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CORRECTIONS DIVISION 
POLICY AND PROCEDURE MANUAL 

 
________________________________FOREWORD__________________________________ 
 
The official manual of the Corrections Division of the Mendocino County Sheriff's Office is 
hereby established and is entitled, "Corrections Division - Policy and Procedure Manual." 
 
The Corrections Division Policy and Procedure Manual shall be prepared and distributed by 
Staff Services. 
 
The existence of the Corrections Division Policy and Procedure Manual does not restrict or 
affect individual unit manuals, with the exception that unit manuals shall not be in conflict with 
the Corrections Division or Sheriff's Office manuals. 
 
For consistency in Correction Division publications, if there is any question as to conflict with 
existing divisional or the Sheriff's Office General Orders Manual the originator of any document 
or publication shall route the material through the Corrections Division Commander for review 
prior to publication. 
 
/// 
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_______________________ POLICY AND PROCEDURE MANUAL ____________________ 
 
I. PURPOSE 
 

A. The Corrections Division Policy and Procedure Manual has been prepared to meet 
four specific goals: 

 
1. To standardize policies, rules, and procedures within the Corrections 

Division. 
 

2. To provide a ready reference of rules, policies and procedures governing 
Corrections Division Operations for all concerned or interested 
individuals, both within and outside the Sheriff's Office. 

 
3. To provide written reference of Corrections Division Operations for 

management personnel to ascertain the Corrections Divisions compliance 
or noncompliance with mandated, statutory and judicial directives and 
orders. 

 
4. To comply with the California Code of Regulations Title 15 Minimum 

Standards for Local Detention Facilities, which include biennial 
inspections of all facilities by the Board of State and Community 
Corrections, as mandated by sections 6031, 6031.1, and 6031.2 of the 
California Penal Code. 

 
II. POLICY 
 

A. Manual Defined: 
 

1. The Corrections Division Policy and Procedure Manual supersedes all 
existing orders and manuals, which are divisional in scope. It constitutes 
office policy and contains those procedures, which affect two or more 
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correctional facilities and support services of this division. 
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2. Correction Division orders, which have not yet been incorporated into this 

manual, are to be considered as extensions of the manual. 
 

3. Unless specifically accepted, each facility, unit and employee assigned to 
the Corrections Division shall be governed by the policies and procedures 
set forth in this manual. These policies and procedures shall be considered 
extensions of the Sheriff's Office General Orders Manual. 

 
III. VALIDITY OF MANUAL CONTENT 
 

A. Any section or statement in this manual found to be illegal, incorrect, or 
inapplicable, shall not affect the validity of the remaining contents. 

 
B. In the event that any section or statement in this manual conflicts with the 

Sheriff's Office General Orders Manual, the General Order shall supersede the 
Corrections Division Policy and Procedure Manual. 

 
C. Titles in this manual shall not govern, limit, modify or affect the scope, meaning 

or intent of any chapter, section or sub-section of this manual. 
 
IV. FORMAT OF THE MANUAL 
 

A. The Policy and Procedure Manual will be divided into sections called inserts. 
Each insert will be coded for easy reference (100.01, 200.02, etc.). 

 
B. At the top right hand corner of each page of the order will be the order's coded 

number. 
 

C. At the top left hand corner will be the words:   
   Corrections Division 

Policy and Procedure Manual 
Mendocino County Sheriff's Office 

 
D. Two spaces under the above will be: 

Index as: 
 

1. The name of the insert will be under this title; also it will be indexed 
several different ways. 
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V. GRAMMATICAL CONSTRUCTION 
 

A. The content of this manual shall be interpreted in accordance with the 
grammatical rules outlined as follows: 

 
1. The present tense shall also include the past and future. 

 
2. The masculine gender also includes the feminine. 

 
3. The singular also includes the plural. 

 
4. "SHALL" is mandatory, "MAY" is permissive. 

 
B. Reference to employees, members, staff or personnel includes all personnel of the 

Corrections Division, both sworn and non-sworn, full-time and part-time. 
 
VI. DIVISIONAL PROCEDURAL CHANGES 
 

A. Suggestions for additions and revisions shall be submitted through proper 
channels to the Corrections Division Commander for review and approval. The 
reason(s) for the change(s) and/or revision(s) shall be furnished.  Major policy 
changes will be submitted to the Sheriff for review and approval.  

 
B. Procedural and policy changes, revisions and/or additions shall occur in the same 

manner as outlined in the Sheriff's Office General Orders Manual. 
 
VII. MANUAL UPDATE 
 

A. As per Title 15, CCR, Section 1029, all Title 15 sections of this manual shall be 
reviewed annually. The review date will be reflected in the upper right hand of 
each policy and procedure. 

 
B. There will be an annual review of the Corrections Division Policy and Procedure 

by the Corrections Division Commander or designee. 
 

1. This review is an evaluation of security and control of the facility. The 
evaluation will review physical inmate counts, searches of the facilities 
and inmates, contraband control, and key control. 

 
C. This section shall not preclude policy updates during other times of the year. 

 
D. Notification of updates to policies and procedures will be e-mailed to all members 

of this division. 
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VIII. MANUAL DISTRIBUTION 
 

A. The manual will be kept in MapDrive under Q:\Corrections(Jail)\Jail Policies & 
Procedures. All members will have access and will be expected to know the 
policies and procedures. 

 
IX. INDEX TO THE MANUAL 
 

A. A cross-referenced subject index will also be placed in MapDrive. It will be 
updated as policies and procedures are added. 

 
X. MANUAL CONTENTS 
 

A. The manual shall contain the following chapters: 

Article 1. General Instructions 

Article 2. Inspection and Application of Standards 

Article 3. Training, Personnel, and Management 

Article 4. Records and Public Information 

Article 5. Classification and Segregation 

Article 6. Inmate Programs and Services 

Article 7. Discipline 

Article 8. Minors in Jails 

Article 9. Minors in Temporary Custody in a Law Enforcement Facility 

Article 10. Minors in Court Holding Facilities 

Article 11. Medical/Mental Health Services 

Article 12. Food 

Article 13. Inmate Clothing and Personal Hygiene 

Article 14. Bedding and Linens 

Article 15. Facility Sanitation and Safety 

Article 16. Intake/Reception, Booking, Release/Transfer Ops 

Article 17. Housing 

Article 18. Off-Site 

Article 19. Transportation/Court Procedures 

Article 20. Maintaining Security 
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Article 21. Searches 

Article 22. Facility Sanitations/Safety 

Article 23. Emergencies 

 
XI. SHERIFF'S OFFICE GENERAL ORDERS 
 

A. A "General Order" establishes the policies, procedures and standards of the 
Sheriff's Office. Only the Sheriff, or designee, may make, change, or suspend a 
General Order. 

 
XII. CORRECTIONS DIVISION SPECIAL ORDERS AND DIRECTIVES 
 

A. "Directives" are authoritative statements directing someone to do something, or, 
to the giving of knowledge, advice, or guidance. Directives give guidelines for 
action or performance of duties. 

 
1. Directives shall be numbered as follows: 

 
a. Year, month, day, than number of directive for that day  

 For example: 2004-02-24-No1 
 

2. Directives will stand until rescinded by the Sheriff, or designee, and will 
be considered standard operating procedure(s) at the time of issue. 

 
3. It shall be the responsibility of the Sheriff’s Secretary to assign Directive 

numbers and maintain a file of issued directives. 
 

4. It shall be the responsibility of each person, division, and section affected 
to maintain a file of issued Directives for future reference. 

 
XIII. CORRECTIONS DIVISION MEMORANDUMS 
 

A. Memorandums are issued to provide immediate and temporary direction, or to 
recall and remind the receiver of earlier orders, directives, or incidents. 

 
1. These memorandums will be of such a nature they can be periodically 

purged due to the short duration of their utility. 
 

B. Sergeants shall not issue memorandums unless specifically approved by either the 
Corrections Division Commander or a Corrections Lieutenant. 

///  
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____________________ STANDARD OPERATING PROCEDURES ____________________ 
 
I. PURPOSE 
 

A. To provide and maintain operating procedures for each employee within the 
Mendocino County Sheriff's Office, Corrections Division. 

 
II. POLICY 
 

A. Standard Operating Procedures are those procedures that are necessary for the 
orderly and efficient operation of the Corrections Division. No written or verbal 
order shall be made in conflict with orders contained herein.  

 
/// 
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I. PURPOSE 
 

A. The Mendocino County Sheriff's Office Correctional Facilities will maintain 
maximum utilization of all cost-effective alternatives to incarceration and where 
such alternatives are not applicable, to maintain the constitutional, secure and 
humane detention of arrested persons who cannot be released. 

 
B. The Mendocino County Corrections Facilities were designed and constructed to 

provide the citizens of Mendocino County with safe and secure facilities that 
either complies with or exceeds the standards articulated by local, state, federal, 
and professional agencies. 

 
C. The operations of the county's correctional facilities will ensure that those 

remanded to our care are provided with safe, secure, and humane treatment 
consistent with applicable standards, laws, and judicial decisions. 

 
D. Alternatives to incarceration will be utilized in every case consistent with our 

responsibility to ensure public safety and protect inmate rights. 
 

E. Inmates will be classified to the least restrictive mode of housing with due 
consideration to the safety of the public, inmates, and staff. 

 
F. Essentials of human life, i.e., medical and mental health care, nutritious meals, 

recreation, clean environment, counseling, and education opportunity will be 
provided to all within our care.  

 
G. The continuity of family and community contact will be encouraged by 

appropriate policies governing visiting, telephone usage, mail, and volunteer 
involvement. 

 
H. The philosophies, goals and policies will be consistent with Mendocino County 

and, more specifically, the Mendocino County Sheriff-Coroner's Office.  
 
I. The written document describing the facility's philosophies, goals and policies 

will be updated as necessary and will be reviewed annually. 
/// 
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______________OPERATIONS AND RESPONSIBILITIES_______________ 
 
I. OPERATIONS 
 

A. The correctional system of Mendocino County is comprised of the 
following facilities and functions: 

 
1. BUILDING ONE DETENTION FACILITY -  

 
a. Male Housing 

 
(1) As the Sheriff's primary detention facility. Building 

One houses a combination of medium security male 
inmates, protective custody, and all levels of 
maximum security male inmates..  Building One is 
responsible for the reception of all pre-trial arrestees 
into the corrections system from all law 
enforcement agencies; and the  release of all 
inmates.  The overall rated capacity is 154. 

 
2. BUILDING TWO DETENTION FACILITY - 

 
a. Building Two Detention Facility has the responsibility for 

the detention of minimum security male inmates, special 
needs male inmates, and Maximum 2 and 3 male inmates.  
It also houses female inmates of all security levels.   
 
(1) The overall rated capacity of the two male housing 

wings is 108. 
 

(2) The overall rated capacity of the two female 
housing wings is 39. 

 
3. COURTHOUSE HOLDING FACILITY -  

 
a. MENDOCINO COUNTY COURTHOUSE - The 

Courthouse Holding Facility is located on the ground floor 
of the Mendocino County Courthouse, and is a limited use 
detention facility which is in operation only during court 
hours.  This facility makes possible the systematic and 
organized flow of inmates to the proper courtrooms, and 
provides for their secure detention prior to and immediately 
after court proceedings. 
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4. FOOD SERVICES -  

 
a. Food Services is responsible for the operation of the facility 

kitchen and related components, and will provide a 
standardized management system in order to execute a cost 
effective and efficient food services operation, as well as 
complying with all applicable federal, state, and local 
health laws and regulations in order to provide adequate 
health and safety protection for all inmates, staff, and 
visitors.  Food Services provides service to the county 
corrections system. 

 
5. TRANSPORTATION DETAIL -  

 
a. The Transportation Detail of the Corrections Division 

executes and supervises all movement of inmate/prisoners 
between county facilities, to and from judicial proceedings, 
to and from medical/mental health facilities, and to and 
from out-of-county corrections medical/mental health 
facilities. 

 
II. RESPONSIBILITIES 
 

A. The Sheriff is charged with the responsibility for the county corrections 
system and for the welfare and safety of those people committed to his 
custody. 

 
1. The Corrections Division is in charge of the overall corrections 

system and related services within the Sheriff's Office and executes 
its responsibilities through the central administration of the 
Sheriff's Office. 

 
B. CORRECTIONS DIVISION COMMANDER 

 
1. The Corrections Division Commander will have the primary 

authority and responsibility for the operations, staff assignments, 
program development, personnel supervision and training, 
maintenance and auxiliary inmate services, subordinate only to the 
Sheriff. 

 
2. The Corrections Division Commander exercises general 

administrative and operation control of the county corrections 
facilities, and is responsible for implementing Sheriff's Office and 
Corrections Division policies and procedures. 

 
3. The Corrections Division Commander participates in the 

preparation of the Corrections Division budget, monitors the 
facility's expenditure of public funds, and coordinates the 
operations of the corrections facilities with the managers of the 
other divisions of the Mendocino County Sheriff's Office. 

 
4. The Corrections Division Commander may grant temporary 

suspension from Corrections Policy and Procedures when 
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necessary, in accordance with Title 15, Section 1012. (See Policy 
and Procedure Manual - Section 102.01.) 

 
C. CORRECTIONS LIEUTENANT 

 
1. The Corrections Lieutenant, under the direction of the Corrections 

Division Commander, performs general administrative duties; and, 
in the absence of the Corrections Division Commander, assumes 
his functions, duties, and responsibilities. 

 
2. The Corrections Lieutenant assists the Corrections Division 

Commander in developing procedure, management plans, 
compilation of operational statistics, and budget preparation for the 
facility. 

 
3. The Corrections Lieutenant coordinates activities relating to the 

operations, staff assignments, program development, personnel 
supervision and training, upkeep and maintenance of the physical 
plant and its equipment, supervision of Facility Supervisors, and 
acts as the facility's liaison to the public and media, when 
applicable. 

 
4. The Corrections Lieutenant may grant temporary suspension from 

Corrections Policy and Procedures when necessary, in accordance 
with Title 15, Section 1012. (See Policy and Procedure 102.01 -
Temporary Suspension Of Policies.) 

 
 
D. CORRECTIONS SERGEANT 

 
1. The Corrections Sergeant, under the direction of the Corrections 

Lieutenant, exercises supervision and control over the systems and 
daily operations of the Building One Main Detention Facility and 
the Building Two Detention Facility. 

 
2. The Corrections Sergeant directs all activities related to inmate 

welfare and housing, monitors support services, and maintains 
order and security within the facilities and its immediate 
operational areas, and ensures their efficient and effective 
operation. 

 
3. The Corrections Sergeant may be assigned supervisory 

responsibilities to a particular facility, or overall supervisory 
responsibilities of the entire corrections facility and support 
services. 

 
4. The Corrections Sergeant conducts briefings, trains and assigns 

personnel, receives and reviews reports of crime and incidents 
occurring within the corrections facilities, monitors reception 
processing, booking and related activities, and ensures 
maintenance of all logs and records pertaining to the operation of 
his/her shift in accordance with established policy and procedure. 
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5. The Corrections Sergeant may assist in special assignments as 
assigned by the Corrections Lieutenant, and may assume the duties 
of the Corrections Lieutenant in his absence. 

 
6. All requests for time off and/or schedule changes will be done on 

an Activity Justification Report (AJR) and forwarded to the 
Corrections Lieutenant. The Corrections Lieutenant will either 
approve or deny the request.  Those accepted will be forwarded to 
the employee in charge of staff scheduling to post the necessary 
changes. 

 
E. CORRECTIONS DIVISION FACILITY TRAINING OFFICER (F.T.O.) 

 
1. The Facility Training Officer, under the direction of the 

Corrections Sergeant, exercises supervision and control over newly 
appointed personnel to the facilities. 

 
2. The Facility Training Officer assists in the development of training 

programs for the facilities and directs all phases of the training 
therein of new employees. 

 
3. The Facility Training Officer will conduct evaluations, review 

training progress reports, and review time utilization of personnel 
undergoing training. 

 
4. All requests for time off and/or schedule changes will be done on 

an Activity Justification Report (AJR) and forwarded to the 
Corrections Sergeant. The Corrections Sergeant will either approve 
or deny the request. 

 
F. CORRECTIONS DEPUTY  

 
1. The Corrections Deputy, under the direction of the Corrections 

Lieutenant or the Corrections Sergeant, exercises line supervision 
and control over assigned post responsibilities and performs 
routine security, custodial and clerical functions within the 
corrections system. 

 
2. The Corrections Deputy may perform the functions of Central 

Control Deputy, Booking Deputy, Reception Security Deputy, 
Housing Security Deputy, Transportation Officer, Facility Training 
Officer, Transportation/Court Liaison Deputy, or other assigned 
duties. 

 
3. All requests for time off and/or schedule changes will be done on 

an Activity Justification Report (AJR) and forwarded to that 
employee's immediate supervisor. The supervisor will either 
approve or deny the request.  Those accepted will be forwarded to 
the employee in charge of staff scheduling to post the necessary 
changes. 

 
 
 
 



Corrections Division        102.00 (5) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 

Revised: 11/19 

G. SHERIFF'S TRANSPORTATION UNIT 
 

1. The Sheriff's Transportation Unit, under the direction of the 
Corrections Sergeant or designee, and supervision by the 
Corrections Sergeant executes the movement and supervision of 
inmates between county facilities, to and from judicial 
proceedings, to and from medical/mental health facilities, and to 
and from out-of-county corrections, medical, and/or mental health 
facilities. 

 
(1) The Transportation Unit is operated through a Court 

Liaison Deputy.  This duty assignment is charged 
with specific duty assignments of personnel 
assigned both primarily and temporarily to this unit. 

 
2. The Sheriff's Transportation Unit maintains order in the courtroom 

in accordance with established laws and procedures; coordinates 
with Superior Court Bailiffs, Sheriff's Deputies, and other law 
enforcement officers in maintaining order during legal 
proceedings. 

 
3. The Sheriff's Transportation Unit assists corrections personnel in 

the processing and controlling of prisoners, as well as maintaining 
supervision and security over inmates within the corrections 
facilities in accordance with established corrections operational 
procedures. 

 
4. The Sheriff's Transportation Unit maintains various records 

relative to the transportation and delivery of inmates to and from 
different facilities, and performs other related duties as required. 

 
5. All requests for time off and/or schedule changes will be done on 

an Activity Justification Report (AJR) and forwarded to the 
Corrections Sergeant supervisor.  The supervisor will either 
approve or deny the request. Those accepted will be forwarded to 
the employee in charge of the staff scheduling to post the 
necessary changes. 

 
 

H. ACCOUNT CLERK 
 

1. The Account Clerk shall be responsible for the auditing of received 
inmate funds into an inmate accounting system after receipt by 
corrections staff members and disbursement thereof. 

 
2. The Account Clerk shall also be responsible for managing the 

Inmate Commissary; inmate ordering, packaging, inventory, and 
receipt. 

 
I. RECORDS CLERK 
 

1. Under the supervision of the Administrative Services Manager, the 
Record's Clerk's chief function will be the proper completion of 
post booking duties: 
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a. Filing of "A" files. 
 
b. Proper distribution of accumulated paperwork. 

 
c. Access documentation as requested by competent authority. 

 
d. Recover accumulated paperwork from both jail facilities. 

 
e. Additional duties as required.  See Policy and Procedure 

206.10 - Corrections Division Records Management and 
Access. 

 
J. FOOD AND LAUNDRY SERICES SUPERVISOR  
 

1. The Food and Laundry Services Supervisor, under the direction of 
the Corrections Lieutenant, shall be responsible for the daily 
preparation of meals for the corrections facilities. 

 
2. The Food and Laundry Services Supervisor assists the Dietician in 

meal planning, plans and directs the packaging of hot or cold meals 
to be distributed to designated inmate housing areas. Trains, 
schedules, and evaluates the work of other kitchen workers.  
Maintains and supervises the maintenance and proper care of 
kitchen equipment. Inspects food preparation facilities to assure 
that proper sanitary conditions and safety procedures are met.  
Maintains regular records regarding such matters as quantity and 
distribution of food and supplies, prepares reports as required, 
inventories and orders food supplies. 

 
 

3. Standards set forth by the Board of State and Community 
Corrections relating to food groups and minimum number of 
servings shall be the criteria used in estimating food requirements 
and planning menus within budgetary allowances. 

 
4. The Food and Laundry Services Supervisor shall inspect all food 

service areas for compliance with sanitary, safety, and 
housekeeping standards. 

 
5. The Food and Laundry Services Supervisor will plan menus, 

provide a portion control system, supervise and assist kitchen 
personnel, train inmate food service workers, prepare a yearly food 
budget, plan logistical support system for the food service 
function, and provide a food cost accounting system. 

 
6. The Food and Laundry Services Supervisor will supervise the 

Corrections Laundry Facility.   Trains, schedules, and evaluates the 
work of the Laundry Supervisor.  Maintains and supervises the 
maintenance and proper care of laundry equipment. Inspects 
laundry facilities to assure that proper sanitary conditions and 
safety procedures are met.  
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K. COOK 
 

1. The Cook shall be responsible for the preparation of all types of 
foods, including special or restricted diets. 

 
2. The Cook prepares food for distribution, cleans, and organizes 

work areas, and records food consumption, maintains proper 
sanitation and safety procedures, secures work area, and serves 
food. 

 
3. The Cook operates a variety of cooking and cleaning equipment, 

stocks food, and supervises inmate kitchen workers. 
 

4. The Cook may assume the additional duties of Food and Laundry 
Services Supervisor in his/her absence. 

 
 

L. RELIEF COOK 
 

1. The Relief Cook provides for the temporary intermittent relief to 
fill shift assignments created by the absence of regular staff. 

 
2. The Relief Cook performs the same duties as a full-time Cook. 

 
a. Provide individual counseling and guidance regarding 

personal problems, such as, but not limited to, contacting 
inmates' families about marital problems. 

 
b. Conduct religious services for those inmates requesting 

them on an individual or group basis. 
 

 
M. LAUNDRY SUPERVISOR  
 

1. This position has the responsibilities to operate the Corrections 
Laundry Facility in a timely, effective, and safe manner.  Is under 
the supervision and direction of the Food and Laundry Services 
Supervisor. 

 
2. Supervises inmates assigned to the Laundry Facility. 

 
3. Mends clothing as needed, discards clothing not mendable. 

 
4. Maintains appropriate levels of clothing/linen. 

 
N. CHAPLAIN 
 

1. Corrections staff members shall make available to inmates, upon 
their request and choice, the services of a Chaplain. 

 
2. The Chaplain may: 

 
a. Assist inmates in their request for material services. 
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b. Assist the various clergy in their efforts regarding 
individual inmates. 

 
 
O. VOLUNTEER ORGANIZATION 
 

1. Organized volunteer groups from the community shall, with the 
approval of the Corrections Division Commander, be permitted to 
visit inmates in the designated area only, limited only to the 
security needs of the facility, inmate and staff. 

 
2. The purpose of such visit shall include, but not be limited to, 

rehabilitation and educational programs for inmates. 
 

3. Appropriate security checks shall be made, prior to admittance, of 
all individuals participating in such program. 

 
4. All accessibility of volunteers is coordinated through the Inmate 

Services Coordinator. 
 

P. INMATE SERVICES COORDINATOR 
 

1. Responsibilities of the Inmate Services Coordinator include, but 
not limited to, develop, research and coordinate all educational 
programs within the jail system and chairperson of all jail 
educational committees.  Research the educational needs by 
contact with Corrections personnel.  Be responsible for inmate 
orientation and jail familiarization.  Will coordinate A.A., N.A., 
family counseling, and religious programs within the jail system.  
Coordinate the appearance of outside speakers regarding subject 
matter of relevance to inmates.  Shall clear all books/magazines 
donated to inmates for suitability, they will then become property 
of Inmate Welfare Fund. 

 
2. Immediate supervisor is the Corrections Lieutenant. 

 
3. The Inmate Services Coordinator is honorary member, with NO 

voting capabilities, and shall attend all meetings of the Inmate 
Welfare Fund Expenditure Committee. 

 
4. Coordinates all requests from volunteers as they pertain to inmates. 

 
5. Coordinates processing of applications from potential volunteers 

with Sheriff's Office Volunteer Coordinator and Corrections 
Sergeant. 

 
6. Provides requisitions to Corrections Lieutenant of items to be 

purchased utilizing inmate welfare fund. 
 

7. Acts as runner in supplying inmates with legal materials in 
accordance with requests for legal reference materials.  
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Q. PROGRAM AIDE 
 

1. The Program Aide, under the supervision and direction of the 
Inmate Services Coordinator, performs routine clerical and/or 
record keeping activities, assists with the instruction of the inmates 
in education, life skills, vocational training, and computer skills. 

 
2. Keeps and updates attendance record in regards to program 

participation.  Helps develop and maintain the inmate's library, 
provides lead direction to inmate workers who perform basic 
clerical and janitorial duties. 

 
3. Answers and routes incoming calls, processes incoming and 

outgoing mail.  Inventories office supplies and orders supplies as 
needed. 

 
4. Performs related duties as required. 

 
/// 

ANNEX A 
Organizational Chart 
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____________________ TEMPORARY SUSPENSION OF POLICIES ___________________ 
 
I. POLICY 
 

A. The intent of this section is to ensure that the Corrections Division operates in 
accordance with Sheriff's Office policies and procedures, as outlined in Title 15.  
There may be situations that require temporary operation contrary to Sheriff's 
Office, Corrections Division, policies and procedures. 

 
II. GENERAL INFORMATION 
 

A. When it is determined that a situation exists that precludes the Sheriff's Office 
compliance with its policies and procedures, a temporary suspension may be 
invoked by this policy as provided through Title 15, Section 1012.  Permission to 
give this temporary suspension may only be granted by the Corrections 
Commander, or in his absence, a Corrections Lieutenant. 

 
B. Emergency situations may require immediate action from the Facility Supervisor 

with notification to the Corrections Commander, or Corrections Lieutenant in his 
absence, at the first available time. 

 
C. Documentation shall be completed and forwarded prior to the conclusion of the 

shift.  
 
/// 
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__________________ ADMINISTRATIVE POLICY AND PROCEDURE ________________ 
 
I. POLICY AND ETHICS 
 

A. As members of Mendocino County Sheriff's Office - Corrections Division - all 
personnel shall at all times conduct themselves professionally in compliance with 
Sheriff's Office and Corrections Division Policy and Procedures. 

 
/// 
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CONFORMANCE WITH DIVISION 
_________________________ POLICIES AND PROCEDURES ________________________ 
 
 
I. CONFORMANCE WITH DIVISION POLICIES AND PROCEDURES 
 

A. Every member of this division shall be familiar with, and conform to, the policies 
and procedures set forth in the Corrections Division Policy and Procedure 
Manual, as well as the Sheriff's Office General Orders Manual. 

 
/// 
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_____________________ OVERALL FACILITY PERFORMANCE _____________________ 
 
 
I OVERALL FACILITY PERFORMANCE 
 

A. The Corrections Division Commander or designee will evaluate the facility's 
overall security annually to ensure that safety and security requirements are met. 

 
B.  The Corrections Division Commander or designee will prepare an annual report, 

which will be an overview of the safety and security measures within the facility. 
 

 1. The report will be submitted to the Board of State and Community 
Corrections.  

 
D. The report will include, but not be limited to: 

 
1. Critiques of critical incidents; 

 
2. Searches of the facility and inmates; 

 
3. Contraband control; and 

 
4. Key control  
 

D. The Corrections Division Commander or designee will inspect and review safety 
and security measures as needed, to provide an assessment of the various facility 
operations which will determine the degree of compliance with policy and 
procedure.   

 
/// 
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____________________________ REPORTING FOR DUTY ___________________________ 
 
I. REPORTING FOR DUTY 
 

A. Hours of Duty 
 

1. Corrections Division personnel shall have regular hours assigned for 
active duty and shall be punctual in reporting for duty and/or other 
assignments at the time and place designated. 

 
B. Briefing 

 
1. Corrections Division personnel must report to their assigned duty stations 

or posts in a timely manner in order to be briefed by the employee they are 
relieving. This briefing shall be utilized by personnel to advise of any 
facility information affecting the operations of their shift. 

/// 
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____________________________ EMPLOYEE PRIVILEGE ___________________________ 
 
I. EMPLOYEE PRIVILEGE 
 

A. Employee Dining - Due to the nature of the work assignment, Corrections 
Division employees are authorized to receive their meals from the facility's 
Kitchen Services. 

 
B. Employee Parking - There is no designated parking area for Corrections Division 

employees. It is suggested that employees park in the large parking lot located 
east of the Jail Administration Building. 

/// 
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________________________ PERSONAL ELECTRONIC DEVICES_____________________ 
 
I. POLICY:  

 
A. The use of personal electronic devices poses a degree of distraction that 

potentially conflicts with the goals of officer safety, facility security and the 
accomplishment of employee job duties as well as the presentation of professional 
appearance. 
   
1. Cellular telephones present a particularly high security risk by increasing 

the potential for a hostage situation and providing the communication of 
sensitive security issues to outside sources.  

 
II. PURPOSE:  
 

A. To define and clarify the conditions under which employees may carry and use 
personal electronic devices while on duty. To promote a more professional 
appearance by limiting the use of personal electronic devices while on duty 
 

III. GENERAL: 

A. The following employees may carry cellular phones on their persons when in the 
jail facility: 

1. Command staff (Lieutenants and above) 

B. Employees and persons entering a jail, including other County employees, 
government employees, attorneys, contractors, and / or volunteers shall not have 
on their person the following personal electronic devices without the permission 
of the Facility Commander, or designee: 

1. Cellular phone; 

2. Pager; 

3. Wireless internet device; 

4. Laptop computer; or 
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5. Any other personal electronic device  

C. Because of the potential need for communication with dispatch or other officers, 
arresting officers may carry their cellular telephones in the booking hallway and 
in the booking area. 

D. While on duty, employees may store personal electronic devices in the locker 
room or designated break rooms.   

E. Employees shall not use personal electronic devices for personal matters while on 
duty: 

1. At any post assignment in the jail;  

2. At any work station viewable by the public; 

3. While driving a department vehicle (unless using hands free equipment); 
or 

4. When prohibited by law. 

F. When assigned in the jail, employees may use their personal electronic devices 
during breaks at the following locations:  

1. Designated break room; 

2. Locker room; 

3. Kitchen Office; or 

4. Any other area outside of the facility (Transportation Office, 
Transportation parking area, main parking lot, etc.) 

 
/// 
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_______________________ CONDUCT TOWARDS INMATES ________________________ 
 
I. CONDUCT TOWARDS INMATES 
 

A. Members shall not pre-judge the guilt or innocence of any inmate. 
 

B. Members shall not become emotionally involved because of the nature of the 
crime resulting in the inmate's arrest, or any crime committed while the inmate is 
in custody. 

 
C. Members shall not discuss the circumstances of any criminal offense and/or any 

civil offense against any inmate, in the presence of that inmate, or in the presence 
of other inmates or member of the community. 

/// 
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______________________ PUBLIC AND STAFF TELEPHONES ______________________ 
 
I. POLICY 
 

A. Telephones are located at the facility to allow the public and staff members to 
communicate both within and outside of the facility. 

 
II. PROCEDURE 
 

A.  On-Site Public Telephones 
 

1. The telephone at the lobby counter in the Administration Building is 
provided to assist citizens in conducting Sheriff’s Office business and 
seeking assistance of Sheriff’s Office staff including Field Division and 
Corrections Personnel. 

 
2. After normal business hours, citizens desiring the assistance of a deputy 

will be directed to the telephone located in the Building Two Waiting 
Room. The entrance is to the left of the main front door. 

 
a. The telephone on the right-side wall as you enter is a direct dial to 

the Sheriff's Communications Center. 
 

b. The telephone on the left-side wall as you enter is a direct dial to 
the Building Two Control Board. 

 
B. Staff Telephones 

 
1. Public access to both male and female jails will be completed using 

telephone number 463-4423. 
 

a. Visiting scheduling can be arranged by calling 463-6330 
 

2. Calls will be directed to the appropriate area via numeric options from an 
automated phone menu. 



 
3. Corrections staff will answer telephones promptly and greet the caller with 

“Mendocino County Sheriff’s Office,” their title and name, and “Can I 
help you?” 

 
4. Correctional staff may give out the following information over the 

telephone: 
 
a.  The arrestee/inmate’s full name and occupation, their physical 

description including date of birth, color of eyes and hair, sex, 
height and weight, the time and date of arrest, the time and date of 
booking, the location of the arrest, the factual circumstances 
surrounding the arrest (as articulated in the Probable Cause 
Declaration), the amount of bail set, the time and manner of release 
or the location where the individual is currently being held, and all 
charges the individual is being held upon, including any 
outstanding warrants from other jurisdictions and parole or 
probation holds. 

 
b. Court information may be given to callers with the exception of 

high profile cases or those inmates that pose a significant security 
threat to the facility. 

 
5. Telephones are intended for official use. Any personal calls will be held to 

a minimum. There will be NO long distance personal calls billed to the 
Corrections Division. 

 
a. Any personal calls shall be made during authorized breaks or during 

designated meal times. 
 

/// 
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________________ STAFF AND STAFF/INMATE COMMUNICATIONS ________________ 
 
I. PHILOSOPHY 
 

A. An open communication system is essential within the corrections facility in order 
to promote a more efficient operation between staff and inmates, and to facilitate 
staff/inmate relations. 

 
II. DEFINITION 
 

A. Communication - Verbal or written contact between persons. 
 
III. STAFF COMMUNICATIONS 
 

A. Monthly Meetings 
 

1. The Corrections Division Commander will hold monthly meetings, when 
feasible, with supervisory personnel. 

 
a. Attendees will include Lieutenants, each Facility Supervisor, and 

may include Medical and Mental Health Service Representatives, 
Facility Training Officers, or other staff as designated by the 
Corrections Division Commander. 

 
2. Each participant will have the opportunity to submit agenda items relative 

to the operation of the facility and/or assignment, and describe any 
accomplishments or unusual problems occurring since the last meeting. 

 
3. The Corrections Division Commander will discuss policy/program 

changes and directives, which are of general interest to the group at the 
meeting. 

 
4. Minutes of the staff meeting will be distributed in a timely manner to all 

supervisory staff. 
 

a. When appropriate, supervisory personnel will disseminate 



Corrections Division 109.10(2) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
________________ STAFF AND STAFF/INMATE COMMUNICATIONS ________________ 
 

 Rev. 08/10 

information of the staff minutes to all personnel at shift briefings. 
 

b. Every effort will be made to ensure the information is 
communicated in a complete, timely and accurate manner. 

 
5. Personnel matters discussed during supervisory meetings shall not be 

discussed with line staff, civilian personnel or inmates or, in any areas 
where they may be overheard by line staff, civilian personnel or inmates.    

 
B. Memorandums and written communications between Sergeants, Lieutenants and 

the Corrections Division Commander will be sent via email. 
 

1. It is the responsibility of the Sergeants and Lieutenants to check their 
email at the beginning of the shift, at least once in the middle of the shift, 
and at the end of the shift. 

 
IV. STAFF/INMATE COMMUNICATION 
 

A. Communications between staff member and inmates is essential to efficient 
operation of the facility. 

 
1. Individual employees will make every attempt to respond to inmate 

inquiries and/or direct the inmate to a staff member who should have the 
information being requested. 

 
2. Normal communication between staff and the inmate population will be 

directed to the inmate's Housing Security Deputy. 
 

a. Some situations/questions may require the inmate to communicate 
with other staff members. In such cases, the inmate will transmit 
the message via the "Inmate Request Form". 

 
(1) Responses will usually be written and returned within five 

(5) working days of receipt, unless priority needs are 
indicated. 

 
3. Inmates desiring to communicate directly with Administrative staff may 

transmit the communiqué in a sealed envelope addressed to the individual 
staff member.  

/// 
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_____________________________ GIFTS AND BARTERS ____________________________ 
 
I. POLICY 
 

A. All members are prohibited from the following: 
 

1. Making any gift for, presenting any gift to, or receiving any gift from any 
prisoner or arrestee. 

 
2. Having any barter or dealings with an inmate or arrestee. 

 
/// 
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__________________SANITATION, SAFETY AND MAINTENANCE__________________ 
 
I. PURPOSE: The purpose of this policy and procedure is to establish an acceptable level of 
cleanliness, security and safety throughout the facility to identify and correct unsanitary or 
unsafe conditions or work practices; and provide a reporting mechanism to County Buildings 
and Grounds. 

 
II. POLICY: All corrections buildings will be inspected daily for security breaches, unsafe 
conditions, and cleanliness of housing units and corrections deputy work areas. Any substandard 
area will be reported and corrected as soon as possible. 

 
III. DEFINITIONS:  
 

A. Daily Inspections – Inspections conducted daily by Corrections Deputies and 
Corrections Sergeants, including weekends and holidays with discrepancies 
reported immediately. 

 
B. Formal Inspections – Inspections conducted by the Corrections Standards 

Authority; State Fire Marshal; Mendocino County Public Health Department; 
Mendocino County Environmental Health Department; and Mendocino County 
Grand Jury. 
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C. Specialized Inspections – Inspections of all food services, laundry services and 
medical service areas 

D. Weekly Inspections – Inspections conducted by the Corrections Division 
Commander. 

 

IV. PROCEDURES 
 

A. Daily Inspections 
 

1. To ensure adequate inspection procedures, the Shift Supervisor and 
Corrections Deputies will inspect the facilities on a daily basis. 

 
2. CORRECTIONS STAFF will inspect every area of the facility daily, 

including holidays and weekends, and report the findings to the 
appropriate Shift Supervisor. 

 
a. Staff will continuously assess inmate morale and the quality of 

care, supervise inmates, and report the findings on the respective 
"Cell/Module Security Log." These walk-throughs shall be done at 
least once an hour. (Refer to Policy and Procedure 407.00 - Inmate 
Count, Section "General Provisions.") 

 
b. Matters requiring further attention, such as staff and inmate 

concerns, etc., will be reported via the chain of command to the 
Corrections Division Commander for review and disposition. 

 
c. Inmates will be afforded informal access to supervisory staff 

during these inspections. 
 
3. SHIFT SUPERVISOR will inspect the Building One and Building Two’s 

wings and dormitories and other areas under their control at least twice per 
shift. Cleanliness or maintenance problems will be brought to the attention 
of the Housing Deputy and the appropriate action will be taken. Required 
maintenance repairs will be logged on the Daily Inspection Report. 
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a. Areas to be inspected are: 

 
(1) Facility interior; 

 
(2) Facility exterior; 

 
(3) Cleanliness of each inmate housing unit; 

 
(4) All security mechanisms; 

 
(5) Equipment and furnishings; 

 
(6) Morale and well being of inmates and deputies; and 

 
(7) Fire and Safety hazards. 

 
 

4. COURT LIASON DEPUTY will inspect the Courthouse Holding Facility 
for cleanliness, maintenance problems, security and safety concerns. 
Problems will be corrected as soon as possible.  Any maintenance issues 
will be documented and forwarded to the Corrections Lieutenant. 

 
5. HOUSING DEPUTY will inspect the respective wings or dormitories 

during each shift. Any cleanliness or maintenance problems will be 
immediately corrected. If the problem cannot be corrected, the Housing 
Deputy will notify the Shift Supervisor and the appropriate action will be 
taken. 

 
6. BOOKING DEPUTY will inspect the Intake/Reception area during each 

shift. Any cleanliness or maintenance problems will be immediately 
corrected. If the problem cannot be corrected, the Booking Deputy will 
notify the Shift Supervisor and the appropriate action will be taken. 

 
7. CONTROL DEPUTY will inspect the control area. Cleanliness or 

maintenance problems will be immediately corrected. If the problem 
cannot be corrected, the Control Deputy will notify the Shift Supervisor 
and the appropriate action will be taken. 

 
8. HEAD COOK, or designee, will inspect the kitchen area each shift. 

Cleanliness or maintenance problems will be corrected as soon as 
possible. Any maintenance issues will be submitted directly to County 
maintenance.  
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9. ASSIGNED CORRECTIONS PERSONNEL shall inspect the public areas 

for cleanliness or maintenance problems. Cleanliness or maintenance 
problems will be corrected as soon as possible. 

 
a. Repair/maintenance requests will be forwarded to the Shift 

Supervisor. 
 

B. Weekly Inspections 
 

1. The Corrections Lieutenant and the Jail Commander will inspect the 
facilities on a weekly basis. 

a. The inspection will focus on any breach of security, an acceptable 
level of cleanliness and sanitation, and identify needed 
maintenance repairs. The inspection will include all housing units, 
cells, the recreation yard, fencing and bathroom, the programs 
room, multipurpose room, medical room, visiting room, the 
visiting lobby area, booking area, control room, Sallyport, property 
room, kitchen, laundry, and the inmate programs building.  

b. Morale and well-being of inmates and officers will be noted. 

c. Fire and safety hazards will be a primary concern and will be 
reported as soon as possible to buildings and grounds.  

d. Equipment and furnishings shall be inspected. 

e. The Corrections Lieutenant will be responsible for being the 
liaison to the Building and Grounds department.   

 
C. Formal Inspections - Outside Agencies 

 
1. The facilities will be inspected by: 

 
a. The Board of State and Community Corrections. 

 
b. The State Fire Marshal. 

 
(1) The State Fire Marshal will test fire equipment/systems for 

compliance with safety and fire prevention standards 
annually 

 
c. The Mendocino County Public Health Department. 
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d. The Mendocino County Environmental Health Department. 

 
e. The Mendocino County Grand Jury. 

 
f. The jail facility shall be audited by an outside auditor who has 

been certified by the Department Of Justice, once every three years 
to insure compliance with Prison Rape Elimination Act (PREA) 
standards. 

 
2. The Ukiah Fire Department will provide fire protection service for the 

facility. 
 

3. Corrections Personnel will conduct fire and safety inspections monthly in 
order to identify/correct areas, which may be potentially dangerous. 

 
a. Fire equipment/system found to be in non-compliance shall be 

repaired as soon as possible in order to maintain the level of fire 
and life safety mandated and required. 

 
b. Yearly fire drills will be conducted as part of the Fire/Life training 

program. 
 

D. Specialized Inspections 
 

1. The Corrections Division Commander and the Food and Laundry Services 
Supervisor shall be responsible for reviewing all policies pertaining to 
food service areas to ensure compliance with sanitary, safety, and good 
housekeeping standards. 

2. The Corrections Division Commander, Food and Laundry Services 
Supervisor and the Laundry Supervisor shall be responsible for reviewing 
the policies pertaining to safety and sanitary regulations. 

3. The Corrections Division Commander and the Health Services 
Administrator will review medical policies and procedures annually, or 
more often if requested. 
 

V. HEALTH AND SANITATION 
 

A. Each facility shall be provided supplies and equipment necessary for the 
continuous maintenance of sanitary conditions. 
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B. The following housekeeping schedules will be performed in all staff and visitor 
areas within the facilities: 

 
1. Daily Service – Central Corridor, Contact and Non-Contact Visiting 

Rooms, Booking, and Holding. 
 

a. Empty wastebaskets - remove trash. 
 

b. Mop tile/cement floors. 
 

c. Dust desks, file cabinets, tables, and any other furniture. 
 

d. Clean and disinfect drinking fountains. 
 

e. Spot clean glass for fingerprints and smudges. 
 

f. Spot clean doors, door frames, window frames for fingerprints and 
smudges. 

 
g. Toilets, urinals, sinks, and basins shall be cleaned daily. 

 
h. Facility floors will be kept clean, dry, and free of hazardous 

substances at all times. 
 

i. Mattresses of released inmates will be sanitized and stored. 

2. Daily Service – Public Restrooms, Public Visiting area. 
 

a. Clean and disinfect all fixtures. 
 

b. Refill all dispensers. 
 

c. Clean and disinfect toilets, urinals, basins, and drinking fountains. 
 

d. Spot clean walls and partitions. 
 

e. Clean mirrors. 
 

f. Empty wastebaskets - remove trash. 
 

g. Mop floors. 
 

h. Clean and disinfect visitor seating. 
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3. MONTHLY - General 

 
a. Dust door ledges, partitions, and moldings. 

 
b. Spot clean doors, walls, and door frames. 

 
c. Vacuum and dust, clean blinds/curtains. 

 
d. Damp wipe wastebaskets. 

 
e. Clean all interior/exterior windows. 

 
f. Clean all light fixtures and luminaries. 

 
C. Inmate Housekeeping  

1. The inmates will be responsible for the cleanliness of the common areas 
within each Module/Wing. 

 
a. Inmates will be responsible for the cleanliness of their respective 

cell or dormitory. 
 

b. All necessary cleaning material (disinfectant, cleanser, brooms, 
mops, etc.) will be kept under the control of corrections personnel. 

 
2. Daily Schedules - The following housekeeping schedules will be 

performed in all living areas by the inmates. 
 

a. Clean all tabletops in common area. 
 

b. Mop floors. 
 

c. Sweep and mop inmate side of visiting rooms. 
 

d. Clean all windows, as needed. 
 

e. Wipe down inmate visiting telephones and inmate telephones. 
 

f. Dust all TV's, bookcases, and other furniture. 
 

g. Clean and disinfect inmate restroom and shower areas. 
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h. Clean marks from doors and walls. 
 

i. Clean sinks and refill dispensers. 
 

j. Straighten and dust books in bookshelves. 
 

k. Dust windowsills and over doors. 
 

3. Additional Cleaning Before and After Meals 
 

a. After meals have been served, the eating/serving areas and tables 
will be cleaned before recreation and social activities resume. 

 
b. Any spillage on the floors will be cleaned up immediately.  

 
VI. CLEANUP OF BODILY FLUIDS 
 

A. Staff or inmates assigned to cleanup spills of bodily fluids will wear Tyvek suits, 
use safety face sheild, and protective gloves. 

 
B. Bodily fluids are a natural fluid or secretion of fluid such as blood, semen, or 

saliva. 
 

C. To clean up bodily fluid spills, use the following procedure: 
 

1. Mix a10 % solution of ordinary household bleach 
 
2. Apply the bleach solution to the spill 

 
3. Allow 30 minutes contact time. 

 
4. Clean using absorbent paper towels from the outside of the spill, working 

toward the center. 
 

5. Bag the used cleanup material as solid waste 
 

6. Discard gloves and wash hand thoroughly using hand soap 
 

D. Staff will oversee and instruct inmate workers on the proper procedures for 
cleaning bodily fluid spills. 

VII. SECURITY 
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A. The Corrections Division Commander shall implement policies and procedures to 
ensure the security of the facilities under his command. 

 
1. Housekeeping Equipment 

 
a. The Corrections Facilities shall provide for the secure storage of 

housekeeping equipment and supplies while not in use. Cleaning 
agents, which are potentially dangerous shall be kept secure and 
shall be used only under the supervision of a Corrections Deputy. 

 
2. Medication 

 
a. Medical staff shall provide for the secure storage and controlled 

administration of all legally obtained drugs used by inmates 
confined to the corrections facilities. 

 
3. Tools and equipment 

 
a. All tools and equipment assigned to, or used in, the Corrections 

Facilities shall be controlled so they may not be used by an inmate 
to affect an escape or to use as a weapon. 

 
(1) Any member becoming aware of a condition, which allows 

unauthorized inmates access to tools and/or equipment, 
shall immediately secure the tools and/or equipment and 
report the incident to their immediate supervisor. 

 
(2) All tools and/or equipment assigned to a facility, such as 

gardening, mechanical, culinary, etc., shall be safeguarded, 
marked for identification and accounted for properly. 

 
(3) An inmate shall not use tools and/or equipment without 

proper supervision, instruction, and control, and shall not 
retain these tools after the task is completed. 

 
4. Security Check After Repairs 

 
a. Whenever Building and Grounds personnel or other 

repair/maintenance personnel make repairs in an area, the 
Corrections Deputy assigned to the area shall ascertain tools, 
equipment, or supplies have not been left behind. 
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b. Any discrepancies are to be reported to the Shift Supervisor 
immediately, who will then report to the Corrections Division 
Commander if the circumstances warrant such reporting. 

 
5. Weapons 

 
a. All weapons shall remain secured outside the security areas of all 

correctional facilities. 
 

(1) Weapons must be stored and secured in the provided gun 
lockers in each facility, or in the trunks of vehicles 
belonging to law enforcement officials. 

 
VIII. SECURITY INSPECTION 
 

A. Both detention facilities will be inspected regularly to ensure the integrity of 
security devices and security areas. Repair, replacement, or defective devices will 
be made expeditiously. 

 
B. Definition 

 
1. Security Device - Any and all equipment used to confine and control 

inmates. 
 

C. Procedure 
 

1. Inspections 
 

a. Security devices and security areas will be inspected daily for 
operational wear and inmate tampering by correctional personnel 
assigned to inmate housing and reception areas. 

 
2. Reporting Defects 

 
a. When a defective security device is discovered, the Shift 

Supervisor will be notified immediately and will notify the 
Corrections Division Commander, if applicable. The Shift 
Supervisor will direct the discovering staff member to prepare an 
Incident Report concerning the discovery, along with an Inspection 
Report. 

 
b. The Incident Report and Inspection Report will be routed to the 

Corrections Sergeant. 
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(1) Emergency repairs during off business hours will be 

directed to the on-call Building and Grounds member. 
 

3. In the event a security-locking device is inoperable leading from a housing 
unit, inmates within that unit shall be secured in their cells until repairs are 
made. 

IX. CONTROL OF FLAMMABLE, TOXIC AND CAUSTIC MATERIALS  
 

A. Flammable, toxic, and caustic materials will be stored in an area inaccessible to 
inmates to ensure the safety of staff, inmates, and the corrections facilities. 

 
B. Definitions 

 
1. Caustic - A material able to burn or corrode persons or objects by 

chemical action. 
 

2. Flammable Materials - Any product, which will ignite when contacted 
with flame or spark, at or below 100 degrees Fahrenheit. 

 
3. Toxic - A poisonous material that can destroy the life or health of a living 

animal or plant. 
 

C. Procedure 
 

1. Inmates will only be authorized to use flammable, toxic, or caustic 
materials under the constant supervision of correctional or food service 
personnel. 

 
2. All flammable, toxic, or caustic materials will be stored in accordance 

with all applicable laws and regulations governing the correctional 
facilities. 

 
3. Correctional and/or food service personnel will be responsible for 

obtaining any flammable, toxic, and caustic material within the corrections 
facility for delivery and use by inmates.  
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X. FACILITY REPAIR REQUEST 
 

A. Facility repair requests will be expedited and completed in a timely manner to 
maintain the good order of the facility. All repair requests will be submitted 
electronically to Buildings and Grounds by the Shift Supervisor  

 
1. The Corrections Lieutenant will be the liaison between the correctional 

facilities and Building and Grounds. The Corrections Lieutenant will 
coordinate maintenance requests with Building and Grounds personnel. 

 
2. The Building and Grounds Unit of General Services has the sole 

responsibility for operation, maintenance, repair and remodeling of 
structure, utility, systems and mechanical equipment controls, which 
include setting and adjustment of thermostats. 

 
3. Building and Grounds personnel will provide services to the facility 

during normal working hours.  
 

a. Service during nights, weekends, and holidays will be provided on 
an emergency basis and can be obtained by contacting on-call 
Building and Grounds personnel. 

 
XI. TELEPHONE REPAIRS 
 

A. Facility telephone maintenance repairs, i.e., telephone does not work, handset 
broken, need of new cord, etc., will be immediately reported to the Shift 
Supervisor. 

 
1. The Shift Supervisor will immediately contact the inmate phone provider 

and give the following information: 
 

a. Name of person requesting repair. 
 

b. Location of telephone. 
 

c. Brief synopsis of telephone problem. 
 
/// 
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____________________________ TRAINING PROGRAM ____________________________ 
 
I. PURPOSE 
 

A. The purpose of this policy and procedure is to establish personnel training 
programs designed to enable all employees to function effectively. 

 
II. POLICY 
 

A. It is the policy of the Sheriff's Office, Corrections Division that the training 
programs will be planned in accordance with the directives as set forth by the 
Sheriff's Office, County, State, and Federal statues, rules, and/or regulations. 
These programs will be managed and coordinated to ensure compliance with the 
needs of each employee's respective job classification and pertinent to work with 
inmates. 

 
III. DEFINITIONS 
 

A. STANDARDS AND TRAINING for CORRECTIONS PROGRAM (STC): 
Minimum standards set by the Board of State and Community Corrections 
(BSCC) for selection and training standards for local Adult Corrections Officers. 
BSCC provides subvention funds to aid counties in meeting these standards. 

 
IV. RESPONSIBILITY 
 

A. STC Training Manager will plan, coordinate, and oversee all STC training and 
ensure the following: 

 
1. STC training and reporting shall be in accordance with the Board of State 

and Community Corrections training standards. 
 

2. Maintain the budget of STC funds. 
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3. The STC Training Manager and Corrections Division Commander will 

meet periodically to assess, plan, develop, and coordinate the training plan 
for the facility. 

 
4. Supervise in-house instructors. 

 
5. Coordinate off-site training. 

 
6. Maintain staff training records. 

 
7. Review each employee's training record at the end of each fiscal year, or 

as needed, to ensure required training mandates. 
 
V. MANDATORY TRAINING 
 

A. New employees will complete the Adult Corrections Officer Core Course and 832 
P.C. This shall be completed within the first year of employment. 

 
1. The exception would be if a person has already completed, one or both, of 

these required courses. 
 

B. New employees that have completed the Police Officer Basic Academy will 
attend the fifty-six hour Basic Academy Supplemental CORE course. 

 
C. Journey level employees will be required to attend twenty-four hours training 

every year. 
 

D. Supervisors will complete the Supervisors CORE course in the first year of 
employment and twenty-four hours of training every year thereafter. 

 
E. The Corrections Lieutenant will attend the Manager/Administrators CORE course 

and twenty-four hours every year thereafter. 
 
F. The Jail Manager will attend the Manager/Administrators CORE course and 

twenty-four hours every year thereafter. 
 
/// 
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___________________________ INSTRUCTOR SELECTION __________________________ 
 
I. PURPOSE 
 

A. To implement a uniform policy in the selection process of in-house instructors. 
 
II. POLICY 
 

A. This selection process shall be adhered to for the selection of all in-house 
instructor positions. 

 
III. PROCEDURE 
 

A. Written notice shall be made available to all Corrections personnel of pending in-
house instructor opportunities.  

 
B. Applicants shall be interviewed by the Sheriff's Corrections Division 

Administrative Staff composed of the Corrections Division Commander, one 
Corrections Lieutenant and one Corrections Sergeant. 

 
1. The selection of personnel to receive specialized instructor training will be 

based partly on any particular qualifications deemed by the course 
provider as a pre-requisite in receiving the training. 

 
2. Applicants must have demonstrated their ability to instruct others and 

command the respect of their peers. Considerations will be given to their 
longevity, dependability and performance reports.  
 

3. The Selection Committee shall also give consideration to those applicants 
willing to alter their schedule and/or duty assignment to provide training 
to the largest number of officers in the shortest period of time with the 
least use of overtime. 

 
D. The Selection Committee will determine if the applicant possesses the following 

attributes to successfully benefit this office: 
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1. Personal Abilities 
 

a. Equally as important, the applicant must possess those basic 
abilities, which would enable them to act in the capacity of 
instructor. The applicant may expect to receive some basic training 
to accomplish this through the course provider, but there also has 
to exist some natural abilities to effectively pass this information 
along to students. 

 
2. Longevity 

 
a. To justify the Sheriff's Office spending the funds necessary to 

qualify someone as an instructor, the applicant has to commit to 
working Corrections for at least two years. Anything less would 
not be of benefit to the office. 

 
3. Dependability 

 
a. Instructors must be available to train. Applicants must be able to 

show that they can meet the attendance requirements for the 
instructor position they are seeking, with or without reasonable 
accommodation. 

 
4. Performance Appraisal Report 

 
a. Routine evaluations must reflect either standard or higher ratings 

in all rating categories. 
 

5. Duty Scheduling 
 

a. Because of the needs of the Corrections Division, it may be 
necessary for an instructor to work a time slot different than their 
choice. This change could be for an indefinite period of time as 
outlined by Corrections Administration. Instructors need to remain 
flexible. 

 
/// 
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_____________FACILITY TRAINING PROGRAM _____________________ 
 
I. PURPOSE 

 
A. To establish a standardized training program that will expose and prepare the 

new employee in all aspects of the employee's classification. The Corrections 
Division training program will provide reasonable assurance that all Corrections 
Deputies are provided the same level of training and orientation to effectively 
work and complete all assigned tasks safely and efficiently and in a timely 
manner. 

 
II. POLICY 

 
A. It shall be the policy of the Mendocino County Sheriff's Office Corrections 

Division that all trainees, whether in the Facility Training Program or 
Transportation Unit Training, be scheduled to work with a Facility Training 
Officer (FTO) during the unit training. Training for all new employees will be 
completed prior to assignment to any permanent work assignment. 

 
III. DEFINITION: 

 
A. FACILITY TRAINING SUPERVISOR - Supervisory personnel responsible for 

specifically planning, coordinating, and supervising the Sheriff's Office 
Corrections Division Facility Training Program (FTO), in conjunction with the 
Corrections Division Lieutenant. 

 
B. FACILITY TRAINING OFFICERS (FTO) - Personnel assigned to provide 

training to new hires or transportation deputies. 
 

C. TRAINING OBJECTIVES - A specific written statement of the goals expected 
for all persons who successfully complete the training  
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IV. PROCEDURE: 

 
A. The Facility Training Program is a comprehensive self-paced adult learning 

model of instruction, as outlined in the Facility Training Officer Matrix that is 
provided by trained Facility Training Officers (FTO). 

 
B. The Transportation Unit Training Program is a comprehensive six-day in-house 

course of instruction, as outlined in the Facility Training Matrix that is provided 
by trained Facility Training Officers (FTO). 

 
1. All trainees shall have recently successfully completed the Sheriff's 

Office "Firearms Qualification" course.  
 

C. Facility training records are maintained by the Facility Training Supervisor. 
 

D. The Facility Training Officers will be required to meet as often as necessary, to 
review the progress of trainees, the progress of the program, and to resolve 
problems. 

 
V. TRAINING OBJECTIVES 

 
A. The training objectives for the Training Program will be: 

 
1. To familiarize the new employee with the facility grounds and physical 

plant; 
 

2. To inform the new employee of the Sheriff's Office mission and facility 
goals; 

 
3. To instruct new employees in facility policies, procedures, and programs; 

 
4. To develop improved job skills; 

 
5. To provide resource people for utilization by the new employee at all 

levels of management and in all facility units and programs; and 
 

6. To develop human relation skills to assist in establishing productive, 
meaningful, and professional relationships with inmates. 

 
B. Trainees will be assigned a task. Each task will be a performance objective, 

which will describe how the task is to be performed and what the expectation 
will be. 



Corrections Division 301.20(3) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
________________________ FACILITY TRAINING PROGRAM _______________________ 
 

 Rev. 07/10 

 
1. Steps the trainee will take: 
 

a. Trainee Reads/Reviews Task Documents. 
 
b. FTO has the trainee read or review task sheet. 

 
c. FTO Explains & Demonstrates- FTO demonstrates the task while 

he is explaining the task to the trainee. 
 
d. Trainee Explains as FTO Demonstrates- FTO demonstrates the 

task while the trainee explains the task. 
 

e. Trainee Explains & Demonstrates- Trainee demonstrates the task 
while he is explaining the task to the trainer. 

 
f. Trainee Practices- This is the time that trainee will practice what 

he has learned. 
 

C. Testing. 
 

1. The trainee will be tested on the task in front of the Lieutenant in charge 
of training or the FTO Supervisor. After the testing is complete, the 
Lieutenant will sign off and clear the trainee of the task or refer the 
trainee to complete further training.  

 
D. Completion of Training. 

 
1. After the trainee has been tested on all of the various tasks by the 

Lieutenant or the FTO Supervisor, they will make a recommendation on 
completion of training. 

 
a. If the trainee fails to meet training standards on any portion of the 

training, they may be re-referred to the training program. 
 
