranqements for emergency on-call physicianm and dental sar-
'ﬁsﬁu;;.disc mrort or e re?U1h fa Io€s of 1ife, or serfaus or permanen ; 1 f ) vicesgwhan the emeégegcy health facilisy {s not located in a
. E i nearby community.
This term shall include dental and psychiairic probdlems as well as : :

the more comman physical anes, £, EMERGENCY PHONE NUMBERS

€. EXAMPLES QF MEDICAL EMERGENCIES

: . A1l personnelshall be ‘instructed and provided with numbers %o

' call for amergency assistance, Staff should also.know the Iocanonh
do 1ist will be all-inclusive, dut fallowing ‘are some z2xamples of ‘ i of and establish contact with the lecal hespital for amergency treat-
type of accurrence wnich would be devined as a medical emgrgency: : memt. Phane numbers %0 be provided include: .

Anytime a person is apparently uncenssious. Com@unity ambulance, Fire Department or local Rescue Squad
' ' Hospital Emergency Rgom

= An airway vbstruction. 2 Poison Control Center
)

am e g o an b s

Madical assistance
Dental assistance
Menta) Health assistancs

- Any injury that results in bleeding that {irst aid measures
fpressure, slevaiion, ete.) cannat stdp sramptly.

(o WH - XY AN Y o

The ingestion of an unknown sukstanca, g F. EMERGENCY TRAINING

-« Apparent or suspected broken bene(s), possible taorn muscle/ ! S Facility persannel shall be trained in thi iTpIimgntation at emargency
1igament, or savere sprain causing extreme pain and marked ' . pracedures, Written procedures and trafning of starf{ will incorparzta
difficulty of movement. , g the fallawing staps:

Nbeg‘id doubt “hether'a“”?me;QEHC?”?§-3~T{fa tﬁreatahingnsifﬁgi{dn, ' : i i . (1) Awareness af potential emergency situations,
stary should err on the side of cautian and act as {f it is, - E K : (2) Notification of abservation--determination that an
; i : b emergency is in progress.

- ; (3) call for help, and

.
(4) Transfer to appropriats medical provider,

o LY

” ! - [T

“
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6. EMERGENCY REPQRTIHG

A medical emergency shall be treated as a critical {ncident, and

- the procedures outlined in PPH 3429 shall be followed..

In addition to thess procedures, a copy of the critical incident report (Form DFY:.2CC4)
shall be sent the following working day to the Office of Heafth Services. This report shall
specify the name of the youngster, the time, place and circumstances of. the emergency, ‘what
Ueatment was received, and the name and telephone number of the health care provider,

H. RESPONSIBILITIES OF ACMINISTRATOR ON_CALL

When notified of a medical emergency, the administrator on c2l1
shall determine whether he/she should return to the facility; 17 supariors
should be notified; whether the situation is serious enough ta notify
the parent(s)/guardian(s), and whethep sufficient staff are on hand
at the facility, %o eansure its safe operation while the youth i{s baing
transportad %o the hoespital, if suech is required, T

-

PROCZDURAL GUIDELINES

If medical persannel ire not an duty, the sanior person
Yaci1lity shall make the determination that a medical/dental

exisds. Upen, determining that such a emergency exists, ths
vyolved shall do the follawing: .

at the
smergency
start? ine

(1) Life Threating fmeraencias-

(a) REMAIN CALM. The first action 1is tao detarmine if this
is a 1ife threatening emergency or nat, A life threata
ening emergency 1s ane where the absence or delay g7
treatment may result in death ar permaneat disabiiity,
Examples {nclude: yauth apparently unconsciaus, with
difficult or no breathing, saverea ar continuous hlogd
loss, symptoms of shock (pale for caucasians, yellow-
brown color for brown-skinned youth, ashen-grey far
dark-skinned youth), ingestion of paisans or harmdul
chemicals, Mave victinms immediataly QNLY in fastances
where failure to rescue would lead ta loss of life-
i.e., remove fram water, fram fire, from smoke or noxious
fumes, etc. Fractures are ngt routinely 1ife-threatening
(though painful), but may lead to shack, or blood lass
or infection {47 there are open wounds, .

(b) If first on-the scene and first-aid qualified, administar
. first-aid while yelling loudly for somedne ta nelp who.
can phane to activata the Emergency Medical System (EMS)

- 1.e., getting an zmbulance or other medical help an
the way, b

2

vy o P <t s+
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(c) If first on the scene and NOT first-aid trafned, yell
Toudly far' help in case a first.aid qualified persaon
might respond, and then ‘quickly phone for an ambulance
or other medical help, Then, call for immediate medi-
cal adyice from the designated hospital emergency raonm.

{d) In all instances, callers should NEVER HANG UP FIRST
1n case the medical personnel have further questions or advice.
Describe the {ajury in as much detai] as possible and

ask for instructions, befng surs ‘2o give the locatign
o¥ the injured or sick ,

(e) When it {s possible, a call should be placad to the
medical staff on call and %o the administrator an
call to apprise them of the situation. Instructions
from either are to be adhered to unless to do so
would, in the opinion of the seniar staff on the scene,

cause imminent danger to the safety or security of starfr
ar residente,

(2) Hon-Lifs Threztening fmergenciss

(a) First Aid should be given, as appropriate.

(b) - If the situation is NOT 1{fe threatening, the seniar
‘ staff . shall make a determination whether i+ s possia
" ble to contact a mediecal person prior to calling an
ambulanca or transporting the fajured persan in the

facility station wagon %o an emergancy raem, As a
mattar of guidance try to contact medical assistance
bafore moving the individual.,

(¢) The injured persan should be made as cam¥eriable as
madically advisable until a determination is madse
whether he or she naeds emergency medical care or
nat. If faci{lity medical staff aor saniar staf? on
duty (if there are no medical sta?f in the facility)
feal the injured person shauld be taken %o the hespital,
he/she shall be transgarted in the facility venicle.

(3) In A1l Emergency Casas

.{a) Take appropriate security measures, Appropriate stasf
~ must stay with the youth at all times in the ambylanca

and {in the nhospital emergency roam, If a decisian is
made ta admit the youth ta the hospital, and the younge
ster {s from sacure praogram, a sta#¥ persaon wil ramain
with him or her at all times. For youth from other
program levels the need for staff supervision Will be
evaluated an a case-by-case basis.

. As_soon as possiole, a critical {ncident repar: must be
(8) filled out.pa summa;y of- the details repartaed fan the

tacility 109, and the youth's oarent(s)/quardian(s)
contactad appropriately,
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G.6 FIRE EMERGENCIES

-

G.6.1 Introduction

The major considerations in the case of fire are:

e To ensure the safety of all persons within
the facility :

o To maintain security within the facility
¢ To minimize damage to property

All City agencies must establish a fire safety plan
which must include:an evacuation plan that is posted on
each floor of the location, the installation of a fire
alarm system, and designation of specific personnel to
administer the plan,

BESEN

The City Fire Commissioner is empowered to require
and compel the regular and periodic performance of fire
drills. This includes instruction and practice in the use
and means of evacuation alarm sysfems, and fire prevention
or extinguishing methods and equipment.

A fire drill is the method and practice of the syste-
matic, safe and orderly evacuation of an area or building
by its occupants in the least possible time to a safe area
by the nearest means of egress, It also involves the
use of such available fire appliances (including sounding
of alarms) as may have been provided for controlling
or extinguishing fire and safeguarding human life.

The purpose of fire drills is to instruct in the
prompt reporting of fires and the immediate initiation
of fire safety procedures. !

The Executive Director or his designee shall be respon-
sible for the development and maintenance of a written Fire
Safety Plan outlining authority, responsibilities, supervision,
rules, procedures and training. Such plan shall include
emergency instruction charts which outline duties to be per-
formed on specific floors., It shall be updated periodically.

The Officer of the Day (0.D.) shall designate per-
sonnel on each working tour to provide continuous coverage
and perform the duties concerned with fire drills and evac-
uation procedures, as outlined in the Plan.

. Such personnel shall receive continuing fire safety
training.

Issued: 5/13/81
Page G.6~1 of 9 «~ BEffective:6/1/81
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G.6.2 Reporting a Fire

Any staff member having knowledge of a fire, or an ex-
cessive smoke condition in progress within the building or
its perimeter (including the three (3) yards and parking lot)
is to immediately notify the Officer of the Day (0.D.) via Operations.

The person must be given as much information about
the fire as is known, (e.g., exact location, how it started
(if known), when first observed, and the apparent extent of
the fire -- whether localized to one area or involving sev-
eral sites), : .

. The 0.D., will notify the Security staff, restating the
information reported about the fire. An immediate on-site
assessment of the fire is to be made by the 0.D. and repre-
sentative of Security to determine whether additional help
from the Fire Department should be elicited, and whether local
evacuation (of the area) or general evacuation (of the build-
ing) is indicated.

If the situation warrawits, the 0.D. places a call to
the Fire Department requesting its assistance and notifies
the Executive Director and other appropriate staff in order
to prepare for the Fire Department's entrance into the facility,

Note: All occurrences of fires within Spofford, whether
major or minor, must be telephoned to the Fire Department by
the 0.D, This includes fires which are extinguished without
the Fire Department's assistance. A Critical Incident Report

must be completed by the staff member.

G.6.3 Responsibilities of Designated Fire Prevention

Personnel

. Employees designated as fire prevention personnel
are to be trained in the following areas:

e Transmitting alarms and interpreting code
signals

@ Locating all fire alarm boxes; fire exits;
fire and smoke doors) fire extinguishers and

all posted fire charts

¢ Operating interior fire alarm boxes and fire
extinguishers

© Confining and controlling fires
e Evacuating procedures
e Observing housekeeping practices that will

directly affect safety and life in the event
of a fire or emergency

s Pinpointing fire hazaxds.

gt
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G.6.4 Emergency Evacuation Procedures

?nit Directors will see that supervisors instruct their
respective staff on fire drills and emergency evacuation
procedures, as well as other relevant data.

Primary evacuation assembly areas are:
@ Parking Lot
e Yard #2

e Yard #3

The signal for evacuation is three (3) bells rung
three (3) times in succession. Staff must be. aware that
the I.F.A. (Internal Fire Alarm) may also signal an emer-
gency or fire drill. At the signal for the drill or emer-
gency, dormitory counselors will line up their charges
(assuring all are accounted for) and evacuate according to
the plan, as directed by the Officer-of the Day.

Evacuation is to be carried out in the following
manner:

© In E-F-G-D Wings, all staff must go to Parking
Lot (via front E Wing stairs) If they are with
residents, staff and residents must go to Yard
#3 (via F Wing stairs).

w. ® In A-B-C Wings, all staff and residents are to -
go to Yard #2 (via C Wing stairs).
When leaving the dormitory, counselors will count
each resident as he or she leaves the area (to assure a
correct count). On arrivai at the evacuation areas, coun-
gelors will exercise maximum control over their charges.
They will again count their residents and verify the cosunt
before reporting all residents present and accounted for.

The ALL,-CLEAR signal will be one (1) bell. At the
sound of tite ALL-CLEAR signal, staff and residents wijll pro-
ceed back to their dormitories via the routes Ffrom which
they came. Upon return, the residents must be connted,

and Operations must be called to report the number of
residents counted.

&

When staif and residents are not located in their
respective dermitories or offices, they will proceed to the
areas indicated in drill procedures for that section of

the building where they are at the time of the fire drill
nr emergency.

o
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Elevators are not to be used in the coursa of fire
emergancy evacuation. The only permissible exception ton . . . L
this rule, under specific circumstances, is granted to the G.6.6 Location of Fire Extinguishergs.
Infirmary in the case of non-ambulatory patients.

Fires are classified according to Type: "A" "B" 5 ngn,

' Class "A" fires involve wood, paper, textiles. Class "B"
G.6.53 Fire Drilis ‘ ‘ fires involve o0ils, grease, paints. Class "C" fires in-
e ‘ volve live electrical equipment. For Class "A" Fires,the
Practice fire and evacuation drills shall be hels following extinguishers are used:Pressurized Water, Water
once a month. The Executive Director will determine the ' Pump. Other types of extinguishers may also help on this
day and time, and from which floor location the alarm shall type of fire. For Class TB" Fires, Dry Chemical Carbon' '
be tranemitted. The Fire Driil Cnnducter (the qualified ’ Diokide and Foam fire extinguishers are used. For Class ‘c!
- individual designated by the Executive Director will be , ‘ Fires, Dry Chemical and Carbon Dioxide fire extinguishers
notified, and he/she will notify the Central Supervisor Station,ji.. i are¢ used.
Control Room.. A.schedule will be arranged for a simulated fire i : e ;
emergency (fire drill) to occur on a dif%erent floor or area : A floor to floor breakdown of the location and type

each month. of fire extinguishers available,as well as enclosed fire

Doors, windows, and transome throughout the institi- hoses and standpipe hoses f°¥IOWS:
tution must be closed when a fire alarm is sounded &nd all’ ’
personnel shall report to their assigned stations and follow

the instructions of the person in charge.

8th Level:

Near elevator - Pressurized Water Extinguisher
The person in charge of conducting the drill, pcs- ;

sessing a Certificate of Fitness as a Conductor, shall be | ' E~Wimg staiTweil - EmciosedFire Hose
prerent e onh Jrilh e T e a1l pensdoned pee- | B fack area seaiselt - pressurised wacer
brigade chart and specified in the Fire Safety Pilan, : ; o Extinguisher and Standpipe
Complete records of all drills shall be maintained : E N Jth-kavat:
. . ;. T . , {
b7 she Erssetivy Bleacior ac vin deslenes dr thrae ) S t-ving scsisvell - tnclased Tire fors

records shall include the date and time of the drill¢y fire
alarm signal sounded for the drill}! and the floor or area
designated as the simulated fire emergency area.

: Supervisor's room (E-7) - Pressurized Water
ﬁ Extinguisher

b e g n e 5

Tiie Fire Drill Conductor must sign each record and , Bac§ area stairwell - P?essurlzed Water
indicate his or her current Certificate of Fitness number. ~ ; ‘ ‘ ; Extinguisher and Standpipe Hose
; He/she must also state in writing that all personnsl par- ; il
ticipated in tne drill as required by the Fire Safety Plan, '
ana comment as to effectiveness or ineffectivaness of the

'6th Level:

drili. ) - ; E~Wing Stairwell - Enclosed Fire Hose
, . | Supervisor's room (E-6) - Pressurized Water
Sample forms of the schadule for Fire Drills are i Extinguisher

included at the end of this section. : o .
* '+ * Back avea stairwell -~ Pressurized Water
Extinguisher and Standpipe Hose

F-Wipg.stairwell, - Enclosed Fire Hose

3 b e )
R A L TEEY g
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* Infjirmary waiting area - Pressurized Water

; | - Extinguisher,

Infirmary ~ Girl's and Boy's sleeping area -
Preagurized Water Extinguisher (two-Tone each-side)

G.h=4
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5th Level: ’ v

E-Wing stairwell =~ Enclosed:klrg Hose 2nd Level:
Back area stairwell ~ Pressurized Water

. . . - -2 - i at xXtinquish
Extinguisher and?SCandplpe Hose A-2, B-2 Pressurized Water Extinquisher

. i e , . s ' Ba i - Enclosed Fire Hose
Dormitory Lounge - Pressurized Water Extinguisher , ) ck area stairwell E

A

Back area stairwell - Pressuriied'Water Extinguisher 1lst Level:
and Standpipe ' : ’ .
B-1 - Pressurized Water Extinguisher

[EUURS .