2. The FTO Supervisor will review all training records and sign them off. 
  

a. The training records will be forwarded to the trainee’s training 
file.   

 
 
\\\ 
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___________________________ NUMBER OF PERSONNEL __________________________ 
 
I. POLICY 
 

A. Standard staffing procedures shall be implemented that are necessary for the 
orderly and efficient operation of the Corrections Division. 

 
B. A sufficient number of personnel shall be assigned to Building I and Building II 

to conduct hourly safety checks of inmates. Direct and visual observations of 
inmates during hourly safety checks shall be documented. 

 
II. PHYSICAL PLANT 
 

A. The Mendocino County Jail has five separate and distinct buildings: 
 

1. Administration 
 

a. The jail administration is part of a shared building with other 
Sheriff's functions including Field Operations.  

 
b. The Sheriff’s Transportation Unit, Inmate Classification, Work 

Release/Home Detention and Pre-Trial Services are also located in 
this building. 

 
2. Building I 

 
a. Building I was built in 1986. This building houses the 

booking/intake function and six housing areas. Originally designed 
for 80 inmates, double and triple bunking was necessary to meet 
inmate growth; it now has the capacity of 154. 

 
(1) The six housing areas are: 

 
(a) "A" Module - houses 20 inmates. 
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(b) "B" Module - houses 54.  
 
(c) "C" Module - houses 54 inmates 
 
(d) "D" Module - houses 20 inmates 

 
(e) Separation - houses inmates. 

 
(f) Medical Separation -Houses one (can be of any 

classification). 
 

3. Building II 
 

a. Built in 1991 using primarily bond money (Proposition 52 and 86), 
this podular housing unit originally was designed for 128 and now 
has a capacity of 147. 

  
b. There are four housing modules/wings: 

 
(1) Wing 1 - houses 20 female inmates. 

  
a. Administrative segregation inmates of maximum 

one, maximum two, maximum three and protective 
custody may be housed in this housing unit in single 
cells.   

 
(2) Wing 2 - houses 19 female inmates. 

   
a. Administrative segregation inmates of maximum 

one, maximum two, maximum three and protective 
custody may be housed in this housing unit in single 
cells.   

 
(3) Wing 3 - houses 48 male inmate workers. 

 
(3) Wing 4 - houses 60 male inmates. 

 
c. The pod has a raised control room over the female booking area 

and the medical space. 
 

d. There are four recreation yards. 
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4. Support Building 
 

a. Consists of the kitchen and laundry. 
 

5. Program Building 
 

a. This building contains the inmate programs. It is used to provide 
programs to lower security inmates. 

 
III. STAFFING PLAN 
 
 A. See next two pages. 
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STAFF COVERAGE PLAN 
 
Post / 
Position 

Job 
Class 

Meal 
Relief 

Hrs – 
Days 

Hrs – 
Nights 

12-Hr 
Day 

12-Hr 
Night 

No.Days 
Per Wk 

No.Hrs 
Per Wk 

Relief 
Needed? 

Jail Commander (1) Captain No 8    5 40 No 

LIEUTENANT/MID-MANAGEMENT 

Jail Administration (2) Lieutenant No 8 8   5 80 No 

LINE SUPERVISORS 

Team Leaders                  (7) Sergeant No     12 12 7 168 Yes 

Transportation                 (1) 
Supervisor 

Sergeant No   8  5 40 No 

CORRECTIONS DEPUTIES 

Work Release Dep. Dep. No 8    5 40 No 

Transportation 1 Dep. No 8    5 40 No 

Transportation 2 Dep. No 8    5 40 No 

Transportation 3 Dep. No 8    5 40 No 

Transportation 4 Dep. No 8    5 40 No 

Classification 1 Dep. No 10    4 40 No 

Classification 2 Dep. No 10    4 40 No 
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STAFF COVERAGE PLAN, Continued 
 
Post / 
Position 

Job 
Class 

Meal 
Relief 

Hrs – 
Days 

Hrs – 
Nights 

12-Hr 
Day 

12-Hr 
Night 

No.Days 
Per Wk 

No.Hrs 
Per Wk 

Relief 
Needed? 

Building I 

Booking #1                        (5)  Dep. Yes     12 12 7 168 Yes 

Booking #2                        (5) Dep. Yes     12 12 7 168 Yes 

Floor #1                             (5) Dep. Yes     12 12 7 168 Yes 

Floor #2                             (5) Dep. Yes     12 12 7 168 Yes 

Sheriff’s Service Tech     (2) Civilian No 8 8   5 80 No 

Building II 

Control                             (5) Dep. Yes     12 12 7 168 Yes 

Floor #1                            (5) Dep. Yes     12 12 7 168 Yes 

Floor #2                             (5) Dep. Yes     12 12 7 168 Yes 

Female Floor  Deputy      (5)     Dep. No     12 12 7 168 Yes 

 
 
/// 
 
 Rev. 11/19 
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_________________CRIMINAL INVESTIGATIONS___________________ 
 
I. PURPOSE   

 
A. To set guidelines for responding to and investigating criminal activities within and 

on the grounds of the corrections facility.  
 
II. POLICY   

 
A. All correctional deputies are recognized as peace officer while engaged in the 

performance of their duties under Penal Code section 830.1 (c).  
 

B. It is the policy of the Mendocino County Sheriff’s Office to investigate and aid in 
the prosecution of criminal activity occur in the corrections facility. 
 

C. Those correctional deputy’s that are trained in investigating criminal activities will 
respond and investigate suspected criminal events. 
 

D. Criminal events that are going to be excluded from correctional deputy’s 
performing the investigation are crimes that are included in Penal Code section 667, 
1170 and those crimes that are regulated by PREA.  
 

E. There will be two distinct investigations one for classification purposes and one for 
prosecution. The classification investigation will always occur first to ensure we 
get the information to ensure the safety and security of the corrections facility.         

 
III. Training 

 
A. Every Correctional Deputy will be trained in Evidence collection, computer report 

writing, courtroom testimony, search and seizure and tactical communication, 
interview and interrogation. The training will be done through the field division’s 
mini academy.  
 

 
IV. Procedure 
   

 
A.  On duty Sergeant will assign the investigation to a Correction deputy who is 

trained in taking crime reports.. 
 



B. Contact dispatch to get an incident number. 
 
C. The deputy will conduct the investigation. 
 

 
D. Create a case report in Aegis mobile 
 
E. Create an arrest report in Aegis mobile. 

  
F. Sergeant will review the report. 
 
G. Sergeant will merge the case and arrest report into Aegis Lerms. 
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__________________ JAIL RECORDS MANAGEMENT AND ACCESS _________________ 
 
I. PURPOSE 
 

A. Accessibility to jail records shall be regulated and personnel access shall be 
restricted. The jail records system shall be maintained in an efficient and logical 
manner by the Corrections Division Records Clerk under the direct supervision of 
the Corrections Sergeant. 

 
 
II. POLICY 
 

A. No member shall release confidential records or information except as provided 
by law or by competent authority pursuant to the directives of the Sheriff's Office. 

 
III. MAINTENANCE OF JAIL RECORDS 
 

A. The inmates' "A" files will be processed when inmates are: 
 

1. Released because of time served, 
 

2. Transferred per court order to another institution/facility to conclude their 
sentence, 

 
3. Ordered released by a judge, 

 
4. Bailed,  
 
5. Released on a pre-trial release, or 

 
6. 849(b)(1) and (b)(2). 

 
B. The Corrections Division Records Clerk has the responsibility for the scanning 
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and maintenance of all records pertaining to inmates; this includes "A" files and 
classification files. 

 
C. Booking documents are maintain in Jail Management System the by the specific 

booking record and are located in the document section of each booking. 
 

D. Between the hours of 0800 and 1700, Monday through Friday, access to 
information controlled by the Corrections Division Records Clerk will be done by 
making a request of the clerk for assistance. 

 
1. It is the clerk's responsibility to provide the requested information in 

accordance with local CORI regulations. 
 

  
 
IV. ADMINISTRATIVE DIVISION MANAGER and RECORDS CLERK 

RESPONSIBILITIES: 
 

A. It is the responsibility of the Corrections Division Records Clerk to pick up 
accumulated miscellaneous paperwork from Building One and Building Two in a 
routine and timely manner and to process accordingly. 

 
B. MEDICAL BILLING 

 
1. The Administrative Division Manager, or designee, will verify if the bill is 

to be paid by jail medical provider, the Sheriff's Office, or another agency.   
 

a. This is done by determining why the individual in question 
required medical attention. (Medical includes hospital visit, 
ambulance response, radiation treatment, and any other submitted 
medical billing.) 

 
2. Verify that the inmate was in custody on the date medical attention was 

required. 
 

a. Enter dates booked and released (when applicable) or write 
"Current" to reflect that the inmate is still in custody. 

 
b. Enter "A" number. 

 
C. FILING 

  
1. Practice routine general filing practices. 
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a. All "A" files are to be scanned into the jail management system. 

 
b. Scan incoming documents with existing "A" files when available.   

 
D. TELEPHONE OPERATION 

 
1. Practice routine proper telephone etiquette. 

 
E. STATE PAROLE BILLING 

 
1. Parole billing is done through the Community Corrections Program 

(CCP). 
 

F. RELEASE OF INFORMATION 
 

1. Local CORI dictates precisely what kinds of information and to what 
extent the information may be released upon inquiry. 

 
a. Refer to Records Management binder located in the Corrections 

Sergeants' office or Corrections Division Records office. 
 

2. Corrections Division Commander has directed that inquires from the 
District Attorney's Office are to be honored. 

 
G. PROBABLE CAUSE STATEMENTS AND WARRANTS 

 
1. The Records Clerk is to ensure that the probable cause statement and/or 

warrant(s) are attached to the pre-trial release forms prior to forwarding 
them to court. 

 
2. The Corrections Division staff will ensure the probable cause statement is 

attached to the bail prior to being forwarded to the Warrants Division.  
 

H. SHREDDING OF DOCUMENTS 
 

1. The maintenance and shredding of routine jail documents shall be done in 
accordance with the below listed schedule: 

 
a. SHIFT ACTIVITY REPORT 

 
(1) Maintain for three (3) years 
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(2) Maintain face page for five (5) years 
 

b. LINEN AND CLOTHING EXCHANGE 
 

(1) Current plus two (2) years 
 

c. OUTSIDE EXERCISE YARD 
 

(1) Current plus two (2) years 
 

d. TRANSPORTATION COURT ROSTER  
 

(1) Current plus two (2) years 
 

e. INMATE HOLDING FACILITIES MONITORING LOG 
 

(1) Current plus two (2) years 
f. LOCKDOWN ACTIVITY LOG 

 
(1) Current plus two (2) years 

 
g. INMATE GRIEVANCE 

 
(1) Six (6) months 

 
h. INMATE GRIEVANCE LOG 

 
(1) Six (6) months 

 
i. INCIDENT REPORTS 

 
(1) Six (6) months 

 
j. COMMANDER's FILES (Originals) 

 
(1) SAVE 

 
k. LAW LIBRARY 

 
(1) Current plus two (2) years 

 
l. DIET SLIPS 
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(1) Two (2) years 
 

m. PRISON RAPE ELIMINATION ACT REPORTS 
 

(1) Ten (10) years 
  
V. MISCELLANEOUS RESPONSIBILITIES 
 

A. Every Morning: 
 

1. Inmate Daily Population Sheet 
 

a. Copy and distribute to: 
(1) Corrections Division Records 
(2) Inmate Services Coordinator 
(3) Social Services, and 
(4) Mental Health Department 

 
2. Booking Recap Sheet 

 
a. Copy and distribute to: 

(1) Detectives Secretary 
(2) Ukiah Daily Journal (place on the Media Board for them to 

pickup.) 
 

B. Monthly: 
 

1. Copy machine reports (due by the 15th via internet) 
 

2. List of Past Inmates 
 

a. Mail copy to Social Services, Attn: Fraud Liaison Special 
Investigation Unit. 

 
3. CDC Transport Billing 

 
a. Original to Department of Corrections with a copy filed in the 

Records Clerk's file. 
 

4. Jail Profile Survey 
 

a. Send via internet to Board of State and Community Corrections 
and keep original in the Records Clerk's file. 
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5. Average Daily Population 

 
a. Provide copy to on-site jail medical provider and e-mail copy to 

Sheriff's Administrative Division Manager. 
 

C. Quarterly/Monthly 
 

1. Jail Profile Survey 
 

a. Send via internet to Board of State and Community Corrections 
with that month's statistics. 

 
///  
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______________________________ INMATE RECORDS _____________________________ 

I. PURPOSE 

A. The purpose of this policy is to establish guidelines for the maintenance of 
individual inmate records. 

B. This policy and procedure will also explain where individual inmate records are 
placed during and after an individual's incarceration. 

C. It will also explain who is responsible for updating files during and after an 
individual's incarceration. 

II. POLICY 

A. The Corrections Division shall maintain individual records on all incarcerated 
individuals. The records shall include, but not be limited to, intake information, 
personal property receipt, commitment orders, court orders, medical treatment 
orders, reports of disciplinary actions, classification information, inmate 
grievances, and inmate requests and non-medical information regarding 
disabilities and other limitations. 

III. TYPES OF FILES 

A. The Corrections Division maintains two separate files on each incarcerated 
individual; an A-file and a Classification file. 

1. The principal file for basic booking paperwork, court transactions, and 
other inmate transactions is the A-file. An A-file is initiated and 
maintained by the Booking Deputy. 

a. Copies of the following forms and documents are maintained in the 
A-file. 

(1) Initial Booking form. 
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(2) Probable Cause Declaration and/or a copy of the warrant. 

(3) Property Inventory Sheet. 

(4) Arrestee's photo sheet. 

(5) Arrestee Strip/Visual Search Form 

(6) Inmate/Arrestee Telephone Record. 

(7) Holds from other law enforcement agencies. 

(8) Court Orders and Court Commitments. 

(9) Inmate Grievance forms. 

(10) Inmate Request forms. 

2. The principal record of classification matters is the Classification File. It is 
established and maintained for each inmate who is booked and not 
released. The Classification File is initiated by the Booking Officer and 
maintained by the Classification Officer. 

a. Copies of the following forms and documents are maintained in the 
Classification File. 

(1) Chronological Log for Classification/Housing. 

(2) Classification Questionnaire form. 

(3) Classification Input form. 

(4) Incident Report. 

(5) Evaluation of Intoxicated Arrestee form. 

(6) Inmate Monitoring Logs. 

(7) Booking Photograph.  

(8) Medical Treatment Orders. 
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(9) Any other documents supporting classification decisions. 

(10) Disciplinary Action Log. 

(11) Disciplinary Board Report. 

(12) Disciplinary Notification form. 

IV. PLACEMENT OF FILES INTO THE "ELSEWHERE" FILE 

A. Placing files into the "Elsewhere" file is done when one of the following occurs: 

1. An inmate is transferred to another facility with the assumption of 
returning to our custody. 

2. An inmate is placed on the Home Detention or Work Release Program. 

B. The A-file and Classification File will be maintained by the Booking Officer   and 
placed into the file drawer marked "Elsewhere." 

1. Home Detention and Work Release files will be maintained in the Home 
Detention/Work Release Office. 

2. Any special security information shall be attached to the outside of the 
folder; for example, mail restrictions. This is important to ensure that 
security measures resumes once the inmate returns. 

V. POST INCARCERATION FILES 

A. Once the individual is released, the A-file and Classification File are forwarded to 
the Records Clerk. The Records Clerk then merges the files and archives them 
into the individual's master file. (Refer to Policy and Procedure 410.00 - Jail 
Records Management and Access.) 

 
/// 
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_____________________________ INCIDENT REPORTING __________________________ 
 
I. POLICY 
 

A. The Corrections Division will record and maintain records of all incidents, which 
results in physical harm, or serious threat of physical harm, to staff, inmates, or 
other persons. Also, to be recorded are escapes or plans of escape, use of force, 
use of Safety Cell, Level I, II, and III violations, and other incidents deemed 
necessary by the Facility Supervisor. 

 
B. An Incident Reports will include the names of the persons involved, witnesses, a 

description of the incident, and the date and time of the occurrence. 
 

C. The staff that witnessed or investigated the incident shall prepare the Incident 
Report and save it in the shared folder (pending reports). All major incidents; for 
example, gassings, use of Safety Cell, use of force, assaults, or attempted/actual 
escape, shall be submitted prior to the end of the shift. All other incident reports 
must be submitted within 24-hours. 

 
D. If it is determined that a criminal act occurred, a separate investigation and report 

will be completed. Any internal investigation will be a separate function as 
determined by the Corrections Division Commander. 

 
E. In-custody death reports will be written by the Sheriff’s Office Detective Bureau. 

 
II. GENERAL INFORMATION 
 

A. The primary purpose of the Incident Report form is to report all facts surrounding 
an incident and to document all relevant actions that occurred or were taken. 

 
B. The secondary purpose is to document circumstances or conditions which may 

affect the security or normal operation of the facility. 



Corrections Division 410.20(2) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office Title 15…1044 
 
_____________________________ INCIDENT REPORTING __________________________ 
 

 Revised: 11/19 

 
C. The Incident Report (located in the computer) will be utilized by the Corrections 

Division staff and/or those members assigned to the Corrections Division. 
 
III. GENERAL PROCEDURES 
 

A. When writing an incident report, the reporting employee will need to complete the 
following sections: 

 
1. Shift:  Selected either day or night shift by selecting 0700-1900 or 1900-

0700 from the drop-down menu. 
 
2. Housing Assignment: Select housing assignment from the drop-down 

menu on the form. 
 

3. Location of Incident: Select the location of the incident from the drop- 
down menu.  

 
4. Rules Violation: Select the level of rules violation or none from the drop- 

down menu.  
 

5. Type of Incident: Select the type of incident from the drop-down menu. 
 

6. Crime Report: Select yes or no from the drop-down menu. 
 

7. Use of restraints: Select the type of restraints used from the drop down 
menu or select none.  

 
8. Use of Force: Select the type of force used from the drop-down menu or 

select none.  
 

9. Special Coding: Select Medical, Mental or None from the drop-down 
menu.  

 
10. Injuries to: Select Staff, Inmate, Civilian or None from the drop-down 

menu.  
 

11. Date and Time of Report: The date and time of the report being written.  
 

12. Date and Time of Incident: The date and time of the incident. 
 

13. Description of Incident: A brief synopsis of the incident.  
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14. Captured on DVR: Select yes or no from the drop-down menu. 
 
15. Witness List: List any witnesses involved in the incident or who observed 

the incident.  
 

16. Inmate Name: List the inmates Last Name, First Name and master ID#.  
 

17. Narrative: The narrative will set forth all the pertinent facts and details of 
the incident, in a clear, concise, and logical sequence of events. The 
sequence will usually be in chronological order; however, clarity and logic 
may dictate this pattern be altered to best fit the circumstances. 

 
18. Reporting Employee:  List the name and I.D number of Corrections 

Division personnel reporting the incident and the date the report was 
written. 

 
B. A well-written narrative will include answers to the following questions: When, 

Where, Who, What, How and Why. 
 
IV. ROUTING: 
 

A. Facility Supervisor will review the Incident Report.  
 

1. The report will be reviewed for neatness, clarity, completeness, and 
content. 
a.  If the report is accepted, the supervisor will fill in the Reviewing 

Supervisor section. 
 

b. If it becomes necessary, the reviewing supervisor will refer the 
report back to the submitting Corrections Division personnel for 
corrections, additional information, or follow-up 

 
(1) Once corrections or additions have been made and the 

report is accepted by the supervisor, the supervisor will fill 
in the Reviewing Supervisor section. 

 
B. The Corrections Lieutenant will review the Incident report. 
 

1. The report will be reviewed for neatness, clarity, completeness, and 
content. 

 
a. If it is accepted, the Corrections Lieutenant will fill in the 

Reviewing Lieutenant section. 
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b. If it becomes necessary, the reviewing Lieutenant will refer the 

report back to the submitting Corrections Division personnel for 
corrections, additional information, or follow-up.  

 
(1) Once corrections or additions have been made and the 

report is accepted by the Lieutenant, the Lieutenant will fill 
in the Reviewing Lieutenant section.  
 

2. Reports not involving the use or force or use of a safety cell will signed 
via chain of command and sent back to the person writing the report. 
 
a. The original report, after being signed, will go to the shift log. A 

copy will be forwarded to classification. 
 
(1) Other copies being routed may include: 
 

(a) Medical or Mental Health; 
 
(b) Probation Department; 

 
(c) District Attorney; 
 
(d) A specific law enforcement agency or officer; 

 
(e) An affected Corrections Division personnel or 

facility; 
 

(f) Building Maintenance, etc. 
 

b. The completed Incident Report will be saved and maintained in the 
Corrections Division shared folder of the computer system as well 
as in the involved inmate’s permanent Classification file. 

 
C. Incident reports involving use of force or use of a safety cell will be forwarded to 

the Jail Commander for review. 
 

1. The report is reviewed for neatness, clarity, completeness, and content. 
 
a. If it is accepted, the Jail Commander will fill in the Jail 

Commander section. 
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b. It may be necessary for the report to be routed back to the 
approving Facility Supervisor and/or reporting Corrections 
Division personnel for corrections, additional information, or 
follow-up. 

 
c. Once corrections or additions have been made and the report is 

accepted by the Jail Commander, the Jail Commander will fill in 
the Jail Commander section. 

 
d. The Jail Commander or designee will print out the competed and 

approved incident report.  
 
2. The report will be signed via the chain of command back to the person 

writing the report.  
 

a. The original report, after being signed, will go to the shift log. A 
copy will be forwarded to classification. 
 
(1) Other copies being routed may include: 
 

(a) Medical or Mental Health; 
 
(b) Probation Department; 

 
(c) District Attorney; 
 
(d) A specific law enforcement agency or officer; 

 
(e) An affected Corrections Division personnel or 

facility; 
 

(f) Building Maintenance, etc. 
 

3. The completed Incident Report will be saved and maintained in the 
Corrections Division shared folder of the computer system as well as in 
the involved inmate’s permanent Classification file. 

///  
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________________________ PERSONAL VIDEO RECORDERS______________________ 
 
I. PURPOSE 
 

A. It is the intent of this policy to set forth the procedures and guidelines in creating 
recordings of specific actions of an inmate or inmates. 

 
II. POLICY 
 

A. Attempts will be made to record all incidents such as destroying county property, a 
riot, suicide attempt, cell extractions, restraint chair placements, forced medications 
and/or resisting staff. These recorded incidents shall be kept as a permanent record 
and may be provided as evidence in a criminal proceeding.  
 

B. The purpose of this policy is as provided in Section I above, and not as a discipline 
policy.  However, nothing in this policy restricts the Department from using 
recordings made under this policy as evidence for disciplinary actions against 
employees consistent the disciplinary policies of the County and Department. Post 
incident review of video and audio in any critical incident may be permitted by the 
Department provided that the decision on whether to permit such review is solely 
within the discretion of the administrator in charge of the investigation.  
 

C. This policy is inclusive of Sheriff’s General Order section 450 and Policy section 
2002.00 of Corrections Division.   

 
III. DEFINITIONS 
 

A. MUVI Pro-- A portable digital video recorder that enables the user to record up to 
90 minutes of video and sound utilizing the small hands-free recording device.  

 
IV. PROCEDURES 
 

A. MUVI PRO video recorders will be provided to staff members at the beginning of 
each shift. 

 
B. Staff members will be responsible to activate the recorders in the event of an 
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inmate/arrestee destroying county property, a riot, suicide attempt, cell 
extractions, restraint chair placements, forced medications and/or resisting staff, 
etc. 

 
1. Staff members are encouraged to activate the recorders during any 

situation that appears to be escalating. 
 

C. Upon the conclusion of a recorded situation, the MUVI PRO recorder will be 
returned to the shift supervisor. 

 
D. The shift supervisor will download the video and attach it to the inmate's Global 

Jacket under documents. 
 

1. A copy of the event may be provided to other agencies for evidentiary 
purposes with approval from the Corrections Division Commander, or 
designee. 

 
V. DOCUMENTATION 
 

A. Staff members preparing incident reports will document the presence of the video 
recorder, whether it was used and if the video was successfully downloaded. 

 
/// 
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___________________ RELEASE OF INFORMATION TO THE PUBLIC ________________ 
 
I. POLICY 
 

A. Inmates and general public members will be afforded public access and/or non-
confidential information about the Mendocino County Jail to ensure the 
dissemination of information regarding the facility operations. 

 
B. The Mendocino County Jail has the responsibility to protect the privacy and rights 

of inmates and members of its staff. 
 

C. Written or verbal requests from in-custodies (or past in-custodies) wanting their 
past detention charges, fines, and/or dates of incarceration shall be denied such 
information. This information is only available through the California Department 
of Justice (DOJ).   

 
1. DOJ request forms are available through Jail Records in the Sheriff’s 

Office Administration building. 
 

II. GENERAL INFORMATION 
 

A. PUBLIC INFORMATION REQUESTS 
 

1. Information will not be released in conflict with Government Code 
Section 6254. 

 
a. Telephone requests from Social Services personnel will be 

accompanied with their identification number. 
 

(1) The requests are to be honored without further verification 
or authority needed. 

 
2. Requests from federal, state, and local legislative and executive bodies for 
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information concerning programs and specific cases will be responded to 
as soon as possible, and no later than five (5) working days by the 
Corrections Division Commander or designee. 

 
3. The general public can request information via a Public Records Request 

by accessing the County request portal online at 
https://mendocinocounty.nextrequest.com/ 
 

4. The following policies/procedures will be made available for inmate or 
general public review: 

 
a. "Mendocino County Corrections Division Policy and Procedure 

Manual" affecting inmates as specified in "Title 15 and Title 24." 
 

5. Inmates may request non-confidential policy/procedure information by the 
following means: 

 
a. Inmate request, using an "Inmate Request" form, via the Facility 

Supervisor. 
 

6. This policy will be reviewed annually and updated as necessary by the 
Corrections Division Commander, or designee.  

 
/// 
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__________________________ DNA SAMPLE COLLECTION _________________________ 
 
I. PURPOSE 
 

A. The purpose of this policy and procedure is to provide a procedure for proper 
collection and registration of DNA samples with the California Department of 
Justice. The Sheriff's Office is required by the DNA and Forensic Identification 
Data Base and Data Bank Act of 1998 and the DNA Fingerprint, Unsolved Crime 
and Innocence Protection Act to make specific mandated collections.  

 
II. POLICY 
 

A. It shall be the policy of the Mendocino County Sheriff’s Corrections Division to 
collect buccal swabs and fingerprints from people in-custody that qualify for 
DNA sample collection. Once DNA samples are obtained, they will be forwarded 
to the Department of Justice. The exceptions to this policy are those inmates that 
are sentenced to State Prison.  

 
B. Buccal swab samples will only be collected by Sheriff's Office personnel trained 

in DNA collection. 
 

C. If DOJ requests a withdrawal of blood, the withdrawal must take place in one of 
the medical rooms and by a trained and certified phlebotomist.   

 
III. PROCEDURE 
 

A. Verification  
 

1. Prior to collection, you must confirm the person’s identity and if they are a 
qualifying offender. 

 
2. A check of the person's criminal history record(s) for a DNA collection 

flag must be made. If there are further questions concerning an offender’s 
collection status, contact DOJ's Richmond DNA Laboratory. 
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3. The sample collection is a one-time process. A qualifying person must 
provide a DNA sample and palm print impressions for the California's 
DNA Data Bank Program only if their sample and print impressions are 
not already on file with DOJ.  

 
B. Persons Who Qualify for DNA Sample Collection 
 

1. Those convicted or found not guilty by reason of insanity for any felony 
offense. (Penal Code 296(a)(1); 296(e).)  

 
2. Those currently in custody or on probation, parole, or other supervised 

release after a conviction for any felony or misdemeanor offense, but with 
a past California or out-of-state qualifying felony conviction. (296.1(a)(2), 
(3), (4).) 

 
3. Penal Code 290 sex and/or Penal Code 457.1 arson registrants (even for 

misdemeanor crimes). (Penal Code 296(a)(3); 299(e), (f).) 
 

4. People referred to and housed in mental health treatment programs for 
felony offenses. Including those persons found incompetent to stand trial 
under Penal Code 1368, those committed to a state hospital upon a finding 
of not guilty by reason of insanity, and those classified as mentally 
disordered sex offenders. (Penal Code 296(a)(3), 296(c).) 

 
5. Out-of-state offenders accepted into California for service of custody, 

probation, or parole under an interstate compact. (296.1(a)(5).) 
 

6. Federal prison inmates with prior California or out-of-state qualifying 
felony conviction. Requires California connection (e.g., the inmate will be 
released in California) and approval of the FBI Director. (Penal Code 
296.1(a)(5).) 

 
7. Those persons that enter a plea conditioned upon collection of a DNA 

sample. (Penal Code 296(a)(5). 
 

8. All arrested for any felony offense must provide a buccal swab DNA 
sample, thumb and palm print. (296(a)(2) and 296.1(a) 
 

C. Timing of Collection and Disposition of Samples - In-custody 
 

1. The collection of DNA samples is part of the booking process. Samples, 
specimens, and print impressions must be collected prior to release. 
(295(i)(1)(A); 296(a)(1)(A).) 
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2. Samples, specimens, and print impressions are to be promptly sent to the 

California Department of Justice. Palm prints are sent to the Bureau of 
Criminal Identification and Information in Sacramento and the buccal 
collection kit is sent to the DNA Data Bank Program in Richmond.  

 
D. Timing of Collection and Disposition of Samples-Out-of-Custody 

 
1. DNA samples are collected for persons who are out-of-custody at Sheriff’s 

Administration Office, 589-A Low Gap Rd, Ukiah, by the assigned staff 
assistant. 

 
2. The staff assistant will send a preset appointment schedule to Probation. A 

representative of the Mendocino County Probation Department will 
schedule appointments for probationers to submit to the sample process. 
The transmission of the schedule will be done by e-mail.  

 
3. Samples, specimens, and print impressions are to be promptly sent to the 

California Department of Justice. Palm print cards are completely separate 
from the DNA kits.  The palm print cards are sent through Live Scan to 
the Bureau of Criminal Identification and Information, Fingerprint 
Expedite Unit in Sacramento and the buccal collection kit is sent to the 
DNA Data Bank Program in Richmond. 

 
4. If a probationer does not appear for the scheduled appointment, the staff 

assistant will forward a failure to appear form to the probation office. 
 

E. Buccal Swab Collection Process 
 

1. Remove the Buccal DNA Collector from the pouch and write the subject's 
name and CII/SID numbers in the space provided. To avoid contamination 
of the sample gloves must be worn. 

 
2. Move Slider Cover back if necessary to fully expose the Collection Paper. 
 

 
3.  Instruct the subject to hold the collector with their thumb on the area 

marked "thumb" on the back side of the collector. 
 

4. Ensure that all gum, candy or other food products are removed from their 
mouth prior to collection. Instruct the subject to open their mouth and 
place the collection paper side of the collector flat against the inside of 
their cheek. 
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5. Ask the subject to drag it firmly toward lips and out of their mouth. Repeat 

seven additional times, without rubbing back and forth. Once complete 
close the Slider Cover towards the tip of the Collector, covering the 
Collection Paper. Then place the Collector into the transport pouch and 
seal the envelope. Leave the desiccant packet in the envelope. 

 
6. Attach DNA Laboratory's address label to the storage envelope and fill in 

return address. Place the specimen identification card and the completed 
transport pouch into the storage envelope. Then mail to the DNA Data 
Bank. 

 
F. DNA Collection Log 

 
1. Each collection will be recorded into a computer collection log of all 

defendants that provide DNA samples. The log will be kept in 
chronological order and will indicate the subject's name, Master ID#, 
CII-#, DOB, criminal charges, collection date and jurisdictional agency if 
appropriate. 

 
2. The Collection Log information will be available to appropriate 

jurisdictional agencies to avoid duplication of collection. 
 
IV. HANDLING UNUSUAL CIRCUMSTANCES 
 

A. Person Refuses to Comply with Process  
 

1. The person will be verbally advised by the deputy that refusal to comply 
with the process may result in new misdemeanor charges. 

 
2. The person will be given a refusal admonishment form to sign. The deputy 

will also sign the form. Their sample collection will be moved to the next 
Wednesday. 

 
3. If the person still refuses to comply, the order of probation, agency 

admonishment form and incident report explaining the person’s refusal 
will be returned to the Probation Department.  

 
4. The Probation Department will seek judicial intervention.  

 
 

B. Continued Refusal 
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1. Once judicial intervention is obtained and the person still refuses to give a 
sample, reasonable force may be used to obtain the sample.  

 
a. If reasonable force includes cell extraction, the extraction will be 

audio and video recorded.  The recording will be forwarded to Jail 
Records and maintained in the inmate’s A-file. 

 
2. The Corrections Lieutenant will be notified prior to any action to force the 

blood draw of persons. The Corrections Lieutenant will review the 
situation to ensure that the person has been given every opportunity to 
comply and will notify the Corrections Division Commander. 

 
3. The Corrections Division Commander will review the records to ensure 

protocol was followed. If a forced blood draw is approved, the “DNA 
Sample Collection Refusal” form must be signed. 

 
4. The person will be taken to the medical room and placed in a restraint 

chair. Reasonable force may be use to place the individual into the 
restraint chair. Once secured in the chair, a certified phlebotomist will 
draw the minimum amount of blood necessary. 

 
a. Jail medical staff will not be utilized to draw the specimen 

 
 

5. All personnel involved will write and submit an incident report.  
 

6. If collection is forced, then the saliva sample will not be required. 
 
7. The intention of this procedure is to have the inmate willingly comply 

with the process. The Classification Deputy should explain the process 
thoroughly to the person because their refusal may be based on a 
misunderstanding of how or why the DNA is being collected. Forcing the 
blood draw should be a last resort after all other options have been 
exhausted. 

 
C. Phlebotomist is unable to draw blood 

 
1. Attempts will be made on two different days to collect the blood sample. It 

will be at the discretion of the phlebotomist as to how many "sticks" will 
be made during each attempt. 

 
2. If both attempts fail then the Corrections Lieutenant will be contacted and 

the situation will be evaluated. Possible options include: 
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a. Place the inmate on sick call to have the doctor attempt a neck 

draw. 
 

b. Send the DNA kit without a blood sample. DOJ will still process 
the saliva sample and palm prints. 

 
D. Inmate Transferred to Another Facility Before Collection Completed 

 
1. If the inmate is transferred to another custodial facility before the DNA 

collection process occurs, forward the paperwork back to the Probation 
Department with a memo explaining what happened. 

 
V. RELATED CRIMES 
 

A. Misdemeanor refusal to provide sample Penal Code 298.1(a). 
 

B. Felony sample tampering Penal Code 298.2. 
 

C. Unauthorized use and/or disclosure Penal Code 299.5 (i)(1)(A). 
 

 
/// 
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____________________SPECIAL HANDLING OF ARRESTEE/INMATE________________ 

I. POLICY 

A. Corrections Division staff will provide for the care and protection of those 
inmates who are classified as requiring special handling and housing 
consideration. 

II. DEFINITIONS 

A. Developmentally Disabled - Any arrestee/inmate who is disabled due to mental 
retardation, cerebral palsy, epilepsy, autism, or a combination of these handicaps; 
and may be unable to exercise care for their own safety or for the safety of others. 

B. Mentally Disordered - Any arrestee/inmate who displays a continuous pattern of 
mental illnesses characterized by severe symptoms such as delusions, 
hallucinations, an inability to evaluate reality in an objective manner, 
Altzheimer’s or Altzheimer’s-like conditions, or suicidal tendencies which cause 
an officer to believe the arrestee/inmate is a danger to himself, or a danger to 
others.  

C. Physically Disabled - Any arrestee/inmate who has a physical impairment that 
substantially limits one or more major life activities such as seeing, hearing, 
speaking, walking, breathing, performing manual tasks, learning, caring for 
oneself, and working, has a record of such an impairment, or is regarded as 
having such an impairment.  

 
III. PROCEDURE 
 

A. DEVELOPMENTAL DISABILITIES 
 

1. If, during the booking process or at any time during an arrestee’s 
incarceration, it is determined an arrestee/inmate may be developmentally 
disabled, the Booking Deputy will immediately notify the Facility 
Supervisor and on-duty medical personnel. 

 
a) Arrestees/inmates identified with developmental disabilities should 

initially be separated from other inmates due to the high risk of 
their being victimized while in custody. 

 



2. Medical personnel shall contact the Redwood Coast Regional Center, 
1116 Airport Park Blvd, Ukiah, California, 462-3832 and advise them of 
the circumstances within 24 hours of such determination, excluding 
holidays and weekends.  

 
a) The arrestee/inmate may already be a client of the Regional Center 

and could be provided services by the center which will assist in 
the management of the inmate while they are in custody, and with 
appropriate return to the community. 

 
b) Redwood Coast Regional Center provides counselors to assist in 

the assessment of developmentally disabled individuals. 
 

3. Classification staff will follow up and review the classification file for 
developmentally disabled inmates and make a determination as to the 
appropriate housing.  

 
4. Medical and mental health staff will monitor the arrestee/inmate’s 

progress while they are in custody and consult with the Regional Center 
on treatment and housing recommendations. 

 
5. Periodic meetings are scheduled between jail staff, mental health staff, 

medical staff and Regional Center staff in order to conduct case 
management of developmentally disabled individuals in custody. 

 
 

B. MENTALLY DISORDERED ARRESTEE/INMATE 
 

1. Corrections staff will notify mental health and/or medical staff when an 
arrestees/inmates admits to having a mental disorder, or exhibit abnormal 
behavior while being booked or during incarceration.  

 
2. The discovering staff member will brief the Facility Supervisor.   

 
a) The staff member will prepare an Incident Report detailing their 

observations for use by mental health and classification personnel. 
 
3. Corrections Staff will make a determination as to the appropriate housing 

of the inmate – Also see Policy and Procedure 501.00 Inmate 
Classification.  

 
a) If a safety placement is warranted – See Policy and Procedure 

503.20 Use of Safety Cell . 
 

4. If housed, inmates can request mental health services by submitting a 
“sick call” slip. 

 
a) Sick call slips can be placed in the medical box located inside each 

housing unit. 
 
b) In an emergency, corrections staff will notify medical and/or 

mental health staff and standby with the inmate until they can be 
evaluated and a determination can be made as to their mental 
stability. 



 
5. Inmates who are on administrative segregation will be seen by mental 

health and medical staff twice a week in order to monitor the inmate’s  
mental stability. 

 
6. Weekly meetings are held with classification staff and mental health staff 

in order to discuss the status of mentally ill persons in custody. 
 

C. PHYSICALLY DISABLED INMATE 
 

1. When the Booking Deputy observes that an arrestee is physically disabled 
(i.e. using a prosthetic device, has a hearing impairment or visual 
impairment), medical staff will be notified. 

 
2. Physical disabilities will be evaluated by medical staff.   

 
3. Accommodations will be made on a case-by-case basis in order to ensure 

the inmate has reasonable access to the courts, programs, visitation and 
jail recreational activities.     

 
/// 
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____________________________ USE OF SAFETY CELL ____________________________ 
 
I. POLICY 
 

A. The use of the Safety Cell will be carefully controlled and monitored in order to 
prevent the indiscriminate and arbitrary placement of inmates. In no case shall the 
Safety Cell be used for punishment or as a substitute for treatment.  

 
B. The Safety Cell will be utilized to confine an inmate who is either uncontrollably 

violent or self-destructive, and only for the period of time absolutely necessary. 
Only one inmate will be placed in the Safety Cell at a time. 

 
II. DEFINITIONS 
 

A. SAFETY CELL 
 

1. Located at Intake/Reception, this padded cell is specially designed and 
equipped for an inmate who is classified as suicidal, extremely destructive, 
violent, or shows violent psychiatric disorders. 

 
B. GENERAL CONDITIONS FOR USING THE SAFETY CELL 
 

1. Behavior symptomatic of acute or critical psychiatric/mental health 
illness. 

 
2. Suicide prevention measures. 

 
3. Threat to cause physical harm to others.  

 
4. Immediate danger to safety of inmate from self-inflicted harm. Self-

inflicted harm includes suicide attempts or behavior likely to lead to 
fractures of the head, face, and extremities.  
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5. Behavior that results in the destruction of windows, doors, and other 

fixtures. 
 

C. STEP DOWN PROCESS 
 
1. The Step Down process is the method used by the Mendocino County 

Sheriff’s Office to remove people from the Safety Cell that have been 
housed in a Safety Cell for three days, or more, and are stable to the point 
that they no longer need the physical structure of the Safety Cell. 
However, not stable enough for housing in general population 

 
IV. PROCEDURE 
 

A. The Facility Supervisor will be notified immediately for approval prior to 
placement of an inmate into the Safety Cell. 

 
1. The only exception to prior approval is in the most volatile of 

circumstances. In these instances, staff may place the inmate in a safety 
cell while obtaining approval in order to keep the inmate or others from 
being injured. 

 
2. In the event the placement is disapproved, the Facility Supervisor will 

cause the immediate placement of the inmate to the appropriate housing. 
 

D. The complete removal of clothing must be individualized and based on clear 
justification that retention of the clothing represents a risk to the safety of the 
individual. While some inmates may use their clothing to harm themselves, it is 
not acceptable to routinely deprive inmates in safety cells of all clothing. 

 
1. If the circumstances warrant it, prior to the placement of an inmate into the 

Safety Cell, the inmate may be stripped of all clothing articles and other 
property. 

 
a. In the cases of use of force, it is authorized to cut the clothing off 

with the medical style scissors found in booking. This is primarily 
done to avoid extending the use of force while waiting for a Safety 
Smock. The Safety Smock can be issued at a later time.    
  

b. When possible, only staff the same sex of the inmate shall be 
involved in the removal of the clothes.  
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c. When an inmate is stripped of clothing, the inmate shall be dressed 
in the Safety Smock.  

 
d. A safety blanket may also be issued. 

 
e. If the inmate refuses to wear the smock, or tries to destroy it, the 

smock may be removed until the inmate desires to wear it or it is 
determined that the inmate is capable of not damaging the smock. 
If an inmate initially refuses to wear the smock, it shall not 
constitute reason to later deny the garment to the inmate when the 
inmate desires to wear the garment. 

 
2. Shoes, pens, or other articles are PROHIBITED in the Safety Cell. 
 
3. Eating utensils, to include plastic spoons, which could be used to inflict 

either personal injury, injury to staff, or damage any part of the cell, shall 
not be issued. 

 
4. Razors are PROHIBITED in the cells. 

 
 

C. Staff shall notify medical personnel of the placement and request an on-view 
evaluation. 

 
1. A medical opinion on placement and retention will be secured within one 

(1) hour of placement in a Safety Cell and the inmate will be medically 
cleared for continued retention every twenty-four (24) hours thereafter. 

 
E. The retention of an inmate in the Safety Cell will be reviewed a minimum of 

every eight hours by the Facility Supervisor and documented on the observation 
log. 

 
1. A follow up medical assessment shall be completed within a maximum of 

eight (8) hours of placement in the Safety Cell and documented on the 
observation log. 

 
2. If within the first six hours of placement in the Safety Cell the inmate has 

shown no improvement, continuing deterioration of behavior through 
escalated inappropriate actions, inability to take on fluids and medical  
staff has been unable to perform hands on assessment; the inmate will be 
transported to the hospital for further medical and diagnostic evaluations. 
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3. A mental health opinion on placement and retention shall be secured 
within twenty-four (24) hours of placement and documented on the 
observation log.  

 
4. In addition, if it is necessary to retain an inmate in a Safety Cell for more 

than 3 days and the Step Down process is not an option; arrangements will 
be made by medical staff to have the Mental Health Department evaluate 
the person for 5150 WIC and housing in a Title 22 facility.   

 
F. Intermittent direct visual supervision will be provided at least twice every thirty 

minutes. Checks shall be noted on the observation log. Annotation such as 1000, 
1015, 1030, 1045, etc. shall not be allowed on these logs. 

 
1. Audio and/or video monitoring will also be provided through Control 

Room in each building. 
 

G. Physical checks are to be performed no less than hourly on inmates housed in the 
Safety Cell. 

 
1. When conducting a physical check, Corrections staff will enter the safety 

cell and check to make sure the inmate is breathing, is controlling bodily 
functions, can answer basic questions, is eating, and is taking fluids. 

 
2. Physical checks will be documented on the Safety Cell Monitoring Log. 

 
3. Exception: If an inmate poses an immediate physical threat to staff, a 

physical check will not be required.  A notation will be made Safety Cell 
Monitoring Log documenting why a physical check could not be 
completed. 

 
H. The Corrections Deputy placing the inmate into the Safety Cell will initiate an 

Incident Report. The Incident Report will include: 
 

1. Circumstances surrounding the Safety Cell placement; 
 
2. Notification of the Facility Supervisor and approval; 
 
3. Time of placement; 
 
4. Notification, actions, and/or observations of the medical and/or mental 

health staff; 
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5. Other staff directly involved in the placement and/or observation of the 
inmate in the Safety Cell; 

 
6. Any use of force or restraint devices; and 
 
7. Justification if clothing was removed and the issuing the safety garment. 
 

I. The "Observation Log" will become a permanent part of the inmate's Classification file 
after the inmate is removed from the Safety Cell. 

 
J. NUTRITION AND FLUIDS 

 
1. Inmates placed in the Safety Cell shall be provided with food during 

normal daily meal servings. 
 
2. Inmates in Safety Cells can become dehydrated. To prevent this, they shall 

be offered at least two cups of water per hour and shall be allowed more 
water if the need is evident. Medical staff shall be notified if an inordinate 
amount of water seems to be needed by the inmate. 

 
3. Intake of food and water shall be annotated on the "Observation Log." 
 
 

K. Removal from the Safety Cell 
 

1. Removal of a person that displayed violent behavior or behavior resulting 
in significant destruction of jail property not related to a mental illness can 
be removed by the facility supervisor. 

 
2. Removal of a person that displayed behavior symptomatic of acute 

psychiatric problems or is an immediate or potential suicide risk will be 
evaluated by mental health staff prior to removal. 

 
3. If the person was arrested for a heinous crime and investigators want to 

interview that person, the facility supervisor will immediately contact the 
medical staff psychiatrist, or designee, to perform a removal evaluation for 
the purposes of the interview. If cleared the person shall be removed for 
the interview. 
 

V. STEP DOWN PROCESS 
 
 A. The Step Down process is method use at the Mendocino County Jail to remove 

people from the Safety Cell that have been housed in a Safety Cell for three days, 
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or more, and are stable to the point that they no longer need the physical structure 
of the Safety Cell. However, not stable enough for housing in general population. 
 

 B. There will be a Step Down Committee made up of the Medical Manager, Mental 
Health Nurse, Corrections Captain or Lieutenant, Classification Sergeant or 
Deputy, and the on-duty facility sergeant. 
 

 C.  It is the Committee’s responsibility to make the decision when to utilize the step 
down process. The committee will collaborate on how and where the Step Down 
process will be implemented. 

 
 D. When an inmate is in the Step Down process, direct visual supervision will 

performed by Correctional Staff once every half-hour. This will be documented 
on the Observation Log. Mental Health staff will review every twenty-four hours. 

 
 E. A tracking form will be used to document what articles and activities the person 

can have or perform.              
   

L. Review Policy and Procedure 505.00 – Use of Force and Restraints. 
 

M. Review Policy and Procedure 501.00 – Inmate Classification. 
 
N. Review California Code of Regulations, Title 15, Sections 1052 and 1055. 

 
///// 
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I. POLICY 
 

A. The use of the Sobering Cell will be carefully controlled and monitored in order 
to ensure its proper utilization. 

 
II. DEFINITIONS 
 

A. SOBERING CELL -- Located in the booking areas of both buildings, these rooms 
are specially designed and equipped for inmates who are a threat to their own 
safety or the safety of others due to their state of alcohol and/or drug intoxication. 

 
B. INTOXICATED PERSON -- A person who appears to be, or displays the 

objective symptoms of being, under the influence of alcohol or drugs or a 
combination of both, and who appears to be unable to care for his own safety 
and/or the safety of other persons. 

 
III. PROCEDURES 

 
A. The Sobering Cell may be utilized to hold a maximum of ten (10) arrestees in 

Building One Main Detention Facility and three (3) arrestees in Building Two 
Detention Facility. 

 
1. An assessment will be made to determine compatibility if more than one 

arrestee is placed in the Sobering Cell. 
 

a. If determined that there is an incompatibility problem, other 
housing options will be utilized. 
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B. All arrestees placed in the Sobering Cell will be pat searched for weapons and/or 
contraband prior to their placement. All articles of personal property, other than 
clothing, will be removed from arrestees prior to placement in the Sobering Cell. 

 
1. Arrestees placed in the Sobering Cell will not be allowed to possess belts, 

shoes; bulky clothing articles that would hinder our ability to observe vital 
body functions, and other articles that could cause injury or damage.  

 
C. The cell light is to remain on when cell is in use. 
 
D. Upon placement of an arrestee into the Sobering Cell, the initiating deputy will 

start an "Observation Log.” 
 
1. Once it is determined that the arrestee is going to be placed into the 

Sobering Cell, use the Observation Log to document the justification for 
placement. On the log, circle all of the observations that apply 
Unsteady/Staggering, Confusion, Incoherent/Excessive Talking, and Odor 
of Alcohol.  

 
E. Intermittent direct visual supervision will be provided at least twice every thirty 

(30) minutes and noted on the "Observation Log." 
 

1. Audio and video monitoring can also be provided through Control in each 
Corrections facility. 

 
F. The inmate shall be aroused every hour and give adequate answers to questions to 

determine the inmate’s well being. Annotate "Observation Log" to document such 
arousals and responses. 
 
1. Observation logs will become a permanent part of the inmate's 

'Classification' file after the inmate is removed from the Sobering Cell. 
 
G. In all cases where an arrestee is placed in the Sobering Cell, the facility nurse or 

physician will within one (1) hour of placement or at the first opportunity, 
whichever is earlier, look at the arrestee's condition and submit an opinion for the 
arrestee's continued retention in such room or the arrestee's removal. 

H. The Shift Supervisor will review the arrestee’s condition within six (6) hours of 
placement and document an opinion for the arrestee’s continued retention in the 
Sobering Cell, or the arrestee’s removal from the Sobering Cell. 
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1. An inmate shall not remain in a Sobering Cell over six hours between 
reviews without an evaluation by a medical staff person or a review by the 
Facility Supervisor. 

 
I.  Arrestees will be removed from the Sobering Cell as soon as it is determined that 

they are able to continue in the booking process. 
 

J. MEDICAL TRANSFER 
 

1. Whenever an intoxicated arrestee becomes medically at-risk, the arrestee 
will be immediately transferred to the nearest medical facility for 
evaluation and treatment. 

 
2. Upon transferring an intoxicated arrestee to a medical facility, a 

Corrections Division Incident Report will be prepared by the reporting 
Corrections Deputy. 

 
3. Medical staff will send a copy of all known medical information will be 

transferred with the arrestee to the medical facility to ensure an accurate 
evaluation of the inmate's physical condition. 

 
4. Medical staff will contact the facilities housing inmates for an update 

regarding their mental/physical status.   
 

a. Medical staff will notify the Facility Supervisor as to status of the 
inmate. 

 

5. As inmates are cleared to return to the Corrections facilities, 
Transportation shall be advised, or the Facility Supervisor can have 
Corrections Deputies return the inmates. 

/// 
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_________________AMERICANS WITH DISABILITIES ACT___________________ 
 
I. PURPOSE   

 
A. To set guidelines for compliance with Title II of the Americans with Disabilities 

Act-1992 (ADA) for all inmates incarcerated by the Mendocino County Sheriff’s 
Office and for those persons having legitimate business within the Corrections 
Division. 

 
II. POLICY   

 
A. The policies and procedures established by the Corrections Division shall not 

discriminate against any person protected by the ADA in the provision of 
services, programs and activities administered for program beneficiaries and 
participants.  This protection also extends to employees, visitors, volunteers, 
contractors and any citizen having legitimate business within the Corrections 
Division.  

 
III. COMPLIANCE WITH THE PRISON RAPE ELIMINATION ACT (PREA) 

 
A. The Sheriff’s Office will take the appropriate steps to ensure that inmates with 

disabilities (including, but not limited to, inmates who are deaf or hard of hearing, 
those who are sight impaired or have low vision, or those who have intellectual, 
psychiatric, or speech disabilities), have an equal opportunity to participate in or 
benefit from all aspects of the Sheriff Office’s efforts to prevent, detect and 
respond to sexual abuse and sexual harassment. 
 

B. The Sheriff’s Office will ensure effective communication with inmates who are 
deaf or hard of hearing and when necessary will provide access to interpreters 
who can interpret effectively, accurately, and impartially, both receptively and 
expressively, using any necessary specialized vocabulary. In addition, the 
Sheriff’s Office will ensure that written materials are provided in formats or 
through methods that ensure effective communication with inmates with 
disabilities, including inmates who have intellectual disabilities, limited reading 
skills, or who are sight impaired or have low vision. 

 
C. Inmate interpreters, inmate readers, or other types of inmate assistants will not be 

used except in limited circumstances where an extended delay in obtaining an 
effective interpreter could compromise the inmate’s safety, the performance of 
first-responders duties or the investigation of the inmates’ allegations. 
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IV. DEFINITIONS: 
   

A. ADA: The Americans with Disabilities Act. 
 

B. ADA COORDINATOR:  An employee of the Sheriff’s Office tasked with 
ensuring compliance with the Americans with Disabilities Act within the 
Corrections Division.    The ADA Coordinator shall be responsible for reviewing 
all documentation, and documenting responses to all disability related requests.  
The ADA Coordinator shall maintain files of each ADA inmate and incorporate 
the previously listed information.        

 
C. ADA DEPUTY:  A Corrections Deputy with specific training pertaining to the 

American with Disabilities Act.  The ADA Deputy shall be responsible for 
maintaining all TTY and TDD machines, monthly inspection of shower chairs, 
and other duties as assigned by the ADA Coordinator. 

 
D. ASSISTIVE DEVICE:  Any device used by a disabled individual, which aids 

them in the performance of day-to-day activities (walker, cane, crutches, etc.)  
  

E. DISABILITY: Under the ADA “disability” is defined as a physical or mental 
impairment that substantially limits one or more major life activities, who have a 
record of such impairment, or who are regarded as having such impairment.  
Temporary conditions are generally not covered by the ADA.  Certain other 
conditions are expressly excluded from coverage by the ADA.  The following are 
not disabilities under the ADA: homosexuality, bisexuality, transvestism, 
transsexualism, pedophilia, exhibitionism, voyeurism, gender identity disorders 
not resulting from physical impairments, or other sexual behavior disorders, 
compulsive gambling, kleptomania, or pyromania, psychoactive substance use 
disorders resulting from current illegal use of drugs . 

 
F. ELIGIBLE INDIVIDUALS:  Covered individuals are entitled to an equal 

opportunity to participate in programs, services or activities.  Persons with 
disabilities may not be refused participation in services, programs or activities by 
reason of their disability, unless the individual presents a direct threat to the health 
and/or safety of themselves or others. 

 
G. MAJOR LIFE ACTIVITIES: Major life activities include, but are not limited to, 

caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, 
walking, standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating, and working. 

 
H. NON-AMBULATORY:  Bedridden. 
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I. PREA: The Prison Rape Elimination Act of 2003 was signed into law by 
President George W. Bush.  The Purpose of this law is to protect inmates at all 
levels from sexual assault from other inmates and facility staff. 

 
J. PROSTHESIS:  A device used to replace a defective or missing part of the body. 
 
K. REASONABLE ACCOMODATION:   An adjustment made in a system to 

"accommodate" or make fair the same system for an individual based on a proven 
need.                                                                                                                                                    

 
L. SERVICE ANIMAL:  Dogs or miniature horses that are individually trained to do 

work or perform tasks for people with disabilities. Examples of such work or tasks 
include guiding people who are blind, alerting people who are deaf, pulling a 
wheelchair, alerting and protecting a person who is having a seizure, reminding a 
person with mental illness to take prescribed medications, calming a person with Post 
Traumatic Stress Disorder (PTSD) during an anxiety attack, or performing other 
duties. Service animals are working animals, not pets. The work or task a dog has 
been trained to provide must be directly related to the person’s disability. Dogs 
whose sole function is to provide comfort or emotional support do not qualify as 
service animals under the ADA. 

 
M. TACTILE INTERPRETER:  An interpreter used for those who are deaf and 

blind.  Tactile interpreters use several different forms of sign language involving 
touch to communicate with a person who is deaf and blind. 

 
N. TELECOMMUNICATION DEVICE FOR THE DEAF (TDD)/ 

TELETYPEWRITER (TTY):  A machine that employs graphic communication in 
the transmission of coded signals through a wire or radio communication system, 
used by those with hearing impairments or are deaf. 

 
O. VIDEO RELAY SYSTEM (VRS): a form of the Telecommunications Relay 

Service that enables persons with hearing disabilities who use American Sign 
Language to communicate with voice telephone users through video equipment, 
rather than through typed text. 

 
V. FORMS 

 
A. The forms listed below will be used to document and track all ADA inmates while 

incarcerated within the Mendocino County Jail system.  Copies of the completed 
forms shall be retained in the inmate’s Classification file and/or their medical file. 
 
1. The Medical Booking Screening form will be used to evaluate a medical 

condition, mental health status, and to evaluate an arrestee's need for any 
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special accommodations as a result of a disability. This screening will be 
conducted at intake to ascertain whether the individual will be accepted 
into Intake; to determine if they are in need of immediate medical 
treatment; and to provide medical and/or mental health information 
relating to housing, classification, and the handling of inmates. 
 

2. A Housing Assignment Form will be used by medical staff to notify the 
Jail Supervisor of an inmate’s disability and any special accommodations 
that need to be made i.e. lower bunk/lower level order, ADA cell, etc. A 
copy of the Housing Assignment Form will also be provided to the ADA 
Coordinator. 

 
3. The Disability Tracking Form will be used by booking staff to track 

inmates who have a physical impairment or disability and to ensure that 
the appropriate accommodations are provided. This form will be 
forwarded to medical staff and the ADA Coordinator. 

 
4. Any requests for accommodation will be done on a Request for 

Accommodations Form and submitted to Corrections staff.  The Request 
for Accommodations Form will be routed to the ADA Coordinator who 
will communicate with medical staff in order to determine if an 
accommodation is necessary.  If the accommodation is determined to be 
unnecessary, the ADA Coordinator will inform the inmate of the decision 
in writing. 

 
5. The ADA Coordinator will use the ADA Coordinator Review Form when 

an inmate accommodation has been denied, a grievance has been filed 
related to a disability accommodation request, an alternate accommodation 
is proposed, a safety and security issue exists related to the 
accommodation request, or there is a financial or administrative issue 
related to a disability accommodation.    

 
6. The Record of Contact Form will be filed in the ADA Coordinator's 

Inmate files.  The form will be used to document interaction or discussions 
the ADA Coordinator has with the inmate, staff or visitors regarding 
accommodations and ADA issues. 

 
7. The Accommodations for Hearing Impaired Form will be given to every 

inmate who is hearing impaired. This form is a general information form 
that is used to inform the inmate of his/her rights and services that are 
available to them while incarcerated. The inmate will sign the form and 
receive a copy, a copy will be forwarded to the ADA Coordinator and the 
original form will be placed in the inmate’s classification file. 
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8. The Hearing Impaired Inmate Services Form is an addendum to the Pre-

Booking Health Screening Form and will be used to document information 
that will be useful and/or important to medical staff, classification staff, 
and the ADA Coordinator, and to provide immediate accommodations for 
hearing impaired inmates. 

 
VI. INMATE PROCEDURE  
 

A. IDENTIFYING DISABLED INMATES AT INTAKE 
   

1. The screening process during intake provides the ability to identify most 
disabilities and the need for accommodations prior to the housing of the inmate.  
It is the responsibility of the deputy working reception and medical staff to assess 
inmates upon admission for evidence of a disability or special management need. 
This assessment information will be entered on the Pre-Booking Medical Intake 
Screening Form and the Housing Assignment Form. 

 
2. Upon arrival at the intake, arrested persons with an apparent physical or mental 

impairment will be immediately brought to the attention of medical staff. 
 

3. It is the responsibility of booking staff to advise a supervisor immediately when 
an inmate appears to meet the criteria of a disabled person for the purposes of 
ADA. 

 
a. The supervisor will ensure that all booking staff is aware of the person’s 

need for accommodations under ADA. 
 

b. If a shift change occurs while the person is still in a holding cell, the 
supervisor will brief the oncoming supervisor and staff of the 
accommodation need(s). 

 
4. Following the intake pat search, a disabled inmate will be placed into a holding 

cell until they can be fingerprinted and have their booking photo taken.   
 

a. All arrestees confined to a wheelchair shall be placed in Building One 
Holding Cell Two which is designed and designated for the physically 
impaired, and has an accessible lavatory. 
 

b. If accessible accommodations cannot be made, the deputy shall notify the 
Sergeant.  A written record of all such notifications will be sent to the 
ADA coordinator via the Disability Tracking Form. The ADA coordinator 
will make his/her best efforts to ensure that an individual deemed to 
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require accessible accommodations is provided with such accessible 
accommodations as soon as possible. 

 
5. If there is a question regarding the inmate’s disability, the inmate's prior intake or 

medical records may indicate previous accommodations or requests. 
 

6. Booking or medical staff shall report any disability that they observe that would:  
 

a. Impact the inmate’s housing. 
 

b. Affect the inmate’s program access. 
 

c. Present a safety or security concern for the inmate or others. 
 

7. It is the responsibility of medical staff to fill out and sign a Housing Assignment 
Form, and forward copies to the ADA Coordinator/Classification and the Facility 
Supervisor. Medical staff will note on the form if the disability impacts the 
inmate's housing or transportation needs.  Medical staff shall document when an 
inmate requests an accommodation that is not granted and the reasons why the 
accommodation was not granted.   
 

8. All costs associated with providing reasonable accommodations shall be paid for 
by the Mendocino County Sheriff’s Office.  Federal law prohibits passing along 
the costs of accommodations to the disabled individual. 

 
B. INTAKE PROCESS FOR DISABLED INMATES  

 
1. Booking deputies shall screen all inmates entering the facility for medical and 

mental health issues, notifying medical staff of inmates meeting ADA criteria, 
including any special needs the inmate may have using the intake screening form.  
Special needs include but are not limited to: 
 

a. Requires a wheelchair, walker or other device to assist in mobility. 
 

b. Requires a lower bunk/lower level cell. 
 

c. Requires hearing aid or assistance for visiting/phone calls. 
 

d. Visually impaired. 
 

e. Any other disability that requires accommodation through the ADA. 
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2. Medical staff as well as booking staff will ensure every effort is made to assist the 
inmate so they can effectively communicate their information.  If the inmate is 
hearing impaired, staff will ensure hearing-impaired inmates are provided with 
the Accommodations for Hearing Impaired Form.  In the event a hearing-impaired 
inmate does not read or write, but understands sign language, a sign language 
interpretation service shall be contacted immediately. 
 

a. The jail currently uses Communique Interpreting. They can be reached 24 
hours a day/7 days a week at (707)546-6869 (press 0 if after hours).   
 

b. Billing will be handled by Fiscal Staff.  Please email fiscal staff to let 
them know you have requested this service. 

 
3. Booking staff will classify disabled inmates with the inmate’s disability given 

consideration when making a housing assignment, placing the inmate’s safety at 
the forefront.  An inmate’s disability shall not be a justification for a higher 
security classification. 

 
4. Every effort shall be made to house disabled inmates in general population, unless 

such assignment would jeopardize the safety of the inmate or those around 
him/her. 

 
5. Booking staff will notify the ADA Coordinator/Classification staff when a 

disabled inmate is going to be housed in the facility via the Disability Tracking 
Form.  Notifications to the ADA Coordinator shall be made within 24 hours 
excluding weekends and holidays.  

 
6. As required by Penal Code Section 2656, inmates shall be allowed to retain 

possession of their prosthesis unless it presents a threat to the security of the 
facility or is an immediate risk to the safety of staff and/or others. 

 
a. Staff shall search the prosthetic for contraband and will promptly return 

the prosthetic after it is searched. 
 

b. If correctional staff has probable cause to believe possession of such 
orthopedic or prosthetic appliance constitutes an immediate risk of bodily 
harm to any person in the facility or threatens the security of the facility, 
such appliance may be removed. 
 

c. If the orthopedic or prosthetic is removed, the prisoner shall be deprived 
of such appliance only during such time as the facts, which constitute 
probable cause for its removal, continue to exist. If such facts cease to 
exist, the person in charge of the facility shall return such appliance to the 
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inmate. 
 

d. When an orthopedic or prosthetic is removed, the inmate shall be 
examined by a physician within 24 hours after such removal.  If the 
physician determines that removal of the device is injurious to the inmate, 
they shall inform the Facility Supervisor.  The Facility Supervisor will 
either return the device or document the reasons for their continued denial 
of the device. 

 
e.  Upon refusal of such medical device, the ADA coordinator shall ensure 

that both the inmate and the prescribing physician are informed of the 
reason of such refusal.  The ADA Coordinator will also advise the 
Corrections Division Commander as well as the Corrections Lieutenant of 
the refusal. 

 
f. Upon the inmate’s request, the inmate will be provided with a Writ form 

by which the inmate may petition the superior court for return of the 
appliance upon request. 

 
C. HOUSING DISABLED INMATES 

    
1. It is incumbent upon all housing deputies to be aware of inmates assigned to their 

housing unit who have any type of disability.  In the event an inmate with any 
disability is identified and there is no documentation that the inmate is disabled, 
the deputy shall immediately notify medical staff to have the inmate evaluated.  
Medical staff shall complete the Housing Assignment Form and forward a copy to 
the ADA Coordinator/Classification. 
 

a. The ADA Coordinator will maintain a list of current inmates and their 
necessary accommodations. This list will be accessible to all staff and 
shall be printed out on a daily basis by all floor deputies. This list will 
not include any medical diagnosis, treatment or other information that 
would violate health privacy laws. 

 
2. All inmates with disabilities shall be afforded access to all services, programs, and 

activities for which they meet eligibility criteria.   These inmates shall not be 
excluded by reason of their disability unless they present a direct threat to the 
health and/or safety of others.  This determination shall be made on an 
individualized basis.  
 

a. The ADA Coordinator will forward to the Inmate Services Coordinator 
any requests by inmates who need accommodations to participate in 
services, programs, or activities. 
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b. The Inmate Services Coordinator will consult with the ADA Coordinator 

in all cases where accommodations are granted or denied for disabled 
inmates.  In any case where an accommodation request is denied, the 
reason(s) for such denial will be put in writing and a copy given to the 
ADA coordinator to be placed in the inmate's ADA file. 

 
 

3. A list of basic eligibility requirements of all inmate services, programs, and 
activities is available to inmates.  

 
a. All basic eligibility requirements will relate directly to the program’s 

mission and goals.   
 

b. If the physical requirements are included as part of the service, program, 
or activity’s eligibility requirements, the material needs to clearly identify 
the purpose of these physical requirements. 

 
c. The relevance of any physically limiting eligibility criteria must be 

documented.   
 
4. All inmates with mobility disabilities shall be housed in a housing unit within 

their classification level.   
 
a. Every effort shall be made to provide these inmates with a cell designated 

for inmates with disabilities, accessible showers, and accessible dining 
facilities.  The following are ADA compliant cells: 
 
1) Building One: B-19 and C-19 

 
2) Building Two: Wing One cell 113, Wing Two cell 126 and Wing 

Four Cell 151. 
 

b. In the event an inmate is housed in a cell not designated for an inmate with 
disabilities, it shall be noted on the Disability Tracking Form and 
immediately forwarded to the ADA Coordinator for review.  The ADA 
coordinator will make their best efforts to ensure that an individual 
deemed to require accessible accommodations is provided with such 
accessible accommodations as soon as possible. 

 
5. Inmates with disabilities who wish to participate in the inmate worker program, 

who, with reasonable accommodations, can perform the essential functions or 
duties of the work program, shall be allowed to participate. 
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6. Every effort shall be made to accommodate inmates with mobility disabilities as it 

pertains to cell assignments.  In the event an inmate with a mobility disability is 
assigned to a non-ADA cell or a specific accommodation cannot be met, the ADA 
Coordinator shall be notified immediately.  The ADA Coordinator shall make 
their best effort to ensure that an individual deemed to require accessible 
accommodations is provided with such accessible accommodations as soon as 
possible (See section 4 a. above). 

 
a. If the inmate does not wish to be housed in an ADA cell, they may sign a 

waiver agreeing to be housed in a non-ADA compliant cell. 
 

1) This acknowledgment will be done on the Disability Request for 
Accommodations form. 

 
b. Additionally, inmates may be asked to sign an acknowledgment stating 

that they have been informed and understand that accommodations are not 
currently available, and will be moved as accommodations are made 
available.   

 
1) This acknowledgment will be done on the Disability Request for 

Accommodations form. 
 

7. Hearing impaired inmates shall be afforded the opportunity to use a TDD/TTY 
machine or the Video Relay Service for the purpose of making a call.  These 
inmates shall have access when: 

 
a. Other inmates are out for out-of-cell time with telephone access. 

 
b. During visiting or when otherwise appropriate.   

 
c. Each housing unit with hearing impaired inmates is equipped with at least 

one of these devices at all times.   
 

8. If a hearing-impaired inmate does not respond for an appointment, visit, meal or 
out-of-cell time, the housing unit deputy shall follow up with the inmate 
immediately to ensure they do not wish to attend the event. 
 

a. Mealtime is a mandatory headcount.  If a hearing impaired inmate does 
not show up for the headcount, staff shall contact the inmate to ensure 
their safety and to determine if they understood that they must attend the 
headcount. 
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9. Except in instances where a person’s safety is at risk, staff shall not use other 
inmates as interpreters.  

 
a. In the event it is necessary to use another inmate as an interpreter, staff are 

required to document the occurrence in a memorandum to the Jail 
Commander.  

 
D. VISITING 

 
1. Inmates with disabilities are entitled to the same privileges as other inmates, 

including visiting.   
2. Inmates who are hearing impaired shall be provided the use of amplified 

telephones or sign language interpreters during their visits.  
 

a. Inmates requiring a sign language interpreter for their visit shall request 
so, in writing, so that arrangements can be made to ensure that an 
interpreter is available for the visiting day/time.  

 
3. Inmates who are hearing impaired and blind shall be provided a tactile interpreter. 

 
E. ACCESS TO SHOWER 

  
1. Any inmate with mobility difficulties or who for some other verifiable reason, is 

at risk of injury while standing in the shower, shall be allowed to use the shower 
in the booking area.  This shower has an available shower chair for ease of access, 
which is stored in the booking hallway maintenance closet.  
 

2. Prior to the issuance of a shower chair to the inmate, housing unit deputies shall 
inspect the chair for any damage or defect.   

 
a. When the inmate returns the chair, housing unit deputies shall inspect the 

chair for damage or defect and if damage is noted, take appropriate action 
to repair the chair as soon as possible. 

 
b. Use of the shower chair shall be logged on the shower log, showing time 

issued, time returned, and if there is any damage to the chair upon return. 
 

c. Deputies will ensure an inmate worker cleans and disinfects the chair after 
each use before placing it into storage.   

 
F. TRANSPORTATION OF DISABLED INMATES  
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1. In order to provide the Transportation Unit with adequate prior notification, the 
following procedures will be adhered to: 

 
a. Transportation staff will be notified of any inmates with mobility issues 

that will be staying in custody and require special transportation 
requirements. 

 
b. The booking deputy will note on the inmate’s Court Sheet under special 

information that the inmate has mobility issues.  
  

c. Transportation staff will determine if the inmate can be transported safely 
utilizing fleet vehicles or if other arrangements need to be made. 

 
d. If the inmate requires a wheelchair accessible van for transportation, 

Transportation staff will contact the Mendocino Transit Authority and 
arrange for an accessible vehicle. 

  
e. It should not be assumed that restraining devices are unnecessary for 

disabled prisoners. Individual determinations shall be made regarding the 
use and type of restraints most appropriate for the inmate. 

 
G. INMATE REQUESTS:   

 
1. Inmates with disabilities requesting accommodations shall use the Request for 

Accommodations form  
 

2. If the request can be directly addressed in the housing unit, it shall be noted on the 
form and the inmate request shall be forwarded to the ADA Coordinator. 

 
3. If the request cannot be resolved in the housing unit, the inmate request shall be 

forwarded directly to the ADA Coordinator. 
 

4. The ADA Coordinator shall address the issue and maintain a record of the request 
in the inmate’s ADA file. 

 
5. Staff shall provide assistance to inmates who require assistance in understanding 

and completing the inmate request form.  This is especially true if the inmate 
requires assistance in writing, is mentally ill or developmentally disabled.  

 
H. GRIEVANCE PROCESS 
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1. Inmates will use the Inmate Grievance Form to submit grievances regarding ADA 
issues in which they believe they are being denied, as well as for all other 
grievable issues as outlined in the Inmate Grievance Procedure Policy 607.00.   

 
2. Staff shall provide assistance to inmates who require assistance in understanding 

and completing the grievance process.  This is especially true if the inmate 
requires assistance in writing, is mentally ill or developmentally disabled.   

 
3. All ADA grievances shall be handled in accordance to the Inmate Grievance 

Procedure. 
 

4. Upon receiving an ADA grievance, staff shall review and log the grievance. A 
copy of the grievance shall be immediately forwarded to the ADA Coordinator. 

 
5. Upon final disposition of the grievance, a copy shall be forwarded and filed by the 

ADA Coordinator.    
 

I. DISCIPLINARY PROCESS  
 

1. When any inmate has a disability that might inhibit their ability to understand the 
disciplinary process and are subject to discipline, the Discipline Officer shall 
ensure the inmate understands the charges against him/her. Refer to Policy and 
Procedure 710-00 -- Inmate Discipline. 

 
2. To ensure effective communication with individuals who are deaf, hearing 

impaired, or deaf and blind, the Sheriff’s Office will provide auxiliary aids, such 
as paper and pen, TDDs, TTYs, VRS, sign-language, oral or tactile interpreters, 
free of charge.   
 

3. The disciplinary process will not be used for those inmates that are 
developmentally disabled or suffer from serious mental health conditions. 

 
J. REMOVAL FROM ADA STATUS 

   
1. If an inmate no longer wishes to be listed as an ADA inmate, they shall complete 

and submit an Inmate Request Form to the ADA Coordinator.  The ADA 
Coordinator will evaluate the request and respond to the inmate.  The ADA 
Coordinator will document in the inmate’s ADA file that they no longer wish to 
have an ADA listing.   

  
K. RETALIATION 
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1. Retaliation of any kind directed at an inmate for exercising their rights under the 
Americans with Disabilities Act will not be tolerated.   

 
VII. PUBLIC PROCEDURE: 
 

A. VISITORS  
 

1. The Mendocino County Sheriff's Office will make every possible effort to 
ensure reasonable accommodations are available to disabled visitors.   

 
2. Should a member of the public require assistance with a visit due to a 

disability, they should notify the visiting staff of their needs. 
 

a. Upon receiving the request for accommodations, the visiting 
deputy shall advise the sergeant of the request. 

 
b. The sergeant will ensure the request is accommodated, if possible. 

 
c. For those with hearing impairments, amplified telephones or a sign 

language interpreter shall be made available upon request in all 
visiting areas. 

 
1) For those requiring a sign language interpreter, prior 

arrangements need to be made to ensure that an interpreter 
is available for the visiting day/time.  

 
3. Service animals shall be allowed to accompany visitors.   

 
a. The care and supervision of a service animal is solely the 

responsibility of their owner and they may not be segregated from 
each other. 

 
b. Visitors may be asked if their animal is a service animal and 

required because of a disability and what tasks the animal has been 
trained to perform.  However, verification is not required and no 
inquiry in to the visitor’s disability may be made. 

 
c. Service animals must be harnessed, leashed, or tethered, unless 

these devices interfere with the service animal’s work or the 
individual’s disability prevents using these devices. In that case, 
the individual must maintain control of the animal through voice, 
signal, or other effective controls 
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d. A visitor with a disability shall not be asked to remove their 
service animal unless one of the following conditions exist: 

 
1) The animal is out of control and the owner does not take 

effective action to control the animal. 
 

2) The animal poses a direct threat to the health or safety of 
others. 

 
e. If there is a legitimate reason to ask that the service animal be 

removed, staff must offer the person with the disability the same 
opportunity of services without the animal’s presence. 
 
1) Opportunities for visitation, programs or other activity will 

not be cancelled due to the removal of a service animal. 
 

f. Should a disabled visitor need to use a restroom, they shall be 
directed to the lobby restroom, which is fully ADA accessible.  
The visitor shall not be penalized in regards to their visit should 
this occur and will be provided the opportunity for a full visit as 
scheduled. 

 
g. Disabled visitors are subject to the same facility rules as all other 

visitors. 
 

B. ATTORNEYS  
 

1. All attorneys shall be afforded the same rights and privileges under the 
ADA as the public.  The use of wheelchair accessible areas, sign language 
interpreters and any other reasonable accommodation shall be provided. 

 
C. VOLUNTEERS   

 
1. All volunteers shall be afforded the same rights and privileges under the 

ADA as the public.  The use of wheelchair accessible areas, sign language 
interpreters and any other reasonable accommodation shall be provided.  
 

2. Disabled volunteers will be accommodated to the extent possible, 
consistent with facility safety and eligibility requirements. Any exclusion 
of disabled volunteers will be evaluated on a case-by-case basis and 
approved by Inmate Services and the Jail Commander. 
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3. All services, programs, and activities offered by volunteers will also 
include volunteer eligibility criteria.   

 
a. If a volunteer has a disability that requires an accommodation, the 

volunteer should inform the ADA coordinator. 
 

b. If a volunteer with physical disabilities is disqualified for any 
reason related to their disability, such disqualification will be 
directly linked to the service, programs, or activities, mission and 
goals and any threat to others posed by the volunteer’s 
participation. 

 
/// 
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________________________ USE OF FORCE AND RESTRAINTS _____________________ 
 
I. PURPOSE 
 

A. The purpose of this policy and procedure is to establish guidelines for the use of 
force and approved restraints, to control an inmate who displays a violent or 
threatening behavior with intent to cause physical harm to self or others or the 
destruction of jail property. 

 
II. DEFINITIONS 
 

A. FORCE - Overcoming resistance by the exertion of strength, weight, or power. 
 

B. RESTRAINT CHAIR - A chair with equipment designed to restrain or limit the 
movement of inmates who require extreme measures of control.  
 

C. RESTRAINTS - Sheriff's Office approved handcuffs, leg shackles, waist chain 
with handcuffs, restraint chair, and the locking leg restraint 
 

D. SPIT SHIELD - An approved and provided apparatus that is placed over the head 
of an individual that is specifically designed to curtail the person from spitting on 
others. 
 

E. EXCITED DELIRIUM - A condition that is typically characterized by: Elevated 
respiration and heart rate, hyperthermia (elevated body temperature) and/or 
profuse sweating, paranoia, disorientation, agitation, violence, inexplicable 
behavior, hallucination, incoherent speech or shouting, incredible strength or 
endurance, insensitivity to pain. 
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III. POLICY  
 

A. This policy concerns only those inmates who display violent, threatening, or 
destructive behavior; it is not intended as policy or procedure for routine transport 
and movement of inmates. 
 

B. A Sergeant or higher authority shall be present and directly supervise the 
placement of an inmate in a restraint chair. 

 
C. It is the policy of this department that Corrections Division personnel shall use 

only that amount of force that reasonably appears necessary, given the facts and 
circumstances perceived by the deputy at the time of the event, to effectively 
bring an incident under control. "Reasonableness" of the force used must be 
judged from the perspective of a reasonable deputy on the scene at the time of the 
incident. Any interpretation of reasonableness must allow for the fact that 
corrections deputies are often forced to make split-second decisions in 
circumstances that are tense, uncertain and rapidly evolving about the amount of 
force that is necessary in a particular situation. 

 
1. Corrections Division personnel shall receive training in the use of force 

and restraints during their jail training period and during regular updated 
training conducted by the Sheriff's Office. 

 
D. Only Sheriff's Office approved restraints shall be used. 

 
E. Corrections Division sworn personnel may only use the provided Spit Shield to 

prevent an inmate exhibiting spitting behavior from continuing to endanger others 
by spitting.  

 
F. Only personnel trained in the use of the restraint chair and using approved 

restraint equipment shall place an inmate in a restraint chair.  
 

IV. USE OF FORCE 
 

A. Only that force necessary to gain and maintain control of a situation is authorized. 
In no event is physical force justifiable as a form of punishment.  

 
B. Corrections Division personnel using force upon an arrestee or inmate shall 

document the following in their incident report: 
 

1. What threat was perceived; what was the state of mind the deputy was in; 
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2. Was there a need for the use of force; what was the immediate risk; or was 
it used in an effort to maintain and restore order; 

 
3. What was the amount of force used in relation to the need of force; 

 
4. Were efforts made to temper forceful response; and 

 
5. What was the extent of any injuries caused by the use of force. 

 
C. Staff will not use “distraction blows” in order to compel compliance from an 

inmate or arrestee.  The intent is not to strike an arrestee or inmate in order to gain 
the control of limbs while actively subduing them. 
 
1. Staff will utilize pressure points and joint manipulation techniques in order 

to gain control and/or compliance. 
 

2. Punches, kicks or other strike techniques shall only be used when a staff 
member is actively being physically attacked by an inmate. 

 
D. Whenever physical force is used against an inmate, the Facility Supervisor shall 

ensure all reports are completed prior to staff going off duty.  
 

E. Persons who exhibit extreme agitation, violent irrational behavior accompanied 
by profuse sweating, extraordinary strength beyond their physical characteristics 
and imperviousness to pain (sometimes called Excited Delirium), or who require a 
protracted physical encounter of five minutes , with multiple deputies to be 
brought under control, may be at an increased risk of sudden death.  

 
1. When these behaviors are present, an ambulance will be called.   
 

F. If physical force is used and the person is on the ground, every precaution will be 
taken in order to avoid putting body weight directly onto the torso. If weight does 
need to be applied, staff shall immediately transfer their weight off the torso in 
order to allow for proper breathing. Control measures will focus on the person’s 
extremities.     

 
V. USE OF RESTRAINTS 
 

A. The only authorized restraint devices to be used in these facilities are handcuffs, 
leg shackles, and waist chain devices (with either built-in or separate handcuffs) 
and the restraint chair. Only such devices that are supplied by the Sheriff's Office, 
or are of the same type as supplied by the Sheriff's Office, shall be utilized. 
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B. Arrestees/inmates who display violent, threatening, or destructive behavior will 
not be left unattended in holding, sobering or safety cells while in handcuffs, leg 
shackles or belly chains.  If the Facility Supervisor deems it necessary that the 
inmate/arrestee remains restrained, the policy regarding the restraint chair shall be 
followed, also refer to Policy and Procedure 503.20 - Safety Cell. 

 
C. Restraint devices will not be used in any manner likely to result in an injury to an 

inmate. 
 

1. Corrections personnel are not allowed to "hog tie" inmates.  
 

a) Arrestees that are "hog tied" by the arresting agency shall be seen 
by medical staff immediately and untied. 

 
b) “Hog Tie” means to attach the legs of an inmate to the handcuffs 

via a tether, handcuffs or leg shackles behind their back.  
 

2. Pregnant females will not be belly chained or leg shackled.  They will be 
handcuffed with their hands in front. (Penal Code 3407 a-f) 

 
a) Pregnant females will be transported to the hospital in the least 

restrictive means possible based on the legitimate security needs of 
the inmate. 

 
b) At no time shall an inmate who is in labor be shackled by the 

wrists, ankles, or both including during transport to a hospital, 
during delivery, and while recovery after giving birth, unless 
deemed necessary for the safety and security of the inmate, the 
staff and the public. (Penal Code 6030(f) and 3407 b) 

 
c) If a physician who is responsible for the medical care of the inmate 

during a medical emergency, labor, delivery, or recovery after 
delivery determines the removal of restraints is medically 
necessary, the restraints will be removed. (3407 c) 

 
d) When an inmate’s pregnancy is confirmed, medical staff will 

advise her of Penal Code Section 3407 a-f in writing and verbally.  
Copies of the signed form are kept in the inmate’s medical file.  

 
(1) Medical staff will notify Classification who will then notify 

all staff of the restraint needs of the specific inmate.    
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3. Restraint devices shall not be used as punishment or a replacement for 
treatment. 

 
D. Application of Restraints 

 
1. When applying handcuffs, either regular style or on waist chains, they 

shall be applied to the wrists, between the bottom of the hand and the wrist 
bone, with enough space to permit two fingers to be slipped into the space 
between the cuffs and the wrist at the underside of the wrist. When only 
handcuffs are applied, they shall be placed with the inmate's hands behind 
the back. 

 
2. When leg shackles are deemed necessary, they shall be placed just above 

the anklebones, with a space of two fingers between the cuff portion and 
the inmate's skin. Leg shackles shall not be placed on the inmate's legs 
over clothing other than socks. 

 
VI. Medical Attention for Use of Force and Use of Restraints on Violent 
            Arrestees or Inmates 

 
1. Medical staff will be immediately notified and be required to respond to a 

use of force and/or application of restraint devices involving a violent 
arrestee or inmate. The medical staff will be responsible for proper 
examination, treatment of any inmate or arrestee after they are subdued 
and the struggle is over. The Facility Supervisor shall ensure the 
examination has been completed prior to the conclusion of the event. The 
Facility Supervisor will be responsible for reporting and documenting of 
any injuries. 
 

2. After the conclusion of the incident, the corrections sergeant and medical 
staff shall observe and jointly make a determination if sending the person 
to the Emergency Room is necessary.  
 

3. The observation will be for a sufficient period of time to ensure the person 
is able to communicate and move appropriately. Staff will listen for the 
person to verbalize symptoms of injury and look for visual signs of injury, 
then document these observations in the incident report. 
 

4. If the person is unable to communicate, or move appropriately, or to 
verbalize symptoms of injury or has visual signs of injury; an ambulance 
will be called.      
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VII. USE OF HANDCUFF TETHER 
 

A. The handcuff tether will be used to control an individual when removing 
handcuffs through a pass-through.  
  

B. The tether will be attached to the chain portion of the handcuffs. 
 

C. With the door open, the tether will be passed through the pass-through and 
controlled by a Corrections Deputy on the outside of the cell. 

 
D. When the door is shut, the controlling deputy will use the tether to control and 

guide the inmate/arrestee’s hands out the pass-through. 
 

1. Deputies shall use only the force necessary to maintain control of the 
hands while using the tether. 

 
 
VIII. USE OF RESTRAINT CHAIR 

 
A. All applicable procedures and information contained in Policy and Procedure 

503.20 - Use of Safety Cell shall be followed when using the restraint chair. 
 

B. The restraint chair shall not be used to punish or as a substitute for treatment. 
 

C. An inmate placed in a restraint chair will be kept physically separated from other 
inmates. 

 
D. The Sergeant will approve all restraint chair placements and will be responsible 

for ensuring those involved write incident reports. All reports are mandatory prior 
to staff going off duty. They will also ensure monitoring logs are completed and 
updated as required. 
 

E. Restraint chairs shall only be used to temporarily hold inmates who: 
 

1. Display behavior that presents an obvious intent to cause physical harm to 
themselves or others, or 

 
2. In the case of pregnant females, the intent to cause harm to their unborn 

child; or 
 

3. Display behavior that results in the significant destruction of county 
property i.e. breaking fire sprinkler heads, doors, windows, etc. 
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F. If an individual is still in a restraint chair after 4 hours, the Corrections Lieutenant 
and/or the Corrections Division Commander will be notified. 
 
1. If after 4 hours, an inmate/arrestee remains in the restraint chair with no 

sign of improvement in their condition, they will be taken to a local 
hospital for an evaluation. 
 

2. Upon the inmate/arrestee’s return from the hospital, the Lieutenant or the 
Captain will consult with the on-duty Sergeant and medical manager to 
come to a consensus on how to proceed.    

 
G. REVIEW BY MEDICAL: A review by medical staff shall be completed 

immediately following placement into the restraint chair. 
 

1. A review and assessment by medical staff must be completed every hour 
for continued retention in the restraint chair. 

 
H. REVIEW BY MENTAL HEALTH STAFF: A review by mental health staff will 

be completed as soon as possible - but in no case more than eight hours - to assess 
the need for mental health treatment. 

 
I. SAFETY CELL 

 
1. Procedures for placing an inmate into a Safety Cell are outlined in Policy 

and Procedure 503.20 - Use of Safety Cell.  
 

2. When an inmate is in a Safety Cell and in restraints, the inmate must be in 
a restraint chair. 

 
3. Hard restraints will not be used on an inmate while in a Safety Cell in lieu 

of the restraint chair. 
 

J. MEDICAL ISSUES: Corrections staff shall closely monitor any inmate placed in 
a restraint chair and work with medical staff to ensure the inmate’s health does 
not deteriorate.   

 
1. All personnel shall carry a CPR Microshield. Ambu-bags and Automated 

External Defibrillators are located in the Building One Medical Room and 
the Building Two Medical Room. 

 
2. Each time fluid or food is given or offered; staff shall note it on the Inmate 

Monitoring Log. (Refer to Policy and Procedure 503.20 - Use of Safety 
Cell.) 
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3. Inmates in Safety Cells can become dehydrated. To prevent this, they shall 

be offered at least two cups of water per hour and shall be allowed more 
water if the need is evident. Medical staff shall be notified if an inordinate 
amount of water seems to be needed by the inmate. 

4. Document all refusals or acceptance of water on the monitoring log. 

5. Notify medical staff when inmate repeatedly refuses water or if an inmate 
begins to show signs of distress. (For example any one of the following 
symptoms, but not limited to: seizures, loss of conscience, complains of 
chest pains, shortness of breath, skin is pale and clammy, bleeding from 
any orifice, or is vomiting; and/or the inmate begins to have major swings 
in either mood or personality) 

 
6. In order to guard against excited delirium, if after an hour, the inmate 

continues to actively resist the restraint chair, or suddenly becomes 
sluggish, lethargic or subdued, immediately transport the individual to the 
Ukiah Valley Medical Center Emergency Room by ambulance. 

 
K. PLACEMENT OF INMATES IN RESTRAINT CHAIR 

 
1. For safety reasons, the Facility Supervisor and three Corrections Deputies 

will participate in placing an inmate in a restraint chair. 
 

2. Inmates placed in the restraint chair, while in a corrections facility, shall 
be housed in a Safety Cell. 

 
a) Inmates in the safety restraint chair in locations other than the 

corrections facilities will be located separate from other inmates 
and the public. 
 

3. Whenever possible, an inmate will be fully clothed when placed in a 
restraint chair. 

 
4. When placement into the restraint chair has been authorized, a Corrections 

Deputy will start a Restraint Chair Observation Log. 
 

5. Direct physical and visual observation shall be conducted three times per 
half hour to ensure that the restraints are properly employed, and to ensure 
the safety and well being of the inmate. 

 



Corrections Division 505.00(9) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
________________________ USE OF FORCE AND RESTRAINTS _____________________ 
 

 Revised: 11/19 

L. EXERCISING EXTREMITIES: To ensure that circulatory problems (e.g. blood 
clots) do not develop in the extremities of any inmate placed in a restraint chair, 
the inmate will exercise extremities no less than once every half hour. 

 
1. Each time the inmate's extremities are exercised; Corrections staff shall 

note it on the Inmate Monitoring Log. 
 

2. Corrections staff member will exercise the inmate's extremities in the 
following manner: 

 
a) LEGS: Release one leg at a time, controlling it with the restraint 

device. Have the inmate extend the leg from the knee so it is as 
straight as possible. Have the inmate exercise each leg in this 
manner ten times. 

 
b) ARMS: Release one wrist at a time, controlling it with the restraint 

device. Have the inmate straighten the arm from the elbow as 
much as possible. Have the inmate exercise each arm in this matter 
ten times. 

 
3. If it is not possible to safely have the inmate exercise the inmate's arms; 

staff must consult with medical staff to discuss whether or not there are 
any other available options, and must document the attempt and the reason 
it was not completed. 
 

M. OBSERVATIONS: When an arrestee/inmate is placed into the restraint chair, a 
Restraint Chair Observation Log will be posted in Booking or any location 
occupied by an inmate in a restraint chair.  

 
1. The Facility Supervisor will review continued retention in the restraint 

chair a minimum of every half hour and will document the review on the 
observation sheet.   

 
2. Medical and/or mental health staff will review the continued retention in 

the restraint chair and medical staff will physically check the restraints a 
minimum of every half hour or upon the request of The Facility 
Supervisor. 

 
3. An inmate placed in a restraint chair shall have the restraints physically 

checked for tightness. This check will be made by entering the Safety Cell 
and doing a hands-on inspection. 
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N. REMOVAL:  
 
1. An inmate may be removed from the restraint chair only under the 

direction of the Sergeant or higher authority, after a review of the original 
circumstances and inmate's current condition has been with medical and 
mental health staff, whichever is applicable. 

 
a) The Sergeant will approve and directly supervise the removal of 

the inmate from the restraint chair. 
 
b) The Facility Supervisor shall ensure a supplemental incident report 

is completed documenting the removal of the restraints and/or the 
removal of the inmate from this restraint chair. The date and time 
the restraints and/or inmate were removed must be included, as 
well as the name of the approving Facility Supervisor. 

 
2. After the inmate/arrestee is removed from the Restraint Chair, the Facility 

Supervisor will create a packet containing the Restraint Chair Observation 
Log and all jail incident reports.  The packet will then be forwarded to jail 
administration for review.  

 
O. SANITATION 
 

1. Sanitation needs of an inmate in the Restraint Chair poses a difficult 
challenge. If the inmate requests to use the toilet, the following procedure 
will be used: 

 
a) The Facility Supervisor shall be notified and supervise the removal 

of the inmate from the restraint chair. 
 

b) For safety reasons, the Facility Supervisor and three Corrections 
Deputies will participate in removing an inmate in a restraint chair. 

 
c) The inmate will be systematically removed from the restraint chair. 

The inmate will be handcuffed in front and shackled during the 
removal process. 

 
d) The inmate will be escorted to a cell or cubical with a toilet. A 

deputy of the same gender shall maintain observation while the 
inmate is using the toilet. 

 
e) If the inmate attempts to injure the staff or their self, the inmate 

will be restrained and placed back into the restraint chair until the 
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Facility Supervisor determines the inmate will cooperate with the 
toilet procedure. The Facility Supervisor shall write an incident 
report. 

 
f) If the inmate is cooperative during the movement, the Facility 

Supervisor will reassess the continued use of the restraint chair. If 
appropriate, the inmate will be removed from the chair. 

 
IX. SPIT SHIELDS: 
 

A. USE Of  SPIT SHIELDS 
 
1. The Spit Shields will only be used for those inmates who refuse to quit 

spitting, thus endangering others by the possible spread of disease. 
 

2. Corrections staff will not under any circumstance use OC on an 
inmate/arrestee who is in a Spit Shield. 

 
3. A Spit Shield shall not be used in such a manner likely to result in injury 

to an inmate. 
 

4. A Spit Shield shall not be used as a means of inflicting discipline on an 
inmate. 

 
5. An inmate who is wearing a Spit Shield shall be under direct observation 

and control at all times; i.e. in a transportation vehicle or being escorted. 
 

6. The Spit Shield will only be used once and then discarded. Policy and 
procedures for disposal of biohazard waste shall be followed. These 
shields will not be washed and reused. 

 
B. SAFETY ISSUES: 

 
1. Corrections Division sworn personnel will wear protective equipment; i.e. 

face mask and gloves, when placing a Spit Shield on an inmate. 
 

2. The inmate shall be under close observation to ensure that no medical 
problems arise as a result of wearing the Spit Shield. 

 
3. If an inmate is able to remove the Spit Shield, a new Spit Shield shall be 

put on and the old shield shall be disposed of properly. 
 

C. MEDICAL ISSUES: 
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1. Medical staff will be immediately notified should an inmate be placed in a 

Spit Shield. Medical staff shall provide the same medical examinations as 
required for inmates placed in other restraints. 

 
2. If an inmate should vomit while wearing a Spit Shield, it will be removed 

immediately to help prevent choking. After the crisis is over and it is 
deemed necessary to replace the shield, a new shield will be applied and 
the old shield discarded. 
 

D. TRAINING: 
 

1. All Corrections Division sworn personnel shall receive in-house training 
on the application and use of the Spit Shield prior to any use of such 
devices. 

 
2. Corrections Division sworn personnel who have not received documented 

training in the use of the Spit Shields shall not be involved in their use 
until such training is completed. 

 
/// 
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________________________ INVOLUNTARY  MEDICATION _____________________ 
 
I. PURPOSE 
 

A. Pursuant to Title 15 Section 1217, arrestees or inmates who are a danger to 
themselves or to others due to a mental disorder may be given involuntary 
psychotropic medications at the direction of the responsible physician in order to 
prevent injury to the arrestee/inmate or others, preservation of life and when it is 
impracticable to gain consent. This purpose is emergency medication only. 
 

B. Penal Code Section 1369.1 permits, upon the concurrence of the Mendocino County 
Board of Supervisors, the Mendocino County Mental Health Director and the 
Mendocino County Sheriff, designate the county jail as a “Treatment Facility” to 
provide involuntarily medication to defendants found to be mentally incompetent 
and unable to provide informed consent due to a mental disorder. The provisions 
of Sections 1370, 1370.01, and 1370.02 shall apply to antipsychotic medications 
provided in a county jail, provided, however, that the maximum period of time a 
defendant may be treated in a treatment facility pursuant to this section shall not 
exceed six months. This is done to avoid poor outcomes from those inmates that 
refuse their medication and risk decompensation. This purpose is completed 
through a Court Order.    
. 

II. DEFINITIONS 
 

A. Emergency – a situation in which action to impose treatment over the inmate’s 
objection is immediately necessary for the preservation of life or the prevention of 
serious bodily harm to the inmate or others, and it is impracticable to first gain 
consent. It is not necessary for harm to take place or become unavoidable prior to 
treatment.  

 
B. Psychotropic medication -- Any medication prescribed for the treatment of 

symptoms of psychoses and other mental and emotional disorders. 
 

C. Involuntary medication –at the direction of the Court pursuant to 1370 PC 
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III. POLICY  
 

A. Involuntary psychotropic medications may be given at the direction of MEDICAL  
staff when an emergency exists and it is immediately necessary for the 
preservation of life, or to prevent serious bodily injury to the arrestee/inmate or 
others. 
 

B. Involuntary psychotropic medications may be given at the direction of a Court 
Order pursuant Penal Code section 1367 et. Seq. 

 
C. The administration of psychotropic medication is not allowed for disciplinary 

reasons. 
 

IV. PROCEDURE 
 
A. The Facility Supervisor and Medical Staff will determine the appropriate housing 

area to perform the involuntary medication. 
 

1. The safety cell is the preferred place to perform the involuntary 
medication but situations may dictate administering psychotropic 
medications in other areas dependant upon safety and security concerns. 

 
B. Medical staff will notify the Facility Supervisor of any pending involuntary 

medication. 
 
C. The Facility Supervisor will brief their staff and formulate a plan to enter the cell 

and secure the inmate so that psychotropic medications can be administered. 
 

1. Prior to using any force, the Facility Supervisor will make every effort to 
get the inmate to comply with medical staff and voluntarily take the 
medication(s). 

 
D. Upon entry into the inmate/arrestee’s cell, correctional staff will secure the 

arrestee/inmate using only a reasonable amount of force (See Policy and 
Procedure 505.00 – Use of Force). 

 
E. Medical staff will enter the cell at the direction of correctional staff, administer 

the psychotropic medications, and then retreat from the cell. 
 

F. Correctional staff involved in involuntary medication will be required to complete 
a Jail Incident Report documenting their use of force in compliance with Policy 
and Procedure 505.00 – Use of Force. 
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G. After involuntary medications have been administered it is medical staff’s 

responsibility to oversee the person medical condition.   
 

H. After involuntary medications have been administered, correctional staff will 
monitor the arrestee/inmate at least twice every thirty minutes for the first hour 
and once every thirty minutes for the next four hours. 

 
1. For arrestees/inmates housed in the safety cell, follow safety cell 

guidelines for inmate monitoring (See Policy and Procedure 503.20 – Use 
of Safety Cell). 

 
2. Documentation will be made on a Safety/Sobering Cell log. 

 
a) The completed Safety/Sobering Cell log will be placed in the 

inmate’s classification file.  
  

 
/// 
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_______________________________ USE OF TASER_______________________________ 
 
I. PURPOSE 
 

A. The purpose of this policy is to establish and maintain uniform guidelines for the 
deployment of the Conductive Energy Device in a Correctional setting.  
 

B. When properly used in accordance with this policy, the TASER is considered a less-
lethal control device that is intended to temporarily incapacitate an actively violent 
person or  a person that conveys an immediate threat of violence, without causing 
serious injury. 

 
1. It is anticipated that the appropriate use of such a device will result in fewer 

serious injuries to Correctional Staff and persons on which the Taser used. 
 
II. POLICY 
 

A. This policy provides staff with options for controlling combative or assaultive   
subjects.  Proper application should provide a “window of opportunity” in which to 
take control of a violent subject safely. 
 

B. Corrections Sergeants, Facility Training Officers and Transportation Officers 
(assigned as their primary post) who have successfully completed the Sheriff’s 
Office Taser training course shall be authorized to carry and deploy the Taser, and 
will do so in compliance with this Policy and Mendocino County Sheriff’s Office 
Policy Manual Taser Policy, No. 309, Conducted Energy Device (“MCSO Policy 
No. 309”).  
 

C. Training will be done on an annual basis and will consist of operation of the Taser 
and case law updates. 
 
1.  Any outside training will contain case law updates. 

 
III. DEFINITIONS 
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A. TASER – A less-than lethal weapon which is used to temporarily 
incapacitate/immobilize an individual by discharging current causing Neuro-
Muscular Incapacitation (NMI). The weapon is a handheld device that fires two 
wired prongs, or can be used by direct “drive stun”.  For purpose of this policy, it 
shall hereafter be referred to as Taser. 
 

B. ACTIVATION OR DEPLOYMENT – Refers to the actual use (or attempted use) 
of the Taser on a subject, whether by probes or drive stun. 

 
C. CARTRIDGE – A removable plastic cartridge attached to the end of the Taser 

containing two probes, wires and a compressed charge. 
 

D. EXCITED DELIRIUM - A condition that is typically characterized by: Elevated 
respiration and heart rate, hyperthermia (elevated body temperature) and/or profuse 
sweating, paranoia, disorientation, agitation, violence, inexplicable behavior, 
hallucination, incoherent speech or shouting, incredible strength or endurance, 
insensitivity to pain. 

 
E. PROBES – Projectile probes connected to the Taser cartridge. 

 
F. DRIVE-STUN – Deployment or use by direct contact with a subject without 

deploying the probes into the body.   
 

G. HANDCUFFING UNDER POWER – The term used to describe the actions of 
officers taking control and handcuffing a person while that person is being 
subjected to the current from the electronic device. 

 
H. AFID – Tiny coded “Anti-Felon Identification” (AFID) tags are dispersed every 

time the Taser probe is deployed.  Each tag contains bar-codes serialization of each 
cartridge that disperses confetti-like tags upon activation.     

 
IV. PROCEDURES 
 

A. Tasers are stored in the Sergeant’s Office and Transportation Office.   
 
1. When needed, replacement cartridges may also be obtained from the on-

duty sergeant. 
 
B. The Taser shall be carried in a department-issued holster only. 

 
C. The Taser shall be carried on the off-hand side of the body, opposite from the gun 

side, regardless of whether the deputy is carrying a firearm or not. 
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1. This is done to prevent “muscle memory” situations where a deputy 
mistakenly draws their firearm thinking that it is a Taser. 

 
D. Corrections staff are not authorized to carry department Tasers while off-duty. 

Tasers shall not be removed from the jail facility unless used during approved 
duties. 

 
E. The Taser is not to be utilized for personal use. 

 
 

V. CRITERIA FOR USE 
 
A. The use of the Taser should be considered as another force option and used in 

compliance with both MCSO Policy No. 309 and this Policy.  Tasers are part of 
the force continuum and shall only be used when circumstances warrant.  
Deployment may be by probe and/or drive stun.  Staff should only use the Taser 
in the following circumstances: 

 
1. Tasers are a defensive weapon; they are only to be used when staff is 

being physically attacked or in actual danger of physical assault. 
 
(a) Mere resistance to control or failure to comply with verbal 

commands is not grounds for use of the Taser. 
 

2. To stop a dangerous animal from threatening or attacking a deputy, 
another person, an animal or property. 

 
B. Although the Taser rarely fails and is generally effective in subduing most 

subjects, staff should be aware of this potential and be prepared with other options 
in the unlikely event of such a failure. 

 
C. Because drive stun mode relies on pain compliance and requires close proximity 

to the subject, additional caution should be exercised and the controlling effects 
may be limited. 

 
D. Prior to the deployment of the Taser, the deputy deploying the weapon has the 

responsibility to reasonably, visibly and physically confirm that the use of force 
tool selected is in fact a Taser and not a firearm. 

 
E. Physical force or Pepper Spray should come before the use of the Taser. 
 
F. Corrections staff shall not use the Taser in the following manner or 

circumstances: 
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1. Any manner or condition inconsistent with the established approved 

department training; 
 

2. If there is a barrier between the person and the operator of the Taser. 
Hands outside the pass-through does not pose an immediate threat; 

 
3. Directing the laser at any person under circumstances that do not fall 

within the provisions of this policy or MCSO Policy No. 309 that 
authorizes deployment, use or discharge of the Taser. 
 
a.  This includes intentionally directing the laser at the face.  

 
4. Any manner inconsistent with legal, professional or ethical conduct; 

 
5. On a restrained subject; unless the actions of the subject present an actual 

threat of physical injury to an officer, the restrained subject or another 
person. 

 
a. However a person restrained with waist chain or leg irons or in the 
restraint chair or wrap shall never be Tased. 

 
6. To arouse sleeping, unconscious or intoxicated individuals;  

 
7. For horseplay, experimentation, or in any unprofessional manner; 

 
8. Passively resistant subjects (including those subjects who question a 

deputy's commands in a non-violent and non-threatening manner); 
  

9. Individuals known to be pregnant. 
 
G. Staff should not simultaneously draw and hold and/or deploy a Taser and a 

firearm unless exigent circumstances exist (e.g., an officer initially selects the 
Taser but then needs to escalate to deadly force). 

 
H. Although not absolutely prohibited, a higher threshold is required for use of the 

Taser for high-risk populations. Deputies must give additional consideration to 
the unique circumstances involved, including whether the individual poses an 
immediate threat to deputies or others, prior to applying the electronic weapon to 
high risk populations including, but not limited to the following individuals: 

 
1. Subjects operating moving vehicles or machinery. 
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2. Frail or infirmed subjects; persons known by the deputy to suffer from 
heart problems; or those with apparent physical disabilities impairing their 
mobility. 

 
3. Individuals with obviously low body mass (i.e., under eighty pounds). 

 
4. Individuals who have been recently sprayed with a flammable chemical 

agent or who are otherwise in close proximity to any known combustible 
vapor or flammable material, including alcohol-based oleoresin capsicum 
(OC) spray. 

 
5. Persons suspected of being under the influence of drugs/alcohol or 

exhibiting symptoms of excited delirium (i.e.: nudity, profuse sweating, 
and/or irrational behavior). 

 
I. Persons listed in section G above may be more susceptible to collateral problems 

and should be closely monitored following the application of the Taser until they 
can be examined by paramedics or other medical personnel. 
 

J. Under no circumstances shall the Taser be deployed when it is reasonable to 
believe the subject no longer constitutes a threat or has complied with 
instructions.   

   
VI. ACTIVATION OR DEPLOYMENT 

 
A. Whenever possible, the use of a cover deputy should be utilized. 

 
B. Deputies shall not intentionally target the head, face, neck, spine or groin, unless 

the situation justifies the use of lethal force.  
 
C. Staff will warn the inmate of the possible use of the Taser prior to deployment 

unless the situation dictates a quicker deployment for the safety and security of 
staff, inmates or the facility.     

  
D. Absent exigent circumstances, no more than one deputy at a time should deploy a 

Taser against a subject unless the application by the first deputy fails or is 
ineffective (i.e., probes fail to make contact or fall off during an application or 
failure of a Taser unit or cartridge). 

 
E. When handcuffing under power of the Taser in effort to restrain the subject, 

deputies should avoid placing hands on or between the probes, to avoid effects of 
the electrical current.   
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F. Once the Taser has been deployed, the subject shall be secured prior to any 
removal of the probes. 

 
VII. POSTCARE 
 

A. Only qualified medical personnel shall remove the TASER probes from                
the person's body.  In the absence of Jail Medical Staff, subjects shall be 
transported to the hospital's emergency room for a medical clearance and removal 
of the darts.    

  
B. Used Taser probes shall be considered a sharp biohazard, similar to a used 

hypodermic needle.  All probes should be inserted back into the expended 
cartridge and the cartridge should be disposed of in the biohazard sharps box.  
Universal precautions should be taken accordingly.   

 
C. All in-custody subjects who are exposed to the Taser probes in the jail setting 

shall be seen by Jail Medical Staff for removal of the probes.  
  

1. If the subject has been in custody for a period of time long enough that Jail 
Medical Staff feels they are not in danger of excited delirium, then they 
will not need to be transported to the hospital.  

 
2. If the subject is displaying abnormal or agitated behavior, or is under the 

influence and in an extremely aggressive state, this would likely indicate 
the possibility of excited delirium; an ambulance will be called 
immediately and the subject shall be transported by ambulance to the 
hospital to be medically cleared prior to return to the facility.  

 
D. All in-custody subjects who are exposed to the Taser shall be assessed by Jail 

Medical Staff. Medical clearance at an outside hospital is not required unless 
inmate is exhibiting signs of excited delirium or jail medical staff determine that 
the inmate should be transported to the hospital. 

 
E. If the subject has been exposed to the Taser prior to being booked into the facility, 

the arresting or transportation officer shall immediately transport that subject to 
the hospital prior to accepting the arrestee for booking. If probes are still 
embedded in the subject, avoid transporting the subject in a position that could 
further embed the probes. 

          
F. If the subject begins exhibiting any difficulty breathing, loss of consciousness, 

profuse sweating, vomiting, bizarre or violent behavior, or any other signs of 
severe distress, the subject shall be transported to the hospital by ambulance. 

 



Corrections Division 505.40(7) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office  
 
___________________________USE OF TASER _____________________________ 
 

 6/18 

G. If the subject refuses medical attention, such a refusal should be witnessed by 
another deputy and/or medical personnel and shall be fully documented in related 
reports.  

  
1. Subjects who are displaying symptoms of excited delirium do not have the 

ability to refuse medical attention. They shall be transported to the hospital 
to be medically cleared.  

 
H. The transporting deputy shall inform any person receiving custody, or any person 

placed in a position of providing care, that the individual has been subjected to the 
application of the Taser. 
 

VIII. DOCUMENTATION 
 

A. All activations of a Taser will be reported in a Jail Incident Report.  A 
Disciplinary Rules Infraction Report shall also be completed if applicable.  
  

B. Photographs shall be taken of the Taser probe puncture wounds or the area of the 
body that came into contact with the probes or direct drive-stun. Photographs will 
be taken of the skin area where the TASER was used even if no marks are 
present.  Photographs of any other related injuries shall be taken.  

     
C. In cases that criminal activity is present, in addition to the procedures listed in 

MCSO Policy No. 309, the following additional actions will be taken:  
 

1. If AFIDs serial number tags cannot be located after Activation or 
Deployment, this information shall be documented in the Jail Incident 
Report.  

   
2. The TASER shall be secured until the responsible TASER Coordinator is 

contacted and the onboard data is downloaded and saved with the 
completed incident/arrest/crime report(s).  Once the data download has 
been completed, a new cartridge shall be obtained from the Corrections 
Sergeant’s Office and the TASER shall be returned to service.   

 
D. Unintentional or accidental activations of the TASER dart probes, without contact 

with any other person, shall be documented in a memorandum and forwarded to 
the Correction's Division Lieutenant for review.  
  
1. In instances where contact was made, the appropriate reports shall be 

completed and the on-duty Shift Supervisor shall be notified. 
 

IX. NON-OPERATIONAL TASERS 
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A. When a deputy finds a Taser is not operational, the Taser will be removed and 

returned the Corrections Sergeant.  
 

B. After notification that a Taser is not working, the Corrections Sergeant will 
contact the Training Office and the Taser Coordinator for repair and replacement. 

   
C. Non-Operational Tasers will not be used.    

 
 
/// 
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____________________________ CHEMICAL WEAPONS ____________________________ 
 
I. PURPOSE:  The purpose of this policy is to authorize the use of chemical agents to be 

used as necessary to subdue inmates or arrestees that are violent and pose an immediate 
threat to staff and/or other inmates. 

 
II. POLICY 
 

A. Only Sheriff's Office approved chemical weapon shall be used. 
 

B. Only personnel, who have completed the Corrections Division certified training in 
the use of Oleoresin Capsicum (OC), are authorized to use OC within the facilities 
and while transporting.  

 
C. Unauthorized use of OC is strictly prohibited. 

 
1. OC should not be used where physical resistance can be overcome by 

lesser means without injury to deputies. 
 

2. OC shall never be used to intimidate, punish, or retaliate against an 
individual. 

 
D. All inmates exposed to OC shall be given medical assistance as soon as possible 

after exposure. 
 

E. All incidents involving the use of OC shall be documented on an “Incident Report 
Form.” 
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III. DEFINITIONS 
 

A. OC - Oleoresin Capsicum is a pepper-based substance, suspended in an inert 
liquid under pressure, and dispensed in aerosol form from a hand-held dispenser. 

 
B. OC Canister – OC spray in a canister, which projects a stream of OC, with an 

effective range of 3-12 feet. 
 
C. OC Holder – The OC canister will be carried in the department approved holder 

with a flap over the top that snaps to the holster, securing the canister. 
 

1. The approved holder will be worn on the Corrections Deputy duty belt. 
 
IV. GENERAL INFORMATION 
 

A. OC is derived from processing selected hot peppers as the active ingredient in OC 
aerosols. 

 
B. OC requires direct contact with the mucous membranes to be effective. 

 
C. Use of OC may cause the inmate's/arrestee's respiratory system to be inflamed 

causing coughing, gagging, hiccupping, or a feeling of loss of breath. During 
these symptoms, the ability to resist should be reduced. 

 
D. OC will work 80% of the time on individuals under the influence of drugs or 

alcohol, mentally ill persons, or individuals that are hysterical. 
 
V. PROCEDURE 
 

A. Authorized staff shall determine if a situation is appropriate for the use of OC. 
 

1. OC may be used on those inmates who become or attempt to become 
physically violent with staff or other inmates. 

 
2. Caution should be used prior to dispensing OC on resisting inmates who 

are engaged physically with other officers, or who are not isolated from 
bystanders. 

 
3. In a housing unit disturbance or riot, if the bystanders refuse to step back 

from the active individuals after a warning is given, then OC can be 
dispensed to gain control of the situation. 
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B. If appropriate, sworn staff shall dispense the OC onto the inmate or arrestee's 
face. 

 
1. Whenever possible, gloves and eye protection should be used. 
 

C. Once the inmate or arrestee is less resistant, Corrections Deputies will take 
control and place restraints on the person. 

 
D. Upon being restrained, the person needs to be sat up, talked to, and calmed down. 

 
1. OC shall not be used on restrained individuals unless the individual posses 

an immediate threat to himself or others. 
 

E. The Facility Supervisor will direct the Corrections Deputies where to place the 
individual. 

 
VI. DECONTAMINATION 
 

A. As soon as practical, the Facility Supervisor shall direct the person to be 
decontaminated. 

 
1. Remove subject from contaminated area. 
 
2. The decontamination process primarily is flushing the person's eyes with 

water for an extended period of time and/or use decontamination wipes 
and place subject in an area of fresh air. 

 
a. The source of water can either be the Booking shower, or a hose 

brought to a Safety Cell. 
 
b. Cream or salves should not be used, as they will tend to seal in the 

substance, making it more difficult to alleviate the effects. 
 

3. Medical staff shall be notified and will assist in the decontamination 
process and monitor the person for medical complications.  

 
 

4. The recovery process could take up to 20 minutes after being sprayed by 
OC. 

 
B. A Corrections Deputy who becomes cross-contaminated shall be helped to the 

nearest shower or eye flush station to be decontaminated. 
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1. Medical staff may be asked to assist in this process. 
 
VII. DOCUMENTATION 
 

A. All involved personnel shall complete:  
 

1. An incident report and shall include the following information: 
 

a. A detailed description of the incident that lead to the use of OC. 
 

b. Any injuries to staff or inmate/arrestee. 
 

c. The type of first aid and decontamination process. 
 

d. Whether or not the use of OC was effective. 
 

B. The Facility Supervisor will complete a "County of Mendocino Incident Report" 
if a Correction Deputy was contaminated. 

 
VIII. MAINTENANCE 
 

A. Care should be taken as to the type of canister and it's mode of carry to avoid 
accidental activation. 

 
B. The OC canister should be shaken 4-5 times prior to a Corrections Deputy tour of 

duty. 
 

C. The OC canister should receive a periodic check of the expiration date, amount of 
contents, and pressure. 

/// 
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__________________________ SCHOOL TIME CREDITS ____________________________ 
 
I. PURPOSE 
 

Establishes a program that will be an incentive for inmates to become involved in Life 
Skills classes, obtain a High School Diploma and/or the General Education Diploma 
(GED).   

 
II. POLICY 
 

Participation by inmates in selected educational programs eligible for school time credit 
will enable those inmates to earn School Time Credit, which can be used to reduce their 
sentences.  

 
III. DEFINITIONS 
 

School Time Credit – Early release earned by inmates passing GED tests, earning a GED 
certificate, High School Diploma and/or completion of Life Skills classes. 
 

IV. PROGRAM INFORMATION 
 

A. The Sheriff and the Courts have established an agreement which permits inmates to be 
granted time off their sentences for passing a GED tests, earning a GED certificate, 
High School Diploma and/or completion of Life Skills Classes.  

 
B. Only sentenced inmates serving 30 days or more may earn school time credit.   

 
C. Inmates may earn a maximum of 10 days off their sentences under this program.  This 

is in addition to good and work time credits (Penal Code Section 4019 – Time Credit 
for Work and Good Behavior).  School Time Credit will not result in a reduction of 
sentence below the minimum terms of confinement prescribed by law. 
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V. EARNING CREDITS 
 

School time credits will be earned as followings: 
 

A. Inmates serving 30 days or more will receive 5 days off their sentence for 
successfully completing all the requirements of a General Education Diploma 
(GED) or High School Diploma while in custody. 

 
B. If an inmate is unable to complete the entire requirements for a GED during the 

time they are in custody they will receive one day off their sentence for 
successfully passing each section of the GED.  The five sections or subject areas 
that an individual must pass in order to get a GED are:  

 
1. Mathematics 
2. Science 
3. Social Studies 
4. Writing 
5. Literature and the Arts 

 
  Inmates who already have their GED or High School Diploma will be exempt      
  from this part of the program.  
    

C. Inmates serving 30 days or more can earn one day off their sentence for    
               completing each section of the Life Skills Program for a maximum reduction of 5     
               days while in custody under the same booking number.   The five sections of the  
               Life Skills Program are: 

 
1. Substance Abuse  
2. Commitment To Change  
3. Breaking Barriers  
4. Anger 
5. Success Stories  

 
VI. SCHOOL TIME CREDIT PROGRAM GUIDELINES 
 

A. Inmates dropped from any education or life skills programs due to rule violations 
will lose all school time credit earned up to that point.  Inmates may also lose 
school time credit for serious violations that take place outside the classroom.   