F—Wigg stairwell - Enclosed Fire Hose

In addition to the fire equipment listed here, there
is a sprinkler system.in the storage rooms on the first level
: 3 and sprinkler system in the linen closets of the A,B and
4th Level: : ; D Wings.

~Principal's Office - Pressurized Water ' !
Extinguisher

E~Wing stairwell - Enclosed Fire Hose

Dormitory Lounge =~ Pressurized Water Extingnisher

Back area stairwell - Enclosed Fire Hose

3rd Level:

E-Wing stairwell - Enclosed Fire Hose “

Dormitory Lounge (D~3) - Pressurized Water
Extinguisher

Back area stairwell - Enclosed Fire Hose 'ﬂﬁ%
Kitchen - Two (2) CO Extinguishers o= P
C-Wing stairwell -~ Enclosed Fire Hose

N . . . §° . *‘E}:%% ‘ .
Front Entrance stairwell - Standpipe Hose Wi i
and Pressurized Water Extinguisher

Dormitory Lounge (B-3) =~ Pressurized Water , ; ,
Extinguisher - ‘ § . \

Dormitory Lounge (A-3) - Pressurized Water
Extinguisher

CED

e,

A~Wing stairwell - Enclosed Fire Hose

»
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G.11 THE USE OF CRITICAL INCIDENT REPORTS

G.11.1 Introduction ) N

The reporting of critical incidents in a timely
manner is important to the operation of the Department \of
Juvenile Justice. The Department's response shall be oﬁe%_
of effective, .rapid and informed reporting of such incidentls _
that may affect the safety and security ‘of juveniles and i
personnel in the custody of the Department,

The Department shall strive to provide the City of
New York, the public, the news media and other govermmental
agencies, when it is necessary and where it 1s appropriate,

with up-to-date, accurate information and assistance concerning
critical incidents.

‘ The following guidelines and procedures shall be
adhered to in the reporting of critical incidents. They involve
a definition of critical incidents, what is reportable, the
time factors involved, the information to be transmitted and
the personnel to be notified, when appropriate.

G.11.2 Responsibilities of the Officer of the Day and
Staff Preparzng the Report

Whenever a critical incident (as defined below) occurs,
it is the duty and responsibility of the Officer of the Day to
ensure that a Critical Incident . Report is immediately and
fully prepared by staff who observed or were involved in the
critical incident. (The Critical. Incident Report form is
attached at the end of this section.) The Critical Incident
Report provides an accurate &nd concise account of all critical
incdidents. The person preparing the Critical Incident Report
shall question the incident in terms of WHO, WHAT, WHERE, WHEN,
WHY, ahd HOW.

The Officér of the Day and all supervisors shall have
the responsibility f£or insuring that all reports written by
staff are completed in a detailed and legible manner. Incidents
must be described fully and, if necessary, additional pages
should be attached--to- the report. The Critical Incident Report
should also include the corrective action taken, the persons
notified, and the writer's perceptions comncerning the cause of
the incident. The quick, complete and accurate collection of
this information is important for making notifications to
Department Executive staff and outside agencies. In addition,
any other relevant reports or statements from persons involved
in the incident should be attached to the report. Under no
circumstances shall a staff member involved in any incident
be relieved frm duty until all relevant reports have been
completed in the above manner.

Issued: 4/2/32

Effective! &2/16/R2
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Wheﬁever the Infirmary is involved in treating a juvenile
as a result of an injury or allegatio?§ of abg;:isziz ;Z;ort
Lti inci Infirmary
eported as critical 1nc1dent§, an : )
:hzll be completed by the Infirmary. Th;ﬁ re?ortdsh:liiZEnOSis
prepared for the Officer of the Day and will ?ncu e
of findings and treatment rendered. (See section G.2,8)

The Officer of the Day shall also investlgatz t:heOther
incident and gather data, inform§tion and statgmentih:zmmay er
B e e e e e Lt ST
relevant to the preparation o , PR
incident. When all reports have been completed a?l mre

staff involved, the Officer of the Day s@a prepare
gzizgial Incident Report  package for the Executlve‘Dlre§;;:;=’
This includes a summation of the incident, the actlgns otifii
the recommendations of the Officer of the ng_and t ?dznt
cations made to appropriate staff. The Crltlcai gnCLttached
Report and the copies of all other reports shal e . a
together and forwarded to the Executive Director.

G.11.3 Critical Incident-Log Book

In additidén to the foregoing, the Operations ofilgi
shall maintain a Critical Incident Log Book. This log o:ll
shall be a bound volume which lists in ngm?ered sequg;;§cer ot
critical incidents that occur in the faclllty. The 0 t;e
the Day or designee shall enter the control numberfcithe : eident
incident; the date of the incident, the category o s
and the personnel involved,

G.l1.4 Notification of Appropriate Stdff

The Officer of the Day shall make.immediate notlf%cat;on,
via telephone or bgeper page, to the particular personies:ste
below according to type of incident. In all cases, ugless oe
otherwise specified, notification shall be made regar
the time of day or the day of.the week.

The Control Room shall have the reSponsibl}lty f;rth
initiating all pages that are rgquested by the Offlcert:ff aﬁall
Day or other staff. 1In responding to a_beepeF page, st If Sha
call the Control Room to determine who is paging them an

call that person, v ‘

G.11.5 Reporting Requirements and Distribution

Within 24 hours of the occurrence of all crltlcgl
incidents, a copy of the Criti?al ?nc1§ent‘Report must 2 the
distributed according to the distribution instructions o £
form. 1In addition, an Evaluative Report shall be yiittezlize
the Executive Director or designee., This report w1d ou ;
all critical incidents involving Escape or Attempted Escape;

[
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Major Disorder; Suicide/Death of a Juvenile; Death or Serious
Injury to Employee on Duty, or to a Visitor or Volunteer who
is on Department Property; or Assault on Juvenile (resulting
in admission to a hospital). This Evaluative Report-must be
submitted with attached Critical Incident Reports to the
Deputy Commissioner for Operations and the Inspector General
within 24 hours following the critical incident.

G.11.6 Notification to Division for Youth (DFY)

A Consistent with DFY regulations, all critical incider s

shall be reported verbally to DFY within 24 hours of their
occurrence by the Executive Director or - designee. Within 5 days
of the occurrence of the incident, a Critical Incident Report =~

shall be submitted to DFY by the Office of the Associate Executive
Director for Programs.

G.11.7 Court Services

If a critical incident ocecurs during transportation to
and from court, in a court detention room or at any other time
when Court Services staff are responsible for the custody of
residents, then the Court Services Unit Coordinator shall be
notified immediately. The Court Services Unit Coordinator shall
notify the Director of Court Services of the critical incident,
The coordinator will assume the responsibility for notifying all
appropriate staff as outlined for the Officer of the Day in this
Procedure. The Operations office shall be notified of all
critical incidents in Court Services so that the incident may
be logged ‘and given a control number.

G.11.8. Critical Incidents - Definition and Notification

A, Escape or Attempted Escape

Definition: When a juvenile, while in the custody of
DJJ attempts to eéscape or successfully escapes from a secure

detention facility, medieal facility, court detention room or the
Physical custoedy of staff.

Information to be given to persons notified includes,
but is not limited to:

¢ Date and time of escape or attempted escape

e Specific location within facility or areas
where act took place

© How the escape was accomplished

o Whether the count has been verified for the
entire institution

o Whether the eséape:procedure is in effect

o Mame and number of juveniles who escaped
(specific status J.D. or J.0.) and charges

e Notification to 4lst Police Precinct

© Other information deemed important

G.11-3
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Notify the following:

Business Hours

Executive Director

Associate Executive Directors

Director of Security

Deputy Commissioner for
Operations

Inspector General

Special Assistant to
Associate Executive

Bizector for Programs

B. Major Disorder

Definition:

secure detention facility including, ; Ll
hostage situation, ete,. which substantially digrupts regular
operating procedures and/or programming.

Nights,Weekends & Holidays

" Executive Director

Administratgr or Call
(if weekend)

Associate Executive Directors

Commissioner

Deputy Commissioner for
Operation$

Inspector General.

Director of Security
Special As&istant.to
Associate Executive
Director for Programs

Any major disturbance occurring in a

but not limited to, riot,

Information to be given to persons notified includes,

but is not limited to:

e Date and time disturbance began

e Description of disturbance

@ Specific location within facility or area
where disburbance took place

@ Cause:- ot disturbance

® Name and number of juveniles inwolved, if known
and charges

(status -J0 or JD)

e Whether facility is secure.

is under control.

-need of assistance,
chaplain, riot equipment,

e Hostages; if any,
accounted for.

e Weapomns used

Whether the incident

Whether the facility is in

water,

names, :
Whether the count is clear.

food, medical, manpower,
tirefighting equipment.

Whether all employees are

¢ Whether any employees or juveniles are injured

’

-

e Whether medicéi staff have been alerted

® Police, fire or other agencies notified,

G.11-4
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Notify the following:

Business Hours

Executive
Associate

Director of Security
Deputy Commissioner for
Operations

Inspector

Special Assistant to
Associate Executive

Director

c.

. ) o T S sttt
own life while in the cus

Nights, Weekends & Holidays

Director

Executive Director
Executive Directors

Administrator on Call (if weekend)
Associate Executive Directors
Commissioner

Deputy Commissioner for Operations
Inspector General

Director of Security

Special Assistant to Associate
Executive Director for Programs

Genersl

for Programs

Suicide/Death of Juvenile

Definitjion: The act by which a juvenile takes his/her

tody of DJJ or dies as a result of

accident, natural causes, or intentional acts of others,

but is not

Notify the

Business Houre

Information to be-'given to persons notified includes,

limited to:

Date and approximate time of suicide/death,

if known
Name of juvenile ( status JO or JD), charges, age
Specific location where death occurreéd; name of

employees on whose post death occurred,
Description of apparent cause of death. Whether
attempts ‘were imade - to revive

Name and title of person who examined and
Pronounced juvenile dead

Name and time Medical Examiner was notified

.

Name and time Attorney of record was notitied

Notificatiow to family (to be made in person by
Department representative)

following: .

Executive Director

Associate Executive Directors
Commissioner

Deputy Commissioner for

“Operations

Inspector General

Special Assistant to
A§sociate Executive
Director for Programs

Nights, Weekends & Holidays

Executive Director

Administrator om Call
(if weekends) .

Associate Executive Directors

Commissioner

Deputy Coummissioner tor
Operations

Inspector General

Special Assistant to
Associate Executive
Director for Programs

G.11-5
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D. Death or Serious Iniwrcy to Employee on Duty, or to

A Visitor or Volunteéer Who is On Department Property

Definition: When a Department staff person, while omn
duty, or a visitor or volunteer who is on Department property
dilks or is seriocusly injured as a result of an-.accident,
natural causes, or intentional acts of others. Serious imjury
means  a physical injury which creates a substantial risk of

death.or disfigurement or loss or impairment ©f a bodily organ.

Information to be given to persons notified includes,

- but is not limited to:

® :Date .and time of death and/or injury

e Name, titie & I.D. # of the employee, or

if visitor, the

‘ name and address of the
dead or in'jured person

. e Specific location where death or injury
occurred; name and title of employee in°
whose area or post the death or injury occurred

‘e Description and caugse of injury or apparent,

capsé of death -

. e If dedth, name and title of medical person who
- examined and pronounced -person dead

M - I3 S -. . - ‘.d ™~
"® Name of medical examiner.notified and time of

notification

@ Notification to - 4lst Police Precinct, famfly,
mannoer .of notification, who was notified, who
. made notification and the time nosified

¢ If injury, action taken by medical staff, If*
. hospitalization, name of hospital, time, '

prognosis, 1£f known

-
LI

¢ Person involved in causing death or injury. If

visitor is dead or injured, name of employee

or resident being visited.

Notify the following:

Business Hours

Executive Director

Associate Executive Director
for Programs W

Commissioner ,

Deputy Commissioner for
Operations

Inspector General
Coordinator of Community
Services (if volunteer)

Nights, Weekends & Holidays

Executive Director
Administrator on Call
{(if weekends) - _
Associate Executive Director
tor Programs ;
Commissioner
Deputy Commissioner for
Operations o

Inspector Gemeral '
Coordinator of Community

W
N

xS

E. Serious or Aggravated Assault on Juvenile,

Employee or Volunteer

Definition: When a juvenile, while in the custody
qf th? Department., commits’ am assault .against another
ngenlle'a;so in the custody of the Department or a
Departmegt staff person or volunteer, and the assault
results in serious bodily injury requiring hospitalization
and/or the filing of criminal charges. '

Information to be given to persons notified includes,

but is not limited to:

¢ Date and time of assault

® Specific location of assault and description

of incident

® Name and title of person(s) involved

¢ Names and charges of juvenile(s) involved

® Names and titles of medical staff called to

the scene

¢ Description of injuries; prognosis, if available.
?f hospitalization is required, names of those
involved and time of transfer.

e Notification to 4lst police Precinct.

Alleged

charges. Names of Police Department personnel on

scene.
Notify the following:

Business Hours

Executive Director
Associate Executive
Director for Programs
Inspector General
Coordinator of Community
Services (if volunteer)
Special Assistant to
Associate to Executive
Director farPrograms

"
F. Serious Suicide Attempt

Nights, Weekends & Holidays
(only in the event of

hospitalization)
Administrator om Call

(if weekends)
Associate Executive !
Director for Programs '
Inspector General
Coordinator of Community

Services (if volunteer)
Special Assistant to

Associate Executive

Director forPrograms

(for all incidents)

' Definition: A serious suicide attempt is an act by
thch a2 juvenile attempts to take his/her own life while g
1n the custody of the Department and such act, although not £

Services (if volunteer)

Special Assistant to Associate ‘
P .Executive Director for Programs . ~ . ’ . ;

G.11-7

Special Assistant to Associate
Executive Director for Programs
_G.11
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successful, comes substantially close to being successful,

A serious suicide attempt does nat include suicidal gestures
of a manipulative nature that are used to gain an advantage
in a particular manner nor does it include self-inflicted
wounds of a superficial nature. A serious suicide attempt
is one which requires extensive physical and/or mental
examination following® the event and one which may require
hospitalization or some form of vigilant observation and/or

care.,

Information to be given to persons notified includes,
but is not limited to:

® Date and time of inc@dent

@ Specific location of incident. ©Name of employee
on whose post or in whose arega the attempted -
suicide took place .

e Name of employee or other person who discovered
suicide attempt

e Name and charges of juvenile who attempted suicide

¢ Notification to family; name of person notified; name
of- person who made notification and time of notification.

Reason for attempted suicide, if known. Explanation
of method. used.

¢ Whether injuries were sustained as a result of
attempt. Prognosis for recovery, if known. Name
of medical personnel on scene.

o Lf hogpitalization is required, who ordered it, name
0f hospital, time of transfer, name of escorting
personnel. . e

e Notification to attormey of record and/or court.
Time and who made notification.

Notify the following:

Business Hours

Executive Director

Associate Executive Diractor
for Programs

Inspector General

Deputy Commissioner for
Operations

Special Assistant to Associate
Executive Director for'Programs

Nights- ' Weekends & Holidays

Executive Director

Administrator on Call
(if-weekeunds)

Associate Executive Director
for Programs

Inspector General

Special Assistant to

: Associate Executive

Director f£or Programs

G.1l1-8

G.  Suicidal Gesture
q
. . Definition: A suicidal i
ipulative nEteen aame A al gesture is one of a man-
ular matter (e.g.
If also in§1
nature,

Inférmation to be gi
' T given to persons notified i
but is not limited to: ' rnetudes,

® Date-and time of incident

© Specific location of incident

® Name of employee or other i
me Person who discov
suididal gesture ered

. Naye.and charges of juvenile who committed
suicidal gesture

® .iéFlficatlon to familyg name of person notified; name
~ Sde<person who made notification and time of notification

® Reason for.suicidal gestur i :
o L. e, if known. . 1
0. method used N Explanation

®  Whether juvenile was seen by medical a

: . nd i i
staff. Diagnosis, if known . psychiatric

Notify the following:

Business Hours

Nights, Weekends, & Holidays

Executive Director

Associate Executive

Director for Programs

Special Assistant to Associate
Executive Director for Programs

Special Assistant to Associata
Executive Director £0r Programs

d. Fire

‘ Definition: This category is defined as
;:::;:alfcg’external damage to a detention facilityp::ya

res fir:s aérg, smoke and/or substgntial water damage.

it S poffo?d, whether major or minor, must be
e.ephoned to the Fire Department. This includes fires

g “

Information to

. be given to pers notifi i
but is not'limited to: N persomns motified imcludes,

© Time incident began
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e Cause of incident, if known.
e Property damage, if any.

o Specific location where incident
took _place

e Name of employees and juveniles injured-

r

e Whether the fire emergency glanvwés followed

-

e Whether the facility is secure. Whether all
staff and juveniles are accounted for. Whether

the count 1s clear

e Police, Fire Department notified, Time and
person notified. Response to institution,

@ Names of medical staff onwscene.
Notify the following depending on the severity of the fire:

Business Hours Nights, Weekends & Holidays.

Executive Director Executive Director
Associate Executive - Administrator on Call
Directors (if weekends)
Director of Security Associate Executive Director
Special Assistant to for Support Services .
Associate Executive Special Assistant to Assoclate
Director £or Programs Executive Director for Programs

I. Child Abuse Resulting in Serious Imjury

Definition: Child abuse resulting in serious injury
occurs when those responsible for a juvenile's care inflict
injury which places the juvenile at substantia% risk of
death, serious disfigurement or long term impairment, or
when a juvenile has received serious physical injury that
was not accidental in nature. (See also section J.1
Reporting/Processing Child Abuse Allegations.)

For reporting purposes, “"serious' means:

e Any injury which clearly or obviously appears
significant (mere physicalecontact or a trivial
slap, shove, or kick will not in most cases,
result in such injury). Examples of serious
injuries include, but are not limited to:

< -

- Injuries which cannot properly be treated
with simple first aid

- Injuries requiring stitches

G.L1-10
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- Injuries in which there are numerous marks,
bruises or areas of discoloration extending
over areas of the body

- Injuries requiring hospitalization

~« A'broken bone or bones

The involvement of a weapon (e.g., knife, gun,
stick, strap, etc.)

Information to be given to persons notified includes,
but is not limited to: :

Date and time of alleged abuse
Specific location within facility

Names and titles of staff allegedly
involved in abuse

Name of juvenile receiving injuries

Name ot medical 8taff who examined juvenile
immediately upon notfication

Extent ofiinjuries, if known.

'Whether fesident was hospftélized and pfognosis,

if known. Name of staff escorting to hospital.

Name of witnesses and titles

Notification to Special Services tox Childrem (SSC)
Central Registry. Time and person notified.

Notify the. following:

Business Hours

Nights, Weekends & Holidays

Executive Director
Associate Executive
Director for Programs
Inspector General
Special Assistant to
Associate Executive

(for serious incidents only)
Executive Director
Associate Executive

Director for Programs
Administrator on Call

(if weekends).
Deputy Commissioner for

Director for Programs Operations

Inspector General

Special Assistant to Associate

Executive Directeor for Programs
(for all incidents)

G.11-11
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J. Sexual Abuse

sexuar = —

pefinition: 2 a8
legally defined as Sexual miscon R

of acts
sodomy

abuse consists
rape,

gexual

. . )
Lo

committed aga%nst a
another juvenile oT

Information to be
put.*is not

includes,

@ Date

uv b
i enile in Department cusFod

] b4 Y
adult??

i
‘ :l ] X
given toO persons notified

1imited to:

and time of alleged abuse
-

‘ ithi ilit
S ecifiéllocation wighin faci y
¢ p W

e Names and
involved

e Names of
e Names of

¢ Names of
juvenile

e Extent of injuries.

charges of juveniles allegedly
in inflicting abuse

j en;le(s) sustaining injuriei
juv

staff jnvolved

. N
medical staff who exé?%zztion
jmmediately upon motilll

i wn. .
if kpown.

. 5itali osis
‘Whether juvenile was hospitalized and progm ,
o -

if known.

Mame of staff escortipg to hospital.

e Name of witnesses and titles.

Business Houzrs

Executive DirectoT

Associate,Executlve .
pirector for Progranm

Inspector General

Special Assistant to
Associate Executive
pirector for Programs

Notify the following:

Nights,

Weekends & Holidays

(for serioug

Executive Direcctor 11 (it

Administrator on Ca

 weekends) o

Deputy Comm1551oner for
gperations )
Inspector Genera

special Assistant to
Assoclate Executlve

ir or for Programs
Dliggg alluinCLdencs)

Ko Ma

pefinition:

- Affecting Normal Operations

-~ o
Any major breakdown tO the physica

p 9 P v 3

weather condi;zons

and/or
steam/water leaks, breaks
b

G.11-12Z

incidents only)
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losses, plumbing and/or heating failure excessive
interior temperatures, overflow census,

food shortages,
spoilage, transit strike etc.

Information to be given to persons notified
includes, but is not limited to:

e Date and time of incident

e Cause of incident

® Description of incident

e Number of people: involved or affected

¢ Whether outside agency i; involved and explanation
‘e

What, if any, attempts were made to remedy problem
- Hotify the following:

Business Hours

Nights, Weekends & Holidays

Executive Director
Associlate Executive
Directors

Director of Security

Deputy Commissioner for
Operations

Special Assistant to
Associate Executive
Director for Programs

Administration on Call
(if weekends)
Executive Director
Associate Executive
Director of Security
Deputy Comissioner for
Operations
Special Assistant to
Associate Executive
Director for Programs

Directors

L., Use of Physical Force

Definition: The use of physical force refers
to striking a juvenile, physically restraining a

juvenile whose actions are judged harmful, and physically
moving a juvenile against his/her will from one place to
ancther.

(see also Section I.l The Use of Physical Force
Against Juveniles.)

Staff shall use only the minimum amount of force
necesgssary to bring a resident under control.

Physical
force shall not be. used as a punishment. Staff must maintain
sufficient control over themselves so that they do not

respond with physical force to insults or other verbal
provocation.

Ed .
A Critical Incident Report is to be prepared

whenever the .use--of force appears to have injured a
juvenile.in any way, the juvenile complains of injury or,

G.11-13
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M. Gross Security Breach

in the best judgement of the staff member, such a report

; . Definition: Any act which constitutes a violation
H . . g i ————— . . . . .

' would be approprizte. (see also Child Abu§e Resu%tlng in : of St§ndard operating procedure §nd Jgopardlzes institutional
; Serious Injury in this section for definition of sgrlzus : .k security or physical custody of juveniles, and/or endangers

« . oy s i Report is to ; the j iles.

% injury.") In addition, a Critical Incident Rep ints b 'safety of sggff and/or J?venl es

: be prepared when the emergency use of mechanical restrain . .

i o

occurs. (see also Section I.2 The Use of Mechanical Re-

Information .to be given to persons notified includes,
straints on Juveniles.)

but is not limited to:
Information to be included in the' report shall

® Date and time of discovery of security breach
include, but not be limited to:

® Description of security breach
e Date and time of use of force

® opeciric w & of security breach, if.known
. ‘ .‘ g e C :
S ifi location where for‘ce was used { ,‘ ause £ s . .
v v : 3 pérsons responsible, if known
i i orce ! J
e Staff involved in the use of £ ¢ Name of pe

) ® Actions taken to remedy problem
@ The reason why force was used or was necessary :

to be used. Whether superviscr was notified prior

; b ® Whether outside assistance is needed.
to its use. : : :

.

E , : ‘;Notify the following:
® Type of force used ’

; ] Business Hours
e Amount of force used | f 5

Nights, Weekends & Holidays

‘ Executive Director

i : Asgsociate Executive Director for
' Support Servicewx ' . Director "of Security

Director of Security Deputy Commissioner for

Deputy Commissioner for Operations Operations :

Inspector General ) Inspector General

: ; | Special Assistant to Associate Special Assistant to Associate

- i injury, Executive Director for Programs Executive Director for
If the use of force results in serious injury,

Executive Director

o Injuries, if any, and description.. Names of Associate Executive Directors

injured and medical personnel on the scene;: prognosis.

TN | . .
PR —vena” T s
B i *

O'E?;Hospitaliiéﬁion is required, names of indtviduals
transaferred, time, escorting staff. Prognosis,
if available,

Programs
1 i €1 : l.-be made immediately: ‘ |
the :following notificatiomns shall nedis . | |
he .g . ‘ ) : ; N. .Unauthorized Walk-Out/Job Action or Demonstration
Business Hours Nights, Weekends & Holidays , : by One or More Staff Persons i
E tive Director | ' Executive Director . f . Definition: When a staff person(s) leaves his/her
xeen General Administrator on Call § post, assignment, or tour of duty without justification and
§n5p2:§0: cionio L . (if weekends) appropriate authorization.
pec ssista I p 1
. - : nspector Genera ) :
A§soclati?Enggt;Z;8 Special Assistant to. RO | ' Information to be given to persons notified includes,
Director for Prog Associate Executive - 1 but is not limited to:

Director for Programs o ' .
® Time and date when incident began
® Specific locatiom where incident is taking

place, the fiumber of employees involved, 'the
; i names, and titles, if known.

H ¢ Reason for the strike, job action, demonstration,
. ; : : or threat, if this information is known,

G.l1-1l4
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¢ Whether the group is represented by anyone.
Whether there are leaders, if known. Whether
the source of information is reliable.

¢ Whether incident is interfering with the security
and/or normal operations of the facility? If it
continues, will it interfere?

e Proposed action to be taken.
Notify the following:

Business Hours Nights, Weekends & Holidays

Executive Director

Associate Executive Director
for Programs

Director of Security

Executive Director
Associate Executive Director
for Programs
Director of Security
Commissioner (only if job action)
Deputy Commissioner for
Operations (only if job actiom)
Special Assistant to Associate
Executive Director for Programs

Deputy Commissioner for

Special Assistant to Associate

0. Room Confinement

Definition: The confinement of a juvenile to a room
by means of locking the door or instructing the juvenile not
to leave the room is considered a critical incident. It is both
DJJ and DFY policy never to confine juveniles to their rooms
except when safety or security corcerns require such action.
Room confinement may not be used as a punitive measure. It is
used solely as a means dJf controlling a juvenile when his/her
behavior constitutes a serious and evident danger to himself/
herself or others. |

Juvenile counselors may impose room confinemenrnt on a
resident or group of residents under their care in response to
a crisis situation,when other less restrictive measures have
not ‘hedn suecessful or ‘are not approptiate:

When_a juvenile.eohnselnrnimppses rogm gonfinement, -the
approval -of the senior juvenile counselor and the Unit Director
must be obtgimed. The Unit Director must obtain the approval
of the Executive Director or Associate Executive Director for
Brograms. The.Unit Director shall also notify the Officer of
thé-Day and the Operations office. Counselors shall not impose
room confinement without following the above procedure and
receiving approval from the Executive Director or Associlate
Executive Director for Programs. In addition, a resident may
request to be locked in His' or her room.- In this case the
‘senior juvenile counSelor and the Unit Director must be notified.
The Unit Director shall notify the Officer of the Day. All
residents either placed in or requesting room confinement shall
be checked every 15 minutes. {See Section I.3 The Use of Roon
Confinement)

G.l1-16

Operations (only if job action)

Executive Director for Programs

Commissioner (only if job action)

Business Hours

oom co:;?aSlOns may arise when it is nece
lnement for an entire dormitory. If this occurs
3

the same procedur
. e used f T . .o
confinement shall be4follg§e3?p oval for individual room

Ssary to impose

A Critical Incide )
. nt Repor
48 possible, -and no lat P £ 1s to be

by a8 Juvenile counselor

prepared as
er than the end of the : £ dupo?

Information to

b : .
but not be limited to: ¢ included in the report shall include,

® Date and time of the confinement

¢ Name' of the confined juvenile

® Specific location of the confinement

® Description of the incide

c nt leadij
room confinement tng to

e The reasén for i .
responding with room confi
Q n
and why it was necessary, tinement
® Length of confinement
¢ Name of supervisor who a

of Ekecutive staff notif
authorized the continued

Pproved action and name
led,'lncluding,time, who
confinement

¢ Conditiong necessar

N ¥y to remove j i
confinement Juvenile from

Notifications shall only be mad

. 2 ‘ :
approval to impose room continement @ to the following for

Executive Director or
Asseciate Executive Director

Special Assistant to

Nights, Weekends & Holidays

ExecuuiveDirectoror,
Associate Executive Director
for Programs
Special.Assistant to Associate
Executive Director for Programs

for Programs

Associatg Executive Director
for Programs

e e e i -

N
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P. Altercation Involving More Than Four Juveniles

Definition: Any altercation involving four or more
juveniles which requires the physical intervention of staff
shall be reported as a critical incident. The supervisor
responsible for investigating this incident shall prepare
the Critical Incident Report. It shall include, but not
be limited to the following information:

o Date and time of altercation
e Location- of altercation

e HNames and charges of juveniles involved in
the altercation

1

e Names of staff involved in breaking up the
altercation

e How the altercation was started whether
there were any precipitating causes

e How it was broken up

e Whether residents were placed in another
location. Whether any action was taken

e Whether there were any injuries. 1If yes, what - -
are they?