 
B. Inmates who leave custody for any reason (other than escape) and return on the 

same booking number shall retain any accrued school time credits.  Inmate who 
leave custody and then return under a different booking number (unless they 
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were released in error) shall not retain any previously accrued school time 
credits. 

 
C. School Time Credit can only apply to the end of sentence releases.  School Time 

Credit cannot be applied to modified sentences or to alternative early releases 
including supervised electronic monitoring, Sheriff’s Parole, etc.  

 
D. The establishment of the School Time Credit program does not automatically 

create a “right” to participate in educational and life skills programs on the part 
of the inmates.  The availability of inmate educational programs will continue to 
be subject to the availability of adequate funds, facilities and trained 
staff/instructors.  Participation will also be determined by the individual inmate’s 
performance, behavior and classification.  

 
E. The Inmate Services Coordinator is responsible for the administration of this 

program and for coordinating with Corrections Staff, County educational 
agencies and other program providers associated with is operation.  

 
F. Inmates with victim notifications will not be released on School Time Credit 

until the victim has been notified.  
 

VII. SCHOOL TIME CREDIT REPORTING 
 

A. When an inmate passes a GED test or earns his/her GED Certificate program 
providers will report these credits to the Inmate Services Coordinator by memo.  
The Inmate Services Coordinator will retain a copy of the memo and forward a 
copy to the inmate.     

 
B. When an inmate completes a section of the Life Skills program the class 

instructor will document that information on the inmates “Life Skills Attendance 
Record” form.  The class instructor will date and initial the Life Skill Attendance 
Record form, using an ink pen, each time an inmate attends class and completes 
homework.  It is the responsibility of the inmate to submit the Life Skill 
Attendance Record form to the Inmate Services Coordinator so he/she can 
receive credit for completing a section the Life Skill program.   Upon receiving 
the inmate’s Life Skills Attendance Record form the Inmate Services 
Coordinator will document when an inmate has completed a section of the Life 
Skill program and issue a certificate of completion to the inmate. 
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C. Each time an inmate earns time off their sentence through School Time Credit 
that information will be reported by the Inmate Services Coordinator to the on 
duty Corrections Sergeant Corporal in Building Two One by memo.   The 
Corrections Corporal will then be responsible for making adjustments to the 
inmate’s release date.  

/// 
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I. POLICY 
 

A. The Mendocino County Sheriff's Office offers programs to inmates incarcerated 
in the Mendocino County Jail. Programs shall be open to both sentenced and 
unsentenced inmates who meet participation criteria. 

 
B. Inmate Programs will include, but not limited to the following: 

 
1. Education Program; 

 
2. Counseling Programs; 

 
3. Religious Programs; and 

 
4. Recreational Programs. 

 
C. Corrections Division staff will make every effort to further Inmate Programs 

through cooperation, security and supervision. 
 

D. Inmate Programs shall be designed to improve inmate management within 
Mendocino County Jail and seek to protect the community through educating the 
inmate in ways that will encourage more responsible citizenship, respect for self 
and others, and improvement of employment skills. Inmate Programs are also a 
way of encouraging community interaction in the habilitation and rehabilitation of 
inmates. 
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II. GENERAL INFORMATION 
 

A. Title 15, Article 6, requires certain Inmate Programs to meet minimum standards, 
provided funds are available. Beyond available grants, the only funding source is 
the Inmate Welfare Fund. 

 
1. Education Program 

 
a. The Education Program is administered by the "Ukiah Adult 

School." The program consists of both Adult Education and Life 
Skills Classes. 

 
b. The "Ukiah Adult School" will determine course curriculum and 

content. The course curriculum and content will be consistent with 
the policies and goals of the Mendocino County Sheriff's Office. 

 
c. An inmate may continue the Adult Education program at the 

"Ukiah Adult School" upon being released from the Mendocino 
County Jail. 

 
d. Inmates completing sections on education may be eligible for 

sentence reduction  - See P/P 600.11  
 

2. Counseling Program 
 

a. Counseling Programs shall include 
 

(1) Substance abuse; and 
(2) Anger management. 

 
b. These programs can be provided using volunteers and/or by 

government and non-government agencies in the community. 
 

3. Religious Program 
 

a. To satisfy religious needs, inmates can forward an "Inmate 
Request Form" to the Jail Chaplain. The inmate needs to explain 
the religious need. 
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b. The Jail Chaplain will then evaluate the request to determine if he 

can provide the resources. 
 

(1) If he can, he will deliver the resources or service to the 
inmate. 

 
(2) If he cannot, he will respond, explaining the reason. 

 
4. Recreational Programs 

 
a. Inmates will have access to recreational opportunities, equipment, 

and outdoor exercise to maintain the physical, social, and 
emotional health of the individual. (Refer to Policy and Procedure 
605.00 - Inmate Recreation.) 

 
III. RESPONSIBILITIES 
 

A. Inmate Services Coordinator - Shall be appointed to oversee the operation of and 
ensure the continuation of Inmate Programs. (Refer to Policy and Procedure 
102.00 - Operations and Responsibilities; section "Responsibilities - Inmate 
Service Coordinator.") The responsibilities shall be to: 

 
1. Maintain and oversee the operation of existing programs; 

 
2. Develop new programs, if needed; 

 
3. Keep the Corrections Division Commander appraised of the programs in 

place, overview, and problem areas;  
 

4. Ensure that all volunteers/program providers undergo a background check 
and orientation before being given a Jail clearance; and 

 
5. Ensure an up-to-date file is maintained with information on cleared 

providers. 
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B. Jail Chaplain – Acts as the Religious Programs Manager for the facility. The Jail 
Chaplain is responsible for: 

 
1. Implementing Religious Programs Policies, 

 
2. Recruiting, training and coordinating religious volunteers, 

 
3. Provides Pastoral Counseling for newly incarcerated inmates,  

 
4. Provides Grief Counseling and death notifications; and 

 
5. Marriage counseling for inmates that are married or contemplating 

marriage. 
 
 

C. Corrections Division Staff 
 

1. Shall remain in complete charge during all program sessions; 
 

2. Shall clear all material brought into the facility by program providers; 
 

3. Shall clear material given to the inmates; 
 

4. Shall pat search inmates upon leaving all programs; and 
 

5. Shall monitor all programs to ensure safety, security and compliance with 
Mendocino County Jail policies and procedures. 

 
IV. INMATES 
 

A. Eligibility: 
 

1. All inmates, both sentenced and unsentenced, are eligible for the program, 
provided they: 

 
a. Pose no threat to themselves, to others, or to property; and 
 
b. Meet the requirements of the program. 
 

B. Removal or Restriction From the Program: 
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1. If the inmate's unit is in lockdown; 
 

2. If the inmate refuses to do assigned program work; 
 

3. If the inmate deliberately provides false information to the program 
provider or fails to adhere to program guidelines, policies, or rules; 

 
4. If the inmate is disrespectful to the program provider or displays 

disruptive conduct; and/or 
 

5. If discipline measures are in effect against the inmate. 
 

C. Limits 
 

1. Inmate to instructor ratio is 10 to 1. This limit shall not be exceeded. 
 
V. PROGRAM PROVIDERS 
 

A. In order to protect the integrity of the Corrections Division, all program providers 
shall submit to a clearance procedure. This will consist of: 

 
1. Questionnaire, verbal and written; 

 
2. Full identification documentation; 

 
3. Photograph; and 

 
4. A background check which may include: 

 
a. A criminal history check by name; 
b. Fingerprints; and 
c. Employers and personal references. 

 
B. All potential program providers applying for a clearance shall also have a 

Corrections Division staff explain the Corrections Division's policies and 
procedures as it pertains to the program provider's status within the facility. The 
potential program provider will also be given a tour of the area where the program 
will be held and be issued a "Jail Program Provider Handbook." 

/// 
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___________________________ INMATE ORIENTATION ____________________________ 
 
I. PURPOSE 
 

A. Establishes a program that orientates new inmates, housed in the Mendocino 
County Jail, to understand time frames of routine functions, what is expected from 
staff, and what is available through Inmate Services.   

 
B. This policy and procedure will explain how and when the orientation will take 

place. 
 

C. This policy will also explain how illiterate, non-English speaking, 
developmentally disabled and hearing or visually impaired inmates will receive 
the orientation. 

 
II. POLICY 
 

A. The Corrections Division will orientate all newly housed inmates within a 
reasonable amount of time from incarceration. The orientation will include, but 
not be limited to, the following: 

 
1. Correspondence, visiting, and telephone usage, 

 
2. Jail rules and disciplinary procedures, 

 
3. Inmate grievance procedures, 

 
4. Programs offered by Inmate Services and how to contact Inmate Services, 

 
5. Medical Services and how to contact the contract medical provider for the 

Mendocino County Jail, 
 

6. Classification/housing assignment, and 
 

7. Court access and appearance dates. 



Corrections Division 600.10(2) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office Title 15…1069 
 
___________________________ INMATE ORIENTATION ____________________________ 
 

 Rev. 11/19 

 
 
III. FORMS OF ORIENTATION 
 
 

A. The inmate kiosk contains a complete orientation in English and in Spanish. 
 
IV. DELIVER OF ORIENTATION TO SPECIAL NEEDS INMATES 
 

A. Every effort will be made to deliver the orientation to special needs inmates. The 
following will explain how to deliver the orientation: 

 
1. Vital information is posted in Spanish in each of the housing units. 
 

a. For inmates that do not speak English or Spanish, arrangements 
will be made to orient the inmate through a telephone-based 
interpreter or a third party (family, friend or other inmate). 

 
2. Hearing impaired inmates can view the information on the kiosk. 

 
3. Visually impaired inmates will have the orientation verbally explained. 

 
4. If it is determined the inmate is illiterate or developmentally disabled, the 

Facility Supervisor will ensure that the orientation is completed within a 
reasonable length of time. 

 

a. An experienced staff member shall be assigned to verbally orient 
the inmate. 

 

b. An incident report will be completed. The report will need to state 
the person is illiterate and orientation was completed.   

 
/// 
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_________________________ INMATE CORRESPONDENCE _________________________ 
 
I. POLICY 
 

A. To specify the proper handling and maintenance of records from the delivery and 
mailing of inmate's confidential legal documents and regular mail, and to 
specifically identify these documents. This order shall apply to the handling and 
processing of all inmate correspondence within all correctional facilities 
maintained by the Mendocino County Sheriff's Office. 

 
B. There shall be no limits placed on the amount of mail, legal or regular that an 

inmate may send or receive. 
 

 
C. Inmate mail may be read when there is a valid security reason and the Facility 

Manager approves (Title 15, Section 1063(b)). 
 

1. Mail sent from one inmate housed within the facility to another inmate 
housed within the facility will be read for content before being sent out.  
 

2. The Corrections Division Commander, or designee, may prevent an 
inmate from sending mail that concerns escape plans, information about 
proposed criminal activity, the transmittal of encoded messages, 
contraband material which threatens prison security, material threatening 
the safety of the recipient, or material that is otherwise harmful.   

 
D. Inmates may correspond, confidentially, with state and federal courts, and any 

member of the State Bar or holder of public office however, jail authorities may 
open and inspect such mail only to search for contraband, cash, checks, or money 
orders and in the presence of the inmate. 
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E. Inmates may correspond, confidentially, with the Facility Manager or the Facility 
Administrator. 

 
F. Inmates who are without funds shall be allowed to send out two postage-free 

letters each week to permit correspondence with family members and friends but 
without limitation on the number of postage-free letters to his attorney and to the 
courts. 

 
1. Continued abuse of legal mail may result in limitations being set by the 

Corrections Division Commander or Corrections Lieutenant. 
 
 
 
 
II. DEFINITIONS 
 

A. Confidential/Legal Mail 
 

1. Defined as mail which falls into any of the following categories: 
 

a. Correspondence between an inmate and any State or Federal Court. 
 
b. Correspondence between an inmate and any member of the State 

Bar. (This includes out-of-state attorneys.) 
 

c. Correspondence between any inmate and any holder of public 
office. 

 
d. Correspondence between an inmate and any member in the chain-

of-command of the Sheriff's Office. 
 

e. Inmate confidential/legal mail may only be copied by authority of 
a court order. 

 
B. Regular Mail 

 
1. Defined as all other mail that fails to meet any one of the above criteria. 

 
2. For information on copying of non-legal mail, refer to the section 

"Copying of Non-Legal Inmate Mail" in this policy. 
 
III. PROCEDURE 
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A. Outgoing Confidential/Legal Mail 
 

1. The inmate shall be required to contact the Housing Deputy of the 
inmate’s particular housing unit when confidential legal mail is to be sent 
out. 

 
2. The Housing Deputy shall confirm the mail is considered legal mail, and 

then instructs the inmate to riffle the papers or the document and to 
display the interior of the addressed envelope for visual inspection.  

 
a. Corrections Division staff is prohibited from reading the 

document. 
 

3. The inmate will place the document into the envelope and seal it before 
handing it to the Housing Deputy. 

 
4. The Housing Deputy will place initials and I.D. # on the flap of the 

envelope. It will then be entered into the legal mail log by the Housing 
Deputy. 

 
5. At no time during the processing of inmate mail shall inmate workers 

handle the inmate mail. Mail will be handled with care to reduce the 
chance of inmate mail being lost or inadvertently destroyed. 

 
6. All outgoing mail will include the inmate's full name as it as appears in 

jail records, and assigned master number in the upper left corner on the 
envelope. 

 
B. Outgoing Regular Mail 

 
1. Inmates will place their unsealed letters in the designated mail receptacle 

in their housing unit. 
 
2. The Housing Deputy shall conduct a cursory search of all unsealed regular 

mail brought into their possession. 
 

3. Mail shall not be read, except where there is a valid security reason to 
justify such action AND the Facility Supervisor approves. The cursory 
search shall conclude with the letter being sealed. 

 
4. All outgoing mail will include the inmate's full name booked under, and 

the assigned master number in the upper left corner on the envelope. 
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5. The Housing Deputy will verify all "No Fund" regular mail to ensure: 
 

a. Inmates may mail two (2)  "No Fund" letters per week. There will 
be no limitation on "No Fund" legal mail. 

 
b. After the "No Fund" letters are verified, the Housing Deputy will 

enter the information into the EVENTS screen of JALAN. It shall 
be entered as "NF" (No Fund letters). 

 
6. The Housing Deputy will then stamp all out going mail with the 

"Mendocino County Jail" stamp. 
 

7. The Housing Deputy will then take the mail and place it in the U.S. Mail 
slot, located outside the Lieutenants’ office. 

 
8. All non-legal inmate mail shall be routinely scanned. 

 
C. Incoming Confidential/Legal Mail 

 
1. Incoming Confidential/Legal Mail is delivered to the Jail Administration 

area where it is sorted for final distribution. 
 

a. Incoming mail that has been identified as “Confidential/Legal” 
shall be logged into the legal mail log by the Housing Deputy. 

 
2. The Corrections Deputy will then open the letter in front of the inmate, 

remove and unfold the contents, and display the interior of the envelope 
for a visual inspection for contraband. The Corrections Deputy shall be 
required to riffle the page of the letter or document. 

 
3. When money is received in the correspondence, it will be immediately 

receipted. 
 

D. Incoming Regular Mail 
 

1. The Corrections Deputy assigned to the Building Two Housing position 
shall pick up incoming mail daily from the Corrections mail receptacle. 
The mail receptacle is located adjacent to the Corrections Lieutenants’ 
office. 

 
2. The Nightshift BII Housing Deputy will: 

 
a. Sort by facility and housing unit; 
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b. Route all normal mail as necessary; 

 
c. Deliver the inmate mail to the appropriate buildings; and 

 
3. The Nightshift Housing Deputy will: 

 
a. Distribute the mail to inmates prior to 2300 hours. 

 
4. If an inmate has been released from custody, the Deputy will stamp the 

envelope "No Longer in Custody" and "Return to Sender." The returned 
mail shall be placed in the outgoing U.S. Mail slot located outside the 
Corrections Lieutenants’ office. 

 
5. Magazines and paperbacks may be received by inmates if sent directly 

from the publishers or recognized distributors and through the U.S. Postal 
Service, Fed Ex, UPS, or other private carriers. These items will be 
thoroughly inspected prior to being given to the inmate. 

 
a. It is intended that small independent publishers would qualify to 

send material to inmates. 
 

6. Packages, newspapers, and magazines mailed by individual parties (with 
the exception of attorneys and the court), will not be accepted for delivery 
to the inmate. Inmates will inform family members and friends that 
packages, newspapers, and magazines mailed by them will not be 
accepted. 

 
7. Inmates will be permitted to purchase, receive, and read any book, 

newspaper, or periodical accepted for distribution by the U.S. Postal 
Service, except: 

 
a. “Obscene, lewd, lascivious, or filthy publications or writings, or 

mail containing information on where, how, or from whom, such 
matter may be obtained, and matter that is otherwise mailable but 
that has on its wrapper, or envelope, any indecent, lewd, 
lascivious, or obscene writing or printing, and any mail containing 
filthy, vile, or indecent thing is nonmailable." (18 USC 1461, 
1463.) 
 

b. Publications containing depictions of nudity or sexually explicit 
conduct on a routine or regular basis or promotes itself based upon 
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such depictions in the case of one-time issues. (42 USCS. 1983 
Mauro v. Arpaio) 

 
(1) This section is meant to exclude materials such as the 

Sports Illustrated Swimsuit Issue or other publications that 
are promoted for sexual arousal. 

(2) Exceptions to this section are publications that contain 
nudity illustrative of medical, educational or 
anthropological content such as National Geographic or 
similar publications. 

 
c. "Any matter of a character tending to incite arson, murder, 

assassination, treason, insurrection, or forcible resistance to any 
law of the United States, or containing any threat to take the life of, 
or to inflict harm upon, the President of the United States is 
nonmailable." (18 USC 1461, 1717.) 

 
d. Any matter of a character tending to incite crimes against children 

is prohibited. 
 

e. Any matter of a character tending to incite crimes against animals 
is prohibited. 

 
f. Any matter of a character dealing with the use of weapons, 

narcotics, and explosives is prohibited. 
 

g. Any matter of a character of a publication dealing with the 
advertising of undergarments or sleepwear, as the main thesis is 
prohibited. 

 
(1) The intent of this section is to exclude material such as 

Victoria's Secret whose partial intent is sexual arousal. 
 

h. Material may be prohibited from an inmate based on that inmate's 
classification. This decision will be made by the Classification 
Supervisor in cooperation with the Corrections Lieutenant. 

 
(1) The intent of this section is to exclude those inmates 

convicted of child molestation, and like offenses, from 
receiving publications dealing primarily with children. 

 
8. The Housing Deputy shall process the regular mail as follows: 
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a. The incoming mail for each inmate will be opened in front of them 
and checked for contraband and money. 

 
b. Stamps, envelopes, writing paper, blank paper, pages from books, 

bookmarks, opened forwarded letters, or multi-page greeting cards, 
(single page folded will be allowed) or cards with raised surfaces 
that have been received through the mail will not be accepted for 
inmates. 

 
c. Pre-stamped postcards will be allowed, however, postcards that 

have stamps applied to them will not be allowed. 
 

d. Photographs may be received as described in P/P 1700.00 
 
e. Photographs larger than 4x6 inches, polaroids, or pictures 

containing nudity, images that stimulate sexual arousal, or 
offensive images that tend to incite aggressive behavior or promote 
escape will not be accepted.  

 
E. Rejected Mail 

 
1. Mail that has been rejected by staff will be marked “Return to Sender”. 

 
a. If a return address is not on the item, it shall be returned to the U.S. 

Postal Service as a dead letter. 
 

b. Books that are sent from publishers that are not authorized (i.e. 
hard cover books, excessive number of books) will be returned to 
the publisher at the inmate’s expense or will be disposed of. Books 
will not be placed on an inmate’s property.    

 
2. Staff will fill out a Notice of Rejection form. 

 
a. The Notice of Rejection form will be filled out by the staff 

member with the appropriate notation for the refusal checked and 
the specific reason circled and/or a notation made under “Reason”. 
 

b. A copy of the Notice of Rejection form will  be placed in the mail, 
package or item, and returned to the sender. 

 
c. A second copy of the Notice of Rejection form will be forwarded 

to the inmate. 
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d. A third copy of the Notice of Rejection form will be placed in the 
inmate’s A-file. 
 

F. Limitations 
 

1. The Facility Administrator may restrict the number of books, newspapers, 
or magazines the inmate may have in the cell or elsewhere in the facility at 
one time. 

 
IV. UNAUTHORIZED COMMUNICATIONS WITH PRISONERS 
 

A. Penal Code Section 4570 – Communication with prisoner without permission of 
officer in charge; bringing in or taking out letters, writing, literature, etc. 

  
“Every person who, without the permission of the warden or other officer in 
charge of any State prison, or prison road camp, or prison forestry camp, or other 
prison camp or prison farm or any other place where prisoners of the State prison 
are located under the custody of prison officials, officers or employees, or any 
jail, or any county road camp in this State, communicates with any prisoner or 
person detained therein, or brings therein or takes therefrom any letter, writing, 
literature, or reading matter to or from any prisoner or person confined therein, is 
guilty of a misdemeanor.” 

 
B. Penal Code Section 4570.1 – Prisoners in transit; written communications 

delivered without permission of officer in charge. 
 
"Every person who, without permission of the peace officer or corrections officer 
in charge of any vehicle, bus, van or automobile used for the transportation of 
prisoners, delivers a written communication to any prisoner or person detained 
therein, or being escorted to or from that vehicle, or takes from or gives to the 
prisoner any item, is guilty of a misdemeanor." 

 
V. COPYING OF NON-LEGAL INMATE MAIL 

 
A. Legal History 

 
1. Generally, any regulation that impinges on an inmate's constitutional right 

must be reasonably related to a legitimate penological interest. Absent a 
showing of some compelling justifiable purpose for prison security or 
discipline, interception and photocopying of non-legal correspondence is 
violative of the first amendment. (Procunier v. Martinez 416 U.S. 396 
{1974}.) 
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B. Request to Copy Non-Legal Inmate Mail 
 

1. The request to copy inmate non-legal mail must meet the following 
criteria: 

 
a. Further an important or substantial governmental interest unrelated 

to the suppression of expression. 
 

b. It must not involve censoring correspondence simply to eliminate 
unflattering or unwelcome opinions or factually inaccurate 
statements. 

 
c. The censorship furthers one or more of the substantial 

governmental interests of security, order, and rehabilitation, and 
 

d. It is not unnecessarily broad in scope. 
 

2. The Corrections Division Commander shall approve all requests to copy. 
 

3. For additional information and guidelines, refer to the legal opinion from 
County Counsel, Op#00-751, September 11, 2000. 

/// 
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_____________________ INMATE VISITING AND INTERVIEWS _____________________ 
 
I. PURPOSE: 

 
A. The purpose of this policy is to set forth practices and procedures that comply 

with California Code of Regulations, Title 15, Section 1062 Visiting. 
 
II. POLICY 
 

A. Corrections Division personnel shall afford inmates the right and privilege of 
visits with family, friends, attorneys, and other members of the public; prevent the 
introduction of contraband; and, provide for the safety and security of inmates, 
visitors, and facility staff during the visiting process. 

 
B. Inmates are encouraged to maintain relationships with family and friends. Visiting 

is scheduled on a regular weekly basis, limited only by the physical and personnel 
constraints of the Mendocino County Sheriff's Office Corrections Division. 

 
III. DEFINITIONS 
 

A. Court Ordered Visits - A special visit for an inmate ordered by a judge. All court 
orders for inmate visits with family, friends, attorneys, and other members of the 
public are to be referred to the Facility Supervisor and/or Corrections Lieutenant 
in order to prevent the introduction of contraband; and, provide for the safety and 
security of inmates, visitors, and facility staff during the visiting process. 

 
B. Family Member - Defined as spouse, mother, father, stepparent, grandparent, 

brother, sister, and children. 
 

C. Intra-Jail Visit - A visit between legally married inmates, when both inmates are 
in custody. 
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D. Official Visit - A contact or a non-contact visit, depending upon the 
circumstances, between the inmate and attorney or other officials (i.e., law 
enforcement agents, Parole/Probation agents, psychiatrist, physician, clergy, etc.). 

 
E. Regular Visit - A visit between inmate and family members, friends, or 

associates. A regular visit is conducted in a glass partitioned visiting area. 
 

F. Security Area - All areas within the perimeter fence, excluding Jail 
Administration area, visitors’ waiting room, and civilian side visiting. 

 
G. Special Visit - A contact or non-contact visit, depending on the circumstances, 

between inmate and family member, friends, or associates, who have traveled a 
long distance and/or are unable to visit during regularly scheduled visiting hours, 
or other justified reasons verified by Corrections Division personnel. A special 
visit must be approved by a Facility Supervisor.  

 
H. Video Visit - A visit between an inmate and attorney utilizing the on-site video 

equipment. 
 
IV. PROCEDURE 
 

A. Regular Visiting 
 

1. Visiting is held daily except Friday and Sunday. 
 

a. Visiting hours are during dayshift and nightshift. 
 

B. Official Visits 
 

1. Official visitors are admitted daily, except during an emergency, 
headcounts, and meals. 

 
2. Special visitations must be approved by the Facility Supervisor. 
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C. Eligibility Requirements 

 
1. Preferred Identification for Visitors 

 
a. Valid state driver's license. 

 
b. State identification card: bearing a photograph, physical 

description, and signature. 
 

c. Other official identification with picture, physical description and 
signature. 

 
d. All other types of identification must be approved by the Facility 

Supervisor. 
 

2. Escorted Visitor Eligibility 
 

a. An inmate's minor child shall be allowed to visit, if accompanied 
by an eligible adult visitor. 

 
(1) It is the responsibility of the visitor to provide proof the 

relationship to the satisfaction of Corrections Division 
personnel. 

 
3. Unescorted Minors 

 
a. Emancipated juveniles and/or the inmate’s spouse under 18 years 

of age shall be allowed to visit with the inmate with proper 
identification. 

 
(1) It is the responsibility of the visitor to provide proof the 

relationship to the satisfaction of Corrections Division 
personnel. 
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D. Ineligible Visitors 

 
1. No person having a contagious disease shall be allowed admittance. 

 
2. No person who has been apprehended for smuggling contraband into the 

facility or, being implicated in an escape plot shall be admitted. 
 

3. Any visitor with a prior felony conviction is not authorized to visit except 
with the approval of the Facility Supervisor. 

 
4. Any visitor who has been confined in the Building One Main Detention 

Facility and/or the Building Two Detention Facility during the past six 
months must have permission from a Facility Supervisor prior to a visit. 

 
V. RULES FOR VISITING 
 

A. The following rules for visiting will be adhered to: 
 

1. Inmates will be allowed no fewer than two visits totaling at least 60 
minutes per inmate each week. 

 
a. Inmates are allowed to see different visitors in different visiting 

sessions if space is available. 
 

2. An inmate may refuse to see a visitor. 
 

3. Three visitors may visit an inmate at the same time. A child of walking 
age is considered one visitor. 

 
4. Visitors must conform to the dress code approved by the Corrections 

Division Commander and posted in the visitors’ waiting room. 
 

a. Visitors with obvious revealing clothing will not be allowed to 
visit. 

 
b. When there is a question of whether or not the visitor’s attire is 

appropriate, the Facility Supervisor will make the determination 
and either approve or deny the visit. 
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5. Any person under 18 years of age, except emancipated juveniles and/or 
the spouse of the inmate with proper identification, will NOT be allowed 
to visit unless accompanied by an adult. 

 
a. It is the responsibility of the visitor to provide proof of the 

relationship to the satisfaction of the Corrections Division 
personnel. 

 
6. Bringing firearms, explosives, alcoholic beverages, narcotics or any 

controlled substance, including marijuana into this facility is a crime and 
cause for arrest. 

 
7. Visitors under the influence of alcohol or drugs will not be allowed to 

visit, and may be subject to arrest. 
 

8. Persons who are unwilling or unable to control their minor children while 
in this facility will not be allowed to visit. 

 
9. Visitors who are disruptive or cause a disturbance will be requested to 

leave the facility and will be denied access to visiting for that day. 
 

10. Visitors are not allowed to carry cameras, cell phones, tape recorders, 
purses, bags, briefcases, or similar objects into the visiting area of this 
facility (official visitors may be exempt). 

 
11. After being checked in by Corrections Staff, visitors will proceed directly 

to the visiting room. Any visitor found visiting an inmate other than the 
one specified is in violation of facility rules. The visit will be terminated 
and the visitor will be told leave the facility. 

 
12. Visitors will not give anything to or take anything from an inmate without 

prior approval from the Facility Supervisor. 
 

13. When a visit is terminated, the inmate and visitor will leave the visiting 
room neat, clean, and free of trash. 

 
14. Smoking is not permitted in the building, and the possession or 

consumption of food or drinks in the waiting room or visiting room of the 
facility is not permitted. 

 
15. Visitors shall be subject to a search of their person or property if requested 

by Corrections Division personnel. 
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16. After a visit, the inmate will submit to an unclothed body search if 

requested by Corrections Division personnel. 
 

17. Violations of visiting rules and regulations by an inmate will be dealt with 
in accordance with the Inmate Discipline Policy. 

 
18. Violations of visiting rules, regulations, and procedures by a visitor will 

result in the visitor being removed from the facility and being denied 
visiting privileges. 

 
VI. REGULARLY SCHEDULED VISITING 
 

A. Procedure 
 
1. Visitors may reserve their time on the visiting schedule by contacting the 

Staff Assistant working the front desk of the Jail Administration Building 
during normal business hours. 

 
2. Reservations for visiting must be made during the week prior to the next 

scheduled visiting day.  
 

3. Reservations are made on a first come first serve basis. (The intent of this 
system is to avoid congestion during visiting, save visitors from waiting 
for long periods in line and increase overall efficiency.) 

 
4. Visitors may only sign up to see one and not multiple inmates at a time. 

 
5. All visitors who have not made a reservation on the visiting schedule will 

be assigned a visiting space (if available) on a first come, first serve basis. 
 
 

B. Visitor Registration Forms: 

1. Visitor Registration forms that are filled out the day of visiting will be 
shredded once the information has been updated in the computer. 

 
2. When a person has been denied access to visit, the completed Visitor 

Registration form will be placed in the inmate’s A-File of whom the 
person wanted to visit, thereby giving a record of who and why a visit was 
denied. 
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C. Identification 
 

1. All visitors will be required to complete a Visitor Registration form prior 
to visiting. Visitor Registration forms will be available in the Building 
One lobby. The completed Visitor Registration form must be turned in to 
the Corrections staff supervising visiting. 

 
2. Corrections personnel will check Jail records for prior arrests on all 

visitors. 
 

a. Staff will determine if the prior arrest affects visitor’s eligibility. 
 

3. Corrections personnel shall check the local warrant system for warrants on 
all visitors. 

 
a. Staff discovering active warrants on visitors shall contact the on-

duty supervisor for direction, including possible arrest. 
 
4. Corrections Division personnel will review the completed Visitor 

Registration form, verify the identity of the visitor and record the 
information provided on the Visitor Registration form into the computer 
generated Visitor Log. 

 
5. If the visitor does not have adequate identification, they will not be 

allowed to visit.   
 

a. A notation will be made on the Visitor Registration form and 
placed in the inmate’s “A” file. 

 
D. Visiting: 

 
1. Corrections Personnel responsible for visiting will print a list of scheduled 

visitors and inmates to be visited from the Jail computer system. 
 

2. Corrections personnel shall direct the visitor to the assigned visiting area 
to await the arrival of the requested inmate. 

 
3. Corrections personnel shall cause the requested inmate to appear at this 

designated visiting area. 
 

4. Corrections personnel will not take any visitor’s property for safekeeping. 
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E. Conclusion of Visiting Hours: 

 
1. At the conclusion of the visit, the inmate shall be returned to the assigned 

housing unit, and the visitor shall exit the visiting area. 
 

2. After regularly scheduled visiting hours and after special visits, 
Corrections personnel shall inspect the visiting area for damage and 
contraband. 

 
VII. OFFICIAL VISITS/INTERVIEWS 
 

A. Certain professionals have business to conduct, which requires they enter the 
secure portion of the jail. Although the following list of people could enter the 
secure portion of the jail for a special reason, the majority shall have contact or 
non-contact visiting in Building One. 

 
1. Any local, state or federal law enforcement officer. 

 
2. Attorneys, public defenders, private investigators, legal runners, 

paralegals, interpreters and/or legal aides - if approved for contact visits, 
to conduct visits in Medical/Visiting Sections. 

 
3. Parole Officers. 

 
4. Probation Officers. 

 
5. Court ordered doctors/psychiatrists. 

 
6. District Attorney Investigators. 

 
7. District Attorney/Deputy District Attorneys. 

 
8. Attorney General/Deputy Attorney General. 

 
9. Public health, mental health, and/or social services. 

 
 
 
 

B. Entrance Requirements (Contact Visits) 
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1. Proper identification will normally be the only requirement for entering 
the facility (i.e. law enforcement identification, official identification card 
stating capacity, State Bar card, driver's license or DMV identification 
card with picture, description, and signature). 

 
a. Additional identification may be required, sufficient to establish 

true identity. 
 

b. A letter from the requesting agency requesting a service be 
performed. 

 
(1) All letters will be on official office letterhead with proper 

signature and explanation. 
 

2. Any items such as a briefcase, tape recorder/video recording device, 
papers, or other carrying devices to be taken on an official visit, will be 
searched or examined in the presence of the official visitors. 
DOCUMENTS WILL NOT BE READ. 

 
3. Official visitors shall submit to a cursory pat-down search of their person, 

upon approval of the Facility Supervisor, prior to entry into the secure 
portion of the facility. Official visitors will be issued a Visitor 
Identification Card, which they will wear in plain sight. The official visitor 
must surrender an official form of identification in order to receive a 
Visitor Identification Card. Visitor Identification Cards and the visitor’s 
official identification will be stored in a locked container.  

 
4. Sworn law enforcement personnel, after securing their weapon, 

ammunition, chemical agents, and baton, being properly identified, will be 
admitted into the facility without further search or check. Sworn law 
enforcement personnel will display their official identification in plain 
sight or wear a jail Visitor Identification Card. 

 
5. Inmates must be searched prior to and at the conclusion of a contact visit. 

If necessary, Corrections personnel may conduct an unclothed search of 
the inmate. 

 
6. Upon completion of the official visit, Corrections personnel will stand by 

while the visitor leaves the facility. 
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a. In the event the official visitor is seeing multiple inmates, the 
inmate will be removed from the visiting room to another secured 
area where the inmate will be searched. 

 
7. At the conclusion of the visit, Corrections personnel will be required to 

obtain the “Visitor Identification Card” from the official visitor, return the 
official identification, and record the time of departure from the facility on 
the computer generated "Visitors Log." 

 
8. Upon the conclusion of the official visit, Corrections personnel shall 

inspect the contact visiting areas for damage or contraband. 
 

C. Defense Attorney Visits 
 

a. Defense attorneys shall be permitted to utilize one of the following 
rooms in Building One to confer with their clients: 

(1) Attorney Non-Contact Rooms; or, 

(2) One of the two Programs Rooms. 

(3) An optional place for interviewing will not be offered. 
 

b. None of the rooms that are available to defense attorneys has 
monitoring capabilities. 

 
c. There are no designated attorney contact rooms within Building 

Two. 
 
VIII. SPECIAL VISITS 
 

A. The Facility Supervisor may approve a special visit for the following people: 
 

1. Visitors who have traveled a long distance and arrive before or after 
regularly scheduled visiting hours; 

 
2. Handicapped visitors who are unable to visit during regularly scheduled 

visiting hours; and/or 
 

3. Visitors who have had an unforeseen circumstance arise which would 
preclude them from visiting during regularly scheduled visiting hours. 

 
B. Visitors granted a special visit will follow the same procedure as those for 

"Regularly Scheduled Visits" and/or "Official Visits." 
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IX. VIDEO VISITS 
 

A. The Law Library contains a video connection with the courthouse and Public 
Defender’s Office in Ukiah. Attorneys can utilize the closed circuit video system 
to interview their clients in custody. 

 
1. The Public Defender’s Office will provide a daily schedule of afternoon 

visiting times, appointments and inmates to be interviewed. 
 
2. Building One Staff will assure the video system is connected and 

operational prior to scheduled interview times. 
 

3. The Building One Staff will coordinate inmate movement to the Law 
Library in accordance with the schedule provided. 

 
X. INTRA-JAIL VISITING 
 

A. Intra-Jail visiting is an earned privilege granted to inmates who meet the 
following minimum requirements: 

 
1. Inmates must be legally married to each other.  

 
a. It is the responsibility of the inmate requesting the visit to provide 

proof of their marriage to the satisfaction of the Facility 
Supervisor. 

 
2. Period of confinement must be over thirty (30) consecutive days at either 

of the Corrections facilities (unless a modification is approved under 
exceptional circumstances). 

 
3. No Incident/Crime Report has been written against either inmate for 

violating facility rules or regulations during a seven (7) day period prior to 
applying for the visit. 

 
4. Inmate must not be serving a discipline sanction. 
 

B. Rules for Intra-Jail Visiting 
 

1. Requests must be in writing, marked "Intra-Jail Visit" and directed to the 
Facility Supervisor. 
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2. A maximum of one (1) non-contact family visit per week may be earned 
by married inmates who are incarcerated at either facility. This visit is in 
addition to regular visitation privileges and is not a substitute. 

 
3. The length of visit will be for thirty (30) minutes - maximum. 

 
4. Intra-jail visiting will be held during periods of least activity within the 

facility. 
 

5. Inmate(s) who have been denied an intra-jail visit may reapply one week 
after the denial. 

 
6. Any Incident/Crime Report on either inmate after an intra-jail visit has 

been approved may cause the intra-jail visit to be cancelled. 
 

7. Any issue relating to the security of the facility may be cause to deny or 
cancel the privilege of an intra-jail visitation for an inmate. 

 
C. Procedure for Intra-Jail Visiting 

 
1. The Housing Deputy will: 

 
a. Ensure the "Inmate Request Form" for intra-jail visiting is clearly 

marked "Intra-Jail Visit" under OTHER. 
 
b. Submit the request to the Facility Supervisor for review. 

 
2. The Facility Supervisor will: 

 
a. Review the inmate's request and notify the inmate in writing 

indicating approval or the reason for denial of the request. 
 

b. Make an entry on the Shift Activity Report, as well as a notice to 
the affected area, that an intra-jail visit has been approved. The 
entry will show the inmate's name, housing assignment, inmate's 
name to be visited, and the date and time of the approved visit. 

 
c. For record purposes, ensure the approved or denied request is filed 

in the inmate's "A" file. 
 

3. The visit will be conducted in one of the Building One non-contact 
visiting rooms 
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a. The lower classification code inmate will be seated on the lobby 
side of the visiting room. 

 
b. A Corrections Deputy will stand by outside the door, on the lobby 

side, during the visit. 
 

4. Corrections personnel shall search both inmates prior to and after the 
intra-jail visit. The type of search to be conducted will be left to the 
discretion of Corrections personnel. 

 
XI. INMATE REQUESTS FOR NEWS MEDIA INTERVIEWS 
 

A. The news media, inmates, and general public members will be afforded public 
access and/or non-confidential information about the Corrections facility to 
ensure the dissemination of information regarding the facility operations. 

 
B. The Corrections facility has the responsibility to protect the privacy and rights of 

inmates and staff members. Interviews within the facility will be regulated to 
ensure the orderly and safe operation of the facility. 

 
C. DEFINITIONS 

 
1. Corrections Division Press Information Officer - The Corrections 

Division Commander and/or designee. 
 
2. General Circulation - A general circulation newspaper publishes legal 

notices in the community in which it is located or in the area in which it is 
distributed. It is held by law for a newspaper to be considered a newspaper 
of general circulation and so qualified to publish legal notices, it must 
contain items of general interest to the public, such as news of political, 
religious, commercial, or social affairs. 

 
3. Newspaper - A newspaper is one of general circulation if it circulates 

among the general public and if it publishes news of a general character of 
general interest. 

 
4. Representative Of News Media - A person whose primary employment 

is gathering or reporting news for: 
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a. A newspaper qualifying as a general or weekly circulation 
newspaper in the community to which it publishes. A news 
magazine having a national circulation being sold by news stands 
and mail circulation to the general public. 

 
b. National or international news service. 
 

c. Radio and television news programs of stations holding Federal 
Communication Commission licenses. 

 
D. Representatives of the news media and other media are encouraged to visit the 

Corrections facility for the purpose of preparing reports about the facility, its 
programs and activities. 

 
1. News media representatives are encouraged to make advance appointment 

for visits with the Corrections Division Commander and/or designee. 
 

2. Announcement of unusual incidents will be made to local news media as 
promptly as possible by the Corrections Division Commander and/or 
designee. 

 
a. During a facility emergency, and for a reasonable time thereafter, 

the Corrections Division Commander and/or designee may 
suspend all news media visits. 

 
3. An inmate or a representative of the news media may initiate a request for 

a personal interview with each other at the facility. Interviews are not 
designated to provide publicity for inmates or special privileges for the 
news media, but rather to ensure a better-informed public. 

 
4. Questions or comments as to the application of any rule, regulation, or 

order of the facility by media representatives will be referred to the 
Corrections Division Commander and/or designee. 

 
E. INMATE/MEDIA CONSENT/AGREEMENT 

 
1. An interview with an inmate or use of video, film, or audio equipment 

may be disapproved for any of the following reasons: 
 

a. The news media representative, or the news organization which 
they represent, does not agree to the conditions established by this 
policy. 
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b. The inmate is physically or mentally unable to participate. This 

will be supported by a medical statement of the facility medical 
staff physician, filed in the inmate’s medical file substantiating the 
reason for disapproval. 

 
c. If such an interview in the opinion of the Corrections Division 

Commander and/or designee, would endanger the health and safety 
of the interviewer, or would cause serious unrest or disturb the 
good order of the facility. 

 
2. When news media representatives visit the facility, photographs of 

programs, activities, areas, and interviews may be taken. Inmates have the 
right to privacy and not to be photographed (still, movie, or video), and 
not have their voices recorded by the media. A written consent form must 
be obtained from the inmate(s) prior to photographing the inmate or 
recording the inmate's voice. The form will be placed in the inmate's "A" 
file. 

 
a. The "Release of Information/Interview Authorization" form will be 

used. 
 

3. Due to special security, custodial, and supervisory requirements 
necessitated by interviews, an inmate in segregation, restricted or hospital 
status may be limited depending on the individual situation. All such cases 
must receive the approval of the Corrections Division Commander and/or 
designee. 

 
4. An inmate requesting an interview with the news media will submit an 

"Inmate Request Form" to the Corrections Division Commander and/or 
designee prior to the requested date and time of the interview. 

 
a. Inmate interviews will not be subject to auditory monitoring, 

unless authorized by both the inmate and the news media 
representative. Visual supervision will be maintained to ensure the 
safety of the inmate/media representative. 

 
b. Normally, interviews will be conducted in non-contact visiting 

areas of the facility. Contact interviews must be approved by the 
Corrections Division Commander and/or designee. 
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c. All interviews will be conducted during normal weekday business 
hours unless prior arrangements are approved by the Corrections 
Division Commander and/or designee. 

 
5. Representatives of the news media may request to interview a particular 

inmate. The request may be made in writing or by telephone to the 
Corrections Division Commander and/or designee within a reasonable 
period of time prior to the requested time for the interview. 

 
a. The request from the news media will normally be approved or 

disapproved by the Corrections Division Commander and/or 
designee usually immediately or within a reasonable time 
depending on the security conditions required. 

 
b. After the request from the news media for the interview is 

received, the inmate will be notified of the interview request. The 
inmate must agree to be interviewed and must sign the "Release of 
Information / Interview Authorization" form before the request 
will be considered. The written consent or denial will, in all cases, 
be placed in the inmate's "A" file. 

 
F. INMATE/MEDIA INTERVIEW 

 
1. Prior to any facility visit for an interview by news media representatives, 

Corrections personnel will advise the Facility Supervisor of the visit. 
 

2. The Facility Supervisor will check the inmate's "A" file to determine if the 
inmate has agreed to the interview and what (if any) equipment may be 
used by the news media representative. 

 
3. In the event the inmate has agreed to the interview, and the signed 

agreement form is in the inmate's "A" file, the Facility Supervisor will 
give to the news media representative a "Media Agreement" and have the 
news media representative complete the form. 

 
a. After the news media representative has completed the form, the 

Facility Supervisor will separate the form, place the original copy 
in the inmate's "A" file and give the copy to the news media 
representative. 
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4. Upon verification of the news media representative's identity (adequate 
identification will be required), the Facility Supervisor will notify assigned 
Corrections personnel the news media representative is clear to be 
processed for the interview. 

 
5. In the event a contact visit has been authorized, the news media 

representative shall be subject to a pat-down search, and a search of any 
incoming property, and equipment. 

 
6. Corrections personnel will be required to record the information on the 

computer generated "Visitors Log." 
 
/// 
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_______________________________ INMATE VOTING ______________________________ 
 
I. POLICY 
 

A. The Corrections Division shall establish procedures enabling qualified inmates to 
vote and register to vote in local, state and federal elections, pursuant to the 
California Election Code. 
 
1. Information regarding voting, eligibility, and the application process are 

available on the Canteen kiosk.  
 
II. INMATE REGISTRATION TO VOTE 
 

A. Inmates who are qualified by age, citizenship, residence, etc., to register to vote 
through a Deputy Registrar may also register, by mail, while they are in custody. 

 
1. Inmates are required to contact the Inmate Services Coordinator, via the 

"Inmate Request Form" for assistance in absentee voting and voter 
registration. 

 
B. This registration by mail shall be accomplished by making available to inmates, at 

their request, an "Affidavit of Registration" form. This document, which folds 
into a postage-paid mailing form, can be obtained in quantity from: 

 
1. County Clerk-Recorder 

County of Mendocino Election Department 
P O Box 501 
Ukiah CA  95482 
 
a. A supply of these forms will be maintained in the Hugo Boeckx 

Inmate Services and Programs Building. 
 

C. In order to qualify to register, an inmate must be: 
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1. A citizen of the United States; 

 
2. A resident of California; 

 
3. Must be at least 18 years of age or will be at the date of the election. 

 
4. Not currently serving a state or federal prison sentence for conviction of a 

felony, or awaiting transfer to a state or federal prison for a felony 
conviction 

 
5. Not on in County jail for a parole violation or currently on parole. 

 
6. Not currently found to be mentally incompetent by a court.      

 
 

D. A properly executed "Affidavit of Registration" must be received by the Registrar 
of Voters on or before the 29th day prior to Election Day. 

 
1. Completed "Affidavit of Registration" cards shall be mailed as soon as 

possible. 
 

E. Organizations will be allowed to provide a voter education program to the inmate. 
 
1. The program shall include, but not limited to, providing both written and 

verbal information about voting rights upon release from jail, providing 
affidavits of registration to eligible voters, assisting eligible voters with 
the completion of the affidavits or registration, and assisting eligible 
voters in returning the completed voter registration cards to the county 
elections official. 
  
a. The Organizations shall contact Inmate Services to set up the training. 

 
 
III. NOTIFICATION OF REGISTRATION 
 

A. A "Voter Notification Card" will be mailed to each registrant by the Registrar of 
Voters. The registration will be cancelled if this card is returned as undeliverable. 

 
IV. ABSENTEE VOTING 
 

A. Any inmate who is registered to vote may vote, by mail, with an absentee ballot. 
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B. This voting shall be accomplished by making available to inmates, at their 
request, an "Application for Absent Voter's Ballot." 

 
1. This application shall be completed by the inmate and mailed to the 

County Clerk-Record, County of Mendocino Election Department. 
 

2. The Registrar will mail an "Absent Voter's Ballot" to qualified inmates. 
These ballots shall be completed, addressed, and sealed by the voting 
inmate and shall not be reviewed by Corrections Division personnel. 

 
V. CAMPAIGN LITERATURE 
 

A. Campaign literature and/or sample ballots addressed to inmates shall be delivered 
without delay. 

 
/// 
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________________________ INMATE TELEPHONE CALLS __________________________ 
 
I. POLICY 
 

A. Inmates confined within the Mendocino County Jail will have reasonable access 
to telephones in order to maintain community ties and contact with legal 
representatives. 

 
II. DEFINITIONS 
 

A. Legal Representative 
 

1. Attorney, legal aid officers, or assistants to the inmate's attorney of record. 
 
III. GENERAL INFORMATION 
 

A. Newly admitted inmates will be given the opportunity to complete at least three 
local or collect long distance telephone calls. 

 
B. Maximum security and special handling inmates will be provided telephone 

privileges, unless restrictions have been placed denying use of the telephone.  
 

1. If restrictions have been placed, this should not preclude telephone calls to 
designated practicing attorneys in connection with prospective or pending 
litigation. 

 
C. Telephone privileges for the general population will be available on a daily basis. 
 
D. A recording on out-going calls advises inmates that calls are subject to 

monitoring/ recording. 
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IV. PROCEDURE 
 

A. Immediately upon completion of the booking process, except when physically 
impossible or pursuant to Section 40304.5 of the Vehicle Code, the Booking 
Deputy will advise newly admitted inmates that they will be authorized to 
complete at least three local or collect long distance calls. 

 
B. To comply with Penal Code Section 851.5; an arrested person has the right to 

make at least three completed telephone calls no later than three hours after arrest. 
  
                       1.        An arrested person who is a custodial parent with responsibility for a minor 
                                  child or children is entitled to make at least two additional phone calls  for 
                                  the purpose of arranging for the care of the minor children during their 
                                  absence. 
 
                        2.       Access to a telephone shall be provided immediately upon request, or as 
                                  soon as practicable.  
 
 

C. To comply with Vehicle Code Section 40304.5; an arrested person shall be 
provided the opportunity immediately to post bail, and shall not be booked, 
photographed, or fingerprinted, nor shall an arrest record be made, when the 
amount of bail required to be paid on the warrant may be ascertained by reference 
to the face thereof or to a fixed bail schedule. 

 
1. If the arrested person does not have sufficient cash in his possession to 

post bail, the arrested person has the right to make no less than three 
completed telephone calls to obtain bail, and shall have no less than three 
hours in which to arrange for the deposit of bail. 

 
D. These provisions do not preclude the arrested person to be allowed to make more 

than the three required telephone calls during the intake process. 
 

1. This does not include the telephone calls the arrestee may make while in 
the holding cell. 

 
E. Upon completion of the inmate’s phone calls, the Booking Deputy will complete 

the "Arrestee/Inmate Telephone Record" form. 
 

1. If the arrestee/inmate refuses to sign the form, the Booking Deputy will 
write in "Declined" and complete the form. 
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F. Inmate Telephone Calls from Housing Units 
 

1. The Housing Deputy will authorize the use of the telephones, located in 
the units, after the housing unit has satisfactorily passed morning 
inspection. 

 
a. A TDD phone is located in each housing unit and in each booking 

cube for use by hearing impaired inmates or for calls to be directed 
to a hearing impaired recipient. 

 
 

2. Telephone privileges may be available from 0900 hours until 2300 hours 
daily for general population inmates, unless restrictions have been placed 
or the facility has been placed on lockdown status. 

 
3. Nothing shall preclude a Facility Supervisor from extending or 

terminating telephone privileges if the circumstances warrant. 
 

a. In the event telephone privileges are terminated or suspended, an 
Incident Report shall be prepared documenting the action. 

 
G. Inmates who require the use of facility telephones shall be escorted to the 

Booking Area of Building One, the hallway phone in Building Two or Booking 
Desk for females in Building Two, or the Building One Programs Room, where 
they will be allowed to make their telephone calls. Requests shall be in writing on 
an inmate request form. 

 
1. In such instances, the Corrections Deputy will complete an 

"Arrestee/Inmate Telephone Record" form. 
 

a. If the arrestee/inmate refuses to sign the document, the Corrections 
Deputy will write "Declined" and complete the form. 

 
V. TELEPHONE ACCOUNT INFORMATION INMATE DEBIT CALLING 
 

A. Inmate phone calls may be funded by Debit Accounts, Prepaid Call Accounts, or 
as collect calls. 

 
B. Telephone time is not intended to be traded, sold, bartered, or “held” with or by 

other inmates and is meant to be used only by the purchaser or the inmate for 
whom a prepaid account was established. 

 



Corrections Division 604.00(4) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office Title 15…1067 
 
________________________ INMATE TELEPHONE CALLS __________________________ 
 

 Rev. 09/10 

C. All telephone calls possess the same security features, regardless of the form of 
funding. 

 
D. The owner of the destination telephone number establishes Prepaid Call Accounts 

directly with the inmate telephone system provider. 
 

1. No PIN number is necessary or issued for Prepaid Call Accounts 
 

2. The inmate telephone system provider handles all transactions associated 
with Prepaid Call Accounts. 

 
E. The completion of collect telephone calls is at the discretion of the destination 

telephone number service provider and/or the inmate telephone system provider. 
 

1. No PIN number is necessary or issued for collect calls. 
 

F. The Inmate Debit Calling System allows inmates to purchase telephone time 
using money from their Jail Trust Account.  
 
1. The cost of all applicable taxes is included in the price of the call when 

calculating the amount of telephone time ordered.  
 

G. Phone Time Purchases  
 

1. All inmates will be allowed to order telephone time. once a week unless 
that privilege has been withheld in accordance with the Inmate 
Disciplinary Procedures. 

 
2. Telephone time will be ordered at the same time as Commissary. 

 
3. A separate Inmate Debit Calling Order form will be attached to the 

Commissary Order form to allow inmates to order telephone time. 
 

a. Telephone time will not be affected by the maximum dollar limit 
currently in place for Commissary orders providing the inmate has 
sufficient funds to cover his order. 

 
4. An inmate may request a refund, after release from the Mendocino County 

Jail, for any unused telephone time by submitting a request in writing to 
the Jail Telephone System Provider. 

 
a. Pre-addressed refund post cards are available in booking for issue to 

inmate upon request at release. 
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H. Procedures 

 
1. Inmate Debit Calling forms will be handed out to inmates on Mondays 

along with the commissary ordering forms. 
 

2. The completed Commissary Order and Inmate Debit Calling forms shall 
be delivered to the Account Specialist prior to 0800 hours on Tuesday 
morning. 

 
3. The Account Specialist will review the order for compliance to 

Corrections Division policies and procedures. 
 

4. The Account Specialist will audit and compute the order, and deduct the 
amount of commissary and telephone time ordered from the inmate's 
account. 

 
5. The Account Specialist will initial, date and enter the amount deducted 

from the inmate's account for telephone time in the "OFFICE USE 
ONLY" section of the Inmate Debit Calling Order form. 

 
6. If the inmate does not have enough on the account to cover the 

Commissary Order and Inmate Debit Calling Order, the Commissary 
Order will be filled first. Any remaining funds will be applied to the Debit 
Calling Order. In the event no money remains the Inmate Debit Calling 
Order form will be initialed, dated and returned to the inmate by the 
Account Specialist marked "Insufficient Funds" in the "OFFICE USE 
ONLY" section of the form. 

 
7. The Account Specialist will have the total amount of telephone time 

purchased transferred from the Special Jail Fund Inmates Account to the 
Inmate Welfare Fund. 

 
8. The Account Specialist will forward the processed Inmate Debit Calling 

Order form to the Jail Telephone System Site Administrator prior to 1700 
hours on Wednesday. 

 
9. The Jail Telephone System Site Administrator will review the Inmate 

Debit Calling Order form and enter the amount of telephone time 
purchased into the Jail Telephone System computer. 
 
a. Entering the telephone time purchased into the Jail Telephone 

System computer will involve: 
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i. Generating a four digit Personal Identification Number (PIN) 

for the inmate. The inmate's "A" number plus the four 
randomly assigned numbers (PIN) will be used to access the 
Debit Phone Account. If the inmate's "A" number has less than 
five digits a "0" (zero) will be used as the first digit. 

ii. Initialing and, dating the "OFFICE USE ONLY" section of the 
Inmate Debit Calling Order form. 

iii. Providing the four randomly assigned PIN numbers to the 
inmate in a sealed envelope. 

iv. Making a copy of the Inmate Debit Calling Order form which 
will serve as the inmate's receipt and forwarding the copy to 
Corrections Division personnel. 

10. Corrections Division personnel will deliver the copy of the Inmate Debit 
Calling Order form to the inmate and if warranted, the sealed envelope 
containing the PIN number. 

 
11. If an inmate's PIN has been compromised, the Jail Telephone System Site 

Administrator and/or designee will generate a new 4 digit PIN. Repeated 
incidents of compromise may result in the closure of the inmate’s 
Telephone Debit Account. The inmate will no longer be able to make 
debit calls and may apply for a refund for any unused telephone time 
remaining on the account upon release. 

 
12. Upon release, an inmate may apply for a refund of any unused telephone 

time remaining on the account by mailing an Inmate Phone Debit Refund 
Request form to the Jail Telephone System Provider. 

 
a. A request for refund must be received by the Jail Telephone 

System Provider no later than 30 days after the inmate is released 
from the Mendocino County Jail. If the request for refund is received 
after thirty days of the facility's documented release date, the refund 
will not be issued. 

b. Requests for refunds will take approximately six to eight weeks to 
process after being received by the Jail Telephone System Provider. 

 
13. Upon release, an inmate's Telephone Debit Calling Account will be 

disabled by the Jail Telephone System Site Administrator.  
 
 

 

I. Billing and Commission 
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1. The Jail Telephone System Provider will bill MCSO monthly for phone 
calls made using debit accounts. 

a. Commission will be deducted from the monthly amount due. 

b. Monthly invoices for telephone calls made using debit accounts 
will be paid from the Inmate Welfare Fund. 

2. The Jail Telephone System Provider will issue a monthly check to the 
Inmate Welfare Fund for commission on prepaid and collect calls. 

3. Taxes will be paid by the Jail Telephone System Provider. 

 
J. Telephone Repairs 
 

1. Facility telephone maintenance repairs, i.e., telephone does not work, 
handset is broken, need of new cord, etc., will be immediately reported to 
the On–Duty Supervisor. 

 
2. Upon receipt of a repair request, the On-Duty Supervisor will obtain a 

“Mendocino County Inmate Phones In-House Trouble Report” form 
located in the phone binder in each building. 

 
3. The On-Duty Supervisor will fill in the heading of the report listing which 

facility, the date and the time, and the description of the trouble. 
 

4. The On Duty Supervisor will then call the telephone provider 
 

5. The On Duty Supervisor will finish filling out the form including: 
 

a. The person they contacted, and  
 
b. The priority level of the repair, 

 
6. The completed form will be placed back into the binder. 

/// 
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I. POLICY: Inmates will have access to recreational opportunities, equipment, and outdoor 

exercise (when climate permits) to maintain the physical, social, and emotional health of 
the individual. 

 
II. RECREATIONAL ACTIVITIES 
 

A. Recreational activities will include, but not be limited to: 
 

1. Television, reading, cards games, checkers, chess, puzzles, and outdoor 
exercise. 

 
B. Recreational activities for inmates are available daily. 

 
1. Due to security constraints, inmates will receive exercise and limited 

recreation, which allows a minimum of three hours of such activity 
distributed over a period of seven days. 

 
III. OUTSIDE RECREATION FOR INMATES 
 

A. The Control Deputy will notify each Housing Unit and/or Administrative 
Segregation, via intercom when inmates are authorized to exercise outside of their 
unit and/or Administrative Segregation cells. 

 
1. Inmates will exit their respective unit and proceed to their outside exercise 

yard. 
 

a. Building One inmates will only be allowed in the yard with a 
Deputy present. 

 
2. When the inmates’ exercise is terminated, the inmates will return to their 

respective unit. 
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B. The Floor Deputy will make an entry on the "Outside Exercise Log" showing the 

date, time in/out, and sign the log with initials and ID number. 
 

1. Lack of yard due to weather or security issues will be noted on the log. 
 

C. The various exercise yards at Building Two Detention Facility will be secured and 
denied use by inmates during mandatory lockdowns, headcounts, and daily by 
1830 hours.  