Executive staff should not be notified outside of normal
business hours unless the altercation resulted in serious
injuries resquiring hospitalization. In that case, notification
procedures for Serious or Aggravated Assault om Juvenile,
Employee or Volunteer should be followed.

'

Q. Discovery of Contrahand

Definition: Any item that is not issued or munot
authorized in the facility is contraband. Contraband includes
those articles which are readily capable of causing death or
serious physical injury, including but not limited to handgums,
shoulder guns, knives, dangerous drugs, razor blades etc.

(See also Section G.4.12)

Information to be given to persons notified includes,
but is not limited to:

e Description of the contraband found
e The location where the contraband was found

e The name of the resident on whom the contraband
was found

G.11-18

-

Yotify the following:

Business Hours

E*ecutive Director
Director of Security
Is?ector General

Unit Director

Specia% Assistant to
A§soclate to Executive
Director for Programs

G.11~19

Nights, Weekdends & Holidays

(If serious only)
E*ecutive Director
Director of Security
Inspector General
Special Assistant to
Agsociate Executive
Director for Programs
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HYCF POLICY AND PRO URE

REPORT OF INCIDENTS

ORAL REPORTING

All Section Administrators shall report at the earliest possible
time by telephone to the Superintendent giving all the known and pertinent

facts of the incident.

In major instances, if unable to reach the Superintendent, every effort
shall be made to reach the following pefsons in the‘following sequence.

1. CDA/CDAA |

2. Director

3. Deputy Director

The Section Administrator shall continue until the conclusion of the
incident investigation to report by telephone to the Superintendent all per-
tinent happenings that occur pertaining to the incident.

INITIAL WRITTEN REPORT*

The Section Administrator shall have prepared a continuous rpnning
chronological written diary of the incident from its beginning and until the
investigation is concluded and the closing of the incident.

It shall be the responsibility of the‘SectionﬁAdministrator to prepare
and fbrward to the Superintendent within 24 hours of the incident an?initial
written report of the incident covering the essentials of what, when, where,

how, who, why, and any other important matter that given a clear and factual

accounting of the incident.

SUPPLEMENTAL AND FINAL WRITTEN REPORTS*

The Section Administrator shall submit to the Superintendent supple-
mental written reports on the progress and/or important developments

pertaining to-the incident. P

i1

*Follow the reporting technique and method found in the written report
training guide dated-July 1967. i

o s

peg
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iPORTING OF/INCIDENTS

B

A

Police reports, when applicable to the incident, shall be forwarded to
the Superintendent.
At the conclusion or within 10 days, whichever is sooner of the incident,
a detailed report including a summary of the entire incident accompasied with
appropriate remedial recommendations shall be forwarded tc the Supervintendent.
INCIDENTS
1. Escapes and runaways.
2. Physical injury of wards, parolees or staff (staff on duty).
3. Disturbances resulting in physical injury to persons and the damag-
ing or cestruction of facilit;es Oor property.
4. Damage, destruction, or loss of any structute, vehicle, equipment
and loss of materials or supplies because of flood, fire. storm,
or theft,
5. Commitment of any offense chargeable aé either a misdemeanor or
felony by any persons in or at any ccrrectional facility.
6. Commitment of any felony by a ward, juvénile parolee, or employee.

RESPONSIBILITY

It is the sole responsibility of the Section Administrator to comply
with this and to report personally to the Superintendent in accordance

herewith.

3/15/79
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% PIRE PROTECTIOh PROGRAM

POLICY

3-603.2 The Yire Protection Prograr shall censist of:

Steff trainirg, fire inspections, fire prevention,
ecergency evacuation, fire reporting, fire ¥Fighting
and monthly fire drills, These wonthly fire drills
are to be executed with the mame procedures as regular
fire evacuztion procedure and are logged, recorded

and the results sent to the Fire and Safety Officer,

Stefy Treininp: Correctionse) Counselors shall have
fire protection and trairnieg at this institutior.

See PROCFDURE 1~203.1.

Yire Inspection: The Pire and Safety Officer
assigted by assigned staff shell make regular fire
inspections to insure compliznce with the Rationel
Fire Protection Association Standards, Minnesots
Pire Code, Dniform Building Codes, as requested by
outside agencies,

Fire Prevention: All supervisory staff shall be
fariliar with fire prevention principles and shall
be responsible for insuring that they are properly
implerented.

Fire Pvacuetion Flernr: The Fire and Safety Officer
sLsll establish adequate fire evacueticr plancs for
all arees of the agency. These plane shall be pro-
rinently displaved at appropriate places. Fersons
regponsible for each aree shell be fariliar with the
Fire Evacuaticn Plans relating to that particular
area and keep plane posted and carry out monthly
fire drills, logging of ther and results sent to

the Fire Safety Offdicer
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Fire Protection Program
continued

3-603.2

PROCEDURE

3-603.2

o S T

Yor further information contact the Fire and
Safety Officer

Red Wing Fire Department: When & fire occurs

ded, the Red
T the automatic fire alarm is sounced,
ging Fire Department will regpond in accordance

with their pre-arranged plan.

1.

2.

3.

5.

6.

7.

ts will
Weekly and monthly inspection repor
1::1u§e the inspection of fire extinguishers,

i ' ’ he provision
check of fire alarm systenm, t
of fire drills. The Bullding Yoreman will

re-charge agency's fire extinguishers as
peeded, and annually.

held by
thly fire evacuation drills are
2:: peZson in charge of each area. Records

of the fire drills are aaintained.

Training of staff in fire drills, fire prevention,
reporting and fighting are held periodically
throughout the year.

‘The S&éety Officer will maintain active liasion

vith the Red Wing Fire Department.

muslly by the
Fire inspections are made annus
Minnesocta State Fire Marahallkand the Red

Wing Fire Department.

1 le for
The Safety Officer is responsib
executing the implementation of the above

procedure.

Fire cvntultiun plans: All calls regarding
fires must be made to the fwitchboard s
Operator who notifies appropriste authorities.

e
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Fire Protection Program

continued

3-603,2 8.

Fire Inspection: Fire inspections are held for the
purpose of Inspecting areas for potentisl fire hazards
and checking for faulty equipment., - Potential fire
hazards include materials stored in inappropriate
dreas or accumulations of materials in excess of
normal amounts, i.e., oily rags, newspapers, paper,
cloth, flammable liquids, etc.

Equipment must be checked for faulty couplings, access
to on/off valves, lesking hoses, termination dates,

ete.

9.

DAI!‘%V??‘fngA

Fire inspection reports shall be given to the person
having responsiblity for the area which shall serve
a8 a directive to have the deficiency corrected. If
the deficiency has not been corrected and is detected
during 2 follow-up inspection, the Safety Officer

shall subrit & follow-up report through the proper
channels,

Fire Prevention: Deficiencies reported as a result of
a fire inspection shall be corrected as soon as possible
either by area staff action, or by submitting a work
order request to Safety Officer., The following fire
prevention principles shall be observed by all,

a. Smoking shall be prohibited in eny area that is
conspicuously posted as to restrict such activity,

b. Approval must be obtained from the Tnstitution Fire

and Safety Officer before the following events can
take place:

1) Grass, picnic, trash or training fires.

2) Any specisl event which involves oper flames.

Aol T bl

Chief Executuve Officer

S R e AT
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MINNESOTA CORRECTIONAL FACILITY - RED WING

& POLICY & PROCEDURE

Part 2
Prograr and Educational Services

NUCLEAR EMERGENCY

..:'u—r.ﬂ-ﬁ‘ f—';fv-»r—,ffa-"'?‘"“”"'ﬂﬂ- b —p . - . . . R . -
2-207.4 f there is. an accidernt at the Prairie Island Nuclear Plant and

%eva:uation is necessary; it is impsrative that the health and safety
“of the residents and the staff are protected. Evacuation should be
done as quickly as possible to avcid any unnecessary danger to any-
one.

Al

2=207.4 If evacuation becomes necessary bescause of an accident at the Prairie
Island Nuclear Plant, the following warning signal will be given:

There will be a steady blast on the civil defense sirens for
a period of three (3) tec five (5) minutes. This will be
followed by a fifteer (15) minute waiting period, then re-
peated for three (3) te five (5) minutes.

When the civil defense warning signal goes off, the following pro-
cedure will be followed:

1. The switchbosrd will contact the folloviné and inform them of
the situation and direct thex to move all residents and staff
to the nesrest designated shelter area.

a. all cotteges
b. the Engine Room
c. all other buildings during the weekday

2. The designated sheltef areas are:s’

a, ‘All cottages =—_ the basement of the cottage
b. Welding Shop - enter the tunnel at school

c. Vocationmal Building - lower level of the building

d.  Kitchen = tunnel

T

MR
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‘Nuclear Emergency

continued

2-207.4

~ e. Voluntesr Center - basement of the building

f. School - tunnel

g. Administration Bullding - basement of the building
h. Chapel ~ basement of the building

i. Greenhouse ~ enter the tunnel at school

The staff should take a group count to be sure all residents are
accounted for once they reach the shelter area.

Portable radios should be brought along and tuned to KCUE for
emergency instructioms. (1250 AM and 105.5 M)

Everyone is to remain in the sheltered area until the "All Clear"
signal is given over KCUE radio.

The State will notify the institution if there is a mpeed to
evacuate from the facility.

The State and local community resources will coordinate the
evacuation procedure.

If further evacuation assis%ance is needed, call 388-8261.

S Mfd@;&

Chief Bxecutive Officer
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INTRODUCTION

isiti i rotected in
It is imperative that residents, staff, and visiting public be p

insti i arried
and that the health and care program of the institution be c

continuing and meaningful efforts to prevent

case of emergency,

out with the least amount of disruption.

i ich hard and
A1l situations CANNOT be neatly defined into a category for whic

i i ividual judgement will
fast quidelines can be drawn for all emergency situations. Individual Judg
ast g

. Ve
are designed to giv
d to be exercised in given situations. Emergency procedures
nee i

ity T e sidents, staff, and
guidelines to those having responsibility tor the safety of res
visiting public, and facilities.

i iliti the prime respon-
The supervisors of individual buildings or facilities have p

: £f. In addition they
sibility for dissemination of emergency procedures to their sta
St b

’ p 4 0 \_Sp S y t y p ~

U
out in case of their absence from the building.

These procedures are basically general and ap

plicable to all inhabitad areas.

i

FIRE PROCEDURES

Have a fire plan by periodically making mental notes as to what procedure

you would follow if a fire broke out. It should be kept in mind that procedures may

vary depending upon the location. Know at ail times the location of fire alarms,

extinguishers, exits‘and how to use them.

If A Fire Should Start In Your Area
1. Keep calm -- THINK -- then act.

2. Protect persons in immediate danger, close doors and windows
to confine fire if possible.

3. Sound alarm, then report fire.

4. Fight fire with available equipment.

DO NOT take chances or
allow anyone else to do so.

ALWAYS remember that the safety of the people is, by far, the most importaht

consideration. Removing peop]e from danger must be foremost in one's mind. This may

require waking them up - make sure all are out of danger.

Smoke and/or toxic fumes (such as plastics) takes more Tives than fire itself.

Keep calm, low and move out of area as rapidly as possibie. A wet cloth or towel will

greatly minimize the danger of smoke inhalation.

AT



FIRE SAFETY MANUAL pursuant to Institution

Policy and Procedure #2-207.1

IN CASE OF FIRE:

I. First staff on the scene:

A.

If the fire is not of serious nature:
1) clear immediate :iretarea; her or water
t fire with extinguisher .
gg gﬁgmgg a written incident report to the appropriate department head

with copy to the Safety Officer.

If the fire is in any way a threat to human safety, the area must be quickly

evacuated. ] box

tivate the fire alarm by pulling the nearest alarm box.

;3 2%11Ztaff and residents should evacuate the building and move
across the street, away from the building. 1In pad.weather,
everyone should go to an adjacent cottage or buﬂdmg(.1 .

3) The staff will take a group count to be sure all residents
are accounted for.

i i1di 1d call the
fter leaving the building, a staff member shou |

K Qwitchboard %o confirm the fire and to be sure the switchboard

‘ alled the Fire Department. L , y

5) ngncthe Fire Department arrives, the staff will inform them of:
a. the location of anyone still in ?he building
b. the physical layout of the building and any recent .

changes or obstructions (this may include the number o

beds in a room, etc.) ] o
6) No one should return to the building until directed to do so by

ire Department officials. .

7) 52:nFthe fige alarm is activated, the exhaust fans in Day:oz, "
Yale, Princeton, Harvard and Stanford are automatically shu Kg x.
(There are no exhaust fans connected to thg alarm system ;n .So
and Grinnell.) Therefore, after the fire is out, the_smo : i back
cleared from the building, and agl t2eff;§ehglgngoeg:1$2§2t 1S(The
i i ondition, the exhaust fa . .
ggtggﬁrgglgggltcthem is located in the back office of the cottage.)

II.  Switchboard Operator's duties:
A. If the alarm is from any of the cottages:

1) The switchboard will s1ip the Fire Department switch to "on" to
signal the Fire Department, and follow this with a telephone
call (388-2801) to the department to inform them of the Tocation
of the fire. If the switchboard cannot reach the Fire Department
by telephone, they will pull the alarm box #33 outside of the
Administration Building.

2) The switchboard will attempt to contact the cottage by telephone
or intercom to verify the fire.

a. If there is no fire, ¢all the Fire Department back
and tell them to cancel the call.

b. If there is a fire, get as many immediately available
staff to the cottage as soon as possible to assist in
the supervision of the residents,

3) The switchboard will notify the on-duty administrator, the unit
supervisor, the cottage manager and the Engine Room.

4) After the fire is out, the switchboard will call the cottage to
confirm that the fire alarm has been restored to working order.

5) The switchboard will return the Fire Department switch to the “"Off"
position.

6) The fire alarm is silenced at the switchboard by the use of the

- key and at the electrical control panel located in the room
marked "Steward" by pushing the acknowledge button (ACK).

7) The signal light showing the location of the fire will remain on
until the alarm system is cleared at the Tocation of the fire and
then reset in the following order:

a. at the location of the fire ‘
b. on the electrical control panel in the room marked
"Steward"
at the switchboard

c. |
8) When the alarm to the Fire Department is tested, the switchboard will:

a. call 388-7142 and notify them of the test
b.  record the information on the daily log sheet

ITI. Fires in sprinkler-equipped buildings:
A. If the alarm is from the Administration Building:
1) The switchboard will T11p the Fire Department switch to “On" to
signal the Fire Department, and follow this with a telephone
call (388-2801) to the department to inform them of the location
of the fire. If the switchboard cannot reach the Fire Department

B
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by telephone, they will pull the alarm box #33 outside of
the Administration Building.

2) The switchboard personnel or another available staff member
should get the fire keys and check to see if there is a fire
or just water running. The entire building should be checked,
including the basement.