 
1. The Facility Supervisor has the option to reopen the various exercise yards 

after shift change, until no later than 2030 hours during summer months 
only. 

2. When available for inmate use, the door to the outside yard will be 
unlocked and accessible for inmate to come and go from the yard to the 
dayroom for purposes of bathroom and water fountain. 

 
BUILDING ONE ISOLATION CELL INMATES 

 
D. Inmates housed in the Building One Isolation area will receive additional 

recreation time, to the daily yard time, in the miscellaneous room. 
 

1. The additional time shall last for at least one-half hour, but no longer than 
two hours. 

 
2. If operational loads are heavy, the use of the miscellaneous room can be 

done on a rotating basis, between inmates, every other day. 
 

3. The additional time allows the inmate more out-of-cell time and the ability 
to watch television. 

 
E. Ineligible inmates are as follows: 

 
1. Inmates that are serving disciplinary sanctions; and/or 

 
2. Inmates that are mentally unstable or exhibit unpredictable behavior. 

 
F. Documentation of the use of the miscellaneous room by inmates in 

Administrative Segregation will be done on the "Lockdown Yard and Activity 
Log." 
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G. The television in the miscellaneous room shall be inspected before and after each 
use. 

IV. BUILDING TWO DETENTION FACILITY 
ADMINISTRATION SEGREGATION and DISCIPLINARY SEGREGATION 

A. Inmates on Administration Segregation or Disciplinary Segregation in the 
Building Two Detention Facility will receive a total of one hour and fifteen 
minutes of out-of-cell time for recreation, yard, showers and telephone usage 
every other night (one hour is for recreation, television and telephone and 15 
minutes is designated as shower time). 

1. The Control Deputy will advise the inmate when the scheduled out-of-cell 
time for recreation time begins and ends. 

2. The door to the outside yard will be unlocked and accessible for inmates 
to come and go from the yard to the dayroom for purposes of bathroom, 
water fountain use and/or climatic weather. 

B. The Floor Deputy will make an entry on the “Lockdown Yard and Shower Log,” 
showing the date, time in/out, name, cell #, yard - shower or both and the 
Corrections Deputy’s I.D. number. 

1. If an inmate refuses the scheduled out-of-cell recreation time, the inmate 
will be required to sign the “Lockdown Yard and Shower Log” as a 
refusal. 

a. If an inmate refuses to sign the log as a refusal for the out-of-cell 
recreation time, the Corrections Deputy will make a notation on 
the “Lockdown Yard and Shower Log”. 

/// 
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_________________________ INMATE LEGAL MATERIALS ________________________ 
I. POLICY 
 

A. The purpose of this policy is to establish a procedure for inmates to request legal 
reference materials. 

 
B. Corrections Division personnel shall provide, receive, and process all requests for 

legal reference materials without unnecessary delay and in a timely manner in 
accordance with legal guidelines and facility procedures. 

 
C. All completed requests, after the inmate has finished with the legal materials and 

after the required Corrections Division personnel signatures are present, will be 
filed in the appropriate "A" file. These requests shall not be purged from an 
inmate's "A" file. They shall be kept as a permanent record(s). 

 
D. Non Pro-Per inmates will only be allowed to make one (1) request for legal 

reference materials per seven-day period. 
 

II. PROCEDURES 
 

A. Inmate Request for Legal Reference Materials  
 

1. If an inmate wishes to request legal reference materials, the inmate shall 
submit a "Request for Legal Reference Material" form.  

 
a. It shall be the responsibility of the requesting inmate to complete 

the "Request for Legal Reference Material" form to the best of that 
inmate’s ability and return it to a Corrections Division staff in a 
timely manner.  

 
b. Questions regarding the preparation of the form shall be directed to 

Corrections Division staff. If more than cursory assistance is 
needed to complete the form, Corrections Division staff will notify 
the Inmate Services Coordinator who will assist the requesting 
inmate in completing the form. 

 
2. Upon receipt of the "Request for Legal Reference Material" form from the 

inmate, Corrections Division staff shall complete their portion of the form. 
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3. The completed form shall promptly be deposited in the designated 

receptacle in the Booking Area, as they are received. 
 

4. The Inmate Services Coordinator will collect these requests daily and 
supply the requested materials to the inmate, in photocopy form, in a 
timely manner and without undue delay. 

 
III. INDIVIDUAL INMATE LEGAL MATERIAL STORAGE 
 

A. Those inmates assisting with their individual criminal cases will be required to 
store their accumulated legal material in a designated locked file cabinet located 
in the Programs Room of Building One. 

 
B. Inmates will make the determination as to the material they will maintain in their 

cells, not to exceed one cubic foot. Inmates shall be encouraged to keep in their 
cell the most recent material they have received. 

 
C. Inmates requesting to access their legal material stored in the Programs Room will 

first fill out an "Inmate Request" Form. 
 

D. The Sergeant is directly responsible for:  
 

1. Physically unlocking the specific file drawer(s) belonging to the 
requesting inmate. 

 
a. This responsibility shall not be delegated to a subordinate. 

 
2. Securing the filing cabinet drawer(s) when removing the inmate from the 

Programs Room. 
 

a. This responsibility shall not be delegated to a subordinate 
 

3. The Sergeant shall review the materials in the storage box, to ensure the 
use is legitimate and does not violate jail rules. 

 
a. This responsibility shall not be delegated to a subordinate. 

 
E. The intent of securing the cabinet drawers and strict issuance of padlock keys 

only to Sergeants is to maintain the integrity of the inmate's legal material and a 
procedure that is defendable in court. 

/// 
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_______________________ INMATE GRIEVANCE PROCEDURE _____________________ 
 
I. I POLICY 
 

A. The Mendocino County Sheriff's Office, Corrections Division, conforms to 
uniform guidelines for the handling of inmate grievances per Title 15. 

 
B. Inmates may submit their complaints regarding conditions of their confinement, 

including, but not limited to: medical care; program participation; telephone, mail, 
and visiting procedures; or food, clothing and bedding using this grievance 
process. The exceptions to this policy are decisions handed down by the Courts, 
and inmate disciplinary actions. There are specific appeal procedures for these 
actions. 

 
II. PROCEDURES 
 

A. Every effort will be made to resolve grievances at the lowest level. The following 
serves as the administrative remedies for inmates in the inmate grievance process. 

 
1. Corrections Deputy 

 
a. The grievance will be discussed with the inmate to assess the 

problem and possible resolutions. 
 

b. If the problem can be resolved at this level, there is no need to file 
a grievance.  

 
c. If an answer to the grievance cannot be provided, the Corrections 

Deputy will provide the inmate with a grievance form. The inmate 
has 5 days from the time of the incident to file the grievance form.  
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(1) The 5-day limit is set so that the matter can be investigated 
and accurately addressed by staff in a timely manner. 

 
d. Upon receipt of an inmate grievance form, the receiving staff 

member shall review it for completeness, inmate signature and 
profanity.   

 
e. The Corrections Deputy will sign and date the form, then record 

the grievance on the Grievance Log and forward it to the On Duty 
Sergeant for review and forwarding to the designated Sergeant. 

 
f. When a grievance is of an emergency nature, the Corrections 

Deputy receiving the grievance shall immediately refer the matter 
to the on-duty Facility Supervisor. 

 
g. Only one issue can be addressed per grievance form. The inmate 

must restrict their statement to the form. No additional statements 
on additional paper will be allowed.    

 
2. LEVEL I - Corrections Sergeant 

 
a. The designated Corrections Sergeant will review, investigate, and 

speak with the inmate. 
 

b. The Corrections Sergeant will document the findings in the Level I 
section within 5 working days of receipt. Two copies will be made 
with the original copy being returned to the inmate. A copy will be 
placed in the A-File and one in the Grievance File. 

 
c. If the inmate is dissatisfied with the Level I resolution, the 

grievance may be appealed to the next level.  
 

3. LEVEL II - Corrections Lieutenant 
 

a. The Corrections Lieutenant will review and verify the inmate's 
grievance and Sergeant’s resolution. If needed, investigate further. 

 
b. The Corrections Lieutenant will document the findings in the 

Level II section within 7 working days of receipt. Two copies will 
be made with the original copy being returned to the inmate. A 
copy will be placed in the A-File and one in the Grievance File. 
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c. If the inmate is dissatisfied with the Level II resolution, the 
grievance may be appealed to the next level.  

 
4. LEVEL III - Corrections Division Commander 
 

a. The Corrections Division Commander will review and verify the 
inmate's grievance and Lieutenant’s resolution. If needed, 
investigate further. 

 
b. The Corrections Division Commander will document the findings 

in the Level III section within 7 working days of receipt. Two 
copies will be made with the original copy being returned to the 
inmate. A copy will be placed in the A-File and one in the 
Grievance File. 

 
c. The review by the Corrections Division Commander is the final 

administrative remedy available to the inmates in the inmate 
grievance process.  

 
III. MEDICAL GRIEVANCES 
 

A. On all medical grievances, each level will consult with medical contractor. 
 

IV. CLASSIFICATION GRIEVANCES 
 

A. Level one grievances involving inmate classification be forwarded to the 
Classification Sergeant. 

 
 
V. RECORD KEEPING 
 

A. The designated Corrections Sergeant will maintain the grievance file and 
document statistical information.  

 
VI. CITIZEN COMPLAINTS BY INMATES 
 

A. Inmates wishing to file a complaint under Penal Code Section 832.5, about staff 
conduct, must first start by utilizing the grievance process. The Corrections 
Sergeant and Lieutenant will brief the Corrections Division Commander on the 
complaint. The Corrections Division Commander will make a determination if the 
complaint rises to the level of an internal affairs investigation. If the complaint 
does rise to that level, it will be assigned to one of the corrections lieutenants. If it 
does not, it will be processed as a grievance.  
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VII. MISUSE OF THE GRIEVANCE PROCEDURE 
 

A. Inmates who file excessive, unfounded, or frivolous grievances may have their 
right to file further grievances limited to two grievances a month. The Corrections 
Division Commander will evaluate and determine if an inmate is abusing the 
grievance system. If the inmate is abusing the grievance system, they will be 
notified in writing that their right to file grievances will be limited.  

 
1. The abusing inmate may still file one grievance a week on issues 

involving health and safety issues.  
 
B. Grievances containing profanity, obscene language or inflammatory insulting 

statements, which are not necessary to describe an activity being grieved, shall be 
logged and rejected by the designated Sergeant. In addition, grievances that 
cannot be understood or are obscured by pointless verbiage and/or voluminous 
unrelated documentation shall be rejected. 

 
C. Grievances involving the decision on a previous grievance, regarding the same 

matter, once all levels of administrative remedies are exhausted shall be logged 
and rejected by the designated Sergeant. 

 
D. Grievances clearly written by the restricted inmate under another inmate’s name 

will be logged and rejected, after being reviewed by the Sergeant and the listed 
inmate. 

/// 
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________________________________ INMATE WRIT _______________________________ 
 
I. POLICY 
 

A. Corrections Division personnel shall maintain a system for issuing writs to 
inmates, in order to allow them access to the courts for the purpose of presenting 
any issue, including:  challenging the legality of their confinement or conviction; 
seeking redress for illegal conditions or treatment; or pursuing remedies in 
connection with civil legal problems. 

 
II. PROCEDURE- Request for Writ (Corrections Division Personnel) 
 

A. Inmates desiring a writ form shall submit their written request on an "Inmate 
Request Form" to any Corrections Division personnel. 

 
1. Corrections Division personnel receiving the written request shall issue a 

writ form to the requesting inmate without unnecessary delay, but no 
longer than three hours after the request is received. 

 
B. Inmates receiving writs shall be required to sign for them on the face of the 

"Inmate Request Form" they had submitted. 
 

1. Corrections Deputies shall then note the date, time, and place initials and 
identification number on "Inmate Request Forms"; after which the forms 
will be placed in inmates' 'A' files. 

 
C. Upon receipt of an unsealed and completed writ, the Corrections Deputy receiving 

the document shall immediately treat it as legal mail. 
 
III. PROCEDURE (Inmate) 
 

A. Upon the receipt of a requested writ, the inmate enters all necessary information 
on the form as instructed on the document. 

 
B. Upon completion of the document, the inmate shall give the completed original to 

a Corrections Deputy. 
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C. Nothing in this procedure will restrict an inmate's legal right to file a writ with the 

courts or seek ANY other type of legal relief. 
 
IV. PROCEDURE – Receipt of Writ (Corrections Deputy) 
 

A. Corrections Deputy will handle the writ as legal mail 
 

1. The Corrections Deputy will thumb through the pages to insure there is no 
contraband. 

 
2. The inmate will seal the writ in an envelope, 

 
3. The Corrections Deputy will initial the back of the envelope in front of the 

inmate. 
 

4. The Corrections Deputy will log the writ into the Legal Mail log 
including: 

 
a. The date 
b. The address to, 
c. The address from and  
d. The corrections Deputy’s initial and ID number. 

 
5. The writ will then be sent out with the outgoing mail. 

 
/// 
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____________________ PROPRIA PERSONA (PRO PER) STATUS ____________________ 
 
I. POLICY 
 

A. The purpose of this policy is to establish a procedure regarding the status of those 
inmates designated Propria Persona (Pro Per). 

 
B. The Corrections Lieutenant shall be responsible for reviewing materials requested 

by the inmate and determining what shall be allowed - both in the cell and for use 
in the library. 

 
1. The inmate is encouraged to correspond confidentially with the Dayshift 

Corrections Lieutenant when making requests for materials and other 
matters of concern. 

 
II. ESTABLISHING PRO PER STATUS – PROCEDURE 
 

A. Criminal Matters 
 
1. In criminal matters, competency hearings will be conducted during court 

appearances by the appropriate judge to determine whether to comply with 
the inmate's request to represent theirself in future court proceedings. Only 
a judge may grant the inmate's request for Pro Per status. Likewise, only a 
judge may remove the status (see section - "Terminating Pro Per Status"). 

 
2. Generally, either there will be a Minute Order produced by the court, or a 

notation by the court clerk, done in open court at the time a judge grants 
the inmate's request for Pro Per in a criminal matter. The notation will be 
on the inmate's court sheet that becomes a permanent part of the "A" file. 

 
a. The verbal order of a judge granting Pro Per status shall routinely 

be entered on the "Inmate Court Appearance" form by the 
transporting deputy. 
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b. Upon the transporting deputy returning the inmate to either facility, 

the transporting deputy shall immediately notify the Facility 
Supervisor of the designated Pro Per status of the inmate. 

 
(1) The Facility Supervisor shall cause the inmate's "A" file to 

reflect the status. 
 

c. In the event the court clerk fails to make the necessary entry on the 
worksheet, and/or the judge neglects to issue a Minute Order after 
granting the status, and upon the transporting deputy informing the 
Transportation Supervisor of the Pro Per status, the Transportation 
Supervisor will immediately contact the appropriate court to have 
them produce the necessary written documentation. Should this 
fail, the Transportation Supervisor shall notify the Corrections 
Lieutenant for assistance. 

 
B. Civil Matters 

 
1. In civil matters where an inmate is challenging the conditions of their 

confinement through State or Federal courts, the Corrections Lieutenant 
will verify the existence of the civil case and notify both correctional staff 
and Inmate Services of the inmate’s Pro Per status. 
 

III. PRO PER STATUS ON OUT-OF-CUSTODY/OUT-OF-COUNTY MATTERS 
 

A. Inmates that have out-of-custody or out-of-county civil or legal matters are not 
considered Pro Per.  Inmates only have the right to privileged communications, 
legal materials and supplies when defending themselves for crimes resulting in 
their current incarceration, in challenges to sentences or conditions of 
confinement while incarcerated in this facility.  There is no obligation to provide 
legal materials or supplies to inmates that are preparing or litigating out-of-
custody or out-of-county civil or legal matters (See County Counsel Legal 
Opinion #10-0558).   
 

IV. PROCEDURE ONCE PRO PER STATUS HAS BEEN ESTABLISHED 
 

A. All inmates, upon notification of their Pro Per status, will be contacted by the 
Inmate Services Coordinator for orientation.   
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B. As part of the Pro Per orientation, the Inmate Services Coordinator will provide 
the inmate with the Pro Per policy, a Request for Pro Per Phone Number form and 
instructions on how to request legal reference materials, photocopies, and other 
supplies they may need to address their case. 

 
 

1. The Inmate Services Coordinator will also advise the Pro Per inmate that 
legal reference materials, photocopies, supplies and phone calls will be 
provided at their expense.  
 
a. Indigent Pro Per inmates will receive legal reference materials, 

photocopies, supplies and phone calls at the facility’s expense. 
 

2. The inmate will be advised that all telephone calls may be monitored 
unless they are to an attorney, doctor or clergy (privileged 
communications). 

 
V. PRO PER USE OF THE PROGRAMS ROOM 
 

A. Pro Per inmates will be allowed to use the Programs Room (adjacent to A-
Module) for case preparation.   
 

B. Pro Per inmates’ core hours to use the Programs Room are between 2200 and 
0400. They may also use it at any time the Programs Room is not in use. This 
time is set aside in order to avoid conflicts with other inmate services and allow 
Pro Per inmates to prepare their case with minimal interruptions. 

 
1. If the Programs Room is needed for attorney visits, doctor visits or Inmate 

Programs, the Pro Per inmate will be removed; priority will be given to 
official visits and programs. 

 
VI. TELEPHONE 
 

A. The telephone in the Programs Room is designated for the use by inmates who are 
Pro Per. 
 

B. The inmate will be required to provide a list of phone numbers that they will need 
to call as part of their Pro Per legal case to the Corrections Lieutenant. 

 
1. The Corrections Lieutenant will review the list to ensure that any 

privileged communications (i.e. an attorney, doctor or clergy) are exempt 
from recording. 
 



Corrections Division 609.00(4) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
____________________ PROPRIA PERSONA (PRO PER) STATUS ____________________ 
 

 Rev. 01/16 

a. All phone numbers that are claimed to be to an attorney, doctor or 
clergy will be verified by staff to ensure their validity. 
 

2. Pro Per inmates may, at a later time, submit a subsequent list of additional 
phone numbers, if needed. 
 

C. Pro Per telephone calls will be at the inmate’s expense and can be collect, debit 
card or pre-paid phone account calls, as provided by the inmate phone system 
provider.   
 
1. Indigent inmates will be afforded phone calls at the facility’s expense. 

 
D. Telephone calls shall: 

 
1. Be for actual legal research and/or matters directly related to the case for 

which the inmate has been deemed Pro Per; 
 

2. Be outgoing only - no incoming calls will be allowed; 
 

3. NOT be made by an inmate on behalf of another inmate; and 
 

4. No third party or credit card calls will be allowed. 
 
 

VII. PRO PER SUPPLIES AND BILLING 
 

A. Inmate Services will provide Pro Per inmates with reference materials, 
photocopies, envelopes and other necessary supplies for use in their Pro Per case. 
 
1. Inmates will be charged the actual cost of any legal reference materials, 

photocopies, or supplies. 
  

2. Phone calls will be at standard inmate phone system rates utilizing 
standard inmate telephone accounts. 
 

3. Indigent Pro Per inmates will receive supplies at the facility’s expense  
 
B. Non-indigent Pro Per inmates will be required to submit a Property Release form 

for the actual amount for requested supplies as determined by Inmate Services. 
 
1. Once the funds have been received, Inmate Services will provide the 

supplies to the inmate. 
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C. All envelopes and folders provided to Pro Per inmates, indigent or not, will be 
marked with a stamp “For Pro Per Use Only” on the backside of envelopes or on 
the front of folders in order to prevent use by other inmates. 
 
1. Staff will ensure that letters being sent out are being sent by the Pro Per 

inmate and not by someone else. 
 

2. Letters must also be for the inmate’s Pro Per case and not for personal 
purposes. 

 
VIII. DISCIPLINE 
 

A. Pro Per inmates will not lose the Programs Room privileges because of in-house 
disciplinary actions.  

 
B. If the discipline relates to the misuse of the Programs Room, the inmate's access 

may be restricted as outlined by the Corrections Lieutenants or of higher ranking 
upon review of submitted written documentation in compliance with procedures 
outlined below: 

 
1. The on-duty Facility Supervisor is required to send all generated reports 

regarding the misuse of the Programs Room in general, through normal 
Disciplinary Review Board (DBC) routing.  See Policy and Procedure 
710.00 - Inmate Discipline. 

 
2. There shall also be generated by the DBC copies of all reports and 

findings sent to the Corrections Lieutenants for permanent record keeping 
regarding the Programs Room. 

 
3. In extreme cases, the Corrections Division Commander, or designee, can 

contact the appointing court in an attempt to remove the Pro Per status 
from the inmate based upon the type, severity, and/or frequency of misuse 
conducted by the inmate in the Programs Room. 

 
IX. ACCESS TO COMPUTERS OR TABLETS 
 

A. Pro Per inmates may have access to a computer or tablet in order to view evidence 
in his/her case.   
 
1. The computer or tablet shall have the internet capability disabled. 

 
2. The computer or tablet will only be used in the Programs Room; the 

computer or tablet will not be allowed in the inmate’s cell. 
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3. The computer or tablet will be stored in the Programs Room supply locker 

when not in use. 
 

a. The tablet or computer will be returned to Inmate Services once 
the Pro Per inmate has completed their review of the evidence.     

 
4. In the event that an inmate deliberately damages the computer or tablet, 

staff will secure the computer or tablet, document the incident and forward 
the report to the Corrections Lieutenant. 

 
a. The Corrections Lieutenant may notify the Court and provide 

copies of the incident report. 
 

X. INMATE REQUEST FOR LEGAL REFERENCE MATERIALS 
 

A. It shall be the responsibility of the requesting inmate to complete the "Request for 
Legal Reference Material" form to the best of that inmate’s ability and return it to 
a Corrections Division staff in a timely manner. 

 
B. Upon receipt of the "Request for Legal Reference Material" form from the inmate, 

Corrections Division staff shall complete their portion of the form. 
 

1. The completed form shall promptly be deposited in the Inmate Services 
receptacle in the booking area, as they are received. 

 
2. The Inmate Services Coordinator will collect these requests daily 

(Monday through Thursday). 
 

3. Upon receipt of the materials from either the legal research contractor or 
from Inmate Services supplies, the Inmate Services Coordinator, or 
designee, will deliver the materials to the inmates. 

 
XI. INMATES RETAINING LEGAL MATERIALS 
 

A. Inmates with Pro Per status will be allowed store legal reference materials in the 
housing area. These materials must be stored in the inmate’s cell property bag 
when not being used. 
 
1. Any removal of excess papers or newspaper clippings must be approved 

by the Dayshift Corrections Lieutenant. 
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2. Pro Per inmates will be assigned a storage cabinet drawer in the Programs 
Room. 

 
3. Pro Per materials provided by Inmate Services (i.e.: envelopes, folders, 

pens, etc.) will not be allowed in the housing unit and must remain in the 
Pro Per inmate’s designated locker in the Programs Room. 

 
XII. TERMINATING PRO PER STATUS 
 

A. In criminal cases, upon sentencing or conviction, whichever comes first, the Pro 
Per status shall terminate upon direct order of the court. 
 
1. Inmates who have Pro Per status will not be removed from that status 

except by judicial action. 
 

B. Pro Per status will be terminated in civil matters upon completion of the case 
through either dismissal or resolution. 

 
 

/// 
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MENDOCINO COUNTY SHERIFF’S OFFICE 

OFFICE -WIDE POLICY AND PROCEDURE MANUAL 

Policy 904 

PRISON RAPE ELIMINATION ACT (PREA) 

Issued under 610-00 Prison Rape Elimination Act in Corrections Division Policies 

MANDATES  

42 U.S.C. 1997 

Prison Rape Elimination Act of 2003  

Department of Justice National PREA Standards 

Sheriff’s Office Policy Manual section 340 -- Standards of Conduct   

Sheriff’s Office Policy Manual section 328 -- Discriminatory Harassment  

 

904.1 POLICY STATEMENT  

The Mendocino County Sheriff’s Office, in compliance with the Prison Rape Elimination Act of 2003, 
mandates zero tolerance toward all forms of sexual abuse, sexual harassment and sexual assault of any 
inmate in custody.  There shall be zero tolerance for retaliation of any sort against anyone who reports or 
cooperates with the investigations of such acts.  All allegations of incidents of sexual abuse that occur in 
the Mendocino County Correctional Facility shall be thoroughly investigated, documented and reported in 
accordance with the mandates set forth in the 2003 Prison Rape Elimination Act (PREA) and the 
Department of Justice National PREA Standards.   

The Mendocino County Sheriff’s Office is committed to maintaining a program of education, prevention, 
detection, investigation, criminal and administrative sanctions against perpetrators, data collection, 
treatment and support for any inmate who is a victim of sexual abuse.  Those contracted, employed by, or 
volunteering for the Sheriff’s Office are subject to punitive sanctions for any violation of this policy.   

 

904.2 DEFINITIONS  

Contractor A person who provides services pursuant to a contractual agreement. 

Detainee Any person detained in a lockup, regardless of adjudication status. 

Inmate Any person incarcerated or detained in a prison or jail. 

 

Intersex A person who’s sexual or reproductive anatomy or chromosomal 
pattern does not seem to fit typical definitions of male or female. 
Intersex medical conditions are sometimes referred to as disorders of 
sexual development (28 CFR 115.5). 

Jail A confinement facility of a Federal, State, or local law enforcement 
agency whose primary use is to hold persons pending adjudication 
of criminal charges, persons committed to confinement after 
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adjudication of criminal charges, or persons adjudicated guilty who 
are awaiting transfer to a correctional facility. 

Lockup A facility that contains holding cells, cell blocks, or other secure 
enclosures that are:  Under the control of a law enforcement, court, 
or custodial officer; and primarily used for the temporary 
confinement of individuals who have recently been arrested, 
detained, or are being transferred to or from a court, jail, prison, or 
other agency. 

PREA The Prison Rape Elimination Act of 2003 was signed into law by 
President George W. Bush. The purpose of this law is to protect 
inmates at all levels from sexual assault, sexual harassment and all 
forms of sexual abuse from other inmates and facility staff. 

PREA Coordinator An upper-level manager with authority, designated to develop, 
implement, oversee and maintain efforts to comply with PREA 
standards. 

PREA Compliance Manager An upper level manager responsible for the coordination of a 
facility’s efforts to comply with PREA standards. 

PREA related incident Any sexual abuse, sexual assault and/or sexual harassment of an 
inmate. 

Retaliation Any negative act by any person toward or against another for 
reporting or cooperating with an investigation involving sexual 
abuse, sexual assault or sexual harassment. 

Sexual Abuse Sexual abuse includes (28 CFR 115.6): 
Sexual abuse of an inmate, detainee, or resident by another 
inmate, detainee, or resident. Sexual abuse of an inmate, 
detainee, or resident by another inmate, detainee, or resident 
includes any of the following acts, if the victim does not consent, 
is coerced into such act by overt or implied threats of violence, 
or is unable to consent or refuse: 

 Contact between the penis and the vulva or the penis and 
the anus, including penetration, however slight; 

 Contact between the mouth and the penis, vulva, or anus; 
 Penetration of the anal or genital opening of another 

person, however slight, by a hand, finger, object, or other 
instrument; and 

 Any other intentional touching, either directly or through 
the clothing, of the genitalia, anus, groin, breast, inner 
thigh, or the buttocks of another person, excluding 
contact incidental to a physical altercation. 

Sexual abuse of an inmate, detainee, or resident by a staff 
member, contractor, or volunteer. Sexual abuse of an inmate, 
detainee, or resident by a staff member, contractor, or volunteer 
includes any of the following acts, with or without consent of the 
inmate, detainee, or resident: 
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 Contact between the penis and the vulva or the penis and 
the anus, including penetration, however slight; 

 Contact between the mouth and the penis, vulva, or anus; 
 Contact between the mouth and any body part where the 

staff member, contractor, or volunteer has the intent to 
abuse, arouse, or gratify sexual desire; 

 Penetration of the anal or genital opening, however 
slight, by a hand, finger, object, or other instrument, that 
is unrelated to official duties or where the staff member, 
contractor, or volunteer has the intent to abuse, arouse, or 
gratify sexual desire; 

 Any other intentional contact, either directly or through 
the clothing, of or with the genitalia, anus, groin, breast, 
inner thigh, or the buttocks, that is unrelated to official 
duties or where the staff member, contractor, or 
volunteer has the intent to abuse, arouse, or gratify sexual 
desire; 

 Any attempt, threat, or request by a staff member, 
contractor, or volunteer to engage in the activities 
described in paragraphs (1) through (5) of this definition; 

 Any display by a staff member, contractor, or volunteer 
of his or her uncovered genitalia, buttocks, or breast in 
the presence of an inmate, detainee, or resident, and 

 Voyeurism by a staff member, contractor, or volunteer 

 Sexual abuse as defined by the California Penal Code.  

Sexual Harassment Repeated and unwelcome sexual advances; requests for sexual 
favors; verbal comments, gestures or actions of a derogatory or 
offensive sexual nature by one detainee, prisoner or resident that are 
directed toward another; repeated verbal comments or gestures of a 
sexual nature to a detainee, prisoner or resident by a staff member, 
contractor or volunteer, including demeaning references to gender, 
sexually suggestive or derogatory comments about body or clothing, 
or obscene language or gestures (28 CFR 115.6). 

Staff Member Any employee of the County of Mendocino. 

Transgender A person whose gender identity and/or gender expression (i.e., 
internal sense of feeling male or female) is different from the 
person’s assigned sex at birth (28 CFR 115.5).. 

Volunteer An individual who donates time and effort to the benefit of the 
Sheriff’s Office activities and programs for inmates. 

Voyeurism An invasion of privacy of an inmate or detainee by staff for reasons 
unrelated to official duties, such as peering at an inmate who is 
using a toilet in his or her cell to perform bodily functions; requiring 
an inmate to expose his or her buttocks, genitals, or breasts; or 
taking images of all or part of an inmate’s body or of an inmate 
performing bodily functions.    
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904.3 GENERAL INFORMATION  

A. The purpose of the Department of Justice National PREA Standards is to prevent, detect, and 
respond to rape pursuant to the Prison Rape Elimination Act of 2003. 

B.  The Sheriff’s Office has appointed the Correction's Division Lieutenant as the PREA Coordinator 
who shall be provided with sufficient time and authority to coordinate, develop, implement, 
oversee and maintain efforts to comply with all PREA standards.  

C.  The Sheriff’s Office has appointed the Correction's Division Classification Sergeant as the PREA 
Manager with the responsibility for the coordination of efforts to comply with PREA standards.  

D.  The Sheriff’s Office will not enter into any contract, or renew any contract, for the confinement of 
Mendocino County inmates that does not include the agencies obligation to adopt, monitor and 
comply with PREA standards.   

E.  The Sheriff's Office will not enter into or renew any collective bargaining agreement or any other 
agreement that limits the Sheriff Office’s ability to remove alleged staff sexual abusers from 
contact with any inmates pending the outcome of an investigation or of a determination of whether 
and to what extent discipline is warranted. 

1. Nothing in this standard shall restrict entering into or renewal of agreements that govern: 

a. The conduct of the disciplinary process, as long as such agreements are not 
inconsistent with provisions of PREA mandates pursuant to 28 CFR 115.72 or 28 
CFR 115.76 (adult prisons or jails), or 28 CFR 115.72 or 28 CFR 115.76 (lockups). 

b. Whether a no-contact assignment that is imposed pending the outcome of an 
investigation shall be expunged from or retained in the employees personnel file 
following a determination that the allegation of sexual abuse is not substantiated.     

F.   All reports of sexual abuse/harassment or expressed fear of sexual abuse/harassment shall result in 
prompt action and documentation which shall include, but not be limited to: 

1.  Medical and mental health attention. 

2. Immediate initiation of an investigation. 

3. Preservation of evidence. 

G. The Sheriff’s Office shall ensure meaningful access and take reasonable steps in its effort to 
prevent, detect, and respond to sexual abuse and sexual harassment to inmates who are limited in 
their English proficiency. 

1. Written PREA informational and educational material provided to inmates shall be in 
formats or through methods, including the use of interpreters if necessary, that ensure 
effective communication with inmates and detainees who are limited in English 
proficiency.   

2. Inmate interpreters, inmate readers, or other types of inmate assistants shall not be used, 
except in limited circumstances where an extended delay in obtaining an effective 
interpreter could compromise the inmate’s safety, the performance of first-response duties 
under 28 C.F.R. § 115.64 or 28 C.F.R. § 115.164, or the investigation of the inmate’s 
allegations. 
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H.  There is no consensual sex between staff and inmates or detainees, or civilian staff supervising 
inmates.  Any sexual abuse or sexual harassment between staff, contractor, or volunteer with an 
inmate or detainee is inconsistent with the policy and procedures of the Sheriff’s Office and shall 
be investigated.  

I. Any contractor or volunteer who engages in sexual abuse shall be prohibited from contact with 
inmates, and if applicable, reported to relevant licensing bodies. 

1. The Sheriff’s Office shall take appropriate remedial measures, and shall consider whether 
to prohibit further contact with inmates, in the case of any other violation of sexual abuse 
or sexual harassment policies by a contractor or volunteer.    

J.  Correctional Staff upon learning of an inmate’s substantial risk of imminent sexual abuse will take 
immediate steps to protect the inmate.    

K.  When designing or acquiring any new facility and in planning any substantial expansion or 
modifications of existing facilities, the Sheriff’s Office shall consider the effect of the design, 
acquisition, expansion, or modification upon the ability to protect inmates from sexual abuse.   

L.  When installing or updating a video monitoring system, electronic surveillance system, or other 
monitoring technology, the Sheriff’s Office shall carefully evaluate and consider how such 
technology may enhance the Sheriff’s Office ability to protect inmates from sexual abuse.  

904.4 PROCEDURES 

904.4.1 TRAINING 

A. All staff, including contractors and volunteers who may have inmate or detainee contact, shall 
receive basic PREA training every two years.  This training shall occur for all new employees.  In 
years when this training is not provided, refresher information shall be provided on current sexual 
abuse and sexual harassment policies.  All training shall be documented through staff member, 
contractor or volunteer signature or electronic verification that staff members, contractors and 
volunteers understand the training they have received. The training, at a minimum, shall include 
the following topics (28CFR 115.31; 28 CFR 115.131): 

1. The Office’s zero tolerance policy for sexual misconduct, sexual assault, and sexual 
harassment. 

2. The rights of inmates, staff, contractors and volunteers to be free from sexual misconduct, 
sexual abuse and sexual harassment. 

3. The rights of inmates, staff, contractors and volunteers to be free from retaliation for good 
faith reporting of suspected or observed instances of sexual misconduct, sexual abuse or 
sexual harassment. 

4. How staff and volunteers can fulfill their responsibilities under the Sheriff’s Office sexual 
abuse and harassment prevention, detection, reporting and response policies. 

5. The dynamics of sexual misconduct, abuse and harassment in confinement. 

6. The common reactions of sexual misconduct, abuse and harassment in confinement. 

7. How to detect and respond to signs of threatened and actual sexual misconduct, abuse or 
harassment.  

8. How to avoid inappropriate relationships with detainees and inmates. 
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9. How to communicate effectively and professionally with inmates, including lesbian, gay, 
bisexual, transgender, intersex and gender nonconforming inmates. 

10. Mandatory reporting requirement. 

B. Training shall be provided annually in how to conduct cross-gender pat-down searches, and 
searches of transgender and intersex inmates, in a professional and respectful manner, and in the 
least intrusive manner possible, consistent with security needs.      

C. Specialized PREA training shall be provided to all medical and mental health care providers in 
addition to the training outlined in 904.4.1, subsection A, to include but not limited to sexual 
abuse/harassment detection, evidence preservation, professional responses to victims of abuse, and 
reporting sexual abuse/harassment allegations and/or suspicions. 

D. Trained sexual assault detectives shall receive specialized training in conducting PREA related 
investigations in confinement settings, that includes the topics listed in 28 C.F.R. 115.134.  The 
Investigations Bureau Lieutenant will forward copies of all PREA training records to the 
Corrections Division’s training unit. 

E. The Corrections Division’s training unit is the custodian of records for all PREA training for 
Corrections staff.  The Professional Standards Bureau is the custodian of records for all PREA 
training for the Field Division.  The Inmate Services Coordinator shall ensure training is 
completed and shall maintain training records for all volunteers who have contact with inmates.  
The Corrections Division Lieutenant shall ensure training is completed and shall maintain training 
records for all contractors who have contact with inmates.  The training unit will audit the training 
files for medical staff, mental health staff, domestic violence and sexual assault detectives, 
contractors and volunteers.    

904.4.2 INMATE EDUCATION  

A. All inmates shall be given a PREA advisement during the booking process, to read and sign, 
pertaining to the Sheriff Office’s zero tolerance policy towards all forms of sexual abuse and 
sexual harassment, and how to report such incidents of sexual abuse or sexual harassment.  This 
signed advisement shall be maintained in the inmate’s A-file. During the intake process, 
employees shall notify all detainees of the Sheriff Office’s zero-tolerance policy regarding sexual 
abuse and sexual harassment. 

B. All inmates shall be provided access to an inmate orientation handbook that explains the Sheriff 
Office’s zero tolerance policy regarding sexual abuse.  The handbook, which is available on the 
kiosk in each housing unit, informs inmates that any staff member can receive a report of sexual 
abuse and all reports of sexual abuse will be thoroughly investigated.   

C. All housed inmates shall be provided a PREA informational brochure that describes, but not 
limited to, what sexual abuse is, ways to stay safe while incarcerated, a warning to potential 
abusers, why abuse should be reported and to whom, the availability of counseling, medical 
services and contact information for outside agencies that can provide further support.        

D. Inmate education shall be provided to all housed inmates regarding their rights to be free from 
sexual abuse and sexual harassment and to be free from retaliation for reporting such incidents, 
and Sheriff Office’s policies and procedures for responding to such incidents.      
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E. The Corrections Facility has PREA education and reference materials available to inmates.  These 
materials include, but are not limited to: posters placed in conspicuous locations throughout the 
facility, handbooks and brochures.   

 

904.4.3 RESPONSE TO A PREA INCIDENT 

A. Correctional Staff shall take immediate steps to protect an inmate or detainee from sexual abuse 
and shall separate abusers from potential victims.   

B. Correctional Staff shall preserve and protect the crime scene. Correctional Staff shall be required to 
request that the alleged victim not take any actions that could destroy physical evidence until 
appropriate steps can be taken to collect evidence.   

1. If the first staff responder is not a Correctional Staff member, the responder shall be required to 
request that the alleged victim not take any actions that could destroy physical evidence, and 
then notify Correctional Staff 

C. The Sergeant shall request a patrol Deputy via Sheriff’s Dispatch to respond to all PREA related 
crimes that occur in a facility. 

1. A Patrol Deputy will refer any PREA related crime suspected of being a felony to a sexual 
assault detective who has been trained pursuant to section 904.4.1, subsection D., for 
investigation. 

D.  The on-duty Corrections Sergeant is responsible to ensure reasonable steps are taken to prevent the 
alleged abuser from taking any actions that could destroy physical evidence including, as 
appropriate, including but not limited to, washing, brushing teeth, changing clothes, urinating, 
defecating, smoking, drinking, or eating. 

E.  Correctional Staff shall request mental health and/or medical staff to respond to all PREA related 
crime/incidents. 

a. On site medical staff shall be trained and will advise any alleged victim whose sexual 
abuse occurred within a time period that may still allow for the collection of physical 
evidence, not to take any actions that could destroy physical evidence, including, as 
appropriate, washing, brushing teeth, changing clothes, urinating, defecating, smoking, 
drinking, or eating. 

b. Forensic medical evaluations will not be conducted at the Corrections facility. Any 
forensic medical evaluation necessary will be conducted at an off-site medical facility by 
qualified medical professionals. 

F. The reporting Deputy will access the computer system to complete an incident report. 

G. The on-duty Corrections Sergeant shall ensure staff members, contractors and/or volunteers submit 
an incident report, civilian incident or memorandum detailing their observations and the role they 
played in the incident.  

H.  The on-duty Corrections Sergeant shall ensure that copies of the incident reports and any 
memorandums are forwarded to the Patrol Deputy assigned to investigate the incident and the 
PREA Coordinator. 

I.    A trained sexual assault detective shall ensure all victims of sexual abuse shall be afforded the 
opportunity to have a Victims Rights Advocate made available to accompany and support the 
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victim through the forensic medical examination process, the investigative interviews and 
emotional support, crisis intervention, information and referrals, shall be provided at no cost to the 
inmate or detainee. 

J.   When a victim of abuse returns from the hospital, the booking Deputy will notify classification of 
the inmate’s return before being housed.  In the absence of a Classification Deputy, a Sergeant 
shall make the appropriate housing decision.  The booking Deputy will refer the inmate to medical 
and mental health practitioners to ensure that any necessary follow-up treatment services are 
provided.    

 

904.4.4 REPORTING AND INVESTIGATIONS  

A. Staff members, contractors and volunteers shall accept all allegations made verbally, in writing, 
anonymously, from third parties and promptly notify a supervisor or manager.  All incidents of 
sexual abuse, sexual assault and sexual harassment upon inmates shall be investigated promptly, 
thoroughly, objectively and forwarded through the chain of command.  Substantiated allegations 
of conduct that appear to be criminal shall be referred for prosecution.  The departure of the 
alleged abuser or victim from employment, control or custody shall not provide a basis for 
terminating an investigation.  

B. The administrative investigation will be subordinate to the criminal investigation. The standard 
used to substantiate allegations of sexual abuse in the administrative investigation shall be no 
higher than a preponderance of the evidence. 

1. The Sheriff’s Office shall maintain all written reports and investigations to include internal 
affair investigations for all sexual abuse investigations for a minimum of ten years.  
However, if the alleged abuser is incarcerated or employed by the Sheriff’s Office, it shall 
retain the records an additional five years from the time they are released from the facility 
(inmate) or end their employment with the Sheriff’s Office (employee).  

2. The credibility of an alleged victim, suspect or witness shall be assessed on an individual 
basis and shall not be determined by the person’s status as an inmate or staff.  

3. The Sheriff’s Office shall cooperate fully with any outside investigations of sexual abuse 
and endeavor to remain informed about the process and disposition of any such 
investigation.  

4. Third parties are encouraged to report all allegations of sexual abuse or harassment by 
phone (707)463-4411 or (707)463-4423 and request to speak with a correctional 
supervisor.  Allegations can also be submitted on a citizen’s complaint form.  Citizen 
complaint forms can be obtained from the business lobby, be mailed upon request or by 
downloading the form from the Sheriff’s Office website.  

C. All staff members, contractors and volunteers have an affirmative duty to report to a supervisor or 
manager all allegations, suspicions, or knowledge of sexual abuse, sexual harassment, sexual 
assault or any sexual misconduct involving inmates that takes place within any Sheriff’s Office 
facility or within any other jurisdiction or agency.   

D. Any staff member, volunteer or contractor who has knowledge, information or suspects retaliation 
against anyone who reports sexual abuse, cooperates with an investigation or that a staff member 
violated their responsibilities that may have contributed to an incident shall immediately notify a 
supervisor or manager.  This notification may be made in private, but shall occur immediately 
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upon obtaining knowledge. There is no requirement for any employee to use the chain of 
command.  

1. Apart from reporting sexual abuse to a supervisor or manager, any information related to 
sexual victimization or abusiveness that occurred in an institutional setting shall be strictly 
limited to medical and mental health practitioners and other staff, as necessary, to inform 
treatment plans and security and management decisions, including housing, bed, work, 
education, and program assignments, or as otherwise required by Federal, State, or local 
law.     

E. Medical and mental health practitioners unless otherwise precluded by Federal, State, or local law 
shall be required to report all allegations of sexual abuse or retaliation.  Medical and mental health 
practitioners shall obtain informed consent from inmates before reporting information about prior 
sexual victimization that did not occur in an institutional setting, unless the inmate is under the age of 
18. All inmates must be informed of the medical or mental health practitioner’s duty to report, and 
the limitations of confidentiality, at the initiation of services.  

F. If the alleged victim is considered a vulnerable adult under a State or local vulnerable persons 
statute, the Office shall report the allegation to the designated State or local services agency under 
applicable mandatory reporting laws.  

G. A patrol deputy shall be called to respond to all PREA related crimes that occur within the 
Corrections Division.  A patrol deputy shall refer all felony PREA related crime investigations to a 
sexual assault detective who has been trained pursuant to section 904.4.1, subsection D. The 
sexual assault detective shall conduct investigations in compliance with all applicable PREA 
standards. 

a. When the quality of evidence appears to support criminal prosecution, the agency shall 
conduct compelled interviews only after consulting with prosecutors as to whether 
compelled interviews may be an obstacle for subsequent criminal prosecution. 

H. Staff members, contractors and volunteers accused of harassment or abuse of an inmate shall not 
have any contact with the reporting staff member or others involved in the investigation. Any form 
of retaliation shall be subject to punitive action. 

I. Inmates or detainees may privately (if they so choose) report sexual harassment, abuse, or assault, 
retaliation for reporting, or staff indifference to any employee, volunteer or contractor.  

            1. These reports can be made verbally or in writing through inmate request forms, letters,  
                      or any other medium. These reports can be made by third parties on behalf of the  
                      inmate.   
 
                  2. An inmate or detainee who alleges sexual abuse shall not be required to submit to polygraph 

or any other truth-telling device as a condition for proceeding with the investigation of  such 
an allegation.  
    

3. Retaliation reports filed against other inmates or detainees shall be investigated. 

                  4. Reports of retaliation by staff shall be documented in a memorandum and forwarded to the  
                      Corrections Division Commander or designee.   
 
        5. Inmates can confidentially and anonymously report sexual abuse to Project Sanctuary, using  
                      inmate telephones by dialing (707)462-9196.  Project Sanctuary will comply with  
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                      mandatory reporting requirements by reporting sexual abuse directly to a Corrections 
Sergeant.  
  

a. Inmates who do not speak English may request a translator upon contacting Project 
Sanctuary. 

b. Inmates who are hearing impaired shall be provided a TDD machine and may dial 
Project Sanctuary using a direct telephone number.  

                   6. Staff members shall accept reports made verbally, in writing, anonymously and from third               
            parties, such as advocates or family members. All such reports shall be immediately   
            documented and the employees’ immediate supervisor notified.  The PREA Coordinator,           
            the PREA Compliance Manager and the Corrections Division Commander shall be notified, 
            and an investigation shall immediately commence. 

                    7. Inmates are not detained solely for civil immigration purposes but are provided 
information on how to contact relevant consular officials and relevant officials at the 
Department of Homeland Security upon request. Refer to Policy and Procedure 1651-00 
Department of Homeland Security.     

J. Staff members shall accept reports made verbally, in writing, anonymously and from third parties, 
such as advocates or family members.  All such reports shall be immediately documented and the 
employee’s immediate supervisor notified.  The PREA Coordinator, the PREA Compliance 
Manager and the Facility Manager shall be notified, and an investigation shall immediately 
commence. 

K. If the person who receives the report is a non-custody employee, he or she shall immediately 
notify any custodial supervisor.  

L. Reports can be made through the Sheriff’s Office website by downloading, completing and 
submitting a citizen’s complaint form. A PREA related citizen’s complaint form submitted 
anonymously will be accepted.  

M. PREA related crimes that involve inmates that are elderly or suffer from any disability will be 
referred to the Detective’s Unit for investigation.      

N. Copies of all completed PREA related incident and investigation reports shall be forwarded to the 
PREA Coordinator.  

O. Upon completion of an investigation involving an inmate’s allegation they were sexually abused 
in a Sheriff’s Office facility, the inmate shall be informed as to the final determination of the 
investigation (Sustained, Not Sustained, Inconclusive or Unfounded).  If an outside agency 
conducts the investigation, the Sheriff’s Office shall request the relevant information from the 
investigative agency in order to inform the inmate.    

1. All investigations shall include efforts to determine whether staff actions or failures to act 
contributed to the abuse. 

P. If an allegation is substantiated that a staff member committed a sexual assault against an inmate, 
the Sheriff’s Office shall inform the inmate by memorandum whenever: 

1. The staff member is no longer assigned to the inmate’s housing area. 

2. The staff member is no longer employed or assigned to the facility. 
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3. The staff member has been indicted or criminally charged related to abuse within the 
facility.  

4. The Sheriff’s Office learns that a staff member has been convicted on a charge related to 
sexual abuse within the facility. 

5. The Sheriff Office's obligation to report under this standard shall terminate if the inmate is 
released from custody.  
 

Q. Following an allegation by an inmate that he was abused by another inmate, the victim shall be 
informed by memorandum whenever: 

1. The alleged abuser has been indicted or criminally charged on charges related to sexual 
abuse within the facility; or 

2. The alleged abuser has been convicted on a charge related to abuse within the facility. 

3. The Sheriff Office’s obligation to report under this standard shall terminate if the victim is 
released from custody.   

R. Inmates can report sexual abuse they experienced while confined at another facility. Upon report 
of an allegation of an inmate being sexually abused while confined at another facility, the 
Corrections Division Commander or their designee shall notify in writing the head of the facility 
or appropriate office of the agency where the alleged abuse occurred. Such notifications shall be 
provided and documented as soon as possible, but no later than 72 hours after receiving the 
allegation.     

S. When informed by another agency that an inmate or detainee in Sheriff’s Office custody was 
sexually abused while incarcerated, the allegation shall be investigated promptly, thoroughly, 
objectively and forwarded through the chain of command.  Substantiated allegations of conduct 
that appear to be criminal shall be referred for prosecution.  

T. Upon receipt of a completed investigation, the PREA Coordinator shall document the incident 
using a U.S. Department of Justice Bureau of Justice Statistics (USDOJ BJS) form SSV-1A and 
maintain the copy for use in the report submitted annually to USDOJ BJS. A copy shall be 
retained for no less than ten years.  

U. The PREA Coordinator shall compile all information pertaining to allegations and substantiated 
incidents of sexual assaults, sexual abuse, and sexual harassment on inmates and detainees, 
annually. This information shall be submitted to the USDOJ BJS using form SSV-3. This form 
shall be submitted to the USDOJ BJS electronically. A copy of the SSV-3 as well as copies of all 
reports included in the SSV-3 shall be forwarded to the Corrections Division Commander and the 
PREA Compliance Manager.  A copy of this data shall be maintained for no less than ten years. 

V. The PREA Coordinator shall create an annual report using the data collected during the previous 
year and submit the report to the Sheriff for review.  Once approved, this report shall be placed on 
the Sheriff’s Office web site for public viewing. Names of all involved parties shall be redacted.  

 

904.4.5 ACCESS TO EMERGENCY MEDICAL AND MENTAL HEALTH CARE 
SERVICES 
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A. Inmate and detainee victims of sexual abuse shall receive timely, unimpeded access to emergency 
medical treatment and crisis intervention services, the nature and scope of which will be 
determined by medical and mental health practitioners according to their professional judgment.  

B. Inmate victims of sexual abuse while incarcerated shall be offered timely information about and 
timely access to emergency contraception and sexually transmitted infections prophylaxis, in 
accordance with professionally accepted standards of care, where medically appropriate.  
Treatment services shall be provided to the victim without financial cost, regardless of whether the 
victim names the abuser or cooperates with any investigation arising out of the incident.  

 

904.4.6   ACCESS TO ONGOING MEDICAL AND MENTAL HEALTH CARE SERVICES  

A. Any inmate who reports being victimized by sexual abuse or subject to a PREA related incident 
shall be referred by a Correctional Deputy to medical and/or mental health practitioners for 
evaluation and treatment consistent with the community level of care. Treatment services shall be 
provided to the victim without financial cost and regardless of whether the victim names the 
abuser or cooperates with any investigation arising out of the incident.     

1. The evaluation and treatment of such victims shall include, as appropriate, follow-up 
services, treatment plans, and, when necessary, referrals for continued care following their 
transfer to, or placement in, other facilities, or their release from custody. 

B. Inmate victims of sexually abusive vaginal penetration (while in custody) shall be offered 
pregnancy tests.  If pregnancy results, such victims shall receive timely and comprehensive 
information about and timely access to all lawful pregnancy related medical services.  

C. Inmate victims of sexual abuse while incarcerated shall be offered tests for sexually transmitted 
infections as medically appropriate.  

 

904.4.7 VICTIM ADVOCACY 

A. All victims of sexual abuse shall be afforded the opportunity to have a Victims Rights Advocate 
made available to accompany and support the victim through the forensic medical examination 
process, the investigative interviews and shall provide emotional support, crisis intervention, 
information and referrals, at no cost to the inmate. 

1. The following Victim Rights Agencies addresses and telephone numbers are provided to 
all inmates:     

a. Project Sanctuary 

b. Parents Family and Friends of Lesbians and Gays. 

c. National Human Trafficking Hotline 

 

904.4.8 PROTECTION AGAINST RETALIATION 

A. The Sheriff’s Office shall take immediate appropriate measures to protect anyone who expresses a 
fear of retaliation because they reported or cooperated with an investigation of sexual abuse. 

B. Multiple protection measures shall be employed against any forms of retaliation, such as housing 
transfers or transfers for inmate victims or abusers, removal of alleged staff or inmate abusers 



  OW – PREA 
Page 13 of 16 

from contact with victims, and emotional support services for inmates or staff who fear retaliation 
for reporting sexual abuse or sexual harassment or for cooperating with investigations. 

C. For at least 90 days following a report of sexual abuse, the PREA Coordinator shall monitor the 
conduct and treatment of inmates, or staff who reported the sexual abuse, and of inmates who were 
reported to have suffered sexual abuse to determine if there are indicators to suggest possible 
retaliation intentions by inmates or staff, and shall act promptly to remedy any such retaliation.  

D. The PREA Coordinator may delegate this responsibility to any correctional staff member.  

1. Monitoring activities may include, but is not limited to, inmate disciplinary reports, 
housing, or program changes, or negative performance reviews or reassignments of staff.  

2. The PREA Coordinator or his designee shall continue such monitoring beyond 90 days if 
initial monitoring indicates a continuing need. 

E. The PREA Coordinator shall coordinate with classification staff to ensure inmates who report 
sexual abuse are monitored by periodic status checks.  The frequency and duration of the status 
checks shall be determined on a case-by-case basis.   

F. Monitoring shall terminate if it is determined an allegation is unfounded. 

 

904.4.9 DISCIPLINARY SANCTIONS FOR STAFF 

A. Employees shall be subject to disciplinary actions up to and including termination of employment 
for any violations of sexual abuse or harassment policies.  

B. Termination shall be the presumptive disciplinary action for employees who have engaged in 
sexual abuse. 

C. Disciplinary action for violations of Sheriff’s Office and County of Mendocino policies, and rules 
relating to sexual abuse or sexual harassment shall be commensurate with the nature and 
circumstances of the acts committed, the employee’s disciplinary history, and the sanctions 
imposed for comparable offenses by other staff with similar histories. 

D. All terminations for violations of sexual abuse or sexual harassment policies, or resignations by 
employees who would have been otherwise terminated, if not for their resignation, shall be 
reported to law enforcement agencies for any offenses outside the jurisdiction of the Sheriff’s 
Office, unless the activity was clearly not criminal, and to any relevant licensing bodies.   

 

904.4.10 SEXUAL ABUSE INCIDENT REVIEWS 

A. The PREA Coordinator shall conduct a sexual abuse incident review at the conclusion of every 
sexual abuse investigation, including where the allegation has not been substantiated, unless the 
allegation has been determined to be unfounded.  Such review shall ordinarily occur within 30 
days of the conclusion of the investigation. The review team shall include the Corrections Division 
Commander and the PREA Manager or their designees, with input, as necessary, from line 
supervisors, investigators, and medical and/or mental health practitioners. 

B. The review team shall: 

1. Consider whether the allegation or investigation indicates a need to change policy or 
practice to better prevent, detect, or respond to sexual abuse.  
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2. Consider whether the incident or allegation was motivated by race; ethnicity; gender 
identity; lesbian, gay, bisexual, transgender, or intersex identification, status, or perceived 
status, gang affiliation or was motivated or otherwise caused by other group dynamics at 
the facility.  

3. Examine the area in the facility where the incident allegedly occurred to assess whether 
physical barriers in the area may enable abuse.  

4. Assess the adequacy of staffing levels in the housing locations during different shifts.  

5. Assess whether monitoring technology should be deployed or augmented to supplement 
supervision by staff. 

C. The PREA coordinator shall prepare a report of the review's findings and any recommendations 
for improvement.  Recommendations for improvements shall be made and any reasons for not 
implementing the recommendations shall be explained.  The final report shall be submitted to the 
Corrections Division Commander and the PREA Compliance Manager.     

 

904.4.11 DATA COLLECTION AND ANNUAL REPORT 

A. The Sheriff’s Office shall collect accurate, uniform data for every allegation of sexual abuse at the 
Mendocino County Correctional Facility using a standardized instrument and set of definitions.   

1. The Sheriff’s Office will obtain incident based and aggregated data from any agency 
contracted to provide confinement for Mendocino County inmates.         

B. All managers and supervisors shall forward all PREA data to the PREA Coordinator, while 
maintaining a copy for their files.  This data shall be securely maintained.   

C.  The PREA Coordinator shall aggregate the incident-based sexual abuse data on an annual basis 
using the most recent version of the Survey of Sexual Violence form from the Department of 
Justice.    

1. Upon request, the Sheriff’s Office will provide all data from the previous calendar year to 
the Department of Justice no later than June 30.     

D. The information from all the incidents in the prior calendar year will be reviewed and compiled 
into an annual report.  The report shall also include corrective actions for the Sheriff’s Office as a 
whole, along with a comparison to the previous year’s data and submitted to the Sheriff for 
review. Upon approval of the Sheriff, the report shall be posted on the Sheriff Office’s website 
annually after all necessary redactions have been made pursuant to California Penal Code 293. 

E. All documents pertaining to investigations shall be securely retained by the PREA Coordinator for 
no less than ten (10) years.  

 

904.4.12 AUDITS 

A.  The PREA Coordinator shall annually review and document the facility’s compliance with PREA 
standards, which shall also include the staffing plan to ensure adequate levels of staffing and 
where applicable, video monitoring systems to protect inmates from sexual abuse and sexual 
harassment. The review shall assess, determine and document any discrepancies and where 
adjustments are needed to: 

1. Staffing Plan. 



  OW – PREA 
Page 15 of 16 

2. Facility deployment of video monitoring systems and other monitoring technologies. 

3. Resources available to commit to ensure adherence to the staffing plan.  

B.  All facilities under the Sheriff Office’s control shall be individually audited by an outside auditor 
who has been certified by the Department of Justice, once every three years.  The auditor shall be 
provided all relevant policies and procedures, reports, internal and external audits and 
accreditations for the facility being audited.   

1. During the audit, the auditor shall have access to all areas of the facility and supplied any 
relevant documentation requested.  

2. The auditor shall have access to inmates, staff, and administrators.  Staff will be expected 
to cooperate fully during this audit.  

C.  The results of all PREA audits will be documented via memorandum to the Sheriff via the chain of 
command.  

 

904.4.13 HIRING AND PROMOTIONAL PROCESS 

A. Hiring. The Sheriff’s Office shall abide by the following rules when hiring or contracting with 
individuals who will have contact with inmates. 

1. The Sheriff’s Office shall not hire or promote anyone who may have contact with inmates or 
detainees, and shall not enlist the services of any contractor or volunteer who may have contact 
with inmates or detainees, who: 

a. Has engaged in sexual abuse in a prison, jail, lockup, community confinement 
facility, juvenile facility, or any other institution. 

b. Has been convicted of engaging or attempting to engage in sexual activity in the 
community facilitated by force, overt or implied threats of force, or coercion, or if 
the victim did not consent or was unable to consent or refused 

c. Has been civilly or administratively adjudicated to have engaged in the activity 
described above. 

2. All incidents of sexual harassment shall be considered when determining whether to hire or enlist 
the services of any contractor, volunteer, or staff member who may have contact with an inmate or 
detainee. 

3. Before hiring or contracting with, all employees, contractors, and volunteers shall be 
subject to a criminal background check.. Consistent with Federal, State, and local law, the 
Office shall make its best effort to contact all prior institutional employers for information 
on substantiated allegations of sexual abuse or any resignation during a pending 
investigation of an allegation of sexual abuse. 

4. Material omissions regarding such misconduct, or the provision of materially false 
information, shall be grounds for disqualification. 

B. Current Employees.  The agency is notified by the Department of Justice anytime an employee 
is fingerprinted as a result of any arrest. 

C. Promotions.  The Sheriff’s Office shall abide by the following rules when promoting employees 
who will have contact with inmates 



  OW – PREA 
Page 16 of 16 

1. The Sheriff’s Office shall not promote anyone who may have contact with inmates or 
detainees who: 

a. Has engaged in sexual abuse in a prison, jail, lockup, community confinement facility, 
juvenile facility, or other institution (as defined in 42 U.S.C. 1997). 

b. Has been convicted of engaging or attempting to engage in sexual activity in the 
community facilitated by force, overt or implied threats of force, or coercion, or if the 
victim did not consent or was unable to consent or refuse; or, 

c. Has been civilly or administratively adjudicated to have engaged in the activity 
described in paragraph (C) (1)(b) of this section. 

2. The Sheriff’s Office shall consider any incidents of sexual harassment in determining whether to 
promote an individual. 

3. The Sheriff’s Office shall ask all applicants and employees who may have contact with inmates or 
detainees directly about previous misconduct described in paragraph 5.0 (A) of this section in 
written applications or interviews for promotions. The Sheriff’s Office shall also impose upon 
employees a continuing affirmative duty to disclose any such misconduct.          

4. Material omissions regarding such misconduct, or the provision of materially false information, shall 
be grounds for termination. 

D. Former Employees. The Sheriff’s Office shall provide information on substantiated allegations of 
sexual abuse or sexual harassment involving a former employee upon receiving a request from an 
institutional employer for whom such employee has applied to work only upon receipt of a signed 
waiver from the former employee. 

6.0 REVISION HISTORY 
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__________________________ Inmate Tablet Program ____________________________ 

I. PURPOSE 

A. The purpose of this policy is to develop and implement guidelines for use, 
management and security of computer tablets issued to inmates. 

II. POLICY 

A. Participation by inmates in selected educational programs are eligible for school 
time credit. Inmates will be able to participate in programs such as GED, NA, AA 
and Life Skills.   The inmates who complete school work or educational work will 
receive access to recreational items such as pre-determined movies, music and 
video games.  

B. The EDOVO Tablets can only connect with the EDOVO server and does not have 
access the internet. 

C. The EDOVO Tablets are a privilege and not a right. Only inmates demonstrating 
good behavior and adherence to the jail rules and the EDOVO Tablet’s protocol 
and rules will be allowed access to the EDOVO Tablets.  

III. DEFINITIONS 

A. Charging Carts:    Secured storage and charging container 

B. Computer Tablet: Tablet issued to inmate in order to access Edovo’s educational      
platform. 

C. Edovo – Is the name of the company that supplies the educational platform tablets 

IV. TABLET PROGRAM INFORMATION 

A. Inmate computer tablets containing the Edovo educational platform are assigned 
to specific, predetermined housing units.  
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B. Inmate access to these tablets is a privilege and may be temporary suspended, 
limited, or revoked when necessary for the safety and security of the facility. 

C. Inmate will have to sign an Edovo Education Tablet User Agreement, prior to 
being given access to tablets. 

V. PROCEDURE FOR DISTRIBUTING TABLETS  

A. Upon being assigned to a housing unit, inmates will be permitted access unless on 
disciplinary sanctions. 

B. Tablets are to be stored and secured in their respective charging carts. 

1. Tablets are to be left on while stored/charging to ensure the software 
updates are downloaded successfully. 

C. The Booking deputies will have the inmate sign the Edovo Education Tablet User 
Agreement at the time of Booking. 

1. If the inmate refuses to sign the agreement, he/she will not be allowed 
access to the Tablets until the agreement is signed. See Edovo Education 
Tablet User Agreement.  

2. The agreement will be forward to Inmate Service Coordinator. 

D. The Inmate Service Coordinator will compile a list of inmates          
who have signed the agreement. 

E. Housing deputy will keep this list on their headcount board. 

F. Before tablets are distributed, the housing deputy will visually inspect all tablets 
to ensure they are in good working condition:   

1. Tablets have no physical damage; 

2. Tablets turn on and the screen functions correctly; and 

3. In the event that a tablet does function correctly, restart the tablet. If the 
tablet fails to function correctly, notify your supervisor and generate a 
report. 
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G. The deputy will fill out the Tablet Log. The asset number will be used to link the 
inmate to tablet.   See Tablet Program Sign in Sheet  

H. The Housing Deputy will ensure tablets are signed out correctly. 

1. Inmates will be assigned a tablet on a first come first serve basis. 

2. Inmates will sign for a specific tablet (all tablets have an asset number) 
which they will be held accountable for until it is checked back in. 

3. The sign in sheet will be forward to Inmate Services at the end of each 
day.    

I. The housing deputy will visually inspect all tablets as they are checked back in to 
ensure they are in good working order 

1. No physical damage occurred during use 

2. Screen operates correctly 

3. Charging cable seats properly 

J. If a tablet is damaged by an inmate, an Incident Report and Rule Violation Report 
will be generated by the housing deputy. 

K. Jail staff may suspend an inmate’s access to a tablet without formal disciplinary 
action.   Administrative suspensions should be used to modify inmate behavior to 
a level that it is acceptable.   

1. Reasons for the administrative suspension do not have to be related to 
tablet use.   

2. All administrative suspensions will be documented and noted on an 
incident report and must be approved by the shift sergeant.   
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_______________________________ INMATE RULES _______________________________ 
 
I. POLICY 
 

A. Order is essential to the safe and secure operation of the Mendocino County Jail. 
Inmate rules describe behavior expected of all inmates and the type of discipline, 
which may result from violations. 

 
B. All Level One, Two and Three violations will be posted in English/Spanish. 

Illiterate arrestees will have rules verbally explained to them by Corrections 
Division personnel. 

 
C. Any inmate found to be in violation of an inmate rule or regulation will be subject 

to disciplinary or criminal action depending on the type of violation.  
 
II. LEVEL ONE VIOLATIONS 

A. DISCIPLINE: Inmates who commit a Level One rule violation of the facility rules 
will be subject to informal disciplinary action by the Correctional staff. Inmates 
will be subject to one or more of the following informal disciplinary sanctions. 

1. Verbal warning. 

2. Extra work detail – not to exceed 4 hours. 

3. Confinement in cell – not to exceed 24 hours. 

4. Loss of television viewing access – not to exceed one 24-hour period. 
(Special Housing only) 

5. Loss of one commissary – except personal care items and stationery 
supplies. 
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B. RULE VIOLATIONS: 

1. Misuse of food. 

2. Indecent exposure. Inmates must be fully clothed while outside of their 
cells or dormitories. 

3. Pounding on doors, bars, or summoning a Corrections Deputy under the 
pretext on any emergency. 

4. Possession of money or currency, unless specifically authorized by 
Corrections Division personnel. 

5. Possession of anything not authorized. 

6. Possessing jewelry in the facility unless authorized by a Corrections 
Sergeant or designated representative. 

7. Possession of food not obtained through Commissary and/or authorized by 
the designated medical staff. All meals will be eaten at the tables provided 
unless a “lockdown” is in progress, or unless otherwise authorized. 

8. Possession of unauthorized clothing or bedding in excess over what is 
authorized. 

9. Malingering and/or feigning illness. 

10. Placing pictures or other materials on the furniture walls, doors, bars, 
screens, or windows, or collecting large amounts of paper goods. This is to 
reduce the danger from fires. 

11. Being unsanitary or untidy, failing to keep one’s person and/or 
cell/dormitory in a neat, clean and sanitary condition. Inmates are 
responsible for cleaning their dormitory, cell, or immediate living area, 
directly after meals. Dayroom activities (telephone, television, exercise 
privileges) will not begin until the dayroom areas have been cleaned. 

12. Moving or changing beds and/or lockers, unless authorized by Corrections 
staff. 

13. Lying on another inmate’s bed. 

14. Using abusive or profane language/obscene gestures. 
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15. Pushing, shoving or line jumping. 

16. Being disorderly when going from one location to another. Inmates 
directed from one wing or housing unit to another location shall proceed 
as directed, in an orderly and quiet manner without disruption. 

17. Unauthorized intrusion into areas designated as restricted and/or 
prohibited areas, to include cells/dormitories not assigned. Inmates will 
not enter any cell/dormitory except the one to which they are assigned, 
unless otherwise authorized by Corrections staff. 

18. Unauthorized loitering on or around walkways, second floor platform, 
stairways and/or work areas not assigned. 

19. Taking items into the outdoor recreation yard. Nothing will be taken to the 
outdoor recreation yard areas without authorization. 

20. Dropping or throwing anything from the second floor platform. 

21. Entering areas marked in red unless directed by Corrections staff. 

22. Talking between recreation yards. 

23. Communicating with other inmates who are not housed in the same 
housing unit, unless authorized by Corrections staff. 

24. Running in housing areas or dayrooms. Inmate shall not run at any time in 
the housing units or yards. 

25. Standing by, and peering through, housing unit windows into Central 
Corridor. 

26. Not remaining on the bunk or in the cell after lights out, except for 
necessary bathroom trips. 

27. Swinging, hanging, climbing, standing or sitting on, or other misuse, of 
railing and steps. 

28. Roughhousing. Inmates participating in outside recreation will do so in 
such a manner so as to not cause injury. 

29. Not being fully dressed in the dayrooms. 

30. Tampering with or removing inmate identification armband. 
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31. Not keeping personal cell property in black cell bags. 

32. Possession of reading material exceeding two six books including 
magazines, bibles and recovering materials.  or two magazines, one bible 
and one AA or NA book. 

 

III. LEVEL TWO VIOLATIONS 

A. DISCIPLINE: Inmates who commit a Level Two rule violation of facility rules 
will be subject to formal disciplinary action by Correctional staff. Inmates will be 
subject to one or more of the following formal disciplinary sanctions. 

1. Loss of up to two weeks commissary. 

2. Loss of up to two weeks visiting. 

3. Disciplinary lockdown up to ten (10) days. 

4. Loss of 4018.6 PC eligibility. 

5. Combination of any of the above. 

B. RULE VIOLATIONS: 

1. Repetitive Level One rule violations during the current incarceration. 
(Two violations of any Level One rule.) 

2. Refusing to obey an order from Corrections Division personnel or any 
other member of the Mendocino County Sheriff’s Office. 

3. Knowingly providing false information to Corrections staff. 

4. Failing to perform work as instructed by Corrections Division personnel or 
designated person in charge of an assigned work detail. 

5. Showing insolence towards Corrections Division personnel or visitor. 

6. Possession of, receipt of, attempting to receive, and/or aiding and abetting 
another to receive any contraband. 

7. Making statements or accusations that could endanger the safety and well 
being of an inmate or group of inmates. 

8. Tampering with or blocking any locking device, fence, cameras or camera 
housing. 
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9. Converting newspapers, books, or magazines to weapons. These are for 
reading only. 

10. Possession of contraband. Any item not issued to an inmate, purchased in 
the Commissary, received by subscription from a publishing house, 
received in the mail (for example: family snapshots or letters), or 
something issued by an appropriate staff member is considered to be 
contraband. “Legal” mail/material is excluded. 

11. “Cheeking” medications distributed by medical staff. 

12. Making or possessing intoxicants. 

13. Attempting to commit any of the above described offenses, aiding another 
person or inmate to commit any of the above offenses, and making plans 
to commit any of the above offenses shall be considered the same as a 
commission of the offense itself. 

14. Indecent exposure. Willful exposure of genitals or breasts.  

15. Possession of unauthorized property belonging to another. 

16. Loaning anything for profit. 

17. Unexcused absence from work detail and/or headcount. 

18. Interfering with the taking of headcount. 

19. Conduct that interferes or disrupts the orderly running of the corrections 
facility. 

20. Using any equipment or machinery that is not specifically authorized. 

21. Unauthorized use of mail or telephone. 

22. Receiving anything from, or furnishing anything to, a visitor (during 
visiting hours), unless specifically authorized. 

23. Unauthorized use of property and equipment. 

24. Unauthorized wearing of assigned clothing or clothing not issued by the 
Corrections Division. 

25. Opening or closing pass-through under any circumstances. 
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26. Throwing items against windows, walls, and/or doors. 

27. Covering, damaging, or disconnecting lights. 

28. Gambling. 

29. Giving money or anything of value to, or accepting money or anything of 
value from, another inmate, member of his or her family or friend, unless 
authorized through official channels. 

30.  Destroying, altering, or damaging jail property or property of another 
(damage of less than $400). 

01. A history of repetitive Level One rule violations during the current incarceration 
period. (Two violations of any Level One rule). 

02. Refusing to obey an order from Corrections Division personnel or any other 
member of the Mendocino County Sheriff’s Office. 

03. Knowingly providing false information to Corrections staff. 

04. Failing to perform work as instructed by Corrections Division personnel or 
designated person in charge of an assigned work detail. 

05. Showing insolence towards Corrections Division personnel or visitor. 

06. Possession of, receipt of, attempting to receive, and/or aiding and abetting another 
to receive any contraband. 

07. Making statements or accusations that could endanger the safety and well being of 
an inmate or group of inmates. 

08. Possession of contraband. Any item not issued to an inmate, purchased in the 
Commissary, received by subscription from a publishing house, received in the 
mail (for example: family snapshots or letters), or something not issued by an 
appropriate staff member is considered to be contraband. “Legal” mail/material is 
excluded.  Any item used for other than its intended purpose will be considered 
contraband.  Example:  An empty shampoo bottle used to store other liquids. 

09. Communicating with other inmates who are not housed in the same housing unit, 
unless authorized by Corrections staff. 

10. Attempting to commit any of the above described offenses, aiding another person 
or inmate to commit any of the above offenses, and making plans to commit any 
of the above offenses shall be considered the same as a commission of the offense 
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itself. 

11. Possession of any property belonging to another. 

12. Loaning anything for profit. 

13. Unexcused absence from work detail and/or headcount. 

14. Interfering with the taking of headcount. 

15. Use or misuse of any equipment, property or machinery that is not specifically 
authorized. 

16. Unauthorized use of mail or telephone (Includes attempts to make three-way 
calls) 

17. Receiving anything from, or furnishing anything to, a visitor unless specifically 
authorized. 

18. Unauthorized use of property and equipment. 

19. Conduct that interferes or disrupts the orderly running of the corrections facility. 

20. Unauthorized wearing of assigned clothing or clothing not issued by the 
Corrections Division. 

21. Opening or closing pass-through under any circumstances. 

22. Throwing anything against windows, walls, and/or doors. 

23. Covering lights in any manner. 

24. Gambling. 

25. Giving money or anything of value to, or accepting money or anything of value 
from, another inmate, member of his or her family or friend, unless authorized 
through official channels. 

26. Destroying, altering, or damaging jail property or property of another 
(damage of less than $400). 

IV. LEVEL THREE VIOLATIONS 
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A. DISCIPLINE: Inmates who commit a Level Three rule violation of facility rules 
will be subject to formal disciplinary action by Correctional staff. Inmates will be 
subject to one or more of the following formal disciplinary sanctions. 

1. Loss of 4019 PC Work time credits. 

2. Loss of 4019 PC Good time credits. 

3. Loss of 4018.6 PC eligibility. 

4. Disciplinary diet. 

5. Disciplinary lockdown up to thirty (30) days. 

6. Loss of up to two weeks commissary. 

7. Loss of up to two weeks visiting. 

8. Restitution (replacement cost for jail property). 

9. Combination of any of the above. 

B. RULE VIOLATIONS: 

1. Repetitive Level two rule violations during the current incarceration. (Two 
violations of any Level Two rule.) 

2. Refusing to work as assigned. 

3. Violation of any city, county, state, or federal law or ordinance. 

4. Attempting or planning to escape, or escape from confinement. Any 
inmate who leaves his authorized areas, grounds of the corrections facility, 
or fails to return on time from work furlough or pass, will be charged with 
the offense of escape. 

5. Destroying, altering, or damaging jail property or property of another 
(damage of more than $400). 

6. Possession or introduction of an explosive or explosive device. 

7. Possession or introduction of a gun, firearm, weapon, sharpened 
instrument, knife, or other unauthorized tool or instrument. 
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8. Possession, introduction, or use of any narcotics paraphernalia, drugs, or 
intoxicants, not prescribed by the medical or mental health staff, to include 
misuse of authorized medications. 

9. Smoking, use of, or possession of any tobacco products. 

10. Possession or use of a lighter or matches. 

11. Refusing to obey an order from Corrections Division personnel or any 
other member of the Mendocino County Sheriff’s Office. 

12. Communicating with civilians, unless authorized or during regular visiting 
hours. 

13. Assaulting any person. 

14. Threatening another with bodily harm, or with any offense against his 
person or property. 

15. Extortion, blackmail, protection, demanding or receiving money or 
anything of value in return for protection against others to avoid bodily 
harm, or under threat of informing. 

16. Engaging in sexual acts. 

17. Infliction of punishment under the pretense of law on any inmate, or by 
the initiation of or participation in a “kangaroo court.” 

18. Wearing a disguise. 

19. Setting a fire in the confines of the corrections facility. 

20. Intentionally placing or throwing, or causing to be thrown, upon the 
person of another, any mixture of human excrement or other bodily fluids 
or substances. 

21. Selling or giving away authorized medications to other inmates or person. 

22. Rioting or encouraging others to riot, to engaging in, or encouraging, a 
disruptive group demonstration. 

23. Counterfeiting, forging, or unauthorized reproduction of any document, 
article, or identification, money security, or official paper. 
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24. Use of intoxicants or being intoxicated upon returning from an assigned 
work program or while in the corrections facility. 

25. Violation of the Home Detention Contract. 

26. Tattooing or piercing and/or use of any instrument used for tattooing or 
piercing. 

27. Inmates will submit to a urinalysis or breathe test when requested by staff 
to do so for the detection of drugs and/or alcohol. 

 
V. SPECIAL NOTE FOR CORRECTIONS DIVISION PERSONNEL 
 

A. Corrections Division personnel shall comply with all standards by recording, 
noting, and documenting every occurrence or aspect of the compliance, which 
may be called into question. 

 
B. The importance of accurate record keeping cannot be over stressed; and the value 

of having complete and current documentation cannot be overemphasized. 
/// 
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_______________________________ INMATE RULES _______________________________ 
 
I. POLICY 
 

A. Order is essential to the safe and secure operation of the Mendocino County Jail. 
Inmate rules describe behavior expected of all inmates and the type of discipline, 
which may result from violations. 

 
B. All Level One, Two and Three violations will be posted in English/Spanish. 

Illiterate arrestees will have rules verbally explained to them by Corrections 
Division personnel. 

 
C. Any inmate found to be in violation of an inmate rule or regulation will be subject 

to disciplinary or criminal action depending on the type of violation.  
 
II. LEVEL ONE VIOLATIONS 

A. DISCIPLINE: Inmates who commit a Level One rule violation of the facility rules 
will be subject to informal disciplinary action by the Correctional staff. Inmates 
will be subject to one or more of the following informal disciplinary sanctions. 

1. Verbal warning. 

2. Extra work detail – not to exceed 4 hours. 

3. Confinement in cell – not to exceed 24 hours. 

4. Loss of television viewing access – not to exceed one 24-hour period. 
(Special Housing only) 

5. Loss of one commissary – except personal care items and stationery 
supplies. 
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B. RULE VIOLATIONS: 

1. Misuse of food. 

2. Indecent exposure. Inmates must be fully clothed while outside of their 
cells or dormitories. 

3. Pounding on doors, bars, or summoning a Corrections Deputy under the 
pretext on any emergency. 

4. Possession of money or currency, unless specifically authorized by 
Corrections Division personnel. 

5. Possession of anything not authorized. 

6. Possessing jewelry in the facility unless authorized by a Corrections 
Sergeant or designated representative. 

7. Possession of food not obtained through Commissary and/or authorized by 
the designated medical staff. All meals will be eaten at the tables provided 
unless a “lockdown” is in progress, or unless otherwise authorized. 

8. Possession of unauthorized clothing or bedding in excess over what is 
authorized. 

9. Malingering and/or feigning illness. 

10. Placing pictures or other materials on the furniture walls, doors, bars, 
screens, or windows, or collecting large amounts of paper goods. This is to 
reduce the danger from fires. 

11. Being unsanitary or untidy, failing to keep one’s person and/or 
cell/dormitory in a neat, clean and sanitary condition. Inmates are 
responsible for cleaning their dormitory, cell, or immediate living area, 
directly after meals. Dayroom activities (telephone, television, exercise 
privileges) will not begin until the dayroom areas have been cleaned. 

12. Moving or changing beds and/or lockers, unless authorized by Corrections 
staff. 

13. Lying on another inmate’s bed. 

14. Using abusive or profane language/obscene gestures. 
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15. Pushing, shoving or line jumping. 

16. Being disorderly when going from one location to another. Inmates 
directed from one wing or housing unit to another location shall proceed 
as directed, in an orderly and quiet manner without disruption. 

17. Unauthorized intrusion into areas designated as restricted and/or 
prohibited areas, to include cells/dormitories not assigned. Inmates will 
not enter any cell/dormitory except the one to which they are assigned, 
unless otherwise authorized by Corrections staff. 

18. Unauthorized loitering on or around walkways, second floor platform, 
stairways and/or work areas not assigned. 

19. Taking items into the outdoor recreation yard. Nothing will be taken to the 
outdoor recreation yard areas without authorization. 

20. Dropping or throwing anything from the second floor platform. 

21. Entering areas marked in red unless directed by Corrections staff. 

22. Talking between recreation yards. 

23. Communicating with other inmates who are not housed in the same 
housing unit, unless authorized by Corrections staff. 

24. Running in housing areas or dayrooms. Inmate shall not run at any time in 
the housing units or yards. 

25. Standing by, and peering through, housing unit windows into Central 
Corridor. 

26. Not remaining on the bunk or in the cell after lights out, except for 
necessary bathroom trips. 

27. Swinging, hanging, climbing, standing or sitting on, or other misuse, of 
railing and steps. 

28. Roughhousing. Inmates participating in outside recreation will do so in 
such a manner so as to not cause injury. 

29. Not being fully dressed in the dayrooms. 

30. Tampering with or removing inmate identification armband. 
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31. Not keeping personal cell property in black cell bags. 

32. Possession of reading material exceeding two books or two magazines, 
one bible and one AA or NA book. 

 

III. LEVEL TWO VIOLATIONS 

A. DISCIPLINE: Inmates who commit a Level Two rule violation of facility rules 
will be subject to formal disciplinary action by Correctional staff. Inmates will be 
subject to one or more of the following formal disciplinary sanctions. 

1. Loss of up to two weeks commissary. 

2. Loss of up to two weeks visiting. 

3. Disciplinary lockdown up to ten (10) days. 

4. Loss of 4018.6 PC eligibility. 

5. Combination of any of the above. 

B. RULE VIOLATIONS: 

1. Repetitive Level One rule violations during the current incarceration. 
(Two violations of any Level One rule.) 

2. Refusing to obey an order from Corrections Division personnel or any 
other member of the Mendocino County Sheriff’s Office. 

3. Knowingly providing false information to Corrections staff. 

4. Failing to perform work as instructed by Corrections Division personnel or 
designated person in charge of an assigned work detail. 

5. Showing insolence towards Corrections Division personnel or visitor. 

6. Possession of, receipt of, attempting to receive, and/or aiding and abetting 
another to receive any contraband. 

7. Making statements or accusations that could endanger the safety and well 
being of an inmate or group of inmates. 

8. Tampering with or blocking any locking device, fence, cameras or camera 
housing. 
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9. Converting newspapers, books, or magazines to weapons. These are for 
reading only. 

10. Possession of contraband. Any item not issued to an inmate, purchased in 
the Commissary, received by subscription from a publishing house, 
received in the mail (for example: family snapshots or letters), or 
something issued by an appropriate staff member is considered to be 
contraband. “Legal” mail/material is excluded. 

11. “Cheeking” medications distributed by medical staff. 

12. Making or possessing intoxicants. 

13. Attempting to commit any of the above described offenses, aiding another 
person or inmate to commit any of the above offenses, and making plans 
to commit any of the above offenses shall be considered the same as a 
commission of the offense itself. 

14. Indecent exposure. Willful exposure of genitals or breasts.  

15. Possession of unauthorized property belonging to another. 

16. Loaning anything for profit. 

17. Unexcused absence from work detail and/or headcount. 

18. Interfering with the taking of headcount. 

19. Conduct that interferes or disrupts the orderly running of the corrections 
facility. 

20. Using any equipment or machinery that is not specifically authorized. 

21. Unauthorized use of mail or telephone. 

22. Receiving anything from, or furnishing anything to, a visitor (during 
visiting hours), unless specifically authorized. 

23. Unauthorized use of property and equipment. 

24. Unauthorized wearing of assigned clothing or clothing not issued by the 
Corrections Division. 

25. Opening or closing pass-through under any circumstances. 
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26. Throwing items against windows, walls, and/or doors. 

27. Covering, damaging, or disconnecting lights. 

28. Gambling. 

29. Giving money or anything of value to, or accepting money or anything of 
value from, another inmate, member of his or her family or friend, unless 
authorized through official channels. 

30.  Destroying, altering, or damaging jail property or property of another 
(damage of less than $400). 

IV. LEVEL THREE VIOLATIONS 

A. DISCIPLINE: Inmates who commit a Level Three rule violation of facility rules 
will be subject to formal disciplinary action by Correctional staff. Inmates will be 
subject to one or more of the following formal disciplinary sanctions. 

1. Loss of 4019 PC Work time credits. 

2. Loss of 4019 PC Good time credits. 

3. Loss of 4018.6 PC eligibility. 

4. Disciplinary diet. 

5. Disciplinary lockdown up to thirty (30) days. 

6. Loss of up to two weeks commissary. 

7. Loss of up to two weeks visiting. 

8. Restitution (replacement cost for jail property). 

9. Combination of any of the above. 

B. RULE VIOLATIONS: 

1. Repetitive Level two rule violations during the current incarceration. (Two 
violations of any Level Two rule.) 

2. Refusing to work as assigned. 

3. Violation of any city, county, state, or federal law or ordinance. 
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4. Attempting or planning to escape, or escape from confinement. Any 
inmate who leaves his authorized areas, grounds of the corrections facility, 
or fails to return on time from work furlough or pass, will be charged with 
the offense of escape. 

5. Destroying, altering, or damaging jail property or property of another 
(damage of more than $400). 

6. Possession or introduction of an explosive or explosive device. 

7. Possession or introduction of a gun, firearm, weapon, sharpened 
instrument, knife, or other unauthorized tool or instrument. 

8. Possession, introduction, or use of any narcotics paraphernalia, drugs, or 
intoxicants, not prescribed by the medical or mental health staff, to include 
misuse of authorized medications. 

9. Smoking, use of, or possession of any tobacco products. 

10. Possession or use of a lighter or matches. 

11. Refusing to obey an order from Corrections Division personnel or any 
other member of the Mendocino County Sheriff’s Office. 

12. Communicating with civilians, unless authorized or during regular visiting 
hours. 

13. Assaulting any person. 

14. Threatening another with bodily harm, or with any offense against his 
person or property. 

15. Extortion, blackmail, protection, demanding or receiving money or 
anything of value in return for protection against others to avoid bodily 
harm, or under threat of informing. 

16. Engaging in sexual acts. 

17. Infliction of punishment under the pretense of law on any inmate, or by 
the initiation of or participation in a “kangaroo court.” 

18. Wearing a disguise. 

19. Setting a fire in the confines of the corrections facility. 
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20. Intentionally placing or throwing, or causing to be thrown, upon the 
person of another, any mixture of human excrement or other bodily fluids 
or substances. 

21. Selling or giving away authorized medications to other inmates or person. 

22. Rioting or encouraging others to riot, to engaging in, or encouraging, a 
disruptive group demonstration. 

23. Counterfeiting, forging, or unauthorized reproduction of any document, 
article, or identification, money security, or official paper. 

24. Use of intoxicants or being intoxicated upon returning from an assigned 
work program or while in the corrections facility. 

25. Violation of the Home Detention Contract. 

26. Tattooing or piercing and/or use of any instrument used for tattooing or 
piercing. 

27. Inmates will submit to a urinalysis or breathe test when requested by staff 
to do so for the detection of drugs and/or alcohol. 

 
V. SPECIAL NOTE FOR CORRECTIONS DIVISION PERSONNEL 
 

A. Corrections Division personnel shall comply with all standards by recording, 
noting, and documenting every occurrence or aspect of the compliance, which 
may be called into question. 

 
B. The importance of accurate record keeping cannot be over stressed; and the value 

of having complete and current documentation cannot be overemphasized. 
/// 
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_____________________________ INMATE DISCIPLINE ____________________________ 
 
I. POLICY 
 

A. The Mendocino County detention facilities cannot operate safely or effectively 
unless the behavior of the inmate population conforms to the minimum standards 
of conduct set forth by the inmate rules and regulations of the Mendocino County 
Sheriff’s Office, Corrections Division. 

 
B. Corrections Division personnel will hold inmates accountable for conduct that 

violates inmate rules and regulations by implementing disciplinary procedures in 
order to: 

 
1. Maintain security, control, and safety; 

 
2. Ensure the inmate’s due process rights; 

 
3. Ensure fair and consistent disciplinary practices; and 

 
4. Ensure proper documentation. 

 
C. When a Corrections Division member discovers, observes, or has sufficient 

reason to believe an inmate(s) has committed an offense or an infraction of a 
written inmate rule or regulation, that member will take action necessary to 
implement disciplinary procedures against the inmate(s). 

 
D. The Disciplinary Board Chairman shall not participate in disciplinary review if 

they are involved in the charges. 
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E. Mendocino County Sheriff’s Office, in compliance with the Prison Rape 
Elimination Act of 2003, mandates zero tolerance toward all forms of sexual 
abuse, sexual harassment and sexual assault of any inmate in custody.  Any 
inmate found guilty of such conduct shall be subject to punitive action. Such 
conduct may not be deemed to constitute sexual abuse if it is determined that the 
conduct is not coerced. 

 
II. DEFINITIONS: 
 

A. Disciplinary Board Chairman: The Dayshift Sergeant(s) is designated as the 
Disciplinary Board Chairman in charge of discipline.  The Disciplinary Board 
Chairman will conduct Disciplinary Board Hearings, review Rule Infraction 
Reports, and if needed, impose discipline. 

 
B. DBC Number: A sequential number issued to each Rule Violation Report 

derived from the DBC Activity Log.   
 

C. Due Process: 
 

1. Corrections staff can handle Level 1 rule infractions informally, without a 
formal disciplinary hearing. The inmate does have the ability to appeal the 
Corrections Deputy’s decision to the Shift Sergeant.  

 
2. An inmate accused of a Level 2 or Level 3 infraction has the right to due 

process. The procedural rights are: 
 

a. Written notice of the alleged infraction(s); 
 

b. The right to a fair and impartial hearing no sooner than twenty-four 
hours after the notification has been submitted to the inmate; 

 
c. The right to be present at the disciplinary hearing; 

 
d. The infraction process shall be acted on no later than seventy-two 

hours after the inmate has received the infraction notification; 
 

e. The right to enter a statement of the inmate’s version of the alleged 
infraction(s); 

 
f. The right to introduce witnesses on the inmate’s behalf through a 

written statement and/or oral presentation to the Disciplinary 
Hearing Board; and 
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g. The right to appeal the decision of the Disciplinary Board Chairman. 
Appeals of Level 2 infractions are sent to the Corrections Lieutenant 
and Level 3 infractions are sent to the Corrections Division 
Commander. 

 
D. Disciplinary Separation: A punishment status assigned to an inmate as the result 

of violating facility rules, which consists of confinement in a cell or housing unit 
separate from regular jail inmates.  
 

E. Infractions:  Infractions of written jail rules and regulations can be of three (3) 
types, Level One, Level Two, and Level Three. Each level is progressive in 
severity, for example: Level One is very minor in nature to Level Three being the 
most severe.   

 
F. Offense:  Criminal acts under the laws of the State of California and the United 

States of America. 
 

G. PREA: The Prison Rape Elimination Act of 2003 was signed into law by 
President George W. Bush. The purpose of this law is to protect inmates at all 
levels from sexual assault, sexual harassment and all forms of sexual abuse from 
other inmates and facility staff.  

 
H. PREA Related Offense: An offense of sexual harassment, sexual abuse or sexual 

assault committed by an inmate.   
 
 
III. INFRACTIONS 
 

A. Level One infractions are minor in nature and can be handled informally by the 
Corrections Staff. 

 
1. Inmates who commit a Level 1 infraction(s) of the jail rules and 

regulations will be subject to counseling by any Corrections Staff member. 
The Corrections staff member will advise the inmate of expected conduct. 
Inmates may also be subject to informal disciplinary sanction by the 
Corrections Staff member. 

 
B. Level Two infractions are moderate in nature and require a formal disciplinary 

hearing. 
 

1. Inmates who commit a Level 2 infraction(s) of the jail rules and 
regulations are subject to a higher degree of imposed disciplinary 
sanctions than a Level 1 infraction. 
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C. Level Three infractions are major in nature and require a formal disciplinary 

hearing. 
 

1. Inmates who commit Level 3 infraction(s) of the jail rules and regulations 
may be subject to a higher degree of imposed disciplinary sanctions than a 
Level 2 infraction. 
 

D. All punitive action shall be commensurate with the nature and circumstances of 
the offense, the inmate’s disciplinary history, and the discipline imposed for 
comparable offenses by other inmates with similar histories.  
  
1. The Disciplinary Hearing Board will take into consideration when 

recommending punitive action, the inmate’s mental disabilities or mental 
illness that may have contributed to his behavior when determining 
punitive action.     

 
IV. REPORTING PROCEDURES: 
 

A. Level One Infraction 
 

1. When an inmate commits a Level 1 infraction of the jail rules and 
regulations, the Corrections Staff member will counsel the inmate on 
compliance with facility rules and regulations and may also take informal 
disciplinary action. 

 
2. Non-Corrections Staff members observing an inmate violating a Level 1 

facility rule or regulation, will notify a Corrections Staff member of the 
incident. The Corrections Staff member will counsel the inmate and 
decide if informal disciplinary action should be taken. 

 
3. The Corrections Staff member will process the informal disciplinary 

action as follows: 
 

a. Complete a Corrections Division Incident Report documenting the 
Level One rule or regulation infraction. 

 
b. Complete a Level One Rule Infraction Report. 

 
(1) Indicate the rule infraction number. 
(2) Brief summation of the rule infraction. 
(3) Indicate the informal disciplinary action imposed. 
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c. Make a copy of the Level One Rule Infraction Report. 
 

(1) Sign both forms. 
(2) The inmate signs both forms. 
(3) The inmate is issued a copy of the Level 1 Rule Infraction 

Report. 
 

d. Notify the inmate of the right to appeal the Level One rule infraction 
to the Shift Sergeant. 

 
e. Forward the original Level 1 Rule Infraction Report and the 

Corrections Division Incident Report to the Shift Sergeant. 
 

4. The Shift Sergeant will: 
 

a. Document the rule infraction in the inmate’s event screen, including: 
 

(1) The rule infraction number; 
(2) The disciplinary sanction imposed; and 
(3) The disciplinary sanctions start date. 

 
b. Issue a DBC number to the Rule Infraction Report. 

(1) The DBC number will be assigned from the DBC activity 
log located in the DBC folder. 

 
(2) The six-digit number will consist of the month, year and 

sequence number from the DBC log. 
 

(a) Example: January 2009 DBC number 8-- 
01(month) 09 (year) and 08 (DBC sequence 
number) seen as: 0109-08. 

 
c. Notify the Visiting Clerk or Commissary Clerk of the disciplinary 

action if the disciplinary sanction involves commissary. 
 

d. Forward the Level One Rule Infraction Report to the inmate’s 
Classification file and enter the disciplinary action onto the Inmate 
Disciplinary Report. 

 
e. Enter the disciplinary action into the DBC log. 

 
f. Provide a copy of the disciplinary report to the dayshift Lieutenant. 
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5. Inmate Appeal 
 

a. Time limit to submit an appeal on a Level One rule infraction is two 
hours from the time the inmate signs the Level One Rule Infraction 
Report. 

 
b. The inmate completes the appeal section on the Level One Rule 

Infraction Report noting the reasons for appeal. 
 

c. The inmate returns the Level One Rule Infraction Report with the 
completed appeal section to the Floor Deputy within the two-hour 
time limit. 

 
d. The Floor Deputy will forward the appealed Level One Rule 

Infraction Report to the Shift Sergeant. 
 

e. The Shift Sergeant will review the Corrections Division Incident 
Report and the appeal information on the Level One Rule Infraction 
Report. 

 
f. The Sergeant will make a decision either approving, disapproving or 

modify the Level One discipline. 
 

6. Informal Disciplinary Sanction 
 

a. Inmates who commit Level One infractions are subject to one or 
more of the following informal disciplinary sanctions. 

 
(1) Verbal warning. 
(2) Extra work detail – not to exceed four (4) hours. 
(3) Confinement in cell – not to exceed twenty four (24) hours. 
(4) Loss of one week commissary – except personal care items 

and stationary supplies. 
 

B. Level Two and Level Three Infractions 
 

1. Inmates who commit Level Two or Level Three rule infractions are 
subject to formal disciplinary sanctions. 

 
2. The Corrections Staff member will process the formal disciplinary action 

as follows: 
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a. Complete a Corrections Division Incident Report of the rule 
infraction. 

 
b. Complete a Rule Infraction Report. 

 
(1) Inmate’s name. 
(2) Inmate’s “A” number. 
(3) Date and time of incident. 
(4) Location of the incident. 
(5) Indicate the rule level. 
(6) Indicate the rule infraction number (s). 
(7) Brief summation of the rule infraction. 

 
c. The Corrections Staff member will submit the rules violation report 

to the facility Sergeant to review for accuracy and completeness.   
 

d. Make a copy of the Rule Infraction Report. 
 

e. Serve the inmate with the Rule Infraction Report. 
 

(1) Inform the inmate of inmate rights in the discipline 
procedure. 

(2) Sign both forms. 
(3) The inmate is issued a copy of the Rule Infraction Report. 
(4) Give the inmate a Witness Request Notice. 

 
f. Submit the Rule Infraction Report and the Corrections Division 

Incident Report to the Facility Sergeant for forwarding to the 
Disciplinary Board Chairman. 

 
3. The Disciplinary Board Chairman will: 

 
a. Issue a DBC number to the Rule Infraction Report. 
 

(1) The DBC number will be assigned from the DBC activity 
log located in the DBC folder. 

 
(2) The six-digit number will consist of the month, year and 

sequence number from the DBC log. 
 

(a) Example: January 2009 DBC sequence number 
8-- 01(month) 09 (year) and 08 (DBC sequence 
number) and seen as: 0109-08. 
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b. Review the Rule Infraction Report for errors or for further 

investigation and review: 
 

(1) The incident report.  
(2) The Rule Infraction Report. 

 
c. Conduct the disciplinary hearing no sooner than 24 hours and no 

later than 72 hours after the inmate was served with the Rule 
Infraction Report. 

 
d. Complete the Disciplinary Hearing Board Report. 

 
(1) Name of the inmate. 
(2) Inmate’s “A” number. 
(3) Date and time of the incident. 
(4) Indicate the rule level. 
(5) Infraction(s). 
(6) Disciplinary hearing date and time. 
(7) Indicate if the inmate is present or not present. 
(8) Inmate’s comments. 
(9) The board’s finding. 
(10) Indicate the bases of the findings. 
(11) Disciplinary sanction to be imposed. 
(12) Disciplinary Board Hearing Deputy’s name, ID number, 

date and time. 
 

e. Serve the inmate with decision of the disciplinary hearing. 
 

f. Inform the inmate of the right to appeal the decision. 
 

g. Document the rule(s) infraction in the inmate’s Event Screen. 
 

(1) The rule infraction number(s). 
(2) The disciplinary action imposed. 
(3) The disciplinary action start date. 
(4) The disciplinary action ending date. 

 
h. Notify the Visiting Clerk or Commissary Clerk if the imposed 

disciplinary sanction involves visiting or commissary. 
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4. Inmate Appeal 
 

a. The time limit to submit an appeal is twenty-four (24) hours from the 
time the inmate is served with decision of the Disciplinary Hearing 
Board. 

 
b. The inmate completes the Appeal Section of the Disciplinary 

Hearing Board Appeal form noting the reasons for appeal. 
 

c. Appeal must be based on either a claim of due process or unjust 
disciplinary sanction imposed. 

 
d. The inmate returns the Disciplinary Hearing Board Appeal form to 

the Floor Deputy within the twenty-four (24) hour time limit. 
 

e. The Floor Deputy will sign and date the appeal and forward the 
Disciplinary Hearing Board Appeal form to the Facility Sergeant.  
The Facility Sergeant will forward the appeal to the Disciplinary 
Board Chairman. 

 
f. The Disciplinary Board Chairman will forward the disciplinary 

appeal to appropriate level and suspend the DBC action pending the 
outcome of the appeal. 

 
(1) Appeals of Level Two infractions are sent to the 

Corrections Lieutenant and Level Three infractions are sent 
to the Corrections Division Commander 

 
g. The Correction Division Commander or Corrections Lieutenant will 

make a decision approving, disapproving, or modifying the 
disciplinary sanction.  

 
h. The Disciplinary Board Hearing Appeal will then be forwarded to 

the Sergeant in charge of discipline for implementation of the 
recommended disciplinary sanction. 

 
i. The Disciplinary Board Chairman will: 

 
(1) Notify the inmate of the result of the appeal. 
(2) Issue the inmate a copy of the Disciplinary Hearing Board 

Appeal. 
(3) Impose the recommended disciplinary sanction. 

 



Corrections Division 710.00(10) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office Title 15…1080 
 
_____________________________ INMATE DISCIPLINE ____________________________ 
 

 Revised: 06/2017 

5. Formal Sanctions 
 

a. Inmates who commit Level Two or Three infractions may be subject 
to one or more of the following disciplinary sanctions: 

 
(1) Loss of 4019 PC Work time credits. 
(2) Loss of 4019 PC Good time credits. 
(3) Loss of 4018.6 PC eligibility. 
(4) Disciplinary diet (Level Three only). 
(5) Disciplinary Isolation  

(a) (Up to 10 days for Level Two violations and up to 
30 days for Level Three violations) 

(b) Disciplinary Isolation also includes loss of 
commissary and visiting privileges for the 
disciplinary isolation period. 

(6) Loss of up to two weeks commissary. 
(7) Loss of up to two weeks visiting. 
(8) Combination of any of the above. 

 
V. INCOMPETENCY 
 

A. Disciplinary Hearing Officers will consult with Jail Mental Health Staff prior to 
handing down a disciplinary sanction to an inmate with a known mental health 
issue. 

 
B. Jail Mental Health Staff will document their opinion as to if the inmate is capable 

of understanding the disciplinary process and forward the documentation to the 
Disciplinary Officer. 

 
C. If Jail Mental Health staff finds that the inmate is able to understand the 

disciplinary process, the DBC Officer will proceed with the sanction. 
 
D. If Jail Mental Health staff finds that the inmate is not able to understand the 

proceedings, no disciplinary action will be taken.  
 
VI. COMMUNICATION ISSUES 

 
A. For those inmates who are illiterate or unable to read English, and for persons 

with disabilities, Corrections Staff will verbally instruct them or provide them 
with material in an understandable form regarding jail rules and disciplinary 
procedures and penalties. 

 
VII. DISCIPLINARY ACTIONS INVOLVING SEXUAL ASSAULT/ACTS 
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A. An inmate who makes a report of sexual abuse in good faith, based on a 

reasonable belief that the alleged conduct occurred, shall not be found guilty of 
falsely reporting an incident or lying, even if an investigation does not establish 
evidence sufficient to substantiate the allegation.   
 

B. Punitive action can only be taken against an inmate for having sexual contact with 
a staff member upon a finding that the staff member did not consent to such 
contact.    

 
C. All sexual contact between inmates is prohibited and shall be investigated, 

documented in an incident report, and referred to the Disciplinary Hearing Board 
to ensure due process rights, which may result in possible punitive action. 
 

D. Therapy, counseling or other interventions designed to address and correct 
underlying reasons or motivations for the abuse will not be a required part of the 
disciplinary process.  
  
1. Suspected offenders will be referred to Mental Health staff after any 

sexual abuse incident.       
 

 
VIII. LIMITATIONS ON DISCIPLINARY SANCTIONS 
 

A. The California Penal Code and the Constitution of the United States expressly 
prohibit all cruel and unusual punishment. Additionally, there shall be the 
following limitations: 

 
1. No inmate shall be held in Disciplinary Isolation for a period of over thirty 

(30) consecutive days without a finding on a new charge of infraction of 
the facility rules and regulations.  

 
a. Any use of Disciplinary Isolation for a period exceeding thirty (30) 

consecutive days will be reviewed by medical staff and approved by 
the Corrections Division Commander or his designee. 

2. Inmates assigned to an Isolation Cell shall be issued clothing and bedding 
pursuant to the Corrections Division clothing and bedding exchange 
policy, except those inmates who engage in the destruction of bedding or 
clothing may be deprived of such articles. The decision to deprive inmates 
of such articles of clothing and bedding shall be reviewed during each 24-
hour period by the facility Sergeant. 
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3. The delegation of authority to any inmate or group of inmates to exercise 
the right of punishment over any other inmate or group of inmates is 
expressly prohibited pursuant to Penal Code Section 4019.5. 

 
4. In no case shall a Safety Cell be used for disciplinary purposes. 

 
5. No inmate may be deprived of the implements to maintain an acceptable 

level of hygiene as specified in Section 1265 of the Minimum Standards 
for Local Detention Facilities. 

 
6. Food shall not be withheld as a disciplinary sanction. 

 
7. In no case shall access to counsel or the courts be denied as a disciplinary 

sanction. 
 
 
 
IX. DISCIPLINARY DIET 
 

A. The Disciplinary Isolation Diet is described in Section 1247 of the Minimum 
Standards for Local Detention Facilities and shall only be utilized for major 
violations of institutional rules when other forms of discipline have not been 
effective. 

 
B. When the disciplinary diet is recommended, the DBC Chairman will ensure the 

Corrections Division Commander is notified. 
 
C. The Corrections Division Commander or his designee will approve or deny the 

issuance of the disciplinary diet.  
 

D. If the disciplinary diet is approved, medical staff will evaluate the inmate to insure 
that they are medically capable of receiving the disciplinary diet. 

 
E. The disciplinary diet will be served twice in each 24-hour period for three 

consecutive days. 
 

1. Each serving of the disciplinary loaf will be served with two slices of 
whole wheat bread. 

 
2. Water consumption will not be limited. 

 



Corrections Division 710.00(13) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office Title 15…1080 
 
_____________________________ INMATE DISCIPLINE ____________________________ 
 

 Revised: 06/2017 

F. Any use of the disciplinary diet for a period exceeding 72 hours will be reviewed 
by medical staff and approved by the Corrections Division Commander or his 
designee. 

 
X. DISCIPLINARY SEPARATION 
 

A. Inmates placed on Disciplinary Separation will be housed in a separate cell or 
housing unit from other inmates. 

 
B. All commissary items, except hygiene products, writing materials, stamps and 

envelopes will be removed from the inmate’s cell and stored in the Inmate 
Property Storage Room. 

 
1. The Disciplinary Board Chairman will have access to and be responsible 

for the storage and return of commissary items to inmates on Disciplinary 
Separation. 

 
a. All commissary items will be returned to the inmate upon 

completion of the disciplinary separation period. 
 

C. Inmates on Disciplinary Separation will not have access to the television or 
telephone and lose personal visits and commissary privileges during the 
disciplinary period unless otherwise directed. 

 
D. Inmates will not be denied access to the courts and/or legal counsel regardless of 

their disciplinary status.  
 

E. Pro Per (Propria Persona) inmates will not be deprived of their legal materials 
while placed on Disciplinary Separation. 

 
F. Disciplinary Separation can be imposed for up to ten (10) days on Level Two 

rules violations and up to thirty (30) days on Level Three rules violations. 
 
 
XI. GROUP DISCIPLINE 
 

A. Group discipline is not to be used as a matter of routine, however, there are 
occasions when the restriction of privileges for all or part of a housing unit is 
necessary, such as: 
1. When inmates of a housing unit refuse to clean or maintain their living 

area in a sanitary condition; and/or 
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2. When inmates of a housing unit create a disturbance and/or disruption of 
efficient jail operations. 

 
B. The Facility Sergeant shall approve any form of group discipline. A detailed 

incident report shall be prepared by the reporting Corrections Deputy and 
forwarded to the on-duty Facility Sergeant for review and approval.  

 
C. All uses of group discipline will be reviewed by the Corrections Lieutenant every 

12 hours.  
   
XII. CRIMES 
 

A. When a Corrections Staff member discovers, observes, or has sufficient evidence, 
which leads that member to believe an inmate has committed a crime, all evidence 
will be secured, the Facility Sergeant will be notified, and an incident report will 
be written.  

 
B. The Facility Sergeant, if concurring that a crime was committed, shall cause a 

crime report to be written. 
 

C. There is no double jeopardy in disciplining an inmate for a violation of facility 
rules and, at the same time, referring the case to the district attorney for 
prosecution. 

 
XIII. DISCIPLINARY RECORDS 
 

A. Penal Code Section 4019.5(e) requires the keeping of a record of all disciplinary 
infractions and punishment administered, the following will be kept: 

 
1. The Level One Rule Infraction Report OR Rule Infraction Report, 

Corrections Division Incident Report (if required), Witness Request 
Notice, Disciplinary Hearing Board Report, and Disciplinary Hearing 
Board Appeal forms. 

 
2. While in custody, disciplinary files are maintained in the respective 

inmate’s Classification file. 
 

3. As inmates are released, their Classification files are forwarded to jail 
records and scanned into the inmate’s global jacket. 

 
 
/// 
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I. POLICY 
 

A. The Mendocino County Sheriff’s Office does not accept juvenile 
arrestees/inmates into its Adult Correctional Facility. 
 
1. The Adult Correctional Facility does not have the ability to comply with 

Title 15 Minimum Standards for housing juvenile offenders. 
 
II. DEFINITIONS 

 
A. Juvenile -- A juvenile is anyone who has not reached the age of 18 on or before 

the date of incarceration. 
 

III. PROCEDURE 
 

A. If it comes to the attention of staff that there is a possibility of someone under the 
age of 18 being housed, they will immediately bring it to the attention of an on-
duty supervisor.  
 

 
B. The supervisor will be responsible for verifying that the inmate is a juvenile.  This 

can normally be accomplished by contacting a relative of the inmate, Juvenile 
Probation or Juvenile Hall. 

 
C. Once age has been verified, the supervisor will either arrange to transport the 

juvenile to Juvenile Hall or will contact Juvenile Hall and request that they 
transport the juvenile.  

 
D. The juvenile will immediately be moved to an area away from adult inmates.  

Since the facility has no location that is out of sight and sound of adult inmates, 
staff will do their best to provide adequate separation in order to minimize 
contact. 
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E. A staff member will remain with the juvenile until the facility supervisor can 
arrange transportation from the facility. 

 
F. Records will be notified and will pull all appropriate records.  Copies of the Pre-

Booking Sheet and Probable Cause, or booking face sheet will be made available 
for the transporting officer. 
 

G. Personal property and money will be pulled and necessary receipts made out for 
signature of the transporting officer. 
 

H. The deputy discovering the juvenile will write a report documenting the incident. 
 

 
/// 
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_____________________________ MEDICAL SERVICES ____________________________ 
 
I. POLICY 

 
 

A. The Sheriff shall ensure emergency and basic health care to all inmates.  
 
B. Medical and dental matters involving clinical judgments are the sole 

responsibility of the provider’s medical director.   
 

C. The primary responsibility of medical personnel is to provide required health 
services for the entire inmate population who have medical needs. 

 
D. Security regulations will be adhered to at all time by health services staff. 

 
1. If a situation arises where a medical emergency conflicts with a security 

requirement and no practical alternative exists, the situation will be 
resolved in favor of the medical emergency. 

 
E. Facility Medical Services can be found in the Exhibit “A” portion of the medical 

provider contract. 
 

F. Inmates will not be used for medical, pharmaceutical, or cosmetic experiments. 
This does not preclude individual treatment of an inmate based on the inmate's 
need for a specific medical procedure, which is not generally available. 

 
G. Inmates will not be used for the following duties: 

 
1. Performing direct patient care services; 

 
2. Scheduling health care appointments; 

 
3. Determining access of other inmates to health care services; or 
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4. Handling or having access to:  

 
a. Surgical instruments 
b. Syringes 
c. Needles 
d. Medications 
e. Health records 

 
II. RESPONSIBILITIES 
 

A. CORRECTIONS DIVISION 
 

1. Provide a consulting role defining level of service pursuant to Title 15 
(Minimum Jail Standards) or legal requirements. 

 
2. Provide security for both inmate and medical and/or mental health 

personnel. 
 

3. Provide personnel to accommodate transportation for inmates who require 
medical and/or mental health attention outside the Mendocino County Jail. 

 
4. Provide for the internal movement of inmates to the medical facilities 

within the Mendocino County Jail. 
 

5. Provide space within the Mendocino County Jail to accomplish medical 
and mental health programs. 

 
6. Coordinate with the medical authority regarding the correctional 

environment, special diets and housing, and any other area of mutual 
concern. 

 
7. The Facility Supervisor, Corrections Lieutenant, and/or Corrections 

Division Commander will retain the ability to arbitrate any conflict 
between Corrections Division personnel and medical staff concerning 
issues affecting the security of the Mendocino County Jail. 
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B. MEDICAL STAFF 
 

1. Provide a consulting role defining level of service pursuant to Title 15 
and/or other legal requirements. 

 
2. Act as consultants to the Corrections Division personnel concerning 

environmental factors, special diets, and any other area of mutual concern. 
 

3. Provision of a monitoring of health care to the inmates of the Mendocino 
County Jail. 

 
4. See Exhibit “A” of the medical providers’ contract for detailed description 

of services. 
 

 
III. MEDICAL TREATMENT ORDERS  
 

A. Medical personnel will use the Medical Treatment Order form to advise 
Corrections Division personnel of their recommendation for authorized items 
that are not generally permitted by inmates. For example - extra mattress, 
personal footwear, additional blanket, special housing requirements or of the 
general medical condition of an inmate. 
  

B. Medical staff will present to the Facility Supervisor the completed "Medical 
Treatment Order for Inmate Housing.” 

 
C. The Facility Supervisor who received the form will enter the information in the 

Event/Activity screen and initial the form. 
 

D. The deputy who completes the required action will sign the form. 
 

E. The form will be maintained in the inmate’s classification file. 
 

 
IV. INJURY OR ILLNESS 
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A. When an injury or illness occurs to an inmate while in custody, the discovering 
staff member shall immediately contact medical staff and request needed 
resources.  

 
1. The Facility Supervisor shall respond manage and request additional 

personnel and equipment, if needed. 
 

2. When it is necessary to have immediate emergency medical response, the 
Control Deputy will request an ambulance, advise the location of the 
injured, and the nature of the injury or illness. 

 
a. Additional emergency personnel; i.e. Ukiah Fire Department, may 

also be dispatched to assist ambulance personnel. 
 

b. Corrections Division personnel will provide life-saving assistance 
when necessary until the arrival of on-site medical personnel, 
and/or outside responding emergency personnel; and, will assist 
further if needed and required. 

 
3. The injured inmate will be transported from the facility in a most 

expedient manner. 
 

a. The injured or ill inmate will be accompanied to the hospital by at 
least one Corrections Deputy. Security may necessitate additional 
personnel. 

 
4. It may be necessary and/or appropriate to transport the injured or ill 

inmate to the clinic and/or hospital emergency room if the inmate does not 
have to be transported by ambulance. This determination will be made by 
medical staff. 

 
5. Upon examination by on-site medical personnel, they may direct the 

inmate to be moved to the inmate’s assigned cell/dormitory. 
 

 
 

 
/// 
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______________________ MENTAL HEALTH SERVICES ______________________ 
 

. 
I. POLICY 
 

A. Corrections Division personnel will work closely with mental health staff in order 
to provide adequate mental health services in a secure environment for both 
personnel and the inmates 

 
II. RESPONSIBILITIES 
 

A. CORRECTIONS DIVISION 
 

1. Provide a consulting role defining level of service pursuant to Title 15 
(Minimum Jail Standards) or legal requirements. 

 
2. Provide security for both inmate and mental health personnel. 

 
3. Provide personnel to accommodate transportation for inmates who require 

mental health attention outside the Mendocino County Jail. 
 

4. Provide for the internal movement of inmates to the medical facilities 
within the Mendocino County Jail. 

 
5. Provide adequate space within the Mendocino County Jail to accomplish 

mental health programs. 
 
6. The Facility Supervisor, Corrections Lieutenant, and/or Corrections 

Division Commander will retain the ability to arbitrate any conflict 
between Corrections Division personnel and mental health staff 
concerning issues affecting the security of the Mendocino County Jail. 

 
B. MENTAL HEALTH STAFF 
 

1. Provide a consulting role defining level of service pursuant to Title 15 
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and/or other legal requirements. 
 
2. Act as consultants to the Corrections Division personnel concerning 

environmental factors and any other area of mutual concern. 
 

3. Be responsible for maintenance mental health records under their 
immediate control. 

 
4. Provide a physician/administrator who will be responsible for the quality 

and quantity of all mental health care delivered to the inmate population. 
 

5. Mental health staff will make timely visits to inmates in need of mental 
health services in order to complete interviews, examinations and/or 
counseling sessions. 

 
6. Provide assistance in the management of inmates with mental health 

problems. 
 
III.  PROCEDURES 
 

A. The primary responsibility of the mental health staff is to provide required 
services for the entire inmate population who have mental health needs. 

 
B. Matters involving clinical judgment regarding mental health services will be the 

sole province of the mental health staff.  
 

C. Security regulations will be adhered to at all time by mental health services staff. 
 

D. Facility mental health services include: 
 

1. Physician and routine "sick call" at the Building One Main Detention 
Facility and Building Two Detention Facility; 

 
2. Prescribes medications and mental health treatments: 
 
3. Mental health evaluations; and 

 
4. Referral services for hospitalization in a clinical setting. 

 
E. After hours on-call crisis workers, are available through the Mental Health 

Department. 
 



Corrections Division 1101.00(3) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
______________________ MENTAL HEALTH SERVICES ______________________ 
 

 Posted: 07/11 

F. Housing of inmates in safety cells and the use of the restraint chair will be done 
with the supervision of the mental health staff when on site. 

 
IV. MENTAL HEALTH SICK CALL 
 

A. Mental health sick call is conducted by a physician and/or the mental health nurse 
five days a week, Monday-Friday except holidays. 
 

B. Inmates wishing to be seen on mental health sick call will fill out a sick slip 
listing their name, housing location, date of birth and a brief synopsis of their 
complaint. 

 
1. Inmates may also be placed in sick call based on referrals from 

Corrections staff, medical staff or based on observations made by mental 
health staff. 

 
C. Sick slips will be placed in the medical box located at the front of each housing 

unit. 
 

1. Sick slips may also be given to medical personnel during medication pass. 
 

D. Inmates will be seen within 48 hours of receiving a sick slip or as determined by 
mental health staff. 

 
E. Mental health staff will see inmates in one of the medical rooms or at the inmate's 

cell. 
 

1. Correctional staff will not routinely be present during mental health 
interviews/examinations unless specifically requested by mental health 
staff or unless classification or other security concerns arise. 