3) If the individual is absolutely sure there is no fire, he/she
should shut off the sprinkler valve and open the drain. The
sooner the sprinkler system is shut off and the drain opened,
the less water damage there will be.

4) Under no circumstances s the sprinkler system to be shut off
if there is a fire. .

5) The individual who inspected the building should meet the Fire
Department at the front door and tell them what has heen found.
The Fire Department will be at the institution within three to
four minutes.

6) The switchboard will notify the on-duty administrator, the
superintendent, and the Engine Room.

7) The switchboard will return the Fire Department switch to the
"Off" position.

Iv. General Fire Rules:

A.

The most important consideration when a fire occurs is the safety of
the individuals. Therefore, removing people from danger as soon as
possible is of utmost importance when a fire occurs.

Smoke and/or toxic fumes take more lives than fire itself; and because
of this, it is important to keep calm, stay low, and move out of the
area as quickly as possible. A wet cloth or towel held over the mouth
and nose will greatly minimize the danger of smoke inhalation.

It is important for the staff to know at all times the location of

the fire alarms and extinguishers and the correct procedure for using
them. In addition, it is necessary to know the locations of all fire
exits and to be sure they are properly marked. A1l buildings and rooms
should have fire evacuation maps posted.

A1l emergency communications will go through the switchboard. Do not
handicap this process by making unnecessary telephone calls.

During a fire emergency, the safety of staff and inmates is our first
responsibility. Staff are responzible to remove the group to safety.

The staff are also responsible for not allowing himself/herself or others
to enter into a situation where health is endangered needlessly.

3/18/82
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During evacuation if there is heavy smoke or impaired visibility,
stay close to the floor and have group form a chain of hands while
proceeding to the exit.

To cut down on drafts, all doors at the fire scene should be closed,
if possible, but not locked.

Do not attempt to enter an unsafe area if someone is missing. The
Red Wing Fire Department will attempt to locate anyone missing and
provide an escape route.

A1l utilities, i.e., lights, gas, electricity, water shall be shut
down as directed by the Fire Chief.

After the fire, all unsafe areas will be appropriately roped off and
secured.

Incident reports must be submitted on all fires and any time any fire
equipment is used.

In the event of a bomb threat, basically the same procedures will be
followed.

Our Fire Safety Program is under the supervision of the institution
Fire Marshal. It is the responsibility of all staff to be familiar
with fire safety procedures. Every area of the institution will be
having a fire drill each month. Your full cooperation during fire
drills is expected.

Approved by: /s/ Gerald T. 0'Rourke
Superintendent



NATURAL DISASTERS (Tornadoes, Windstorms, etc.)

Be familiar with warning system and immediate safety action necessary for
your particular area.

1. Tornado "WATCH" means weather conditions are such that a
tornado may occur.

2. Tornado "WARNING" means that a tornado has struck in the area.

M et AR e Y e — - B - = —_—— —— —
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EMERGENCY PLAN

and Severe Thunderstorm:

Red Wing Fire Department will call the MCF-RW and inform
switchboard of the situation.

switchboard will caftl:

the cottages

the Engine Room

all other buildings, during the weekday

all individuals and businesses on the Emergency Call List

the weather report is for a TORNADO WATCH:

Staff should watch the weather and monitor the local radio

station for weather reports.

Plans should be made to evacuate all residents and staff to
the designated shelter areas if and when a tornado warning

is received.

If the weather report is for a TORNADO WARNING:

Tornado
A. The
the
B. The
1)
2)
3)
4)
c. If
1)
2)
D.
1)
Z)
E. The
1)
2)
3)
4j
5)
6)
7)
3)
9)
F.

Staff and residents should move quickly to the designated
shelter areas and remain there until notified that the
emergency is over.

If there is not enough time to get to the shelter, everyone
should go to an interior hallway and make as small a target
as possible. Everyone should keep their heads covered as

much as possible to protect their faces, and everyone should

keep away from windows, outside walls, and large rooms.

designated shelter areas:

A171 cottages - the basement of the cottage
Welding Shop - enter the tunnel at school
Vocational Building - lower level of the building
Kitchen - tunnel

Volunteer Center - basement of the building

School - tunnel

Administration Building - basement of the building
Chapel - basement of the building

Greenhouse - enter the tunnel at school

The "Al1 Clear" signal will be given over KCUE radio, both AM and Fit. -

O S G RS Fr
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NUCLEAR EMERGENCY

Be familiar with locations of fall out shelters and be prepared to move to

the nearest one immediately. Remain until the "ALL CLEAR" signal is given.

S L 0T Y T S e s s s - oo,
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EMERGENCY PLAN

I. Nuclear Emergency

A.

If evacuation becomes necessary because of an accident at the Prairie
Isalnd Nuclear Plant, the following warning signals will be given:

There will be a steady blast on the civil defense _
sirens for a period of three (3) to five (5) minutes.
This will be followed by a fifteen (15) minutes waiting
period, then repeated for three (3) to five (5) minutes.

When the civil defense warning signal goes off, the following procedure
will be followed:
1) The switchboard will contact the following and inform

them of the situation and direct them to move all residents

and staff to the nearest designated sheltered area.

a. - all cottages

b. the Engine Room

c. all other buildings during the weekday

2) The designated shelter areas are:

A11 cottages - the basement of the cottage

Welding Shop - enter the tunnel at school
Vocational Building - Tower level of the building
Kitchen - tunnel

Volunteer Center - basement of the building

School -~ tunnel

Administration Building - basement of the building
Chapel - basement of the building

Greenhouse - enter the tunnel at school

-0 ~HhO O T
s e o o o o o ¢ o

3) The staff should take a group count to be sure all residents
are accounted for once they reach the shelter area.

4) Portable radios should be brought along and tuned to KCUE for
emergency instructions. (1250 AM and 105.5 FM)

5) Everyone is to remain in the shelter area until the "Ail Clear"
signal is given. This will be announced over KCUE radio AM and FM.

6) The State will notify the institution if there is a need to
evacuate from the facility. The City of Red Wing will supply buses
or trucks with drivers to evacuate if it is needed.

7) The State and local community resources will coordinate the
evacuation procedure.

8) If further evacuation assistance is needed, call 388-8261.
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MISCELLANEQOUS SAFETY HAZARDS (Transportation, etc.)

Keep vehicles within posted speed limits at all times.
A1l passengers must be seated properly with feet on the floor.

Amss Te . .
hro1, '3 and other parts of the body kept inside of the vehicle

Report all equipment, materials and other i i
> tems, which are o
become a health and safet e r may
e y hazard *unsafe tools, brok i
steps, broken sidewalks, gas fumes, etc.) en or chipped
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FIRST AID

Rescue Breathing: A1l employees should familiarize themselves with the mouth-to-
mouth resuscitation techniques. If you have questions concerning
this procedure, direct them to your Health Service Department.

Lacerations: 1. Apply pressure directly to bleeding area. Use a dressing
or open hand as a compress. ‘ , ! .

2. Obtain medical assistance. .
Sevizures: 1. Protect individuals from injuring themselves. -
2. Position body on flat surface and tilt the head to provide
" open air passages.
3. Obtain medical assistance.

Throat Obstruction:1. Dislodge obstruction by an upward, glancing blow just below
the shoulder blades. The individual should be bent in a
forward position for maximum success.

Burns: 1. Flush or immerse burned are. in cold water or wrap in a cold
pack immediately.
2. Cover area, as soon as possible, with a clean dressing. >
After initial attention move the patient to medical care
without delay if burns are extensive.

Eye Emergency Care:1. Remove foreign particles or substances by flushing the eye ‘
with cool water immediately. DO NOT RUB THE EYE. §

2. Obtain assistance. i
Hyperventilation: (An emotional state which brings on excessive, rapid breathing) - ‘\F:F’EEFGIJI)( l
1. Cover nose and mouth with a paper bag, keeping the patient :
calm until breathing returns to normal. ;
EMERGENCY MEDICAL/DENTAL TELEPHONE NUMBERS ff
MCF-RW Medical Personnel (7 a.m. - 3 p.m., Mon. - Fri.) ......... Ext 233 ”
%  MCF-RW Medical Personnel {after hours or if no answer) ......cc.ecevees.0
MCF-RW Dentist «.cceiiiirieniiiiiiiiirieinennnacnnnsn cesiisaseean Ext 231
Dr. Friedrich - Interstate Medical Center .......icvvveenvenennnn 388-3503
Dr. Friedrich - Home ....ccieviiiiienninnnnnnnns BN 388-4458
St. John's Hospital ...oivvinneiiiiineniiannnnen, ceness ceieenes . .38§-6721 & Policies and procedures related to sec,ur!!-? andc rol Issues
1 Vi S o £ T
POTSON CONLEr vovienevrenns e e 1-800-222-1222 luvenile correctional agencies aiso may be °°'"'tééf;ﬁ?ég%%fgﬂgﬂf}m
|
| |
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RESPONDANTS

NEW YORK
(Adults)

NEW HAMPSHIRE
(Adults)

PUERTO RICO
(Adults)

FLORIDA
(Adults)

MISSCURIL

(Adults)

KENTUCKY
(Adults)

OKLAHOMA
(Adults)

PHYSICAL PLANT AND DQUIPMENT

°Facility security level criteria (0040)
°off-duty firearms regulations (2020)
°Firearms qualifications and re-—qualification (2021)
°Use of state-owned vehicles (2932)

°Vehicle identification placards (2949)
°Sanitary inspections, Department of Health (3009)
°Maintenance scheduling/revortina (3054)
°Scheduled maintenance/revorts (3111)
°Environmental Services Committee (3090)
°COperators vehicle inspvection (3151)

°Facility safety committee (4003)

°Facility fire pmrevention (4060)

°Facility safetv inspections (4061)

°Annual health and safety audit (4066)
°Flamable and carbustible materials (4067)
°Security in gate areas (4900)

°Housing area fires (4902)

°Approved Fireaxrms and related equipment (4907)
°Control of and search of contraband (4910)
°Arsenal Inspection/inventory (4916)

°Tool and equipment control. (4930)

°Control of contraband on vrison grounds (80-8)
°Pass system (78-15)

°State-owned vehicles (83-31)

°rey control (81-10)

°Use of prison radio system (83-37)

°Control of state property (81-86)

°Hazardous materials (81-92)

°Perimeter security (9.2)

°Control center (9.3)

°Institutional insvections and use of daily logs (9.7)
°Key control (9.9)

°Control of tools, eauirnment and hazardous materials (9.10)
°Use of official and wersonal vehicles (9.11)

°Perimeter securitv (Omer. manual 7.04)

°Key and lock contxol (0. M. 6.00)

°Tool control (0. M. 2,00)

°Tool and sensitive item control (PsP 3.04.05)
°Contraband (Ps&P 3.04.07) :

°Security inspections (0. M. 7.00)

°Housing units-search ( 0. M. 7.03)

°Security plans and control of inmates (20.110.010)
°Inspections and searches (29.110,020)

°Key, tool, and toxic material control (110.030)
°Use of state vehicles (20.11¢.110)

°%Xey control (9.12)

°Tool contrel (9.11)

®Security inspections (9.10)

%Search oolicy (9.8)

°Control of flammable,; hazardous, toxic, and caustic chemicals
and materials (KSR 03-015)

°Key control - Kentucky State Reformatory (KSR 03-014)

°Security inspection plan -Xentucky State Reformatory (KSR 03-011;

°Teol control — Kentucky State Reformatorv (KSR 03-010)

°Procedures for inspection and maintenance of security
devices (0P-040104)

°Key control (0P-040105)

°Contraband control (OP-040106)

°Standard for control and use of flammable; Toxic, and
caustic materials (OP-040108)

°Coerational svstem control (P-130100)

°Physical olant and onerational inspections (0P-130102)

°Inspection standards (OP-130107)

°Equipment, supplies, and space for health services
unit (0OP-130102)
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S, DHYSICAL PLANT AND EXWU (2) : } RESPONDANI’S PHYSICAL PLANT AND BQUIPMENT (3)
RESPONDANTS PHY! TOTPMENT : | —_—
_— , NEW YO}‘?K CITY °Key control (G.4,9)
HASHINGTON °NONE 1 : (Juveniles) °Yard control (G.4,11)
(Juveniles) ; ’ °Control of and search for contraband (G.4.,12)
i o ; e
1OUISTANA °Institution/Agency program and operations inspections (#100-A7) ? i Security responsibilities (G.2,1.4)
opistribution of weat : ity equi 00-A3 ' : N .
(Adults) oDlStrlbutlon of .v%ailzzn: ?zxgo?glu)ar security eaquivment (#400-A3) <§ MINNESOTA . °Institution perimeters (2-205.1)
ognm} :g Essz gt‘ . ogls (400-A5) | (Sauk Centre Juveniles) °Becurity state and personal vehicles (2~212,1)
& A . . ° -
°Coxr;trol and use of all flammable, toxic and caustic oKey contrr;l (21203.1) , .
. 4400-6) j Cont‘-.rol of tools and culinary equipment (2-203,2)
materials (#4 ; “Medical equipment (CAC standard #9294)
MISSISSIPPI °Control of contraband (6,03,3) d °c°26tf]§ii§”gubd§f:atﬁbgti(§”28§ g)lam"able' toxic and
3 . i e B :
(Adults) :KEgulpregﬁoria%zriglé;iml control (6.11.3) ; °Fire protection program (3-603,2)
y con .15, . i °Fire, safety, sanitation, and security i i -
°Control and use of flammable materials (9.08.3) °Searches (2:-508.1) ' CURLEY Anspection (2-204.1)
TLLINOIS °Key control (5.01,103) i ? DELAWARE “Vehicle logbook/vehicle maintenance (C-05)
(Adults) :Securlty searc}luesfaggo Jl.gszé:‘cg;orllo l(?-01.103) (Juveniles °Vehicle usace log (C-29)
Use and control o .02, ; °Shift supervisors resmonsibilities (C~22)
{ o . eqnjpnen -
WASHINGTON °Cell facilities, conditions (7.05-7.07) f o?f?ﬁiie"i?ﬁtuﬁ'(ﬁﬁ)ls/ € (B2
(Adults) °Watchtowers (7.14) : °Weacons (A-19)
:Spac::e (7.10—7&2)1 9.01) °Food service personnel responsibilities (C~30)
oPer.}neié:r con illanc.ze (9.02) ‘ °Epployee response to fire alamm (A-17)
oPer;une r surve ph . ; °Fire safety (A-18)
Control center (9.04) i °Fire evacuation plan (B-01)
°Access to security devices (9.12) : °Bomb threat (B-22)
°Kev control (9.20) ' °Supply invento
v 1 . . : v ry control (C-12)
°Tools, culinary, medical equipment (9,21) °Physical security inspections (2-05)

°Vehicles (9.22)

. l o :
°Inspection of security devices (9,26) % Inspections (A-04)
iy i

: " °Handcuff control (A-11
°Searches for contraband (Policy #420,110) : °Searches (A-03) ( )
°Vehicle decals (100,9) ‘ MINNESOTA