 
F. If questions should arise concerning an inmate's mental health status prior to 

scheduled sick-call days, the Corrections Division staff shall, without unnecessary 
delay, contact the appropriate health personnel to triage the inmate, and follow the 
instructions/recommendations thereafter. 

 
V. CLASSIFICATION INPUT FORM  
 

A. Mental health personnel will use the Classification Input form to advise 
Corrections Division personnel of their recommendations for housing changes 
such as placement on Administrative Segregation, placement in or clearance from 
a safety cell, or housing in certain cells such as a high observation cell with a 
camera.   
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1. Classification Input forms with housing recommendations will be sent to 

the Facility Supervisor. 
 
2. The Facility Supervisor will make the necessary housing changes based on 

the recommendations. 
 

3. The Facility Supervisor will place the Classification Input form into the 
inmate's Classification File. 

 
B. The Classification Input form will also be used to inform Classification staff that 

an inmate is to be coded "mental health" in the computer system as well as if the 
inmate may be served with disciplinary sanctions based on their mental capacity. 

 
1. These types of Classification Input forms will be given to the 

Classification Officers for input into the jail computer system. 
 
2. The form will be maintained in the inmate’s classification file. 
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VI. EMERGENCY RESPONSE 
 

A. There are three levels of response: 
 

1. Emergency - Actively suicidal or suicidal thoughts. Other concerns 
include intent, past history of suicide and current ambivalence regarding 
suicide.  

 
a. Emergencies will be handled immediately by Corrections, medical 

or mental health staff. 
 
2. Urgent - Past history of suicide, return from state hospital on medications, 

recent history of mental health treatment or is on mental health 
medication. 

 
a. Will be handled as soon as possible. 

 
3. Routine - such as, "Want to talk," Can't sleep," or "Nerves," will be 

handled as circumstances warrant in a routine manner. 
/// 



  

Corrections Division 1105.00 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 

 
Index as: New: 08/13/02 
Identification Card, Medical Marijuana Revised: 02/20/04 
Medical Marijuana Revised: 10/2004 
Proposition 215  Revised: 01/08 

Reviewed: 08/14 
 
____________________________ MEDICAL MARIJUANA ___________________________ 
 
I. PURPOSE 
 

A. To establish policy and procedure in compliance with the Compassionate Use Act 
of 1996 (11362.5 H&S), or Proposition 215 as it is commonly known. 

 
II. POLICY 
 

A. Corrections personnel shall accept medicinal marijuana into the Mendocino 
County Jail per the guidelines set forth by the State of California Health and 
Safety Code, Section 11362.5. The medical marijuana must not exceed two 
pounds and shall be sealed in a plastic bag for storage in the arrestee's property. 
At no time will growing marijuana plants be taken into the jail facility. 

 
B. Although Health & Safety Section 11362.5 et. seq. allows for the use of medical 

marijuana in a jail facility under certain circumstances, Mendocino County will 
not allow use of medical marijuana in any custody facility or at any time or place 
a suspect is in custody. 

 
III. DEFINITION 
 

A. Medical Marijuana: Marijuana that is obtained and used for medical purposes, 
and has been recommended by a physician who has determined that the person's 
health would benefit from the use of marijuana in the treatment of cancer, 
anorexia, AIDS, chronic pain, spasticity, glaucoma, arthritis, migraine, or any 
other illness for which marijuana provides relief. 

 
B. Processed marijuana: Leaves, flowers, stems and/or seeds of the cannabis plant, 

which are dried and chopped into small amounts. Marijuana can also be found as 
Sinsemilla, the potent flowering tops of the female marijuana plant. 

 
C. Prop 215 Identification Card: An identification card issued by the Mendocino 

County Sheriff's Office bearing a photograph of the person, with relevant 
information and an expiration date. Each patient card is issued a permit number. 
The letter "P" will precede the patient number. 
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IV. PROCEDURE 
 

A. During the Intake-Reception process, the arrestee shall provide information that 
the marijuana is authorized for medicinal purposes through a physician’s 
recommendation or a Prop 215 Identification Card.  

 
1. In the event that a physician’s recommendation or Prop 215 Identification 

Card cannot be provided, Corrections personnel shall not accept the 
marijuana until the arresting officer has verified a valid recommendation. 

 
B. Following the verification that the marijuana is used for medicinal purposes: 

 
1. The medical marijuana will be weighed, each inmate, so qualified, will be 

allowed two pounds of processed marijuana to be stored in the inmate’s 
property. 

 
a. If the combined amount of marijuana in possession of the inmate 

exceeds the two pounds, the excess amount will be returned to the 
arresting/transporting officer. 

 
2. The medical marijuana weight will then be recorded and placed in the 

provided plastic bag.  
 

a. A hand written receipt shall be completed with the inmate’s name, 
the inmate’s I.D. number, weight of the marijuana and the 
signature on the plastic bag. 

 
b. Corrections personnel will seal the plastic bag with the Impulse 

Sealer, which will ensure a watertight and airtight seal. 
 
 

3. Corrections personnel shall include the weight of the medical marijuana 
on the property record. 

 
4. The inmate will be given a copy of the property record as outlined in 

Policy and Procedure 1601.40 - Receipt of Personal Property and 
Clothing. 

 
5. The marijuana will be stored in a designated container in the property 

room. The above information will be logged on a property log, which is 
kept in the container with the marijuana. 
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C. Upon the inmate's release from custody, the medical marijuana will be returned to 
that inmate. 

/// 
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____________________________ SUICIDE PREVENTION ____________________________ 
 
Controlling authority:  Title XV Section 1219 
 
I. POLICY 
 

A. The intent of this policy is to assess, identify, monitor, and provide treatment to 
at-risk arrestees/inmates for suicide potential. Once identified, preventive 
measures will be implemented. 

 
B. All personnel shall be aware and mindful of inmates that exhibit signs and 

symptoms related to suicidal ideation throughout the entire incarceration process. 
 

C. Biannual training will be given to all Corrections Division sworn staff and the 
medical staff in suicide prevention and crisis intervention. 

 
D. Individuals that are in immediate crisis will be housed in a safety cell as outlined 

in policy 503.20 Use of Safety Cell. 
 
II. RISK FACTORS 
 

A. Signs and symptoms exhibited by inmates often foretell suicidal tendencies. If 
these tendencies are detected in an inmate, preventive measures can be taken to 
prevent a suicide. Warning signs and symptoms exhibited by an inmate may 
include: 

 
1. Talking about or threatening suicide; 

 
2. Showing signs of depression - crying, being withdrawn, sudden loss or 

gain in appetite, insomnia, mood variations, and being lethargic; 
 

3. Appearing overly anxious, afraid, or angry; 
 

4. Expressing feelings of hopelessness or helplessness; 
 

5. Speaking unrealistically about getting out of jail or about the future; 



Corrections Division 1106.12(2) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
____________________________ SUICIDE PREVENTION ____________________________ 
 

 Revised: 11/19 

 
6. Having made previous suicide attempts; 

 
7. Having paranoid delusions or hallucinations; 

 
8. Being pessimistic; 

 
9. Having low self-esteem; 

 
10. Giving away possessions or packing belongs without a reason; and/or 

 
11. Having difficulty relating to others. 

 
B. High Risk Inmates: 

 
1. Being held for alcohol or drug related charges. 

 
2. Holding a position of respect in the community and being charged with an 

embarrassing charge. 
 

3. Having committed a crime of a shocking nature. 
 

4. Having scars or ligature marks on the wrist, the middle surface of the 
elbow joint, throat, or the abdominal area. 

 
5. Stating intention to commit suicide. 

 
C. High Risk Suicide Periods for inmates correlate with phases of incarceration or 

steps in the criminal justice process: 
 

1. The first 24-hours of confinement. 
 

2. Intoxication/withdrawal. 
 

3. Trial and sentencing hearings. 
 

4. Impending release. 
 

5. Decreased staff supervision. 
 

6. Weekends and holidays. 
 

7. Bad news from home. 
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D. Unique characteristics of jail environments which enhance suicidal behavior, from 

an inmate's perspective: 
 

1. Fear of the unknown. 
 

2. Authoritarian environment. 
 

3. No apparent control over the future. 
 

4. Isolation from family and significant others. 
 

5. Shame of incarceration. 
 

6. Dehumanizing aspects of incarceration. 
 
III. PROCEDURES 
 

A. Intake Process 
 
1. The admission process is a critical period and requires focused attention 

on suicide symptoms and risk factors. The following preventive measures 
will be taken on all arrested persons: 

 
a. While in the sallyport, each arrested person will be asked if they 

are suicidal or have any intent to harm themselves. 
 

b. Inquire of arresting or transporting officer if there were indications 
of suicide. 

 
c. Observe the person for high-risk characteristics of suicide.  

 
(1) If one or more characteristics exist, notify the inhouse 

medical staff immediately for a suicide evaluation and 
advise the Facility Supervisor. A determination will be 
made by medical staff and the Facility Supervisor on where 
to house the arrestee (i.e. safety cell, holding cell, sobering 
cell, etc.). 

 
2. Medical staff will be responsible for completing an intake assessment that 

includes a screening for suicide risk (see Naphcare Policies Suicide 
Prevention and Intake Screening). 
 



Corrections Division 1106.12(4) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
____________________________ SUICIDE PREVENTION ____________________________ 
 

 Revised: 11/19 

a. Upon completion of their assessment, medical staff will advise 
Corrections staff if indicators suggest the arrestee is suicidal. 

 
3. Arrestees housed in the Holding Cell, Sobering Cell, and Safety Cell will 

be continuously monitored, directly and indirectly for high-risk 
characteristics (see policies 503.20 Use of Safety Cell, 503.30 Sobering 
Cell and 1707.00 Safety and Security Checks). 

 
B. Booking Process 

 
1. The classification process is key to revealing potential suicidal behavior or 

risk factors for arrestees that are to be housed in the facility. This process 
will be utilized in the following manner: 

 
a. The Booking Deputy shall complete the classification process on 

all arrestees that are to be housed in the facility. 
 

b. If the arrestee exhibits or conveys high-risk characteristics, the 
medical staff shall be called to perform a suicide evaluation and 
the Facility Supervisor shall be advised. 

 
C. Housing Unit Operations 

 
1. The Floor Deputy must be continually observant of inmates exhibiting 

signs, symptoms, and high-risk characteristics of suicidality. The 
following measures will be followed: 

 
a. Hourly walk-throughs of all housing units. 
 

(1) Two walk-throughs per hour in Wing Four 
 

b. Reviews of the temperament code print out for identified high-risk 
inmates. 

 
2. Referrals to Mental Health can occur in the following manner: 

 
a. If a Corrections Deputy observes one or more signs or symptoms 

of high risk factors for suicidal behavior, immediate contact will be 
made with the medical staff for an evaluation, and shall advise the 
Facility Supervisor. 
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b. If an inmate submits a sick call slip to be seen by Mental Health, 
the Corrections Deputy will speak to the inmate and inquire if it is 
an emergency. If it is, an immediate contact will be made to 
medical staff and the Facility Supervisor. 

 
D. Ongoing Monitoring of Those at Risk for Suicide 

 
1. In order to maximize communication, weekly meetings are held between 

Jail administration, on-site mental health staff, County mental health 
contractor and community partners in order to discuss ongoing care for at-
risk clients/inmates. 
 
a. Meetings include discussion of problems or issues with services, 

current resources available, current status of clients/inmates, 
aftercare, and continuity of care for both incoming and outgoing 
inmates. 

/// 
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_______________________________ INMATE DEATH ______________________________ 
 
I. POLICY 
 

A. An inmate death, which occurs in the Mendocino County Jail, will be handled in a 
manner to ensure compliance with State of California mandates. 

 
II. GENERAL INFORMATION 
 

A. In the case where cessation of life is not obvious, the victim will be examined at 
the scene by medical personnel and/or transported to the nearest medical facility 
where a determination will be made regarding death. 

 
1. Should there be any doubt about death, appropriate emergency lifesaving 

measures will be administered and the inmate transported to the nearest 
medical facility for treatment. 

 
B. In the case where death has already been determined or death is obvious (for 

example: postmortem lividity, rigor mortis), the body will not be disturbed or 
moved from the scene until approved by, and at the direction of, the Sheriff's 
Office - Detectives Bureau. 

 
C. Corrections Division personnel will not make any public comment regarding the 

situation or the individual(s) involved and will refer all inquiries to the 
Corrections Division Commander and/or Field Services Division Commander. 

 
D. The Sheriff's Office - Field Services Division is responsible for the notification of 

next-of-kin on any inmate's death. 
 

1. In the event the Corrections Division Commander, or designee, determines 
an inquiry is being made by the next-of-kin, a telephone number will be 
obtained or the inquirer will be requested to stand by until contact can be 
made of the Field Services Division for direction. 
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a. See Policy and Procedure 1106.14 -- Next-of-Kin Notification. 
 
 
III. PROCEDURE 
 

A. Responsibilities Upon Discovering An Inmate's Death 
 

1. The Corrections Division personnel will: 
 

a. Isolate and preserve the scene and evidence. 
 

b. Detain, identify, and separate all suspects and witnesses. 
 

c. Secure instruments and/or materials used to effect death. 
 

(1) Care and caution will be used if evidence must be moved to 
avoid destruction; and 

 
(2) If death occurred in a cell or dormitory, the effected cell or 

dormitory will be secured. 
 

d. Initiate notification via chain-of-command: 
 

(1) Facility Supervisor. 
 

(2) Corrections Lieutenant; and 
 

(3) Corrections Division Commander. 
 

(a) In the absence of the Corrections Division 
Commander, notification will be made to the Field 
Services Division - Central Operations Commander 
and/or designated Shift Supervisor. 

 
2. Upon notification of an inmate's death, the Corrections Division 

Commander and/or if absent a Corrections Lieutenant, the Field Services - 
Central Operations Commander and/or Shift Supervisor will notify: 

 
a. Administrative Services Division Commander. 

 
3. Field Services Division Commander. 
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a. Detectives/Identification Bureau – it is the responsibility of the 
Detectives Bureau to contact any other law enforcement agency as 
directed by the Detective supervisor, or designee. 

 
b. Sheriff-Coroner. 

 
c. District Attorney. 

 
d. Risk Management. 

 
e. County Counsel. 

 
(1) Contact made prior to Review Team proceeding. 

 
B. Deceased Inmate's Personal Effects 

 
1. The Corrections Division Commander and/or designee will ensure the 

following are completed for the Coroner/Detectives Bureau. 
 

a. Secure any suicide note; 
 

b. Secure any medication; 
 

c. Secure all clothing and personal property; and 
 

d. Make copies of documents verifying custody status and 
identification (commitments, remand orders, booking records, mug 
shots, etc.) 

 
C. Incident/Crime Report 

 
1. No personnel involved in any form of an in-custody death shall write a 

report. A statement will be taken by the Detectives Bureau of the Sheriff’s 
Office.  
     

2. The investigation for the Coroner case and/or Crime Report will be 
performed by the Detectives Bureau of the Sheriff's Office.  
 

 
3. The Facility Administrator, SHERIFF-CORONER, will cause a report to 

be written and forwarded to the Attorney General within ten (10) days of 
the inmate's death explaining the circumstances of the death. 
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a. The Facility Administrator, SHERIFF-CORONER, will also 
complete the DOJ "Inmate Information" form and forward to the 
Attorney General within ten (10) days. 

 
 

D. Medical/Custody Review of Inmate Death 
 

1. Refer to Cal Government Code #12525; Title 15, #1046. 
 

2. The medical/custody review is a thorough assessment of the conditions 
surrounding an inmate's death. The purpose is to alert the medical delivery 
system to any weakness or failures on its part, which may have lead to the 
death or failed to prevent it and, thus, it is an additional quality control of 
the jail medical services. 

 
a. The review will be performed after autopsy and all other reports 

have been received. 
 

3. On all in custody inmate deaths, there will also be an immediate review 
for the purpose of determining the most likely cause of death, the 
circumstances surrounding it, factors which may have contributed to it and 
what emergency procedures might need to be implemented. 

 
a. The Corrections Division Commander is responsible for 

assembling a review team. 
 

4. The review team will consist of both health care and custody staff who are 
relevant to the incident, as well as the Corrections Division Commander, 
health programs manager and responsible physician. 

 
5. All circumstances surrounding the death should be evaluated from a 

medical perspective. The review may also identify areas where the 
integration of custody and medical policies needs improvement: Was the 
inmate seen prior to death by medical personnel? What was the inmate's 
complaint? What was charged, if anything, on the medical record or in the 
custody log? What does the Coroner's Report indicate as to the cause of 
death? Were there any time delays in seeking medical or mental health 
assistance for the inmate? All information relative to the death gathered by 
medical or custody staff should be reviewed.  

/// 
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_________________________ NEXT-OF-KIN NOTIFICATION ________________________ 
 
I. POLICY 
 

A. In those instances where an inmate in the custody of this Corrections Division 
becomes ill or is injured to an extent that the condition is diagnosed as either 
"serious" or "critical" by competent medical authority, a notification shall be 
made to the next-of-kin. 

 
II. PROCEDURE 
 

A. The ultimate responsibility for this notification rests with the Facility Supervisor. 
 

B. Next-of-kin notification shall be made in person and not by telephone. If the next-
of-kin resides in an area policed by the Sheriff's Office or a local law enforcement 
agency, the Shift Supervisor shall be contacted to provide the necessary in-person 
notification. 

 
C. In the event the next-of-kin resides in another jurisdiction, either out-of-county or 

out-of-state, the appropriate law enforcement agency is to be contacted and 
requested to make the necessary in person notification. 

 
D. Upon confirmation that the appropriate notification has been made, an entry shall 

be in the inmate's "A" File and on the Shift Activity Report, listing the names, 
times, and addresses of the concerned parties.  

 
/// 
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_______________________INJURY/ILLNESS TO JAIL VISITOR_______________________ 
 
I. POLICY 
 

A. To provide for the administering of emergency first-aid to an ill or injured visitor; 
the immediate evacuation of the visitor to the nearest medical facility; and, an 
investigation to determine if the incident was an illness, accident, or the result of a 
deliberate act. 

 
II. PROCEDURES 
 

A. Notifications 
 

1. When an injury or illness occurs to a visitor within the correctional facility 
or grounds, the discovering personnel will immediately notify the Control 
Deputy and shall give the location and briefly describe the nature of the 
injury or illness. 

 
2. The Control Deputy will make the following notification: 

 
a. Facility Supervisor; 

 
(1) The Facility Supervisor will assign additional personnel to 

respond and administer the necessary first aid. 
 

b. Corrections Lieutenant; 
 

c. Corrections Division Commander or designee. 
 

B. Medical Attention 
 

1. If medical personnel are on-site, they will be notified of the incident and 
shall be requested to respond to the location of the visitor. 

 
a. Medical personnel, after an initial examination, shall determine if 

transportation to the nearest emergency room is necessary. 
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2. When it is necessary to have immediate emergency medical response, the 

Control Deputy or Sheriff's Communication Center will request an 
ambulance, advise the location of the injured or ill party, and the nature of 
the injury or illness. 

 
a. Emergency response will be advised of the need for a code 

response and the recommended point of entry into the facility. 
 

3. When ambulance is NOT required, per on-site medical personnel and/or 
the visitor, the Facility Supervisor or designee will cause the ambulance 
request to be canceled. 

 
a. The visitor will be advised to seek medical attention. 

 
C. Investigation Of The Injury 

 
1. The Facility Supervisor, or designee, will remain at the scene and be 

responsible for investigation of the injury. 
 

a. When the injury or illness is accidental or natural, an Incident 
Report shall be completed by the Facility Supervisor or designee 
and submitted to the Corrections Lieutenant without delay. 

 
b. Staff member(s) who may have witnessed the incident will be 

required to prepare supplemental reports to the initial report. 
 

2. When the injury or illness is of such a nature death is likely or imminent, 
the Facility Supervisor will immediately notify a Field Service Division 
Sergeant (in the absence of the Corrections Division Commander), of the 
nature and location of the occurrence. 

 
a. The chain-of-command notification will be made in accordance 

with the provisions set forth in Policy and Procedure 1106.10 - 
Injury/Illness to Inmate. 

 
3. In the event an injury is determined to be the result of a deliberate act, the 

Facility Supervisor will attempt to determine the responsible party. 
 

a. Field Services Division will initiate a crime report and the 
correctional personnel who may have witnessed the incident will 
prepare supplemental investigation reports. 

 



Corrections Division 1107.00(3) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
_______________________INJURY/ILLNESS TO JAIL VISITOR_______________________ 
 

Reviewed: 08/14 

 
b. Correctional personnel will detain, identify, and separate all 

suspects and witnesses; and will secure instruments and/or 
materials used to effect the injury. 

 
4. Under all circumstances, and after receiving all reports, the Facility 

Supervisor will submit a memorandum along with the necessary reports to 
a Corrections Lieutenant.  

/// 
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________________INJURY OR ILLNESS TO CORRECTIONS EMPLOYEE______________ 
 
I. POLICY 
 

A. To provide for the administering of emergency first-aid and the immediate 
evacuation of an ill or injured employee to the nearest medical facility, while 
maintaining security within the employee's assigned area; preserving any crime 
scene; and thoroughly investigating the incident whether accidental, or the result 
of a deliberate act. 

 
1. When there is a serious injury to an employee, the Facility Supervisor 

shall notify the Corrections Division Commander and, when present, the 
on duty Corrections Lieutenant, at the first available opportunity. 

 
2. Where there is injury to an employee as a result of direct or indirect 

participation by an inmate, the Facility Supervisor shall cause a crime 
report to be taken. 

 
B. Copies of all relative documentation concerning both serious and non-serious 

employee injuries, whether involving inmates or not, shall be forwarded to the 
Corrections Division Commander. 

 
II. PROCEDURES 
 
 

A. On-The-Job Incident Of Possible Injury Or Illness 
 

1. In the event of illness or injury to an employee occurring within the 
correctional facility or adjacent grounds, the discovering personnel will 
render immediate first-aid and notify the Control Deputy, briefly 
describing the nature of the injury or illness and the location of the 
employee. 

 
2. The Control Deputy will make immediate notification to the Facility 

Supervisor who will be apprised of the nature of the injury or illness, 
location of the employee, and need for further assistance. 
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3. The discovering personnel and/or Facility Supervisor will request an 

ambulance, if necessary, through the Control Deputy. 
 

4. Medical Staff shall be notified of the incident and shall be requested to 
respond to the location of the injured/ill employee. 

 
a. In the event an ambulance is needed, attending personnel will be 

advised of the nature of the illness or injury. 
 

5. The employee who is injured on duty will be required to complete an 
Incident Report . 

 
a. The Facility Supervisor will be responsible for completing the 

"County Accident Report" form.    
 
b. The Facility Supervisor will also be responsible for providing the 

injured employee an "Employee Claim for Workers' Compensation 
Benefits" form. This form must be provided to the employee 
within 24 hours of the Facility Supervisor's knowledge of the 
injury. 

 
(1) The Facility Supervisor will fill in lines #1, 9 thru 12 on the 

"Employee Claim for Workers' Compensation Benefits" 
form, remove the Department's Temporary Receipt, which 
is to be immediately forwarded to the Personnel Secretary. 
(Do not wait until the "County Accident Report" is 
completed and then include this temporary receipt with the 
package, the Personnel Secretary needs it immediately.) 
The Facility Supervisor will give the remainder of the form 
to the injured employee. 

 
(2) The injured employee will fill in lines #2 through 8 and 

retain the Employee's Temporary Receipt. The employee 
shall return the form as soon as possible to the Facility 
Supervisor. It is not imperative that the form be returned to 
the Facility Supervisor that provided the form. 

 
(3) The Facility Supervisor receiving the completed form shall 

fill in the date they received the form back from the 
employee on line #13.  

 
(4) The injured employee receives the back copy.  
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(a) The Facility Supervisor shall then forward the 

remaining copies to the Personnel Secretary as soon 
as possible. (This form does not have to go through 
the chain-of-command, and does not have to be 
attached to the Incident Report.) 

 
(b) The Personnel Secretary will review the form and 

be responsible for disseminating the remaining 
copies. 

 
6. If an employee is transferred to an emergency room and/or clinic for 

medical attention, will be examined by a physician. The employee must 
submit a medical release form to the Facility Supervisor prior to returning 
to work. 

 
a. In the event the injured employee cannot complete the first report 

of injury, the Facility Supervisor will be responsible for obtaining 
the information and submitting the report. 

 
b. All reports will be submitted through official channels to Risk 

Management. 
 

B. Investigation of the Injury 
 

1. The Facility Supervisor, or designee, shall remain at the scene and shall be 
responsible for the investigation of the injury. 

 
a. When the injury or illness is accidental or natural, an Incident 

Report will be completed by the injured/ill staff member, if he is 
able to do so, and submitted to the Facility Supervisor, without 
unnecessary delay. 

 
(1) Staff members who witnessed the incident, may be required 

to prepare written supplemental reports at the direction of 
the Facility Supervisor. 

 
b. When the injury is determined to be deliberate, the Facility 

Supervisor will attempt to determine the responsible party. An 
Incident Report will be completed and submitted to the Corrections 
Division Commander via the chain-of-command. 
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2. When the injury or illness is of such a nature death is likely or imminent, 
the Facility Supervisor will immediately notify the Corrections Division 
Commander and the Field Services Division of the nature and location of 
the occurrence. 

 
C. Off-Duty Injuries 

 
1. Any member who is injured off-duty and is unable to perform his duties, 

shall immediately notify or cause the on duty Facility Supervisor to be 
notified. 

 
2. Any member receiving notification of such injury shall, as soon as 

practical, notify or cause the injured member's immediate supervisor to be 
notified. 

 
3. Any member who has been off work more than three days due to an injury 

will be permitted to return to work only with a signed release from a 
doctor stating that they can return to full and unrestricted duty as a 
Corrections Deputy.  

 
D. Return To Work After An Injury 
 

1. Those members who have been evaluated by their doctor as having a 
partially corrected health condition may assume restricted duties upon 
written release from their doctor and with approval from the Corrections 
Division Commander or designee. 

 
2. Members must provide a physician's note that outlines specific limitations 

to their duties. 
 
/// 
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______ COMMUNICABLE DISEASE TREATMENT AND NOTIFICATION ______ 

 
I. PURPOSE 
 

A. The purpose of this policy and procedure is to establish guidelines to limit 
and control the spread of vermin and contagious diseases including aerosol 
transmissible diseases, blood borne diseases, bacterial infections, sexually 
transmissible diseases and pandemic influenza. 

 
II. POLICY 
 

A. Corrections Staff will work diligently with Medical, Public Health and 
Mental Health Staff to prevent or contain the spread of communicable 
diseases and related issues. 

 
III. DEFINITIONS 
 

A. Aerosol Transmissible Diseases (ATD):  An epidemiologically significant 
disease that is transmitted via droplet or airborne route such as 
Tuberculosis (TB), Influenza, Meningitis and Severe Acute Respiratory 
Syndrome (SARS). 
 

B. Blood Borne Pathogens:  Microorganisms found in human blood that are 
“pathogenic”-meaning they do, or are capable of causing or producing 
disease.  These include Hepatitis, HIV and AIDS.  
 

C. Bacterial Infections: Bacteria which, if enters the body, can cause 
infections such as boils and pneumonia.  These infections include 
Methicillin Resistant Staphylococcus Aureus (MRSA). 
 

D. Sexually Transmissible Diseases (STD): Any of various diseases, 
including chancroid, chlamydia, gonorrhea, and syphilis, that are usually 
contracted through sexual intercourse or other intimate sexual contact. 
 

E. Vermin: Contagious skins conditions caused by parasitic insects. 
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F. Pandemic Influenza: — A worldwide spread of influenza-an illness caused 
by viruses that infect the respiratory tract. 
 

G. Isolation: — The separation and restricted movement of ill persons with a 
contagious disease. 
 

H. Quarantine: — The separation and restriction of movement of well 
persons presumed to have been exposed to a contagious disease. 

 
IV. RESPONSIBILITIES 

 
A. Communicable Disease Officer 
 

1. The Communicable Disease Officer will be responsible for the 
dissemination of information between medical staff, the Jail 
Commander and Public Health. 
 
a. The Communicable Disease Officer is also responsible for 

the scheduling of TB testing and Hepatitis Immunizations 
for employees. 

 
2. When a communicable disease is suspected, the Communicable 

Disease Officer will: 
 

a. Notify the Jail Commander. The notification will include 
the name of the inmate, the condition or disease, and the 
inmate’s housing assignment. 
 

b. Maintain the original “Communicable Disease Form”  
 

c. Notify Public Health (if required). 
 

d. Update the “Communicable Disease Log” in the 
Corrections Folder daily. 

 
e. Identify inmates and deputies that may have been exposed 

to a communicable disease. 
 

(1) The Communicable Disease Officer will maintain a 
record of possible exposures for five years. 
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V.  AEROSOL TRANSMISSIBLE DISEASES (ATD) 
 

A. Intake – Arrestees will be asked the Medical Receiving-Screening 
questions. 

 
1. If the arrestee states that they have been exposed to any Aerosol 

Transmissible Disease and exhibits signs such as fever, fatigue, 
weight loss and persistent cough the arrestee may, at medical 
staff’s discretion, be sent out for a medical evaluation. 
 

2. If an arrestee is sent out for a medical evaluation, a surgical 
respirator, N95, will be supplied to the arrestee.  The mask will be 
placed over the arrestee’s nose and mouth. 

 
a. The transporting deputy may wear a respirator at their 

discretion. 
 

3. The transporting deputy should close all windows in the vehicle 
and turn the vents on high during transportation to the hospital.   
 
a. Transporting deputies should avoid using the “Max AC” 

setting on the vehicle.  This setting re-circulated the air in 
the vehicle. 

 
b. The transporting deputy should avoid opening the trunk of 

the vehicle at the conclusion of the transport.  
Concentrations of aerosol droplets may accumulate in the 
trunk area. 

 
4. If the arrestee refuses to wear the surgical mask, transporting 

deputies shall wear the appropriate N95 respirator to protect 
themselves. 

 
B. In-custody Inmate/Arrestee - If an in-custody inmate or arrestee is 

suspected of having an aerosol transmissible disease, they will 
immediately be isolated in an appropriate housing area. 
 
1. Inmates suspected of having an ATD will be housed in one of the 

following cells: 

a. Building One – Medical Isolation, any of the Isolation Cells 
or the Safety Cells. 
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b. Building Two – Women’s Jail Medical Isolation or the 
Safety Cell. 

2. All areas that the arrestee/inmate may have come in contact with 
will be cleaned with an appropriate disinfectant. 

3. Documentation of possible exposure will be made by each staff 
member involved. 

4. The Shift Supervisor will prepare a list of all people involved and 
will forward it to the Communicable Disease Officer. 

 
C. Communication 

 
1. Medical Staff will notify the Shift Supervisor of the suspected 

infection. 
 

2. The Shift Supervisor will notify the Communicable Disease 
Officer and immediately send an email notifying staff.  

 
a. The email will include the inmate’s name, housing 

assignment, and what precautionary measures need to be 
taken. 

 
b. The name of the disease will not be used in any emails or 

entries into the computer system. Use of disease names in 
this manner violates HIPAA regulations. 
 

3. Medical Staff will complete a Communicable Disease Report for 
all communicable diseases and a copy will be forwarded to the 
Communicable Disease Officer. 

 
D. PRECAUTIONS – Once an inmate is suspected of having an ATD, any 

areas that they may have come in contact with will be decontaminated. 
 

1. Any bedding, clothing, towels or shoes that were used by the 
inmate will be placed in a water-soluble bag, placed in a red 
biohazard bag and taken to the laundry room to be laundered. 

 
2. Mattresses will be completely wiped down with an approved 

disinfectant. 
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3. Cell walls will be wiped down and the floors will be mopped with 
an approved disinfectant. 

 
4. The inmate will be fed on a paper plate with a plastic spoon and 

paper cup. These items will be placed in a red biohazard bag and 
disposed of in a designated biohazard receptacle.  AT NO TIME 
WILL THESE ITEMS BE SENT BACK TO THE KITCHEN 
FOR DISPOSAL. 

 
5. Universal precautions should be followed by staff to prevent 

infection.  These include using supplied gloves when in direct 
contact with any inmate.  Proper hand washing techniques will be 
followed using soap and water, alcohol based rubs or antiseptic 
hand wash. 

 
VI. BLOOD BORNE PATHOGENS 
 

A. Intake - Arrestees will be asked the Medical Receiving-Screening 
questions. 

 
1. Arrestees that claim to have a blood borne pathogen will be seen 

by medical staff prior to being accepted into the facility.  Medical 
staff will assess the arrestee and at their discretion may, send the 
arrestee to the hospital for further examination and a medical 
clearance. 

 
B. In-Custody Inmate/Arrestee 
 

1. If an inmate or arrestee is suspected of having a blood borne 
pathogen, medical staff will be notified either verbally or 
telephonically. 

 
C. Communication 

 
1. Medical Staff will notify the Shift Supervisor of the suspected 

infection. 
 

2. The Shift Supervisor will notify the Communicable Disease 
Officer and immediately send an email notifying staff.  

 
a. The email will include the inmate’s name, housing 

assignment, and what precautionary measures need to be 
taken. 
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b. The name of the disease will not be used in any emails or 
entries into the computer system.  Use of disease names in 
this manner violates HIPAA regulations. 
 

3. Medical Staff will complete a Communicable Disease Report for 
all communicable diseases and a copy will be forwarded to the 
Communicable Disease Officer. 

 
D. Housing – Inmates suspected of having blood borne pathogens will be 

housed per classification guidelines. 
 

1. Special housing is only required at the direction of medical staff 
when an inmate has open or weeping wounds, or is actively 
bleeding. 

 
E. Precautions – Universal precautions should be followed when dealing with 

anyone suspected of having a blood borne pathogen. 
 

1. Any bedding or clothing that is contaminated with blood or bodily 
fluids will be placed in a water soluble bag, placed in a red 
biohazard bag and sent to the laundry room to be washed. 

 
2. Contaminated surfaces, such as floors and walls, will be cleaned 

with an approved disinfectant. 
 
3. Universal precautions should be followed by staff to prevent 

infection.  These include using supplied gloves when in direct 
contact with any inmate.  Proper hand washing techniques will be 
followed using soap and water, alcohol based rubs or antiseptic 
hand wash. 
 

VII. BACTERIAL INFECTIONS 
 

A. Intake — Arrestees will be asked the Medical Receiving-Screening 
questions. 

 
1. Arrestees that claim to have a Bacterial Infection or appear to have 

boils and/or open, weeping wounds will be seen by medical staff 
prior to being accepted into the facility. Medical staff will assess 
the arrestee and at their discretion, may send the arrestee to the 
hospital for further examination and a medical clearance. 
 

B. In-Custody Inmate/Arrestee 
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1.  If an inmate or arrestee is suspected of having a Bacterial 
Infection, medical staff will be notified either verbally or 
telephonically. 

 
C. Communication 

 
1. Medical Staff will notify the Shift Supervisor of the suspected 

bacterial infection. 
 

2. The Shift Supervisor will notify the Communicable Disease 
Officer and immediately send an email notifying staff. 

 
a. The email will include the inmate’s name, housing 

assignment, and what precautionary measures need to be 
taken. 

 
b. The name of the disease will not be used in any emails or 

entries into the computer system.  Use of disease names in 
this manner violates HIPAA regulations. 

 
3. Medical Staff will complete a Communicable Disease Report for 

all communicable diseases and a copy will be forwarded to the 
Communicable Disease Officer. 

 
D. Housing 
 

1.  Inmates suspected of having a Bacterial Infection will be housed 
at medical staff’s direction. 

 
a. Inmates with open or weeping wounds will be isolated in a 

single cell to prevent the spread of infection. 
 
b. Medical staff will prepare a Medical Treatment Order 

clearing the inmate when they are no longer contagious. 
 

E. Precautions 
 

1.  Once an inmate is suspected of having a Bacterial Infection, any 
areas that they may have come in contact with will be 
decontaminated. 
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2. Any bedding, clothing, towels or shoes that were used by the 
inmate will be placed in a water-soluble bag, placed in a red 
biohazard bag and taken to the laundry room. 

 
3. Mattresses will be completely wiped down with an approved 

disinfectant. 
 
4. Cell walls will be wiped down and the floors will be mopped with 

an approved disinfectant. 
 
5. The inmate will be fed on a paper plate with a plastic spoon and 

paper cup. These items will be disposed of in the regular trash.  AT 
NO TIME WILL THESE ITEMS BE SENT BACK TO THE 
KITCHEN FOR DISPOSAL. 

 
6. Universal precautions should be followed by staff to prevent 

infection.  These include using supplied gloves when in direct 
contact with any inmate.  Proper hand washing techniques will be 
followed using soap and water, alcohol based rubs or antiseptic 
hand wash. 

 
VIII. SEXUALLY TRANSMISSIBLE DISEASES (STD) 

 
A. INTAKE - Arrestees will be asked the Medical Receiving-Screening 

questions.   
 
1. Medical staff will be notified anytime someone claims to have 

Syphilis, Herpes, HIV or AIDS. Arrestees maybe sent out for a 
medical clearance at the discretion of medical staff. 

 
B. INCUSTODY INMATE/ARRESTEE - If an inmate or arrestee is 

suspected of having a sexually transmissible disease, medical staff will be 
notified. 

 
C. COMMUNICATION 

 
1. Medical Staff will notify the Shift Supervisor of the suspected 

infection. 
 

2. The Shift Supervisor will notify the Communicable Disease 
Officer and immediately send an email notifying staff.  
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a. The email will include the inmate’s name, housing 
assignment, and what precautionary measures need to be 
taken. 

 
b. The name of the disease will not be used in any emails or 

entries into the computer system.  Use of disease names in 
this manner violates HIPAA regulations. 
 

3. Medical Staff will complete a Communicable Disease Report for 
all communicable diseases and a copy will be forwarded to the 
Communicable Disease Officer. 

 
D. HOUSING - Inmates suspected of having a sexually transmissible disease 

will be housed per classification guidelines.  No special housing is 
required. 

 
E.  PRECAUTIONS - Universal precautions should be followed by staff to 

prevent infection. Staff will use supplied gloves when in direct contact 
with any inmate.  Proper hand washing techniques will be followed using 
soap and water, alcohol based rubs or antiseptic hand wash. 

 
IX. LOCAL EPIDEMIC AND PANDEMIC INFLUENZA (including Avian 
Influenza and SARS) 

 
A. INTAKE –During a pandemic outbreak of influenza, arrestees will not be 

received.  This is to prevent exposure to the inmate population and to jail 
staff.  Arrestees will be accepted upon direction of Public Health 

 
B. INCUSTODY INMATES - If an incustody inmate is suspected of having 

influenza during a pandemic outbreak, medical staff will be notified and 
the inmate will immediately be isolated in an appropriate housing area. 

 
C. COMMUNICATION 

 
1. Medical Staff will notify the Shift Supervisor of the suspected 

infection. 
 

2. The Shift Supervisor will notify the Communicable Disease 
Officer and immediately send an email notifying staff.  
a. The email will include the inmate’s name, housing 

assignment, and what precautionary measures need to be 
taken. 
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b. The name of the disease will not be used in any emails or 
entries into the computer system.  Use of disease names in 
this manner violates HIPAA regulations. 
 

3. Medical Staff will complete a Communicable Disease Report for 
all communicable diseases and a copy will be forwarded to the 
Communicable Disease Officer. 

 
D. HOUSING – Inmates suspected of having influenza during a pandemic 

outbreak will be immediately isolated. 
 

1. Inmates showing signs and symptoms of influenza will be housed 
in one of the following areas: 
 
a. Building One – Medical Isolation, any of the Isolation Cells 

or the Safety Cells. 
 

b.  Building Two – Women’s Jail Medical Isolation or the 
Safety Cell. 

 
2. If an outbreak appears to be widespread within the facility (e.g. 

25% of the inmates in any given module), it may be necessary to 
re-house the ill into one module or area. 

 
a. If isolation is necessary, B or C-Module in Building One 

will be utilized. 
 
b.  Symptomatic inmates will be re-housed and isolated into 

the specified housing unit. 
 
c. Movement between the isolated housing and the rest of the 

facility will be minimized. 
 
d. The ventilation system for the module will be turned off to 

prevent re-circulation of contaminated air.  
 
e. The grates at the front of the modules will be covered to 

slow/prevent air movement from the infected unit. 
 

E. Precautions – Once an inmate is suspected of having influenza, any areas 
that they may have come in contact with will be decontaminated. 

 



Corrections Division 1109.00(11) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office  
 
_____ COMMUNICABLE DISEASE TREATMENT AND NOTIFICATION _____ 
 

  Reviewed: 08/10 

1. Any bedding, clothing, towels or shoes that were used by the 
inmate will be placed in a water-soluble bag, placed in a red 
biohazard bag and taken to the laundry room. 

 
2. Mattresses will be completely wiped down with an approved 

disinfectant. 
 

3. Cell walls will be wiped down and the floors will be mopped with 
an approved disinfectant. 

 
4. The inmate will be fed on a paper plate with a plastic spoon and 

paper cup. These items will be placed in a red biohazard bag and 
disposed of in a designated biohazard receptacle.  AT NO TIME 
WILL THESE ITEMS BE SENT BACK TO THE KITCHEN 
FOR DISPOSAL. 

 
a. All meal trash will be treated as biohazard.  Trash will be 

placed in a red biohazard bag and disposed of in the proper 
biohazard receptacle. 

 
5. Universal precautions will be followed by staff to prevent 

infection.  These include using supplied gloves when in direct 
contact with any inmate.  Proper hand washing techniques will be 
followed using soap and water, alcohol based rubs or antiseptic 
hand wash.   

 
6. Inmates will be instructed on proper hand washing techniques, 

cough etiquette and personal care. 
 

7. Social distancing measures may be implemented including the 
discontinuation of recreational yards, visiting and dayroom 
activities. 

 
8. Use of an approved N95 respirator will be mandatory during a 

pandemic outbreak. 
 

a. Each member will have an approved medical evaluation 
prior to use of a respirator per CCR Title 8, 5144(4)(e). 
(See Use of Respirators-this section) 
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9. Prior to the issuance of a respirator, each member will be required 
to undergo a fit test to insure proper fitting of the respirator as 
required in CCR Title 8, 5144(7)(f). (See Use of Respirators-this 
section) 

 
a. After the initial fit test, annual fit tests shall be conducted. 

 
10. Respirators will be issued to each employee for use during their 

shift.  
 

a. There is no set duty life for the N95 respirator. 
 

b. Respirators will be discarded if they become damaged, 
breathing becomes difficult, if it becomes contaminated 
with blood or bodily fluids, or at the conclusion of your 
shift. 

 
c. Respirators used during a pandemic outbreak will be 

considered biohazard and will be disposed of in a biohazard 
container. 

 
F. SUSPENSION OF POLICIES – During a pandemic outbreak, it may 

become necessary to suspend policies for the welfare of the inmates, staff 
and the public.  The following functions may be restricted or eliminated: 

 
1. Inmate recreation – Dayroom or yard recreation time 

 
2. Intra-facility movement 

 
3. Inmate services or programs 

 
4. Outside medical or dental appointments 

 
5. Contact visits with attorneys, clergy or family 

 
6. Court and/or inmate transportation 

 
G. STAFFING – As a result of a pandemic, staffing levels may decreased by 

up to 40%.  During decreased staffing situations, it may be necessary to go 
to a “fire schedule”. 
 
1.  Staff may be scheduled for 24 hour shifts 
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2. During these shifts, staff will be allowed rest periods of up to 8 
hours.  

 
3. Areas will be set up with bedding and hygiene items to allow staff 

to rest and recuperate. The following areas can be utilized for staff 
rest areas: 

 
a. Staff Locker Room 
 
b. Offices near the Medical Room 
 
c. Transportation and Classification Offices 
 
d. Building Two Visiting Area 

 
 

H. ACCELERATED RELEASES – Under the direction of Public Health, 
inmates who do not demonstrate any signs or symptoms of illness may be 
subject to accelerated release.  After being cleared by Public Health, the 
Corrections Captain or designee may petition the court to begin the release 
of non-violent inmates.   

 
 
X. USE OF RESPIRATORS 
 

A. Respirators will be used when there is a possibility of exposure to an 
aerosol transmissible disease including; Tuberculosis, SARS, meningitis 
or influenza. 

 
B. Each member will have an approved medical evaluation prior to use of a 

respirator per CCR Title 8, 5144(4)(e).  
 

C. Persons assigned to tasks that require respiratory protection must be 
physically able to perform the tasks while wearing a respirator.  

 
D. The appointed healthcare professional will determine individual medical 

clearance by review of the OSHA mandatory medical questionnaire (see 
Appendix A) and/or medical exam.  
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E. Based on the review of this initial medical evaluation, the employee shall 
receive a follow up medical evaluation.  Following a medical evaluation, 
the Jail Compliance Manager shall be provided a written recommendation 
regarding the employee’s ability to use a respirator. 
 

F. Re-evaluation will be conducted under these circumstances:  
 

1. Employee reports physical symptoms that are related to the ability 
to use a respirator. (wheezing, shortness of breath, chest pain, etc.)  
 

2. It is identified that an employee is having a medical problem 
during respirator use.  

 
 

3. The healthcare professional performing the evaluation determines 
an employee needs to be reevaluated and the frequency of the 
evaluation.  
 

4. A change occurs in the workplace conditions that may result in an 
increased physiological burden on the employee.  

 
 

5. Employee facial size/shape/structure has changed significantly.  
 

G. These fit-testing questions shall be asked as part of the annual review: 
 

1. Have there been any changes in your health since you were fit-
tested that would adversely affect your ability to wear an N95 
respirator (heart problems, respiratory problems, facial surgery or 
new wearer of dentures or glasses)? 
 

2. Have you lost or gained more than 30 pounds? 
 

3. Have there been any significant changes in your workplace 
environment that would adversely affect your ability to wear a 
respirator? 
 

H. All medical questionnaires and examinations shall be administered in a 
confidential manner. 
 

I. All examinations and questionnaires are to remain confidential between 
the employee, the Jail Compliance Manager and the evaluating physician. 
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J. Prior to the issuance of a respirator, each member will be required to 
undergo a fit test to insure proper fitting of the respirator as required in 
CCR Title 8, 5144(7)(f).  

 
K. Fit-testing is conducted to determine how well the seal of a respirator 

“fits” on an individual’s face and that a good seal can be obtained. 
Respirators that do not seal do not offer adequate protection.  

 
L. Employees shall be fit tested using an OSHA-accepted qualitative fit-test 

(QLFT). 
 

M. Employees shall be fit-tested with a respirator of the same make, model, 
style and size as that of the respirator that will be used by the employee. If, 
based on the fit-test, it is determined that the employee needs a different 
style or size of tight-fitting face piece, employees shall be given a 
reasonable opportunity to select a different face piece, and be re-tested. 

 
N. After the initial fit-test, fit tests must be completed at least annually or 

more frequently if there is a change in status of the wearer or if the 
employer changes model or type of respiratory protection.  
 

O. Fit-tests will be conducted:  
 

1. Prior to being allowed to wear any respirator.  
 

2. If the department changes respirator product.  
 

 
3. If employee changes weight by 10% or more.  

 
4. If employee has changes in facial structure or scarring. 

 
 

5. As Occupational Safety and Health Administration (OSHA) 
standards require.  
 

P. Records of fit-testing shall be maintained by the Jail Compliance Manager 
until the next fit test. 
 

XI. PROPER RESPIRATOR USE  
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A. Employees will use their respirators under conditions specified in this 
policy, and in accordance with the training they receive on the use of the 
selected model(s). In addition, the respirator shall not be used in a manner 
for which it is not certified by the National Institute for Occupational 
Safety and Health (NIOSH) or by its manufacturer.  
 

B. All employees shall conduct manufacture recommended user seal checks 
each time they wear a respirator.  

 
C. Employees who wear respirators cannot have facial hair that comes 

between the sealing surface of the face piece and the face, or that 
interferes with the respirator functions. 
 

D. All employees shall leave a potentially contaminated work area to change 
(N95 -disposable) their respirator if the respirator is impeding their ability 
to work.  
 

XII. CLEANING AND DISINFECTING  
 

A. N95 - disposable is to be discarded if soiled, if breathing becomes labored, 
or if structural integrity is compromised. 

 
B. Used respirators are to be considered a biohazard and are to be thrown 

away in the appropriate biohazard container. 
 

XIII. INSPECTING, MAINTENANCE AND REPAIRS 
 

A. Respirators should be inspected prior to use. 
 

1. Examine the disposable respirator to determine if it has structural 
integrity. Discard if there are nicks, abrasions, cuts, or creases in 
seal area or if the filter material is physically damaged or soiled.  
 

2. Check the respirator straps to be sure they are not cut or otherwise 
damaged.  

 
3. Make sure the metal nose clip is in place and functions properly (if 

applicable).  
 

XIV. RESPIRATOR TRAINING 
 

A. Workers will be trained prior to the use of a respirator and thereafter when 
deemed necessary by the Jail Compliance Manager.  
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B. Training will include:  

1. Why the respirator is necessary  
 

2. Identify hazards, potential exposure to these hazards, and health 
effects of hazards. 

 
3. Respirator fit, improper fit, usage, limitations, and capabilities for 

maintenance, usage, cleaning, and storage.  
 

4. Inspecting, donning, removal, seal check and trouble shooting.  
 

5. Explaining respirator program (policies, procedures, OSHA 
standard, resources).  
 

C. Initial training will be conducted and will be completed annually 
thereafter. 

 
XV. CONTROL OF VERMIN 
 

A. The following is a complete procedure that should be followed in the 
event of an outbreak of vermin in either detention facility which includes: 
the personnel, equipment, and supplies needed; the procedural steps for 
eliminating head and body lice; the important concerns that must be 
double checked; and the procedure for treating an investigate of scabies. 
Corrections Deputies who supervise the treatment will utilize this 
procedure and will fully fill out the roster with the names and other data of 
all inmates treated. 

 
1. Personnel needed: 

 
a. Three Corrections Deputies; 

 
b. Three inmate workers from the infested Wing; and 

 
c. Two inmate laundry crew workers. 

 
2. Equipment needed: 

 
a. Four buckets; 

 
b. Towels (5 to 8 towels identified for cleaning use only); 
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c. One mop; and 
 

d. A broom and dustpan. 
 

3. Supplies needed: 
 

a. RID de-infestation shampoo; 
 

b. Bleach; 
 

c. Plastic bags, 25 each, red water soluble; and 
 

d. Rubber gloves, 8 pairs, dishwasher elbow high type. 
 

4. The breakdown of personnel, equipment, and supplies will be as 
follows: 

 
a. One Corrections Deputy and one inmate worker in the 

recreation yard; 
 

b. Two Corrections Deputies and two inmate workers in the 
floor area of the infested Wing; and the 

 
c. Laundry crew brought into the Wing AFTER initial 

mopping of floor is completed. They will station 
themselves and the laundry carts near the shower area, but 
not blocking it. 

 
5. The buckets, filled with a strong solution of bleach and water (50% 

water to 50% bleach), will be distributed as follows: 
 

a. One with outside inmate worker; 
 

b. One next to shower room; 
 

c. One with mop wringer and mop with one inside inmate 
worker; and 

 
d. One with the other inside inmate worker. 

 
6. The towels will be distributed as follows: 

 
a. Three towels with outside inmate worker; 
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b. Three towels with inside inmate worker; and 

 
c. Two towels in reserve. 

 
7. RID shampoo with inside Corrections Deputies. 

 
8. One pair of gloves to each of the Corrections Deputies, inmate 

workers, and the laundry crew. 
 

B. HEAD AND BODY LICE - The procedure for treating infestations will be 
followed in the precise steps described below: 

 
1. The laundry crew will set up a complete laundry exchange for the 

infected Wing to include clothing, linen, and blankets. They will 
then stand by in the Laundry Room and wait for further 
instructions. 

 
2. All inmates in the infected Wing will take their mattresses to the 

recreation yard and pile them neatly. 
 

3. The outside and inside inmate workers will then: 
 

a. Strip down and apply RID shampoo and redress in clean, 
uninfected clothing. 

 
b. The outside inmate worker will then go to the recreation 

yard and, under the direct supervision of the outside 
Corrections Deputy, will begin cleaning the mattresses. 

 
c. Inside inmate workers will sweep the Wing's common area 

and use a damp mop (not a wet mop) and mop down the 
common area with a strong bleach/water solution (50% 
water/50% bleach). 

 
4. All other inmates will then: 

 
a. Strip down to under shorts and fold their blankets; 
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b. Individually be given a dose of RID shampoo and to spread 
on their bodies with special attention given to the head, 
beard, underarm, and groin areas. A Corrections Deputy 
will issue each dose and observe its application to ensure 
proper treatment. 

 
c. Place their clothing and bedding as follows: (As the bags 

are filled, they will be tied closed and placed in the front 
outside corridor outside the Wing by an inside inmate 
worker.) 

 
(1) Jumpsuits and orange t-shirts in one plastic bag; 

 
(2) Socks and towels in one plastic bag; 

 
(3) Shoes in one plastic bag; 

 
(4) Sheets in one plastic bag; and 

 
(5) Blankets in one plastic bag. 

 
d. Proceed, one cell at a time, to the shower wearing only 

shorts and shoes, under the direction and supervision of a 
Corrections Deputy. 

 
(1) They will then be issued new clothing and linen. 

They will don their shorts and return to their 
cells/dormitories for lockdown. 

 
5. While the inmates are showering: 

 
a. One of the inside inmate workers will sweep the floor of 

the cell/dormitory, depositing any sweepings into a plastic 
bag. 

 
b. The other inside inmate worker will wipe down the bunk 

area with a towel dampened in a strong bleach/water 
solution (50% water/50% bleach). 

 
c. The outside inmate worker while using a cloth dampened in 

a strong bleach/water solution (50% water/50% bleach) 
will wipe down each mattress, on each side. 
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(1) The mattress will then be wiped with a dry cloth 
and stacked separately from the infested mattresses. 

 
(2) Care will be exercised to ensure that cleaned 

mattresses have absolutely no contact with possibly 
infected items. 

 
(3) While the inmate worker is cleaning the mattresses, 

the supervising Corrections Deputy will inspect 
each item for tears or other damage and will 
identify those that need to be returned for disposal. 

 
(4) Those identified as damaged will be placed separate 

from the mattresses that are to be reissued and 
placed in Receiving after all de-infestation is 
completed. 

 
(5) After the mattresses are cleaned, they will be placed 

outside each cell/dormitory, according to the 
number of occupants. 

 
6. When all inmates have completed the above procedures, the inmate 

workers will shower and follow the same procedure as above. 
 

a. A final mopping of the common area with a strong solution 
of bleach and water will be completed at this time. 

 
C. Scabies - The procedure for treating infestations will be followed in the 

precise steps described below: 
 

1. ALL inmates in the infected Wing will be treated with Lindane 
Lotion at approximately 2200 to 2300 hours.  

 
a. The lotion will be left on the inmates overnight.  

 
b. NOTE:  The use of Lindane Lotion must be prescribed by 

the medical staff under the authority of a physician. 
 

2. The following morning, the laundry crew will set up a complete 
laundry exchange for the infected Wing to include clothing, linen, 
and blankets. They will then stand by in the Laundry Room and 
wait further instructions. 
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3. All inmates in the infected Wing will take their mattresses to the 
recreation yard and pile them neatly. They will then return to their 
cells/dormitories for lock down. 

 
4. Procedures for the inmate workers: 

 
a. Both the outside and inside inmate workers will then strip 

down and apply Lindane lotion and redress in clean, 
uninfected clothing. 

 
b. The outside inmate worker will then go to the recreation 

yard and, under the direct supervision of the outside 
Corrections Deputy, will begin cleaning the mattresses. 

 
c. Inside inmate workers will sweep the Wing's common area 

and use a damp mop (not a wet mop) and mop down the 
common area with a strong bleach/water solution (50% 
water/50% bleach). 

 
5. All other inmates will then: 

 
a. Strip down to under shorts and fold their blankets. 

 
b. Place their clothing and bedding as follows: (As the bags 

are filled, they will be tied closed and placed in the front 
outside corridor outside the Wing by an inside inmate 
worker.) 

 
(1) Jumpsuits and orange t-shirts in one plastic bag; 

 
(2) Socks and towels in one plastic bag; 

 
(3) Shoes in one plastic bag; 

 
(4) Sheets in one plastic bag; and 

 
(5) Blankets in one plastic bag. 

 
c. Proceed one cell at a time, to the shower wearing only 

shorts and shoes, under the direction and supervision of a 
Corrections Deputy. 
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(1) They will then be issued new clothing and linen. 
They will don their shorts and return to their 
cells/dormitories for lockdown. 

 
6. While the inmates are showering: 

 
a. One of the inside inmate workers will sweep the floor of 

the cell/dormitory, depositing any sweepings into a plastic 
bag. 

 
b. The other inside inmate worker will wipe down the bunk 

area with a towel dampened in a strong bleach/water 
solution. 

 
c. The outside inmate worker while using a cloth dampened in 

a strong bleach/water solution will wipe down each 
mattress and pillow, on each side. 

 
(1) The mattress will then be wiped with a dry cloth 

and stacked separately from the infested mattresses. 
 

(2) Care will be exercised to ensure that cleaned 
mattresses have absolutely no contact with possibly 
infected items. 

 
(3) While the inmate worker is cleaning the mattresses, 

the supervising Corrections Deputy will inspect 
each item for tears or other damage and will 
identify those that need to be returned for disposal. 

 
(4) Those identified as damaged will be placed separate 

from the mattresses that are to be reissued and 
placed in Receiving after all de-infestation is 
completed. 

 
(5) After the mattresses are cleaned, they will be placed 

outside each cell/dormitory, according to the 
number of occupants. 

 
7. When all inmates have completed the above procedures, the inmate 

workers will shower and follow the same procedure as above. 
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a. A final mopping of the common area with a strong solution 
of bleach and water will be completed at this time. 

 
D. ITEMS TO BE EMPHASIZED 

 
1. A checklist of each inmate treated, with times of the steps noted, 

must be maintained. 
 

2. All inmates must turn in ALL clothing, linen, and blankets in the 
manner outlined. 

 
3. The above procedure must be followed in an orderly and precise 

manner, with full control of the inmates at all times, to avoid re-
infestation of already clean areas and inmates. 

 
4. The infested clothing, bagged in plastic bags will be only handled 

by the laundry crew after the entire Wing is finished with the 
above procedure and have been locked down.  

 
a. The crew will then remove the plastic bags from the 

Laundry Room, separate from any clean laundry and will 
immediately start to wash the laundry. The cart will be 
washed down with the hose from the Kitchen.  

 
b. After the laundry is completed, the laundry crew will be 

taken to the shower area and treated with Lindane Lotion. 
They will then be reissued clean clothing and returned to 
their housing unit. 

 
 

E. FUNGUS INFESTATIONS 
 

1. Any inmates with a fungal infection will be directed to fill out a 
sick call slip and will be referred to medical staff. 
 

2. Fungus infested shoes and/or shoes issued to inmates that have 
been worn by other inmates shall be returned to the laundry room 
so they may be laundered. 

 
F. PEST CONTROL  

 
1. Annual pest control measures will be applied. 

/// 
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________________________ FOOD SERVICE OPERATIONS ________________________ 
 
I. PURPOSE:  To establish procedures for Food Service Operations, responsibilities, 

ongoing monitoring and cleanliness of inmate workers and medical screening of inmate 
Food Service workers. This section will identify some specific rules of Food Service 
operating procedures pertaining to Cooks and Inmate Workers. 

 
II. POLICY: The operation of the Food Service shall be conducted in such a manner that 

nutritious and balanced meals are served, sanitation is practiced and cost is monitored. 
Cooks are to utilize Inmate Workers as much as possible. If Inmate Workers begin to 
disrupt the Food Service process or slow down the Food Service goal, the Cooks must 
immediately contact the on-duty Facility Supervisor. The on-duty Facility Supervisor 
shall take the appropriate steps to ensure discipline is maintained and the Food Service 
processes and goals are accomplished. 