C °Maintenance repair request (0802)
(Red Wing Juveniles)

(Adults) Z@lwntigél(ﬁggéﬂ’io) i °Vehicle use (0804) _
*Utensil control and accountability (1500.10-1) ~ operations center: Security and cammunications (0907)
°Institutional insvections (1500,16) oCon;:raband: Pjandlmg and disposition (0908)
°Fire prevention/protection and evacuation plans (1900.1-1) i ,,g?o S and culinary aIUlF"'E“."t (09 17)
¢ i ammable, toxic and caustic materials (0918)
°Key control (0924)

SOUTH CAROLINA

MISSOURT °Maintenance Man IT (3)
(Adults) °Search procedure for control of. contraband (18) VERMONT °Doors (7e, 8e)
°Central Control Center (19,20) (Juveniles) » o e

°Control and use of medical equipment (12b)
°Inspections and searches (17e)

°Contraband (2e)

®Security checks (42e, 43e)

MINNESOTA " °Tool control (Sect. T-11)
(Adults) °Syringe/needle control (H-11)
°Searches (S-1)

L NS

KENTUCKY °Security (Chpt. 9) ; ALARAMA

(Adults) °Physical Plant (Chpt. 15) : (Juveniles)
°Safety and emergency procedures (Chot. 16)
°Banitation (Chot. 28)

°Use of state authorities (6.3)
°Storing and administering drugs (12,13)
°Firearms policy (12,15)

) . TEXAS ) ®Surveillance system (50.89.505)
NEV HAMPSHIRE :Sllveljr;]varefauc;o}czmtab;lg;{aéiggo)(4501) (Juveniles) Radio procedure (Cammus communication) (50.89,515)
(Juveniles) c'Hand gto egowrll e 9n10) -Building, equioment and vehicle security (50,89,465)
c’U_f,e of ; ate(goﬁt;: e o\{ehlcle traffic (50,89,520)
ogJ'_re safety (8012} Reys (Bnp Handbook, pg. 12)
ire-alarm system °Inspection and repair (63.30.070)
°Student search (50,89,415)

ARIZONA °Facility insmections (103,4.1)
(Juveniles) °Securing and disposing of contraband (400.10) ALASKA °Key control (ADM-2)
OKEY control (400-12) (Juveniles) °5U9;31y~security and accountability (m4_14)

°Key control (Sect. IV, A-22) i i

°Security systems and equipment, insvection and maintenance
(401,15)

°Cottage security (Sect. IV, A-19)

°Disposal of illegal substances (Sect. IV, A-23)

°Security of maintenance tools (Sect. IV, A-43)

°Substances of abuse (Sect. IV, A-51)

°Tool and equipment control (AD-15)

°Food services~accountabi.

°Contraband (PRO-19)
°Contraband (CTU-15)
“Searches (CTU-7)
°Security (CTU-12)

lity and security (ADM-16)
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RESPONDANTS

“(Adults)

MARYIAND
{Juveniles)

NEW YORK
(Juveniles)

NEVADA

(Caliente Juveniles)

MICHIGAN
(Juveniles)

HAWAII
(Juveniles)

IDARO
(Juveniles)

FLORIDA
(Juveniles)

MASSACHUSETTS
(Juveniles)

(Elko Juveniles)

UTAH
(Juveniles)

PHYSICAL PIANT AND PQUIPMENT (4)

°Key control and use (110-11)

°Analysis and disposal of suspected controlled,
dangerous substances (110-17)

°Tool control and use (110-20)

°Security inspections (110-21)

°Handie Radio (110-27)

ogtandards for institutionalization of children (9)
°pisposition of drugs (13)

°Search for contraband (G,B. I)

°Control of poisons~combustibles, etc, (G.B, I)
°Control/use of culinary equipment (G.B. I)
°Control/use of medical equipment (G.B, I)

°Contraband searches (3447)

°Keys (exhibit #3) .
oMaintenance tools and equirment (Exhibit #4)

°Facility and premises maintenance (Y.B. 16)
°Fire detection and equipment (¥,B, 25-27)

®Security procedures (Vol., 1, 3A)

°Key control (Vol, 1, 3B)

°Control of dangerous substances (Vol. 1, 3E)
°Contraband (Vol. 1, 3F)

°Search procedures (Vol, 1, 3G)

°On Campus varking (C-102)

°Acquisition and disposition of contraband (C-105)
°policy governing student access to kevs (D-103)
°Use of state vehicles (F-100)

°Health and medical services (HRS1-12-1)
°Fires (17c)

°Maintenance department (1)
°Contraband (3)

. °Preventive maintenance and safety (4)

°Key control (6)

9Physical plant - construction materials, space
requirements, and equipment (Chaptexr 24)
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RESPONDANTS

NEW YORK
(Adults)

WASHINGTON
(Adults)

SOUTH CAROLINA

(Adults)

OKLAHMA
(Adults)

TL.LINOIS
(Adults)

NEVADA

(Elko Juveniles)

MISSISSIPPI

ARTZONA
(Juveniles)

KENTUCKY
(Juveniles)

MISSQURT
(Juveniles)

NEVADA

(Caliente Juveniles)

VERMONT
(Juveniles)

FLORIDA
(Juveniles)

ALABAMA
(Juveniles)

MARYLAND
(Juveniles)

R S R R T L R T

STAFF

°Enployee identification material (2946)
°Search of DOCS Emloyees (4936)

°Handicapoed staff, public (7,18)
°Staff/inmate communication (1,06)
°Manual of Policies, procedures (1,07)
°Selection, retention, promotion (3.01)
°Employing ex-offenders (3,03)

°New erployees xecord check (3,04)

°Shift assingment for security personnel (200.1-6)

°Original employment (200.1)

°Incampatible activity (200,1-8)

°Progressive employee discipline (200,2-1)

°Contraband control, accountability and dismosition (1500.5)
°Issue, use, and security of firearms (1500,8)
°Consolidated daily vard report {1500.44)

°Correctional officer first aid training program (2100.3-41)

°Employee/visitor identification cards (OP-040112)
°Conduct of employees (OP-110115)

°Identification caxrds (1.,02,104)
°Employee background investigation (3.02,102)

°Use of alccholic beverages/illegal druas (#NY53)
°Fireamms

°Enployee conduct (#NY33)

°Logbooks (#NY23)

°Hiring Ex-felons (#NY04)

°NONE

°Employee identificaticn cards (103.2,2)
°Shift responsibilities/post orders (401,2)
°Logbook ‘maintenance and use (401,18)

°Shift change (Sect. IV, A-14)

°Duty officer responsibilities (Sect, IV, A-45)

°Personnel (Chot. 11)
°Training and staff develomment (Chnt, 12)
°Juvenile rights (searches, etc.) (Chpt. 3)

: °Enmlovee conduct (2)

°Employee background check (Exhibit #12)
°Alccholic beverages (Exhibit #13)

°Records (lc)

°Incident reports (lde, 15e)
°Staffing need/ratios (47e)
°Backgieund checks before hiring (4f)
°Expectations of staff (5f, 6f)

°Post orders (10.00 O, M.)
°Employee identification (0. M. 11.04)
°General rules and procedures (O, M, 13,08)

°Student abuse by staff (12.6)

°staffing need and/or staffing ratios (G.B, II)

°staff under the influence of alcohol or drugs (G.B. II)
°Firearms and/or weapons (G.B, II)

°Operaticnal shift assignment or orders (G.B. II)




RESPONDANTS

MINNESOTA
(Red Wing Juveniles)

DELAWARE
(Juveniles)

PENNSYLVANTA
(Juveniles)

NEW YORK CITY
(Juveniles)

WASHINGTON
(Juveniles)

WISCONSIN
(Juveniles)
ATASKA
(Juveniles)

NEW HAMPSHIRE
(Juveniles)

LOUISIANA

(Adults)

NEW HAMPSHIRE
(Adults)

MARYLAND
(Adults)

MINNESOTA
(Adults)

MISSOURT
(Adults)

KENTUCKY
(Adults)

PUERTO RICO
(Adults)

UTAH
(Juveniles)

DELAMARE
(Juveniles)

STAFF (2)

°Personnel policies and requlations (0301)
°parsonnel records (0303)

°Code of conducts (0304)

°Emergency and identification information (0311)
°pre-employment interviews (0314)

°Hiring of persons with criminal convictions (0315)
*Weapons/Firearms (0912)

°Headcounts and bedchecks (A-07)

°Intake (B~05)

°Searches (A-03)

°Use of residents outside the facility (A-26)
°Escort duties (A-06)

°gtaff qualifications (3820.22)

ostaff orientation and training (3820,23)
ejuvenile to staff ratios (3820,33)
°staff responsibilities (F.6.3,2)
°Security resvonsibilies (G.2.1.4)

°Use of identification cards (G.4.7)

NCNE
°Staffing needs (Staffing pattern, pg. 26)

°Processing new employees (ADM-9)
°Personnel security checks (ADM-17)
°Unit daily log (PRO-25)

°Center duty officer (CTU-5)

°Staff contact with residents (#2-80)
°Emplovee regulations (1020)

°Cellblock areas-record keeping activities (#300-A2)
°Placement of wearons (400-A8)
°Employee personnel records (#500-C6)

°Weapons qualification (80-64)

. °gidearms (50-39}

°post Orders (110-1)

°Tdentification cards (I-11)

°personnel identification cards (20-103,080)
°Employee discipline (20-103,140)

°Criminal history checks on all personnel (3.6)

°Security manual and post orders (9.1)
°Job description and requirements for institutional
correctional personnel (1.4)

°Administration (Chapter 1)

°Personnel (Chapter 3)

°Training and staff development (Chapter 4)
°Volunteer involvement (Chapter 9)
°Staff-child ratios (4-6, 2)

°Shift-supervisors responsibilities (C-22)
°ILogbook (A-24)
°Seaxches (A-03)

e
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RESPONDANTS

MASSACHUSETTS
(Juveniles)

IDAHO
(Juveniles)

FLORTDA
(Juveniles)

MICHIGAN
(Juveniles)

TEXAS
(Juveniles)

HAWATT
{Juveniles)

MINNESOTA

(Sauk Centre Juveniles)

NEW YORK
(Juveniles)

STAFF (3)

°Confidentiality (1)
°process for handling contraband (13)

°Acquisitions and dispositions of contraband (C-105)
°Firearms policy (C-104)
°Resident abuse volicy (D-100)

°Qualifications (HRSM 5-1)
°Security (HRSM 5-2)
°Volunteer services (HRSM 8-1)
°Enmployee training (HRSM 11-1)

°ualifications (¥.B. 4,5)

°Staff to resident ratio (Y.B. 6)

°Training (Y.B, &)

°Daily log (Transfer information) (50,89,185)
°Staff firearms (Emp, Handbook, pg, 11)
°Staff intoxicants (E. H., pg, 12)

°Proper supervision of domms (Vol. 1, 3K}
®Security patrol guidelines (Vol, 1, 30)
°Employee orientation (Vol. 11, 153}

°Staffing needs and ratio-report, vacancies, and
camplement

°Shift responsibilities (2-201.2)

°Shift reports (2-202,1)

°FAmployee identification cards (4-200.2)

* °Checking criminal records on prospective staff (4-001,5)

°Weapons control (2-212,2
°Searches (2-218.1)
°Alcocholism-Minnesota employee assistance program (4-100,8)

°Identification badges (3457)
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SOUTH CAROLINA
(Adults)

NEW HAMPSHIRE
(Juveniles)

IOUISIANA
(Adults)

PENNSYLVANTA
(Adults)

WASHINGTON

_ (Adults)

MASSACHUSETTS
(Juveniles)

UTAH
(Juveniles)

TLLINOIS
{(Juveniles)

IDAHO
(Juveniles)

i:l RESPONDANTS RESIDENTS
NEW YORK °Inmate personal property calim (2733)
(Adults) °Reporting inmate movement (2830)

°Transporting to NYC for court appearances (2935)

°Inmate records for transfer (4011)

°Forwarding irmmate mail (4015)

°Immate records-Detainees on out count (4016)

°Immate transfer procedures (4017)

°Initial security classification quidelines for males (4018)

°Inmate information during transfer of custody (4019)

°Transfers-special needs inmites  (4302)

°Notification of transfer/inmate mailgrams (4424)

°Transporting prisoners (4901)

°Transfer of inmates (4906)

°Packages and articles sent or brought to institutions (4211)

°Inmate personal property limits (4913)

°Transferring inmate proverty (4917)

°Irmmate health care during transfer (4918)

°Inmate radios, tape plavers, and radio/taveplayer combo (4920)

°Inmate property - temporary storage of personal belongings (4934)

°Guidelines for the selection of immates for ocutside
assigmment (4350)

°Searches and shakedowns (1500,11)
°Inmate personal property (1500.30)
°Transportation operations (1800,4-2)

°Monthly census (2600)
°Transfer hearing (5610B)

°Approved movement procedures (i#400-B2)

°Initial classification procedures (#400-B4)
°Inmate/student classification procedures (600-C2)
°Recreation-interaction with the commmity (#600-F2)
°Transfer of inmates/students (Reg. 30-4)

°Strip and body searches (Reg. 30-25)

°Searches of inmates and cells (BC-ADM 203)
°Strip searches (BC-AmM 203)°
°Frisk searches (BC-ADM 203)

*Irmmate movement (9.05)
°Inmate counts (9.06)

- °Transportation of immates (9.07)

°Facility, inmate searches (9.16)

°Strip searches (9.18)

°Searches (14.11)

°Inmate personal property (Policy #450,030)

°Transportation of youth to and from court (11)
°Transportation of secure facility youth (12)
°Transportation policy (18)

°Special placement policy (28)

°Classification (green bock)

°Protective services to residents (Chaoter 8)
°Sanitation, safety, clothing, personal hygiene and
grooming (Chapter 10)
°Resident rights (Chapter 15)
°Release vreparation, transfer and transfer procedures (Chap. 21)
°Personal belongings (12-2,2)
°Transportation (14-3,2)

°Reception classification overview (20.04,01)
°Student count and recording (C-103)

°Off campus activities (D-106)
°Transfer of students between staff (D-111)

B
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RESPONDANTS

ILLINOIS
(Adults)

FLORIDA
(Juveniles)

ATASKA
(Juveniles)

‘MICHIGAN
(Juveniles)

ARIZONA
(Juveniles)

MISSISSIPPY
(Adults)

HAWATI
(Juveniles)

TEXAS
(Juveniles)

KENTUCKY
(Juveniles)

WASHINGTON
(Juveniles)

NEW YORK CITY
(Juveniles)

OKATHOMA
(Adults)

RESIDENTS (2)

°Correctional facility counts (5.01.1n2)
°Security searches and inspections (5.01,110a-J)
°Control of irmate movement (5,03,106A~T)
°Inmate personal property (5.03,111A)
°Reception and classification (5106,105)

°Classification (HRSM 4-6)
°Searches (HRSM 5-7)

°Off campus activities (PRO-1)
°I-level classification (PRO-31)
°Official oopulation count (A&D-6)
°Detention searches (DET-15)

“Personal property (Y.B, 8}

°Abuse and neglect (Policy #43)

°Searches of juveniles (400,21)

°Transporting of juveniles (400,24)

°Physical counting of juveniles (400, 30)

°Surervision of residents outside perimeter fence (#201)
°Student movement on campus ({#703)

°Personal property (Sect. IV, A-9)

°Counts (Sect, IV, C-22)

°Canpus movement (Sect. IV, C-23)

°Inmate transportation (6,10.3)

®Search procedures (Vol, 1, 3G)

°Transportation of wards (Vol. 1, 3H)

°Personal property after death/escape (Vol. 1; 8C)
°Employee attendance recording procedure (Vol, II, 10C)

°Dormitory security (50,89,210)

°Searches (90,50,070)

°Student search (50,89,415)

°Room inspection and search (50.89.590)

°Student movement (50.89.225)

°Movement to cafeteria (50,89,230)

°Organized group activities off campus (50.89.235)

. °Assessment and placement (Chpt, 2)

°Juvenile rights (Chpt, 3)
°Rules and discipline (Chpt, 8)
°Security and control (Chot. 9)
°Furlough, release (Chpt. 10)

°Classification and movement (DJR £5)
°Personal Property (DJR #16)
°Transportation (DJR #18)

°Transportation (F.6)

“Movement within facility (G.4,10)

°Frisk search (4,12,4)

°Strip search (4.12,5)

°Roam searches (4,12,7)

°Count verification (G.2.1,3)

°Property intake (F,4.2)

°Control and search for contraband (G.4,12)

°Inmate counts and movement (OP-040101)

°Transfer of offenders (QP-040107)

°Correctional classification (P-060100)

°Inmate classification (OP-060101

°Control of inmate personal and legal nronerty (OP-070303)

8
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RESPONDANTS

KENTUCKY
{Adults)

MINNESOTA

{Savk Centre Juv 1iles)

MINNESOTA
(Red Wing Juveniles)

MISSOURT
(Adults)

FLORIDA
(Adults)

ATLABAMA
(Juveniles)

MARYIAND
(Juveniles)

MARYTAND
(rdults)

PUERTO RICO
(Adults)

NEW HAMPSHTRE
(Adults)

MINNESOTA
{Adults)

RESIDENTS (3)

°Guidelines for transfers between institutions (18.9)
°Transfers (18,7)

°Classification document (18. 6)

°Classification of immate (18.4)

°Inmate personal property (17,1)

°Counts (9.14)

°Transportation of itmates (9.9)

°Search volicy (9,8)

° Inmate~personal property-Kentucky State Reformatory (KSR 06-007)
°Location count/irmate daily movement (KSR 03-013)
°Count procedures (KSR 03-001)

°Classification plan sumnary (2-301,0)

°Resident counts (Z-205,6)

°Personal vroperty (2-102.7)

°Searches (2-208.1)

°Resident movement on campus (2-205, 3)

“Transportation and supervision of residents of f-campus (2-205,4)
®Transporting residents (2-205,5) )

°Internal security (0905)

°Searches  (0909)

°Living and activity area inspection (0922)
°Resident classification manual- (1701)

°Classification files (20-108.010)
°Transportation of inmates (20-110.120)
°Property control (20-~120.010)

°Immate classifications (20-121,010)

°Counts (0.M. 8,00)
°Transportation of inmates (O.M, 13,00)
°Inmate versonal property (P&P 3.01,04)
°Procedure for searching inmates (PP 3.04,06)
°Contraband (PsP 3.04.07)

°Body cavity searches of inmates (P&P 3,04,08)

°Off campus trips - AWOL risks (12.3.5)

°Transportation and security policy (18)
°Juvenile classification (G.B. III)

. °Physical count procedure (G,B. III)

°Contxol of versonal property of residents (G,B, III)

°Frisk searches of residents (G.B, IIX)

°Searches of room and living areas (G.B, III)

°Individual and group movement (G.B, III)

*Juvenile activities outside perimeter (G.B, IIT)

°Transvortation of juveniles from one Jurisdiction
to another (G,B, III)

“Transporting residents (110-12)
°Searches of inmates (110~26)

°Inmate movement (9.4)

°Count principles and procedures (9,5)

“Transportation of inmates outside of institution (9.6)
®Search of inmates and various locations (9,8)

°Strip searches (84-133)

°Safeguarding of inmate property (78-9)
°Custody qrades (81-82)

°Searches of ocoble (81-93)

°Inmate counts (81-1.00)

“Searches (S5-1)
°Control measures/handling inmates (C-18)
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RESPONDANTS VISITORS
NEW YORK °Inmate visitor program (4403)
| (Adults) °Inmate legal visits (44(24) )
RESTDENTS . (4) ; 5 °Family reunion program (4500 L ' i
RESPONDANTS —_ f g °Outsiders visiting or applying to visit institution (4935)
°Strip searches (4le) i ‘
\(fgl?\geo{r\gles) °Personal possessions (7b) ' ! DELAWARE °Visitation (B-09)
: . ; (Adults) °Official visitors; lawyers, social workers, court
MISSOURT oRestrictions on behaz;0f4;1) ! counselors, police, etc. (B-14)
A ividual area sear i
(Juveniles) JIndivid ‘ : ; «. MASSACHUSETTS
° 7 ! ! .
~Reception (7 o ] , (Juveniles) NOWE
Classification . . 9) b
°Juvenile activities outside the perimeter ( ! "
; ¢ SOUTH CAROLINA °Visiting privileges (1500.3)
ONE ! f (Adults) °Contraband control, accountability, and disposition {1500.5)
NEVADA . ¢ oh °Searches and shakedowns (1500.11)
(Caliente Juveniles) ; | ‘:
i 010) 1 & UTAH ° ication: i isiti i
NEVADA °Procedure for off grounds trips f# , ‘ ’ ) Commmnication: Mail, Visiting, and telephone (Chapter 19)
(Elko Juveniles) °Academic and vocational orogramming - (#MNY63) : I {(Juveniles)
°Group movement. (#NY53) ; . .
°seargh ing (NY54) i j IDAHO °Serious juvenile offender/behavior unit visitors (C-106)
°Off campus trips (#NY26) : (Juveniles) °Visiting (D-106)
FLORIDA *Visiting (HRSH 7-16)
(Juveniles)
MICHIGAN NONE
(Juveniles) '
¥ WASHINGTON °Terms of visitation (16.10)
! (Adults) °Visitor registration (16.11)
WASHINGTON NONE
(Juveniles)
5 ILLINOIS °Temporary and bermanent restrictions of visitors (5.01.106)
; (Adults)
; MISSISSIPPI °Inmate visitation’(8.15.2)
TEXAS °Visitors (90.41.010 5a)
(Juveniles) °Visitation (50.89. 425)

°Visitor reception (50.89. 525)
°Visitor searches (90.41.010 5B)
°Visitor contraband (90.41.010 5B)

oo o

N \
HAWATI °Visitation rules and regulations (VOl. 1, &D)
(Juveniles) °Policy on boyfriend/girlfriend visits (Vol. 1, 6H)
LOUISIANA °Adult visitation (30-19a)
°Student visiting (30-20)
KENTUCKY °Juvenile rights (Chpt. 3)
(Juveniles)
NEW HAMPSHIRE °Visiting policy (#3-83)
: {Juveniles) ®Visiting  (3902RB)
ARIZONA . °Visiting in juvenile ‘institutions (401.7)
(Juveniles) °Visiting regulations (#801)

°Inter-relation visits (Sect. 1v, a-47)
°On-campus visiting (Sect. v, c-1)

: ALASKA °Visitation (PRO~7)

: (Juveniles) °Visiting (CTu-4)

:' °Visiting (DET-8)
NEW YORK CITY *Visiting (G.2.2.5)
(Juveniles)
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RESPONDANTS

‘PENNSYLVANIA
(Juveniles)

OKIAHOMA
(Adults)

KENTUCKY
(Adults)

MINNESOTA
(Sauk Centre juveniles)

MINNESOTA
(Red Wing juveniles)

MISSOURT
(Adults)

FLORIDA
(Juveniles)
MARYIAND
(Juveniles)

MARYLAND
(Adults)

NEW YORK
(Juveniles)

MINNESOTA
(Adults)

VERMCONT
(Juveniles)

NEVADO-Elko
(Juveniles)

VISITORS (2)

°Visiting and commnication (3810.39)
°Visiting regqulations (OP-070302)

°General inmate visiting procedure (16.1)
°Visiting regulations (KSR 06-001)

°Visiting (2-104.1)

°Searches (0909)
°Visitors, log (0910)
°Resident visiting (1503)

°Inmate visiting (20-118.020)

°Visiting (3.04.12)
~Institutions and home visits policy (5)
—Visitor approval (G.B. 1V)

~Contxol of visitor contraband (G.B. IV)
~Authorized visitors (195-1)

~Search of visitors (195-4)

-Visits to residents (3455)

-Visiting regulations (V-1)

-Visiting (63e-65e)

~Visitors policy (#NY65)
—Passes-visitors (#NY60)
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RESPONDANTS

NEW YORK
(Adults) -

DELAWARF
(Juveniles)

MASSACHUSETTS
(Juveniles)

SOUTH CAROLINA
(Adults)

UTAH
{Juveniles)

IDAHO
(Juveniles)

FLORIDA
(Juveniles)

MICHIGAN
{Juveniles)

WASHINGTON
(Adults)

WASHINGTON

(Juveniles)

MISSISSIPPI

TEXAS
Juveniles)

HAWAIX
(Juveniles)

LOUISTANA
(Adults)

KENTUCKY
(Juveniles)

NEW HAMPSHIRE
(Juveniles)

SOUTH CAROLINA
{(Juveniles)

PROGRAM ISSUES

°Central Monitoring cases and review proczedures (0701)
°Reporting inmate attitude and behavior (4006)

°Watch commanders log (4008)
°Chapter V, Title 7 (4932)
°Chapter V1, Title 7 (4933)
°Special housing reports- (4947)

°Use of restraints, ie; cuff and travel belt (B-16)

°Policies on extended committments (8)
°Special passes (9 and 23)

°Room confinement (21)

°Protective security policy (25)

°Guidelines for personnel management of program service

and administative cperations (100.7)
°Administrative segregation (1500.13)
°Confinement (1500.13-1)

°Corporal punishment (1500.21)
°adjustment committees. (1500.24)

°Programs and services (Chapter 20)

°Use of isolation room (D-116)

°Controlling the vidlent ¢hild (HRSM 5-11)

°Discipline policy and procedures (HRSR 175-6)

°Deliberate damage and restitution (Policy #5)

°No total isolation (10.17)
°Special management inmates (all.of 10)

°Freedom from abuse/corporal punishment (14.09)

°Isolation policy (DJR #22)

®Inmate discipline procedures (8.07.3)

°Dorm restrictions 50.89.410)

°Serious behavior problems (90.42.100)
°Confinement (90.42.100(6), (90.42.100 (3D))
°Isolation (50.89.570)

°Corporal punishment (90.41.010) (8A)

°Use of seperation unit (Vol. 1, 3D)
°Disciplinary procedure (Vol. 1, 3C)
°Disciplinary action (Vol. 11, 15D)

°Confinement (#300-A4) (areas)
°Cruel and unusual punishment (30-3)
°Confinerént (30-28)

°Administration, organization, and management (Chpt. 1)

°Program services (Chpt. 6)
°Rules and discipline (Chpt. 8)
°Security and control (Chpt. 9)

°Punishment and control measures (£3-83)
°Disciplinary procedures (5615B)

°Disciplinary action (Sect. 1)
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RESPONDANTS

ARTZONA
(Juveniles)

PENNSYLVANIA
(Adults)

ALASKA
(Juveniles)

NEW YORK CITY
(Juveniles)

PENNSYLVANIA
(Juveniles)

OKLAHOMA
(Adults)
KENTUCKY
(Adults)

MINNESOTA
(Sauk Centre juveniles)

MINNESOTA
(Red Wing juveniles)

FLORIDA
(Juvenilps)

ALABAMA
(Juveniles)

MARYLAND
(Juveniles)

MARYLAND
(Adults)

NEW YORK
(Juveniles)

MINNESOTA
(Adults)

VERVONT
(Juveniles)

HMISSOURT
{(Juveniles)

NEVADA-Caliente
(Juveniles)

NEVADA-Elko
(Juveniles)

PROGRAM ISSUES (2)

°Juvenile ‘disciplinary lock-up (401.8)

°Isolation procedure (Sect. 1V, A-25) ;
°Disciplinary guidelines ' (Sect. 1V, A-34) '5
°Confinement (Sect. 1V, C-16)

°Inmate disciplinary procedures (BC-ADM 801)

°Disciplinary actions (ADM-41)
°Disciplinary placement (PRO-32)

°Confinement (I.3)

°Child discipline (3810.38)
°Use of isolation (3820.39)
°Isolation (2-28-12)

°Standards for disciplinary procedures (P-060400)
°Disciplinary procedures {OP-60401)

°Offenses and penalties (15.2)
°Special management inmates (10.2)
°Inmate rules and discipline (KSR 05-012)

°Non-detention disciplinary action (2-303.1)
°Programming for high-risk residents (2-206.1)
°Placement in the security unit (2-303.3)
°Resident rights (2-103.0)

NONE

°Discipline (4.07.20)
°Administrative confinement (4.07.11)
°Protective confinement (4.07.28)
°Disciplinary confinement (4.07.26)

°Discipline (12.3.1)
°Roam confinement (12.3.3)

~Corporal. punishment (3)

—~Grievance procedures (4)

~Policy on temporary seclusion (7)
‘-Security management (G.B. V)
-Discipline measures/Technology (G.B. V)

-Isolation cells (110-4)
—~Segregation controls (110-6)

-Roam confinament (3426)
-Disciplinary decisians (3445)

-Discipline plan (D-4)
-Segregation unit (S-3)

-Discipline (Se, 6e)
-Isolation (18e-23e)

~Protective Custody probléms-Shelter (14)

-Roam confinement (exhibit £17)
-Use of lock~up (exhibit #18)
-Physical/Corporal punishment (exhibit #19)

~Confinement/Lock-up (#NY19)
~Youth discipline (#nyl8)
-Corporal punishment (%1Y08)
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RESPONDANT'S

NEW YORK
(Adults)

DELAIWARE
(Juveniles)

MASSACHUSETTS
(Juveniles)

SOUTH CAROLIMA
(Adults)

UTAH
(Juveniles)

IDAHO
(Juveniles)

FLORIDA
(Juveniles)

MICHIGAN
(Juveniles)

WASHINGTON
(Adults)

WASHINGTON
(Juveniles)

ILLINOIS
(Adults)

MISSISSIPPI
(Adults)

TEXAS
{Juveniles)

SPECTAL INCIDENTS

°Unusual incident report (4004)
°Special Events program (4022)
°Use of chemical agents (4903)
°Escape pursuit (4905)
°Arsenal Operation (4908)

°Escape plan (B-02)

°Press release~ escape (C-D9)

°Internal investigations (C-21)

°Use of restraints, ie; cuff and travel belt (B-16)
°Medical examination and treatment (B~07)

°Escape policies and procedures (7)

°Incident reports (15)

°Facility incident reports/Isolation reports (16)
°Use of mechanical restraints (22)

°Suicide prevention plan (19)

°Security measures for escapees (1500.7)
°Issue, use, and security of firearms (1500.8)
°Mechanical restraints (1500.12)

°Procedural guidelines-escape (1500. 14)
°Chemical Munitions (1500.15)

°Use of physical force (1500.40)

°Security and control (Chapter 13)
°Rules, discipline, secure observation, use of restraints (Chpt. 16)
°Illness, accident. death (16-8,2)

°Runaway policy )C-101)

°Firearms policy (C~104)

°Management of disruptive and defiant youth (D-1C1)
°Spacial report form policy (D-102)

°Use of restraints (D-115)

"Searching for an escapee (HRSM 5-7)
°Escape (HRSM 5-22) :

°Standards for us of restraints (HRSM 5-26)
°Mechanical restraints (HRSR 175-1)

°Unusual incident report (Policy #18)
°Death or serious injury (Policy #15)
°Truancy (Policy #24)

°Return from truancy (Policy #28)

°Restraints (9.08)

°Deadly force (9.09)

°Physical force (9.29)

°Escapes (9.32)

°Use of restraints (13.41)

°Use of firearms (Policy #420.200)

°Use of restraints (DJR #2)
°Escapes (DJR $17)

°Report of unusual incidents (1.12.105)

°Report of deaths (1.12.111)

:Response of medical emergencies (4.03.108)

Use and control of chemical agents (5.01.124 A-J)
°Security restraints (5.01.126)

°Escape plan (5.01.130)

°Use of firearms (5.01.119a-C)

°Contrel of firearms (6.04.3)

°Directive to apprehend (46.90.020)

°Run team duty (50.89.019)

°Escape (50.89.470)

°Statewide apprehension of escapees (50.89.473)
°Escape investigation (50.89.475)

°Return fram escape (50.85.480)

°Incident reporting (90.52.010)

°Physical force/use of restraints (90.50.060)
°Incident report (50.89.300)
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; RESPONDANTS D
RESPONDANTS - SPECTAL INCIDENTS (2) : g S L SPECIAL INCIDENTS (3)
i ; MINNESOTA °Escapes (2-210.1)
HAWRIT °Snicide alert procedure (Vol. 1, 5E) ; (Sauk Centre juveniles) °Supervision of residents (2-201.1)
- (Juveniles) °Reporting mCJ.de.nts( (‘l’°1i %&}OD) : °Use of restraints (2-209.1)
°Use of restraints (Vol. 1, , ors . . it . _
TANA °Di ing firearm/chemical agents (#400-Al) [ °3;:§nlgu§ggntrg§ I?if}z]iglg)al restraints (2-209.2)
LouIs oDlschargu:g L P, o l400-A10) ! °Use of controlled drugs (3-810.0)
(Adults) Promot and proper medical attention (# ‘ o Troid 7202
°Inmate,'student deaths (#600-Al) : Incident reports (2-202.2)
°Repo;i:1.:s*g escapes (Dir. 9) . °Resident and staff injuries (2-207.6)
°Escapes, extraditions (Reg. #10-13) g )
:Use of clgas or mace on inmates andtsé:zj:gts(#a(gfg;)z‘;) E wvsvom% juveniles) “Use of force, physical restraints and chemical agents (0903)
ogse gﬁ Eﬁ:m(fgé ;S)stramts on studencs \s ] °Restraint equipment: Iocation and use (0904)
se 730~ 5 °Runaway and search procedure (0906)
; ° A=At
KENTUCKY °Administration, organization, and management (Chpt. 9) b Special incidents report (0920)
(Juveniles) MISSOURI °Control and use of firearms (20.110.040)
i
NEW HAMPSHIRE °Procedures fro handling suicides, suicide attempts, or i (Adults) :g:ia gisf?ggi {g%éé;},oso)
(Juveniles) threats of suicide (4011B) ° . .
°Physical res,i‘:rajn’f:s 7(5629) Escape procedures (20.110.130)
*Mechanical restraints (N5630) FLORIDA °Use of force (3.04.02 P&P)
o i i {Juveniles) °Escape procedures (PsP 3.04.01)
SOUTH CARO Runaways (Sect. 2) °Riot and disorder plan (PsP 3.04.10)
(Juveniles) i ®Incident reports (PsP 3.04.03)
: °Restraint equipment (0.M. 13.03)
ARIZONA i i “Use of chemical agents (0.M. 1.05)
(Juveniles) °Use of force (10?»;2(.2) 5) °Use of Fir (©.M. 1.06)
°Use of restraints (400. earms
oA.S.g.L.eProcedures (400.16) ALABAMA - o way/Escapees (10.0)
°Death of a committed juvenile {400,19) et les) °Remstraint opess {10
°4 pt. restraints, use (401.17)° .3.
°Incident repor’cs,}fgrce reports (Sect. 1V, A~4) ' . '
°Use of force (Sect. 1V, A-11) § MARYLAND -Policy on returning AWOL's (1)
°Escape procedure (Sect. IV, A-30) , (Juveniles) ~Youth on drugs .(2)
°A.W.0.L. Risks (Sect. 1V, A-35) —Physn;al restraint (14)
°Restraint of resident to a bed (Sect. IV, A-36) -Handling escapes (G.B. VI)
—Prevention of runaway and other incidents (G.B. VI)
PENNSYLVANIA ®Use of force (BC-ADNM 201) ; ~Physical. force (G.B. VI)
(Adults) °Use of restraints {(BC-ADM 201) / —Restraints (G:B. VI)-
°Use of mace (BC-ADM 201) . 3& i —Use of restraint equipment (G.B. VI)
: ~Use of firearms (G.B. VI) -
KANSAS °Escape plan (pg. 42) i —Record keeping for special incidents (G.B. ¥I)
= , ‘ 5 ~Medical exam of staff/juveniles that have been injured (G.B. VI)
ALASKA °Resident incident report (PRO-3) : ) X
(Juveniles) °Runaway (PRO-24) . ) MARYLAND .~Restraint devices (110-3)
°Physical confrontations (PRO-36) ‘ (Adults) -Firearms (110-9)
°Reporting runaway residents (A&D-7) 3 ~Use of 'force (110-23)
°CTU A.W.0.L. (CTU-10) ~Reporting ticapes (190-1()9 )
j -Escape retake warrants (190-2
WEW YORK CITY °Use of physical force (I.1) —Return and prosecution of escapee (190-3)
J iles °Reporting requirements (I.3.7) .
(Juveniles) °op e G_ﬁ%‘ . PUERTQ RICO ~Control of firearms and other security equipment (9.12)
Escape ( )
°Suicide/Beath of inmate (G.11.8) (Adults) Use of force (9.13)
PENNSYLVANIA °Use of restraints (3820.38) ; NEW YORK :
{Juveniles) °Use of mechanical restraints (2-28-13) X (Juveniles) -gse OE phylsjgggl ai‘orce té332‘3:) (3424
: ~Use of mechanical restraints
OKLAHOMA °Use and control of firearms (0OP-040111) -AWOL's and warrants (3428)
{Adults) °Use of force and chemicals (P-050200)
“Departmental procedurer for escape (OP-050103) , midmiitl-;s)lm ~Barb threats (80-67) i :
°Standards for use of force and investigation of serious 3 (Adu _gifccl’gep;i’;ﬁl zssf(:;ingz-)s (81-94R)
incidents (OP-050201) . - —
°Use of restraints (OP-160151) ~Sexval harrassment (83-124-1)
KENTUCKY °Use of force (9.1) , MINNESOTA —'E§cape (E~8) )
(Adults) °Extraordinary occurrence procedures {1.6) (Adults) ~Firearms and chemical agents (F-2)
“Firearms and chemical agents training (4.3) .
°Storage, issue and use of weapons/Chemical agents (9.7) L , » ngles) _Ezgag;'s fé:grg)a (12¢)
°Escape response procedures (KSR 04-005) - 4 R ' ~Physical and mechanical restraint (37e-39e)
°Use of force-Kentucky State Reformatory . (KSR 03-016) 4; ~Suicide (47e) :
© ; : N s . A
Extyaordinary occurence rep,o:L (KSR 09+001) -Death (2£, 3f)
-
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RESPONDANTS
MISSOURT
{Juveniles)
NEVADA-Caliente
(Juveniles)

NEVADA-Elko
(Juveniles)

7

18

SPECTAL TNCIDENTS (4)

-Procedure for runs (8)
ilizing medicine (9}:_>) ) o
ﬁzigil%adon of staff or juveniles injured {(10)

R ibit $21)
-Group restrain (eth.bn_: #
—Use of restraints (exhibit #22)

Medical services for youth (#NY66)

“Medical services for personnel (#¥56)
~Runaways/Reporting escapes (#NY32)
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RESPONDANTS

NEW YORK
(Adults)

DELAWARE
(Juveniles)

MASSACHUSETTS
(Juveniles)

SOUTH CAROLINA
(Adults)

UTAH
(Juveniles)

IDAHO
(Juveniles)

FLORIDA
(Juveniles)

MICHIGAN
{Juveniles)

WASHINGTON
(Adults) -

WASHINGTON

{Tuveniles

_____ riles)

ILIL.INOIS
(Adults)

MISSISSIPPI
(Adults)

TEXAS
{Juveniles)

HAWAIT
(Juveniles)

IDUISIANA

KENTUCKY
(Juveniles)

NEW HAMPSHIRE
(Juveniles)

SOUTH CAROLINA
(Juveniles)

EMERGENCIES

°Disturbance control plans (4010)

°Medical emergency procedure (B-08)

°Responsibilities of outside hospital coverage (B-20)
°Disorder/hostage plan (C-32)

°Fire-evacuation plan (B-01)

“Suicide attempts (C-26}

°Fires (17¢c)

°Taking of hostages by inmates (1500.26)
°Emergency situations and disturbances (1500.34)
°Emergency medical treatmenr for departmental
employees (2100.3-15)

“Disaster preparedness plan (big section)

°Medical and health care services (Chapter 12)
°Emergency planning and preparedness (14-2,2)
°Emergency medical services (16~7,2)

NONE

. °Fire (HRSN 5-13)

°Bomb threats (HRSM 5-16)
°Youth riot (HRSM 5-18)
°Taking of hostages (HRSM 5-19)

°General emergency conditions policy (Policy #31)

°Situations threatening security (9.33)
°Emergency response plans (Policy #410.010)

none

°Fire plan (5.02.110)
°Hostage situations (5. 01.105a)

°Evacuation plan/Fire safety (9.05.2)
° Fire emergency procedures (9.07.3)
PTornadoes (natural disaster) (9.10.3)

°Emergency procedures (46.100. 110)

*Natural disaster/emergency/stodent unrest (50.89.017)
°Fires (90.42.100 SB)

°Emergency operation plan (pack)

°Disaster and emergency plan (Pack)

°Action plan for student unrest (oack)

°Natural disaster (pack) ’

NONE

°Fire and safety plans (§#200-D2)
°Emergency medical care and transportation (£600-A2)
°Institutional riots, disturbances and taking of hostages 10-19)

°Emergency procedures (Chpt. 16)

°Emergency. plan-work stoppage (9013)

°Emergency code ‘Bystem (Sect. 3)
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RES
RESPONDANTS EMERGENCIES (2) RESPQNDANTS EMERGENCIES (3)
: VE
ARTZONA °Employer response to emergencies (103.1.7} ( Jm?la)
(Juveniles) °Emergency communications (401.3) -Emergencies (3e, 4e)
°Emergency medical procedures (Sect. IV, A-27) : . ~Hostage (10e)
°Fire evacuation (Sect. IV, A-39) : ~Evacuation plan (10e)
°Major disturbance/riot control (Sect. IV, A-63) ~Fire emergency plan (11e)
KANSAS °Hostage response and negotiation (pg. 1) M(IA%SSJ&I) ~Energency procedures (6)
{Juveniles) °Guidelines for hostages (pg. 18) ~Record-keeping for emergencies (11)
°Debrriefing in hostage situations (pg. 20) - -Bpergency situations {12, 13)
°pisturbance control procedure (pg. 35) ~Fire (15, 17)
°Fire plan (pg. 40) N )
ot ~Caliente - A
e i 55 8 i I e (ou o
ATASKA °Emergency plan (ADM-21) -Disaster (exhibit #28)
(Juveniles) °Emergency. medical care (ADM-27) - -Emergency alarm systems (exhibit #29)
°Fire (CTU-6) L ~
: (Juveni?lk? “Fire drills (#vvs9)
NEW YORK CITY °Fire(G.6) 4 €s
(Juveniles) °Emergency evacuation procedures (G.6.4)
PENNSYLVANIA °Fire safety (3810.82) =
(Juveniles)
OKLAHQMA °Emergency plans (P-050100)
(Adults) °Emergency plans for riots, disturbances, and major disasters
(OP-050102) .
°Limiting condition in bargaining for hostage release (OP-050107)
°Emergency care (OP-160128)
KENTUCKY °Emergency preparedness (8.4) :
(Adults) °Fire safety (8.2)
MINNESOTA

(Sauk Centre juveniles)

MINNESOTA

(Red Wing juveniles)

°Emergency communications (2-207.7)

°Tornadoes and severe thunderstorms (2-207.3)

°Hostages and major disturbances (2-207.5)

°Fires (2-207.1)

°Fire driils (2-207.2)

°Special incident reports (2-202.3)

°Employee guidelines for emergency procedures (Emp. guide)

°Emergency. comunication system (0901)
Emergency situation response (0902)
°Emergency evacuation plan and procedures (3101)

FLORTDA °Hostages (0.4. 1.07) | :
(Adults °Fire ?_aa.n, (0.M. 5.00) ! b
°Natural or man-made disaster (P&P 3.04.09) i %#
AIABAMA °safety and emergency procedures (12.2) "
(Juveniles) °Notification of major incidents (12.14)
MARYLAND —OD policy (G.B.VII)
{Juveniles) ~Fires (G.B. VII) ) 5
~Fire .drills (G.B. VII)
MARYLAND -Emergency plans (110-2) L
(Adults) —-Hostage recovery plan (110-14)
-Mass disturbance plan (110-24)
PUERTO RICO ~Institutional ‘emergency plans (9.14) &
(Adults) ‘ .
NEW YORK —Critical incidents (3429)
{Juveniles) . Z E
NEW HAMPSHIRE Media coverage of (80-76) .
-Major fire or disaster *B1-95) ) o
-Fire alarmm and emergency communication system (83-125) ;,’
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