III. DEFINITIONS 

A. Food Service Cooks – Civilian supervisors that are responsible for maintaining a 
smooth Food Service operation on their shifts and to supervise inmate workers 
assigned to the Food Service. 

B. Food Service Manager– The supervisor who oversees all aspects of Food Service 
Operations 

C. Inmate Workers – Inmates that have been medically cleared from any contagious 
diseases or health complications and have been approved by Classification staff to 
be housed in Wing Three. 

IV. PROCEDURE 

A. The Food Service Manager will monitor the Cooks and Inmate Workers to ensure 
good health and cleanliness standards are maintained. 

B. On each shift, the Cook will monitor each inmate to ensure a high degree of good 
cleanliness and sanitation is maintained, equipment repairs are reported and 
injuries and other problems are reported to the Facility Supervisor. 
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C. Inmate Workers assigned to Food Service duties will work under the direction of 
the Food Service Manager and/or Food Service Cook. Inmate Workers will 
adhere to the established rules and not disrupt Food Service operations. 

V. RESPONSIBILITIES 
 

A. Food Service Manager: 
 

1. Will supervise all other Cooks. 
 

2. Will maintain a clean food preparation and eating area by supervision and 
scheduling of personnel. 

 
3. Will identify the need for an appropriate number of inmate cook helpers to 

assist each shift Cook. 
 

4. Will finalize and prepare menus. 
 

a. Menu planning for special diets: 
 

(1) Inmates preferring a vegetarian diet are required to obtain a 
medical opinion. Inmates do not have the constitutional 
right to receive vegetarian meals. 

 
(2) Inmates requesting religious meals are required to cite their 

religion, complete an "Inmate Request Form" and forward 
it to the Food Service Manager.  

 
5. Shall seek advice from facility nutritionist (the contract Dietitian) for a 

balanced menu. 
 

6. Shall prepare a schedule for the cooking staff, and will maintain bi-weekly 
payroll records. 

 
7. Shall keep files identifying vendors and food purchases. 

 
8. Shall develop procedures for food preparation and meal service duties by 

staff and inmates. 
 

9. Shall identify the methods, equipment and supplies to be used for 
transporting and serving food at safe temperatures. 
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10. Will train staff in serving food to comply with sanitary standards set forth 
in the Health and Safety Code. 

 
11. Will supervise and assist food service personnel. 

12. Shall ensure that maintenance and repair needs for food service equipment 
and appliances are reported. 

13. Will have an emergency feeding plan and a support system for the food 
preparation. 

14. Shall be responsible for the formulation of standards and procedures 
governing the operation of all food processing at the facility. 

15. Shall enforce the standards set forth by the Corrections Standards 
Authority relating to food groups and minimum number of servings as the 
criteria used in estimating food requirements and planning menus within 
budgetary allowances. 

16. Shall inspect all food service areas for compliance with sanitary, safety, 
and housekeeping standards. 

 
B. Cooks: 

 
1. Will prepare meals in accordance with the established menu. 

 
2. Will see that general Food Service rules and procedures are followed. 

 
3. Will supervise and maintain control over Inmate Workers. 

 
a. If a discipline problem evolves with an Inmate Worker, which is 

beyond the Cook's capacity to deal with, the inmate shall be 
excused from the Food Service and the Cook shall do the 
following: 

 
(1) Prepare an Incident Report outlining the problem. 

 
(2) Notify the Facility Supervisor. 

 
(a) The Facility Supervisor may remove the inmate 

from the Food Service. 
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C. Inmate Workers: 
 

1. Shall perform satisfactorily at their job assignments and required cleaning 
duties as follows: 

a. Wipe out small refrigerator daily. 
 

b. Clean the stove vents and hoods once a week. 
 

c. Scrub the Food Service walls once a week. 
 

d. Move all tables and scrub the floor three times a day, also scrub 
floor under stove once a week. 

 
e. Clean the oven once a week or as needed. 

 
f. Wipe down all counters and food preparation areas with 

bleach/water solution throughout the shift, and wipe all counters 
before stacking clean trays on tray line. 

 
g. Scrub large refrigerator floor, freezer floor and under the pallets 

every other day. 
 

h. Scrub the floor and shelves after every meal. 
 

i. Take rubber mats outside and hose them off twice a week. 
 

j. Put all food supplies away as soon as they are delivered. 
 

k. Make sure all dirty rags are put in bucket. 
 

l. Make sure stovetop and shelves above stove are wiped off after 
each shift. 

 
m. Make sure the can opener is run through the dishwasher after every 

use. 
 
VI. RULES 
 

A. General Food Service Rules: 
 

1. All meat is to be defrosted in the refrigerator. 
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2. Knives and other designated tools shall be kept in the locked cabinet when 
not in use. 

 
a. Food Service supervisors are charged with ensuring the knife 

cabinet remains locked when not in use. 
 

b. No knives are to be used without being locked on the food prep 
tables or counters with the cable. Knives, locks and cables are to be 
returned to the locked cabinet by the supervising civilian Cook 
when they are no longer needed for food preparation. 

 
c. All of the items in the locked cabinet shall be inventoried at both 

the beginning and end of each day and each inmate shift. 
 

d. Cutting gloves must be worn when using knives or cleaning the 
slicer. 

 
e. Missing items shall be immediately reported to the Facility 

Supervisor.  Written documentation shall be provided prior to the 
end of shift. 

 
3. Clean up the mess as it is made. Don't leave anything dirty for other Cooks 

to clean up. 
 

4. Make sure hot food is kept hot (over 140 degrees) and cold food is kept 
refrigerated (under 40 degrees) until ready to serve. 

 
5. Wash all fresh vegetables thoroughly before using. 

 
6. All leftover food must be covered, dated, and placed in refrigerator. 

 
7. Save food samples from every meal and put the date on the lid. 

 
8. All Cooks and inmate workers are to wear hairnets. 

 
9. The storerooms and walk-in refrigerator are to be kept locked.  

 
10. Gates to food storage areas are to be locked at all times. Inmates will get 

supplies under supervision of the Cook on duty. 
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a. Inmates using a ladder to remove cases of canned food from top 
shelf shall hand down the cases one case at a time to another 
inmate. Inmates shall NOT attempt to climb down a ladder 
carrying a case of canned food. 

 
11. Cooks shall not sit around visiting with the inmates. 

 
12. Inmates are not to linger around the back door when a delivery truck is 

there unless they are assigned by competent authority to help unload the 
truck. 

 
13. The back door is to be kept locked at all times. The front door shall remain 

closed at all times. 
 

14. All Cooks are to make sure assigned cleaning is done. 
 

15. For inventory purposes, write down everything that is opened. 
 
 

16. Inmate workers shall not report to the Food Service until their scheduled 
time.  

 
17. Clean and sanitize the bathroom three times a day.  Personal hygiene must 

be maintained. 
 

18. Knives, meat forks, and vegetable peelers shall be accounted for by the 
Cook pursuant to the above Section: Rules, Subsection: General Food 
Service Rules, Knives and other designated tools. 

 
19. The work area immediately in front of the Food Service shall be kept in a 

clean and orderly fashion when not in use. 
 

20. There shall not be any communications between Food Service workers, 
while working in the kitchen, and inmates in Building Two, laundry or 
inmates coming to and from programs. 

 
21. Food shall be served only under the immediate supervision of a staff 

member. 
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VII. MEDICAL CLEARANCE OF INMATES FOR FOOD SERVICE DUTY: 
 

A. The purpose of this section is to establish a written policy for inmates to be tested 
and medically cleared of communicable diseases, prior to their being allowed to 
work in any portion of the Food Service or other food service or preparation area. 

 
B. Inmates whose names are being submitted for medical clearance shall fall into the 

following criteria: 
 

1. Be a sentenced inmate. 
 

2. Must be sentenced to at least thirty (30) days. 
 

C. The Classification staff shall compile a list of inmate names for Food Service duty 
and forward it to the medical staff. After the names have been forwarded, all 
selected inmates shall be told they will be tested for Food Service duty. 

 
1. When the medical staff receives the results of clearances, they will 

compile a list of those inmates and forward it to the Classification staff.  
 

D. The Inmate Job Assignment Officer shall maintain a weekly roster of inmates 
who are cleared for Food Service duty, updating it as necessary when inmates are 
released. 

 
E. Only medically cleared inmates will work in the Food Service or in food 

preparation areas. 
 
VIII. FOOD HANDLING 

A. The Head Cook, or designee, will ensure all food handlers working in Food 
Service will use hygienic food handling techniques, including appropriate 
preparation/meal service devices as designated by Food Services; for example, 
tongs, gloves, hairnets, ladles, etc. 

B. The Medical Staff shall establish health standards regulating the assignment of 
inmates to all phases of food handling. Corrections personnel and Food Service 
Staff shall assure that inmates assigned to food preparation and service are 
examined by Medical Staff and certified to be free of communicable diseases. 

 
1. A high standard of personal hygiene shall be maintained by all food 

handlers. 
 

2. All inmate kitchen workers shall; 
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a. Shower daily 
 
b. Wear clean, washable outer garments. 

 
c. Keep their hands clean. 

 
d. Use appropriate serving device such as tongs, ladles, etc. 

 
e. Wear gloves when serving food. 

 
f. Wash Hands Frequently. Frequent hand washing is essential for 

maintaining food safety, hygiene and cleanliness. Inmates shall use 
the wash basin the Food Service area to wash their hands; 

(1) Upon reporting to duty. 
 

(2) After using toilet facilities. 
 

(3) After picking up items from the floor. 
 

(4) After handling garbage. 
 

(5) After any other potentially unsanitary practice. 
 

g. Maintain Clean Hands And Fingernails. 
 

C. Refusal to comply with this policy and procedure shall result in the immediate 
reassignment of the inmate to a job not related to food handling, and could result 
in the imposition of inmate disciplinary procedures. 

 
IX. INMATE MEAL DISTRIBUTING 
 

A. Assigned custody personnel, in conjunction with food service personnel, will 
ensure inmate meal servers are both medically cleared to serve meals and they 
have been trained and understand the proper way to serve inmate meals. 

 
1. Meals will be served three times a days, with at least one being a hot meal. 

 
2. During the actual serving of meals, inmate meal servers will wear a Food 

Service furnished hair/facial nets and gloves. 
 
 



Corrections Division 1201.00(9) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
________________________ FOOD SERVICE OPERATIONS _________________________ 
 

 Rev. 05/11 

3. Plastic bags will be furnished for the food carts to receive rags used to 
wipe up spills: Clean rags will be made available at each meal delivery for 
this purpose. 

 
4. Meal servers must change their plastic gloves when they are used for 

anything other than the actual serving of food. 
 
X. FOOD SERVICES BAKERY OPERATIONS 
 

A. Operations 
 

1. The Food Services Bakery will operate four days a week (or more often as 
needed) - Monday, Tuesday, Thursday and Friday - in order to supply 
bread for the jail and juvenile hall. 

 
B. Inmate Bakers 
 

1. Two full time inmate bakers will be utilized for this operation. 
 

a. Inmate bakers will be chosen from the inmate worker wing by the 
Inmate Job Assignment Officer with input from the Food Services 
Manager. 

 
(1) Due to the extensive time it takes to train new bakers, 

prospective inmate bakers should have sentences of at least 
60 days. 

 
2. Sanitation, maintenance and safety 
 

a. Inmate bakers will be responsible for the following duties: 
 

(1) Clean the oven once a week or as needed; 
 

(2) Wipe down all counters with bleach/water solution 
throughout the shift; and 

 
(3) Sweep and mop the floor area around the bakery at the end 

of their shift. 
 

3. Bakery utensils and yeast will be locked in the bakery locker at the end of 
the baker's shift. 
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XI. HEALTH AND SAFETY INSPECTIONS 
 

A. Food service personnel will make daily health/safety inspections of all food 
handlers at the beginning of each shift to ensure: 

 
1. The absence of apparent illness/infection. 

 
2. The adherence to dress code, sanitation, and hygienic codes/practices. 

 
3. The kitchen workers' hands are free from cuts or scratches.  The results 

will be documented daily in the kitchen log book. 
 

B. On a daily basis, the on duty Cook supervisor is responsible to ensure that the 
food service facility, and associated areas (i.e. receiving, hot cart cleaning area, 
etc.) and equipment, are clean and that there are no health or safety infractions. 

 

C. When a health and safety infraction is discovered, it shall immediately be the 
following information: 

1. Compliance with established daily nutritional requirements; 

2. Special diet requests and composition; 

3. Food consumption: 

a. Number of inmate meals served daily. 

b. Number of meals served to guests or visitors. 

4. Estimate of food services requirements based on population census at least 
thirty (30) days in advance. 

5. Daily records of food production and utilization/disposal; and  

6. Monthly, semiannual, and annual utilization records. 

7. Maintain a daily log of all food temperatures. 
 

8. Maintain a daily log of temperatures for the refrigerators, freezers and the 
dishwasher. 

D. Procurement of records kept of all food products purchased and utilized to 
compute average daily raw food cost per person per day, and the average cost per 
meal served will be maintained by the Business Services Manager. 

/// 
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___________________________ COMMISSARY SERVICES __________________________ 
 
I. POLICY 
 

A. Commissary services are provided by the Mendocino County Sheriff's Office - 
Corrections Division, to allow inmates to purchase items not provided by the 
Corrections Division. These items provide inmates with a few simple 
conveniences, help break the monotony of detention, and lessen the negative 
effects of institutionalization. 

 
B. The sale prices of all articles offered through the inmate commissary service will 

be fixed by the Sheriff and the commissary provider. Any profit will be deposited 
in an "Inmate Welfare Fund" to be kept in the treasury of the County of 
Mendocino. The money and property deposited in the "Inmate Welfare Fund" will 
be expended by the Sheriff primarily for the benefit, education, and welfare of 
inmates confined within the Mendocino County Jail. 

 
C. All personnel assigned to the Corrections Division will ensure inmate commissary 

orders are processed in a prompt and accurate manner. 
 
II. DEFINITION: 
 

A. Commissary - The weekly privilege offered to inmates at which time they may 
order a variety of personal hygiene items, foodstuff, postage stamps, writing 
materials, and general merchandise items. 

 
B. Care Pack – A prearranged package of commissary items that can be purchased 

via the internet.  Care Packs will be delivered with the general commissary order. 
 
III. GENERAL INFORMATION: 
 

A. All inmates will be allowed to order Commissary or receive Care Packs once a 
week unless the privilege has been withheld in accordance with Policy and 
Procedure 710.00 - Inmate Discipline. 
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B. Commissary orders will be taken on Monday of each week, unless otherwise 

changed due to holidays or other circumstances, with delivery the following 
Thursday unless facility security and/or other circumstances prohibit the 
distribution of the Commissary orders. 

 
1. Commissary Order forms, listing the items and prices, are available to 

inmates in all Wings except as follows: 
 

a. Inmates in a disciplinary status and who have lost their 
commissary privileges. 

 
2. Inmates will submit their Commissary orders to Corrections Division staff 

on the provided Commissary Order form. 
 

a. Inmates will be able to select those numbers of items as outlined in 
the Commissary Rules.  

 
3. In the event an item is out-of-stock, it will be so noted on the Commissary 

Order form. No substitutes will be made. 
 

4. Monies must be posted by Monday, 0800 hours, on the Master Control 
Sheet prior to ordering Commissary items. 

 
IV. PROCEDURES 
 

A. The Corrections Division Account Specialist and/or designee will have the 
responsibility of preparing and forwarding the Commissary Order form to 
Corrections Division personnel on the day scheduled for submission of orders. 

 
1. The preparation of the Commissary Order form will consist of the 

following: 
 

a. Name of Inmate; 
 

b. Inmate's Housing Assignment; 
 

c. Inmate's "A" number; 
 

d. Date order is prepared; and 
 

e. Beginning balance of inmate's account. 
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B. The Account Specialist will deliver the Commissary Order forms to Corrections 
Division personnel on Monday afternoon for distribution to the inmate 
population. 

 
C. Corrections Division personnel will distribute the Commissary Order forms to the 

inmates. Inmates will be required to place their order and return the form to staff. 
 

D. The Commissary Order forms will be delivered to the Account Specialist prior to 
0800 hours on Tuesday morning. 

 
1. The Account Specialist will forward the commissary forms to the 

commissary provider for processing.  
 

E. Corrections Division personnel will deliver the commissary orders, including any 
Care Packs, on Thursdays. 

 
1. Upon receipt of their commissary order, inmates must sign the received 

portion of their order form, which is the authorization to withdraw the 
amount from the inmate's trust fund. 

 
F. If a shortage is noted in the order, Corrections Division personnel will so indicate 

on the order form. 
 

1. The Account Specialist will make the adjustments on Friday, and will 
cause the missing item to be delivered to the inmate on the following 
Thursday. 

 
2. All monetary adjustments involving Commissary orders will be made by 

the Account Specialist on the Commissary Books. 
 

G. Overages will be returned to the Account Specialist for distribution in accordance 
with jail policy. Inmates do not have the option to receive overages. 

 
H. In the event an inmate is released Wednesday or Thursday, after the orders are 

entered into the computer, the inmate has seven days from Thursday to pick up 
the their order. 

 
1. An inmate may fill out a property release form for a designated person to 

pick up the commissary order. 
 

2. If the inmate, or designated person, does not pick up the inmate's order 
within seven days, the order will be donated to a local charity. 
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3. Absolutely no refunds are given. 
 
V. COMMISSARY LIMITS 
 

A. Commissary and Care Pack limits will be set according to an inmate’s 
classification status. Commissary limits include both standard commissary orders 
and any Care Packs.  The following limits are placed on commissary orders: 

 
1. Minimum: $110 per week 
2. Medium (including Protective Custody and Special Needs): $80 per week 
3. Max 1: $35 per week 
4. Max 2: $20 per week 
5. Max 3: $15 per week 

 
B. Maximum-security inmates that are victims only and are not behavioral problems 

but must remain segregated may be reassessed by classification staff to have 
commissary order limits modified.  If the inmate's classification would normally 
be a medium, they will receive medium security spending limits.  Likewise, for 
inmates that would normally be minimum security, they will receive minimum 
security spending limits. 

 
VI. INDIGENT PACKAGES 
 

A. An indigent inmate is one that has a Commissary balance of three dollars or less. 
 

1. An indigent inmate who has enough funds to make a purchase of under 
$3.00 will be allowed to do so upon their written request. 

 
2. Should the inmate elect to purchase commissary items other than hygiene 

items in order to maintain an "indigent inmate" status, the pending 
commissary orders will be denied. The inmate is encouraged to purchase 
hygiene items. 

 
B. Indigent Packages shall be of two types: 

 
1. PRIMARY PACKAGES - Shall be given to all inmates at the time of 

booking. When these packages are signed for and received by the inmate, 
the receipt will become a part of the "A" file. The Primary Package shall 
contain: 

 
a. A receipt; 
b. One toothbrush; 
c. One tube of toothpaste; 
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d. Two bars of soap; 
e. One comb; 
f. Two envelopes; 
g. Four sheets of writing paper; and 
h. One pencil. 

 
2. SECONDARY PACKAGES - Shall be issued to deserving inmates on 

Commissary receiving days. Signatures are required on a receipt. Once 
signed, the receipt becomes part of the "A" file. Secondary packages shall 
contain: 

 
a. A receipt; 
b. One tube of toothpaste; 
c. Two bars of soap; 
d. Two envelopes; and 
e. Four sheets of writing paper. 

 
VII. INMATE WELFARE FUND INCOME 
 

A. The Inmate Welfare Fund is comprised of all monies accrued through the 
operation of the facilities commissary store, donations, and commissions received 
from inmate telephones. 

 
1. Profits generated from commissary sales, donations, and telephone 

commissions, will be deposited in the Inmate Welfare Fund and expended 
by the Inmate Welfare Fund Committee primarily for the benefit, 
education, and welfare of the inmates confined within the Mendocino 
County Jail. 

 
2. Inmate Welfare Fund revenue will be deposited with the Treasurer of 

Mendocino County in a separate trust fund entitled, "County Jail Inmates 
Welfare and Education Fund." 

 
B. The Inmate Services Coordinator will be responsible for inmate welfare property 

maintained within the Mendocino County Jail. 
 

C. The Sheriff's Administration Account Specialist will maintain a ledger account 
for the Inmate Welfare fund under the direction of the Inmate Welfare Fund 
Committee. The Inmate Welfare Fund will be audited biannually by the 
Auditor/Controller's Office to ensure compliance with standard accounting 
principles and practices. 
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1. All expenditures from the Inmate Welfare Fund will follow current 
guidelines as established by Penal Code Section 4025, the California Code 
of Regulations Title 15 Article 4 Section 1043, and the Mendocino County 
Sheriff's Office. 

 
VIII. ANNUAL REPORT OF INMATE WELFARE FUND EXPENDITURES 
 

A. Upon the Auditor's Office finalization of the previous fiscal year, an itemized 
report of all Inmate Welfare Fund expenditures will be prepared by the Sheriff's 
Administration Account Specialist, and submitted to the Sheriff for approval and 
transmission to the following: 

 
1. Superior Court Judges; 

 
2. Auditor; 

 
3. Mendocino County Grand Jury; 

 
4. Board of Supervisors; and 

 
5. Inmate Services Coordinator. 

 
IX. INMATE WELFARE FUND PROPERTY (Fixed Assets) 
 

A. Inmate Welfare Fund property (fixed assets) will be used solely for the benefit, 
education, and welfare of the inmates. 

 
X. INMATE WELFARE FUND EXPENDITURES 
 

A. All expenditures must be approved by an Inmate Welfare Fund Committee 
consisting of the: 

 
1. Administrative Services Manager; 

 
2. Corrections Division Commander;  

 
3. Civilian Representative; and the 

 
4. Sheriff. 

 
///  
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______________________ CLOTHING AND LINEN EXCHANGE _____________________ 
 
I. POLICY 
 

A. Facility clothing and linen will be issued and exchanged for all inmates to provide 
for inmate hygiene and clean living conditions as set forth in the California 
Administrative Code Minimum Jail Standards. 

 
II. GENERAL INFORMATION 
 

A. Once a week each inmate is allowed to turn in their issued laundry bag of soiled 
clothing.  Female underwear will be sorted and washed separately as needed. 
 
All issued items will be washed in the clothing bag, except for blankets and shoes. 
 

B. The initial issued items below will be provided at booking: 
 

1. Two Jumpsuit; 
 

2. One pair of shoes; 
 
3. One pair of Shower Shoes; 
 
4. Two pairs of socks; 

 
5. Two t-shirts; 

 
6. Two pairs of shorts (Four pairs of panties for females); 

 
7. Two nightgowns (females only); 

 
8. Two towels; 

 
9. Two sweatshirts; and 
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10. Two bras (females only). 
 

11. Three sheets; 
 

12. Two blankets; 
 

13. 1 Mesh bag 
 

 
III. LAUNDERING PROCESS 
 

A Inmates will be responsible for the care of, and will be held accountable for, all 
clothing, bedding, linen and towels issued to them.  

 
1. It will be the responsibility of each inmate to determine which articles of 

clothing and linen they wish to have laundered each week and placed into the 
issued mesh laundry bag. 

  
2. The nightshift Housing Deputy will inform the inmates to return to their 

assigned cells or dormitory for laundry to be collected.  
 

3. Each inmate will have their laundry bag of soiled clothing ready.  A knot will 
be tied at the neck of the bag by grabbing each side of bag and then tying it in 
two knots.  If inmates do not have their mesh bag prepared and ready for 
collection it will be considered a refusal.   

 
4. Female underwear will be sorted and laundered separately as needed. 

 
5. Staff will fill in the Linen and Clothing Exchange form with inmates name, 

cell #, bag #, and the staff’s identification number.  One page of the two page 
form will be kept on the floor deputy’s clip board. The second page will be 
placed on the Laundry Supervisor’s desk for the following morning. 

 
6. The bags will be forwarded to the laundry room in the laundry bins. 

 
7. Upon the arrival of the bags in laundry, inmate workers will zip-tie the bags 

under the knot of the neck of the bag to ensure that clothing will not come out 
during the laundering process. Excess plastic from the zip-tie will be cut off. 

 
8. After the bags are laundered, the Laundry Supervisor will ensure all the 

laundered bags are completed by reviewing the Linen and Clothing Exchange 
form and placed back in the tilt truck. 
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9.  Finished, laundered bags are then delivered back to the housing areas by staff     

using the same Linen and Clothing Exchange form that was used when the 
bags were first collected to be laundered. Staff will enter the criteria for the 
returned laundry.   Each inmate that turned in a laundry bag to be washed will 
receive their mesh bag and sign for it.  

  
11. Inmate workers shall be used, as necessary, in the collection and delivery of 

laundry. 
      
 
  

IV.    LAUNDRY COLLECTION/RETURN SCHEDULE 
 
A.  Designated housing units will collect and return laundry on the following schedule: 
 
     COLLECT       RETURN 
 

1.  Sunday  Modules A and B.   Monday 
2.  Monday  Module C    Tuesday 
3.  Tuesday  Module D and ISO, Wing One Wednesday 
4.  Wednesday  Wing Two and Three   Thursday 
5.  Thursday  Wing Four    Friday 

  
 B. Inmate workers will be issued clean sets of clothing daily, after the completion of their 

workday, such as: 
 
1. Kitchen workers  
2. Laundry workers 
3. Outside crews 

 
C.  Prior to returning the inmates mesh laundry bag to them, the Deputy will remove the   

         zip tie with the snippers. 
 
 
  V. SPECIAL CLOTHING 

 
A. If the facility does not have adequate clothing sizes, the Facility Supervisor may 

authorize inmates to wear their own personal clothes (for example: facility uniforms 
not large enough or special clothes prescribed by physician, etc.). 
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B. Special clothing shall be issued to those inmates who perform special work 
assignments such as food service and other specified work. 

 
1. Appropriate protective clothing and equipment (food service - hats, gloves, 

aprons, etc.) will be issued to inmates participating in special work 
assignments. 

 
2. Inmates assigned to work assignments outside the facility shall be provided 

with appropriate clothing and equipment by Department of Transportation 
personnel or by other agency personnel to whom the inmates are assigned. 

                                                                                                                                              
a. Unless work, climatic conditions, or illness necessitates more frequent 

clothing exchanges, outer-garments, except footwear, shall be 
exchanged once a week. 

 
b. Inmates assigned to special work assignments (food services, road 

crew, facility and grounds cleanup, etc.) will be provided appropriate 
clothing for their job assignment, and shall exchange on an as needed 
basis. 

 
 

VI.  BLANKETS / FOOTWEAR 
 

A.     Blankets will be exchanged every quarter, or as needed, and will be laundered every 
quarter or upon the release of the inmate. Blankets will be laundered prior to being 
reissued to another inmate. 

 
1. Inmates will be initially issued two blankets upon being housed and may      

receive a third blanket upon approved request. 
 
2. All blankets will be pulled to clean them during the months of: 
 
     a. February, May, August, and November. 

 
  3.   Footwear will be exchanged every quarter, or as needed, and will be laundered 

every quarter or upon the release of the inmate. All footwear will be laundered 
prior to being issued to another inmate. 
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VII. RELEASE OR TRANSFER 
 

a. Prior to an inmate's release or transfer from the facility, a Corrections 
Deputy will examine the inmate's cell or dormitory for malicious 
damage. The inmate will clean the cell or dormitory prior to release. 

 
b. If no action is required, the inmate will strip the bunk and bundle the 

balance of the linen, clothing, bedding, etc. 
 

c. The inmate carrying the bundle to the designated area of the facility by 
the escorting Corrections Deputy.  

 
d. Mattresses in Building One will be removed from the cell, cleaned and 

stored. Mattresses in Building Two will be cleaned and stored on the 
bunk. 

 
e. The clothing and linen will be inventoried and examined for malicious 

damage or shortages. Any damage or shortage will be brought to the 
attention of the Facility Supervisor. 

 
f. If there are no shortages or damage, the clothing, linen, and bedding 

will be placed in the soiled clothing cart to await transfer to the 
Laundry Room as soon as possible. 

 
g. Corrections Deputies will ensure that the inmate turns in all County-

issued clothing, linen, and bedding prior to being released. Inmates 
will not be allowed to leave the facility wearing county issued 
Mendocino County Jail clothing. 
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__________________________ LAUNDRY OPERATIONS ___________________________ 
 
I. PURPOSE: To establish procedures in order to provide an acceptable level of cleanliness, 

to identify the responsibilities of inmate laundry workers and the role of the Laundry 
Supervisor. 

 
II. POLICY: The Corrections Facilities will be inspected daily to ensure supplies are well 

stocked, cleanliness and sanitation is maintained, supplies are ordered as required and the 
maintenance of equipment is met. 

III. RESPONSIBILITIES: 

A. The designated Job Assignment Officer will keep track and maintain a list of 
sentenced inmates that are able to work laundry detail. 

B. The civilian Laundry Supervisor will utilize inmate workers for the laundering of 
all clothing garments, bedding, and kitchen rags. The Laundry Supervisor shall 
oversee laundry operations in the laundry room and conduct the following duties: 

1. Supervise inmate workers. 

2. Report safety or security hazards. 

3. Report equipment repairs needed. 

4. Report injuries immediately to Shift Supervisor. 

5. Maintain order; will assure that inmate workers adhere to established rules 
and guidelines of the Corrections Facility and that they do not disrupt 
Laundry Operations. 

6. Notify the Shift Supervisor of an unruly inmate and prepare an incident 
report outlining the problem. 

7. Train inmate workers on the operation of the Laundry Room. 
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8. Launder collected mesh laundry bags in accordance with laundry 
schedule. 

9. Stock the clothing and/or bedding shelves in the following areas: 

a. Women’s Jail 

b. Building Two Sallyport 

c. Building One. 

10. Keep inventory records on laundry supplies. 

a. All ordering will be processed through the Jail Accounts Specialist. 

11. Ensure safety and cleanliness of the Laundry Room. 

12. Mend and repair clothing and mattresses as required. 

13. Launder dirty unassigned mesh laundry bags and return to booking daily. 

IV. CONTAMINATED LAUNDRY 
 

A. The following is a complete procedure that shall be followed in the event that any 
laundry items (to include, but not limited to, items of clothing, items of bedding, 
and footwear) are identified as, or suspected of, being contaminated with any 
infectious material or vermin. 

 
1. The suspected items shall be placed in a water-soluble bag and then the 

water-soluble bag shall be placed in a red plastic bag and the outside of 
that bag shall be marked "Contaminated." 

 
a. Rubber gloves shall be worn whenever handling items suspected of 

being contaminated. 
 

b. Clothing items shall be bagged separate from bedding items. 
 

c. Blankets shall be bagged alone and separately from clothing and 
other bedding items. 

 
2. The bags containing the contaminated items shall be taken to the Laundry 

Room and given to the Laundry Supervisor for proper washing 
procedures.  
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a. If the Laundry Supervisor is not present, the bags shall be placed 
near the sinks in the Laundry Room and not mixed with other, 
uncontaminated, laundry items. 

 
3. Laundry personnel shall wash the bags containing the contaminated items 

using a normal wash cycle.  
 

a. Care will be taken in placing the bags in the washer. The Laundry 
Supervisor will immediately dispose of the outer red non-soluble 
bag in the outside garbage bin. 

 
B. EQUIPMENT - The following items shall be available at all times in Buildings 

One and Two: 
 

1. Water soluble bags, 
 

2. Red large non-water soluble plastic bags, and 
 

3. Rubber gloves. 
 

C. PRECAUTIONS - Precautions will be taken to prevent further contamination of 
clothing of persons during handling of suspected contaminated clothing. 

 
1. Corrections Deputies in charge of inmates handling such items shall pay 

particular attention to safe and responsible procedures to reduce the 
change of cross contaminations. 

 
2. All personnel, staff or inmates shall wash their hands and arms 

immediately after handling contaminated items or bags containing 
suspected contaminated items.  

/// 
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______________________ RECEPTION/INTAKE OPERATIONS _____________________ 
 

I. PURPOSE: To establish the responsibilities and ensure a systematic process for receiving 
arrestees and court commitments. 

II. POLICY: Corrections personnel shall legally receive all arrestees without unnecessary 
delay, ensuring the arrestees’ rights are met, and all steps of the Reception/Intake process 
are complete for the good order of the facility. 

III. DEFINTION: 

A. Arrestee – A person in custody by authority of law. 

B. Commitment – A person(s) ordered by the court to serve a jail sentence upon 
conviction of a crime. 

C. Inmate – A person confined/committed to the Mendocino County Jail. 

 

IV. PROCEDURE:  

A. SALLYPORT ENTRANCE 

1. The arresting/transporting officer(s) will request admittance into the 
sallyport by pressing the sallyport intercom or by using the radio. 
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2. Once the Control Deputy approves admittance, the arresting and/or 
transporting officer(s) will enter the sallyport area with the arrestee(s) and 
park under the overhang. 

3. Male and female arrestees shall be processed in Building One Sallyport. 

4. Prisoners must be handcuffed upon their arrival and entry into the 
Mendocino County Jail. 

5. Prisoners shall remain handcuffed until Corrections personnel authorize 
the removal of the handcuffs. 

 
6. When an officer brings a prisoner to the jail and receives an emergency 

call, the officer shall be allowed to drop off their prisoner to the custody of 
Corrections Personnel and leave the facility. Booking paperwork may be 
completed when the officer is able to return to the jail.  

B. SECURITY OF WEAPONS 

1. The arresting/transporting officers shall secure all weapons before the 
arrestees are removed from the vehicles. 

2. Exposed ammunition, batons, saps, etc. are not authorized in the secured 
areas of the facility. 

 

C. MEDICAL/MENTAL HEALTH PRE-SCREENING 

1. If medical and/or mental health problems arise during the transport 
process, the arresting/transporting officer(s) may contact the Mendocino 
County Jail at 463-4532 for advice and assistance. 

2. Medical staff will responsible for doing an initial assessment on each 
arrestee for suitability to be received into custody.  
 
1. At no time will an unconscious arrestee be accepted for booking 

into the facility. 
 

3. In the event the arrestee is refused admittance to the facility due to 
medical problems, the arresting/transporting officer(s) shall deliver the 
arrestee to an area hospital for examination or treatment. The 
arresting/transporting officer(s) must obtain a copy of the Emergency 
Room Record. This record indicates the arrestee has been seen and cleared 
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for Mendocino County Jail. It will contain medical instructions for further 
medical follow-up. 
 

D. Excited Delirium 
 
1. The term “Excited Delirium” refers to a condition in which an individual 

abruptly displays a change in mental state and behavior due to 
physiological changes within the body. Substance abuse and mental illness 
often accompany, induce, or augment this condition. In the law 
enforcement setting, episodes of excited delirium are often concluded by a 
struggle, physical restraint, and arrest. 
  

2. The condition of excited delirium is typically characterized by: 
 
1. Elevated respiration and heart rate; 
2. Hyperthermia(elevated body temperature) and/or profuse sweating; 
3. Paranoia; 
4. Disorientation; 
5. Agitation, violence, inexplicable behavior; 
6. Hallucination; 
7. Incoherent speech or shouting; 
8. Incredible strength or endurance; and/or 
9. Insensitivity to pain. 

 
3. When it is discovered that a person is going through excited delirium, 

admittance will be refused and a medical clearance shall be obtained. 
  

4. If physical restraint is necessary it is important to remember to minimize, 
if possible, the duration of any physical struggle. It is also important to 
maximize the restraint of limbs and minimize using weight on their torso.     

 
E. REMOVAL OF ARRESTEE FROM VEHICLE 
 

1. A Corrections Deputy will be present when receiving arrestees. 
 
2. Additional Corrections personnel shall be summoned when any 

arrestee/inmate is violent, combative, or is deemed to be a security or 
escape risk. Refer to Policy and Procedure 505.00 – Use of Force. 

 
3. Corrections personnel must be aware of how the arrestee is restrained; for 

example, handcuffed front or back, any leg restraints or in a WRAP. 
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4. No arrestee will be removed from a vehicle unless the arrestee is in 
restraints. If not restrained, ask the arresting/transporting officer(s) to do 
so, for safety reasons. 
 
a. If the arrestee is in a WRAP, the arresting agency will be responsible for 
removing the WRAP. If the person is combative, corrections personnel 
will assist the officer.   

 
5. If the arresting/transporting officer(s) is disrupting the receiving process, 

or otherwise escalating tension with the arrestee, the arresting/transporting 
officer(s) shall be directed to a separate area.  

 
F. VEHICLE EXTRACTION 
 

1. If it becomes necessary to extract an arrestee from a vehicle always 
summons assistance. 

 
2. During a vehicle extraction, remove the arrestee head first, when 

applicable. 
 

G. PROCESSING ARRESTEES/REMANDS 
 

1. The arresting/transporting officer(s) shall present the required paperwork 
as the legal authority under which the arrestee may be detained. 

 
2. Corrections personnel will retrieve local warrants and/or warrant abstracts 

from the AEGIS. Out-of-county warrants will be retrieved from the 
CLETS (QVC) computer screen. 

 
3. Corrections personnel will accept the arrestee only after the required 

booking paperwork is completed and presented by the 
arresting/transporting officer(s). Paperwork shall be in legible written 
form.  

 
1. If Corrections personnel cannot read the arresting officer’s writing 

on the pre-booking form, staff will ask the officer to re- write only 
the areas that are not legible. If the arresting officer refuses to 
accommodate the request, the arresting officer will be allowed to 
leave the facility when the intake process is complete. At this time, 
Corrections personnel will bring the matter to the attention of the 
Facility Supervisor.  
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4. In all misdemeanor arrests, the arresting/transporting officers must 
complete and sign the 853.6(I) P.C. portion of the Pre-Booking Record. 

 
5. The Corrections personnel that receive the arrestee will clearly write their 

name and ID #, with date and time of receiving the arrestee in the box 
marked “Receiving Officer.” 

 
6. Corrections personnel shall perform a thorough and systematic cursory 

search. Searches will be in the presence of the arresting/transporting 
officer(s). Refer to Policy and Procedure 2100.00 – Searches. 

 
7. The initial search will include, but not be limited to, taking custody of all 

personal effects and personal property (except clothing) in the possession 
of the arrestee. No bulk property will received from non-Sheriff’s Office 
personnel. Refer to Policy and Procedure 1601.40 – Receipt of Inmate 
Personal Property and Clothing. 

 
8. Corrections personnel will tell the arrestee/remands to remove all pierced 

jewelry and it will be placed into a plastic bag to be sealed. Refer to Policy 
and Procedure 1601.40 – Receipt of Inmate Personal Property and 
Clothing.  

 
9. Should an arrestee be in possession of medical marijuana, the Corrections 

personnel shall follow Policy and Procedure 1105.00 – Medical 
Marijuana.  

 
10. Recreational marijuana and alcohol in an arrestee’s possession will not be 

stored in their property bag. It will be discarded into the sewer system.  A 
notation will be made on the arrestee’s property sheet indicating that the 
marijuana and/or alcohol was discarded. 
 

11. Upon receiving an arrestee, any funds found on the arrestee will be 
immediately entered into the booking kiosk. Refer to Policy and Procedure 
1601.50 – Receipt and Disbursement of Inmate Funds. 

 
12. If the arrestee is in possession of any illegal item or substance, it will 

immediately be given to the arresting officer and an incident report 
completed. It will be the arresting/transporting officer(s) responsibility to 
add charges. 

 
13. Lawfully possessed items such as chemical agents (to include OC spray 

and mace) and mechanical devices commonly referred to as stun guns will 
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be accepted by Corrections personnel and placed into the arrestee’s 
property. 

 
14. Long knives (6 inch blade or longer) and machetes will not be accepted. 

 
15. All types of food will be discarded with the exception of commissary 

coming from another Correctional Facility. 
 

1. Inmates transferred from another Correctional facility will be given 
any unopened commissary items that are the same or similar to 
commissary items offered by this facility. 
 

2. Food items not offered on commissary by this facility will be 
discarded into the garbage. 

 
H. RECEIVING COMMITMENTS 
 

1. People are often scheduled by the various courts to turn themselves into 
the custody of the Sheriff, after sentencing, to begin serving their time. 

 
2. Commitments shall be taken to reception and processed as arrestees.  

 
3. Commitments, who report in while under the influence of alcohol and/or 

drugs, are to be accepted and placed in the appropriate area pending 
booking procedures. 

 
1. A urine sample will be collected as directed in P&P 1805.00 

Random Inmate Urinalysis. A report shall be generated. If the 
person is on informal probation, it will be sent to the Court of 
jurisdiction and the Probation Department if they are on formal 
probation or PRCS. 

 
2. 11550 H&S trained Corrections personnel shall perform an 

evaluation and if positive, will cause a crime report to be written.  
 

4. Persons who report to the Mendocino County Jail to do a commitment that 
report in later than the time designated on the commitment will be 
accepted, provided it is no longer than eight hours past the time of their 
commitment, or prior to midnight which ever comes first. No subject who 
reports in after the commitment date scheduled by the court will be 
received, and shall be referred back to the court and treated as a “Failure 
to Surrender.” 
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5. When the subject fails to appear the Corrections Records Clerk will 
process all documents and forward them to the Court of jurisdiction. 

 

6. When the subject appears at the jail to be processed without a commitment 
and we do not have supporting documents; the subject will be referred 
back to the Court to request a new commitment and surrender date. A “Jail 
Commitment Document Request” will be filled out and be given to them. 

I. RECEPTION HOUSING 

1. Corrections personnel will escort the arrestee/inmate to the most 
appropriate housing assignment. 

a. Arrestees who are a threat to their own safety or the safety of 
others due to their state of alcohol and/or drug intoxication may be 
placed in the Sobering Cell. Refer to Policy and Procedure 504.30 
– Sobering Cell 

b. Arrestees who are classified as suicidal, extremely destructive, 
violent, shows violent psychiatric disorders, or immediate threat to 
safety and/or security of other inmates, staff, facility and/or 
presents danger to safety of arrestee from other arrestees and/or 
inmates may be placed in the Safety Cell. Refer to Policy and 
Procedure 503.20 – Use of Safety Cell. 

c. Arrestees and/or inmates who are classified as general population 
and without special consideration criteria may be placed in a 
holding cell. 

d. Arrestees and/or inmates who are classified as requiring special 
housing considerations other than the Sobering Cell and the Safety 
Cell such as gang members or affiliates, developmentally disabled, 
physically disabled, protective custody, civil, persons with 
bloodborne pathogens, mentally disabled, special medical attention 
or a violent and heinous crime may require special housing 
considerations. 

2. Upon placement into a holding cell, arrestees will be issued an armband 
with their last name and first name. 

a. Arrestees placed in sobering cell or a safety cell will not be issued 
an armband. 
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3. Arrestees held in a holding cell longer than 24 hours will be provided an 
indigent package containing toothbrush, dentifrice, soap, comb, and will 
be given access to shaving implements.  

 
a. Hygiene items will be issued by the booking deputies at 0500.  
 
b. Arrestees in a holding cell will be given at least 30 minutes to take 

care of their personal hygiene. 
 
c. Booking deputies will then pick up all of the hygiene items from 

each arrestee, accounting for each item. 
 
d. The used hygiene items will be placed in the trash and not reused. 
 
e. Hygiene items will not be issued to arrestees in the sobering or 

safety cells. 

 /// 
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I. PURPOSE: To establish policy and procedure for processing arrestees into custody in 

an efficient manner.  
 
II. POLICY: Corrections personnel shall book all arrestees that are received into the jail 

facility. The booking process must respect the arrestee’s rights and comply with the 
California Penal Code, and California Code of Regulations. 

 
III. DEFINITION 

A. Arrestee – A person in custody by authority of law. 

B. Booking – A formal process for gathering data, fingerprints, and photographs from 
an arrestee. 

C. Inmate – A person confined/committed to the Mendocino County Jail. 

D. Sanction – An order by the judge of the Therapeutic Court for a participant to 
serve jail time for violating the terms of their agreement with the court. 

E. Civil Inmate – A person confined to jail for violating the order of a court /judge in 
a non-criminal case. 

IV. PROCEDURE 

A. VALID BOOKING AUTHORITY 

1. The arrest document presented by the arresting and/or transporting 
officer(s) is the legal authority under which a subject may be detained. The 
Booking Deputy will review these documents for content. 

2. The Booking Deputy must verify that the authorization for booking is for 
the individual received and be certain of the arresting officer(s) identity. 
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The arresting and/or transporting officer(s) will complete and sign a “Pre-
Booking Record” and a “Probable Cause Declaration” on non-warrant 
arrests. 

B. TYPES OF BOOKINGS 

1. ON-VIEW ARRESTS 

a. On-view arrests are also known as “open arrests.” They are 
warrantless arrests. This includes “citizen arrests.” 

2. WARRANT ARRESTS 

a. To be valid, an arrest warrant must contain the following 
information: 

(1) Name of accused; 

(2) Specific charge; 

(3) Warrant, Docket, or Court case number; 

(4) Amount of bail; 

(5) Date of issue; 

(6) City or County where issued; and the 

(7) Name of Judge  

b. For identity verification of the accused, the warrant should contain 
the additional following information: 

(1) Address and date of birth, driver’s license or vehicle license 
number, if known. 

(2) Violation date and citation number, if applicable. 

c. Prior to the booking of an arrestee who is being booked on two or 
less warrants charging a parking offense or a traffic infraction, the 
Booking Deputy musts ensure all provisions of Section 40304.5 of 
the California Vehicle Code have been met. 
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d. Booking Staff shall assure that the Sheriff’s Office dispatch center 
has been notified and the status of any local warrant served is 
updated in the CHIEFS warrant system. 

3. ABSTRACT & TELETYPE WARRANTS – 850 P.C. 

a. To be valid, an abstract teletype warrant must contain the following 
information: 

(1) The warrant number; 

(2) The charge; 

(3) The court or agency of issuance; 

(4) The subject’s name, address, and descriptions including all 
available identifying information; 

(5) The bail; 

(6) The name of the issuing Judge or authority; (In the case of a 
Mendocino County warrant received over the computer, this 
information will not be included.) 

(7) If the offense charged is a felony or misdemeanor;  

(8) If the offense is a misdemeanor, whether the warrant has 
been endorsed for “night service.” 

b. The abstract teletype warrant may also contain the following 
information: 

(1) Date of issuance; 

(2) Restrictions, if applicable; 

(3) Mandatory appearance, if applicable; 

(4) Miscellaneous information, if applicable; and 

(5) The requesting law enforcement agency and reference file 
number and/or contact person. 

4. CIVIL WARRANTS 
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a. To be valid, the civil arrest warrant must be “regular on its face” 
before service can be attempted. 

b. To be “regular on its face,” the warrant must meet the following 
criteria: 

(1) Issued by a court that has jurisdiction over the subject matter 
out of which the warrant arose; 

(2) Contain the usual court and action “titling”; 

(3) Name the person to be arrested and direct the officer to 
arrest the person; 

(4) State the nature of the contempt; 

(5) State the amount of bail; 

(6) State whether the warrant is endorsed for night service, per 
Section 840 P.C.; 

(7) Bear a date of warrant; 

(8) Bear the issuing court’s seal; and 

(9) Bear the signature of by the issuing judge, or more typically, 
the clerk of the court after the judge has ordered the 
warrant’s issuance. 

c. Refer to Policy and Procedure 1650.00 – Release/Transfer 
Operations for bail on civil arrest warrants. 

5. COMMITMENTS 

a. A commitment is a court order that defines a sentence that has been 
imposed. The commitment must contain the following information: 

(1) The court of jurisdiction; 

(2) Defendant’s name; 

(3) Conviction date; 

(4) Violation(s); 
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(5) Sentencing date; 

(6) Sentencing court; 

(7) Sentencing judge; 

(8) Sentence; 

(9) Conditions of sentence (i.e., concurrent/consecutive 
sentences, credit for time served);  

(10) Case or docket number; and 

(11) Surrender date and time. 

6. REMAND 

a. A remand is an order by a judge to place a person into custody. The 
“Notice of Sentence and Commitment” must contain the following 
information: 

(1) Issuing court; 

(2) Defendant’s name; 

(3) Case or docket number; 

(4) Charge(s); 

(5) Date, Time and Place of future appearance (if applicable); 

(6)  Sentence (if applicable) 

(7) Bail, if bailable offense; 

(8) Judge’s Name and 

(9) Date. 

b. When a defendant is remanded into the custody of the SHERIFF on 
an out-of-custody criminal matter during a regular court proceeding, 
the reasons may be, but are not limited to, the following: 

(1) Revocation of Probation; 

(2) Revocation of Bail; 
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(3) Violation of a Court Order; 

(4) Revocation of “Own Recognizance”; 

(5) Failure to make restitution; or 

(6) Commencement of sentence to county jail or state 
institution. 

c. In the event the above-mentioned information cannot be obtained at 
the time of the remand, the Transportation Unit supervisor will 
collect the required information.  

7. BAIL BOND SURRENDER – 1300, 1301 P.C. 

a. In order to surrender a subject on bail, written authority endorsed on 
a certified copy of the undertaking or a certified copy of the 
certificate of deposit must be delivered to the court or Judge before 
whom the defendant is required to appear, or to the custody of the 
SHERIFF for confinement in the county in which the defendant is 
required to appear. 

b. The defendant will be delivered to the court or Judge, within the 
proper county or city within 48 hours. If the 48-hour period 
terminates on a Saturday, Sunday, or holiday the defendant will be 
delivered to the court or Judge before noon on the next day 
following which is not a Saturday, Sunday or holiday. 

8. VIOLATIONS OF PROBATION – 1203 PC 

a. Persons may be booked on violations of summary or formal 
probation.  

b. An open Violation of Probation arrest requires either a Probable 
Cause Statement by the arresting officer or a pick-up order issued 
by the Probation Department. 

c. If the arrestee is on juvenile probation, the probation department 
makes the decision to file the case and has the authority to release. 

d. Out-of-county probation matters are the jurisdiction of the issuing 
court.  Local courts have no jurisdiction over out-of-custody 
probation matters.   
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e. All out-of-county summary probation matters will be cited to the 
originating county.  

(1) Staff will need to contact the county from which the 
probation originated in order to get citation information.  

9. VIOLATIONS OF POST RELEASE COMMUNITY SUPERVISON  
 
a.  3454 (c) PC "Flash incarceration" is a period of detention in county 

jail due to a violation of an offender's conditions of post-release 
supervision. The length of the detention period can range between 
one and 10 consecutive days. Flash incarceration is a tool that may be 
used by Probation. The Probation Officer will fill out the Flash 
Incarceration form with the date of release and any additional 
information regarding the detention. In this case, they are not going 
to Court. (State Parole has the same option under 3000.08 (e) PC) 

 
   b.  3455 (a) PC If Probation has determined, following application of its 

assessment processes, that intermediate sanctions are not appropriate 
Probation will petition to revoke and terminate post-release 
supervision. This booking will be going to Court. Probation will 
need to provide a probable cause statement and booking form.  

10. COUNTY PAROLE HOLDS – Sheriff’s Parole – 3081 P.C. 

a. Persons returned to custody for violation of county parole must be 
accompanied with an order suspending parole and return to custody 
completed by a county parole officer. 

11. IMMIGRATION AND CUSTOMS ENFORCEMENT (ICE) – 1325 
U.S.C. – See Policy and Procedure 1651.00 – Department of Homeland 
Security. 

12. OUT-OF-STATE WARRANT ARRESTS – 1551 P.C. 

a. All persons arrested and booked on out-of-state warrants must be 
booked pursuant to Penal Code Section 1551. This is not a warrant 
arrest. It is a reasonable cause arrest based on the out-of-state 
warrant. The complaint, if available, and any other informational 
documents received from the wanting agency will be attached to a 
court sheet and sent to the Transportation Unit supervisor.  

b. The arrestee shall be held in a no-bail status pending order of the 
local court. 
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c. The Transportation Unit supervisor will follow-up on this arrest and 
obtain a Teletype abstract complaint as in any other on-view arrest 
(1551.1 P.C., 825 P.C.). 

d. The Transportation Unit shall transport the inmate to court for 
arraignment. The Judge will give notice to the District Attorney of 
the out-of-state complaint. The District Attorney will immediately 
give notice to the out-of-state authority having jurisdiction of the 
offense. 

13. VIOLATION OF PROBATION  BY OUT-OF-STATE TRANSFERS 

a. If a probationer violates his/her out-of-state probation while being 
supervised locally, they may be booked into the jail. 

b. Probation Officers will provide booking staff with a Pre-Booking 
Record and a Probable Cause Declaration. 

c. The inmate will be booked under 1551.1 PC, 11177.1 PC and 
1203.2 PC. 

d. After the inmate is fingerprinted, a copy of the CLETS Livescan 
return and a booking photograph will be forwarded to the Probation 
Officer. 

14. OUT-OF-COUNTY  ARRESTS 

a. When an arrestee is accepted at Booking and has an out-of-county 
warrant(s) in addition to local charges, the arrestee will be advised 
of the right to be taken before a Judge of this county on the out-of-
county warrant per 821/822 P.C. and their right to a speedy trial in 
the wanting county per 1381 P.C.  

b. The arrestee shall be given a copy of  the  warrant abstract from the 
wanting agency. 

c. The Booking Deputy will complete the “821/822 P.C. Notification” 
form at the time of booking. 

d. If the arrestee wants to be taken before a Judge of this county, the 
Booking Deputy will process it like a normal arraignment. 

e. Notification for agency pickup will be done immediately following 
the inmate’s 821/822 P.C. hearing or upon completion of all local 
cases. 
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f. When an arrestee is booked solely on an out-of-county warrant and 
has not chosen to appear before a local Judge, per 821/822 P.C., the 
wanting agency will be notified immediately. 

1. In all cases in which the arrestee is being held on a 
misdemeanor warrant for an out of county agency, that agency 
shall be notified by teletype that the arrestee must be picked up 
prior to 2359 hours on the fifth day from when they became 
available for pickup. 

2.  If the arrestee is being held on a felony warrant for an out of 
county agency that is less than 400 miles from Ukiah, that 
agency shall be notified by teletype that the arrestee must be 
picked up prior to 2359 hours on the fifth day from when they 
became available for pickup.  If the wanting agency is more 
than 400 miles from Ukiah, the shall be advised the arrestee 
must be picked up no later than 2359 hours on the fifth court 
day from when they became available for pickup.  

3. When a person is arrested per  836 P.C. for an agency from 
outside Mendocino County, that agency shall be notified that 
the arrestee must be picked up as soon as possible and in time to 
meet the wanting jurisdiction’s arraignment requirement.  

15. PAROLE HOLDS – 2910 P.C., 3056 P.C., 3151 W&IC 

a. There are two ways a person will be booked for a violation of 
parole: 

(1) As a hold in addition to current charges; or 

(2) As a stand-alone hold. 

b. At the earliest convenience, a detainer must be obtained from the 
supervising parole unit. 

c. There is no judicial authority on a violation of parole. 

 

16. ADDITIONAL CHARGE(S) OR CHARGE(S) BEING DROPPED 

a. The Booking Deputy is authorized to receive information via the 
telephone regarding adding additional charge(s) or charge(s) being 
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dropped. It will be the Booking Deputy’s responsibility to obtain 
the following information: 

(1) Charge(s) to be added or dropped, 

(2) Require from the arresting officer an updated Probable 
Cause form, if needed; 

(3) Date and time information received; 

(4) Name and badge/ID number of officer requesting change. 

b. The Booking Deputy will update the booking record in the 
computer. 

c. In all cases, a facsimile must be received verifying the information 
received via the telephone. 

d.  Whenever a charge is dropped prior to arraignment, the computer 
generated “Detention Only” form shall be completed in accordance 
with Policy and Procedures section 1650.00 V 3.  

17. THERAPUETIC COURT SANCTIONS 

a. When Drug Court sanctions a defendant, it is not necessary to 
fingerprint the defendant. 

b. When booking these individuals, the Booking Deputy will use 
“Drug” as the charge code and place the case number on the 
warrant line. 

18. ARREST DOCUMENTATION 

a. The arresting or transporting officer will complete a Pre-Booking 
Record. The Pre-Booking Record must contain at least the 
following: 

(1) Name of arresting agency and report number; 

(2) Date and time of arrest; 

(3) Date and time of offense; 

(4) Location of crime and arrest; and 
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(5) The name(s) of the arresting and transporting officer(s); 

(6) Full name of arrestee, address, physical description, 
identification references, next-of-kin, employer, occupation, 
aliases, scars/marks/tattoos, an/or additional identification 
characteristics; 

(a) In the event proper identification of the arrestee 
cannot be obtained, (i.e. no ID, arrestee 
uncooperative, etc.), the arrestee will be booked 
under the fictitious name of “John Doe,” until and if 
a true identity can be made. The booking will be 
completed as if “John Doe” was the correct name 
and a court date for the next court day will be 
entered and recorded and subject will be taken to 
court. 

(b) The primary purpose of the Pre-Booking Record is 
to document required information, which may affect 
the custody status, bail, etc. of the arrestee and/or the 
arrestee release from custody. This document is 
required on all “On-View”, “Citizen’s”, and 
“Warrant” arrests. 

(7) Jurisdiction in which the offense was committed; 

(8) Charge(s), including code section(s), misdemeanor or 
felony, warrant number, offense definition, bail, citizen’s 
arrest, remand, commitment, removal order, etc.; 

(9) Addition information, if applicable; 

(10) Hold, probation/parole status, if applicable; 

(11) Vehicle disposition; 

(12) Reason citation release was denied, if the charge is a 
misdemeanor; 

(13) Signature of arresting officer; and 

(14) Name of Booking Deputy; 

b. The receiving deputy will write his/her ID # and the receiving date 
and time on the upper right hand corner of the form. 
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19. PROBABLE CAUSE DECLARATION 

a. The Probable Cause Declaration will be required on all felony and 
misdemeanor arrests that are not pursuant to a warrant, violation of 
parole or probation pick up order. 

b. The Booking Deputy will write the Inmate’s Master ID number on 
the upper left hand corner of the form. The initials and ID number 
of the Booking Deputy will then be placed in the upper right hand 
corner of the form. 

C. WHEN TO BOOK AN ARRESTEE 

1. Pursuant to 40304.5 Vehicle Code: Notwithstanding any other provision of 
law, whenever any person is taken into custody for bail to be collected on 
two or fewer outstanding warrants for failure to appear on a citation for a 
parking offense or a traffic infraction, the person shall be provided the 
opportunity immediately to post bail, and shall not be booked, 
photographed, or fingerprinted, nor shall an arrest record be made, when 
the amount of bail required to be paid on the warrant may be ascertained by 
reference to the face thereof or to a fixed schedule of bail, unless and until 
all of the following requirements have been exhausted: 

a. If the person has sufficient cash in his or her possession, that person 
shall be given the opportunity immediately to post bail with the 
person in charge of the jail or his or her designee. 

b. If the person does not have sufficient cash in his or her possession, 
that person shall be informed of his or her rights and given the 
opportunity to do all of the following: 

(1) Make not less than three completed telephone calls to obtain 
bail. The person shall be permitted the use of the sheriff’s 
office telephone to make not less than three completed local 
or collect long-distance telephone calls to obtain bail. 

(2) Have not less than three hours in which to arrange for the 
deposit of bail. 

2. No person may be housed in the general jail population prior to the 
provisions of this section, unless, a documented emergency exists and there 
is no reasonable alternative to such a placement. 
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a. The authorization must come from the Facility Supervisor and/or a 
Corrections Lieutenant. 

D. BOOKING PROCESS 

1. The following information will be obtained and documents completed at 
Booking, when applicable: 

a. Complete arrestee records check to include criminal history record 
(RAP) and as needed, send teletype requests for information; 

b. Update and/or complete the booking screens in the JALAN Record 
System; 

c. Telephone log; 

d. Complete classification interview; 

e. Search, inventory, and receipt arrestee’s personal property/clothing, 
valuables, and money; 

f. Shower and hair care (if necessary) for body lice, etc. with medical 
staff approval, will be provided at the Booking shower area, 
otherwise, an opportunity will be provided after housing 
assignment; 

g. Issue cell property bag, laundry bag, clean clothing, linen, care 
package, and an orientation pamphlet; 

h. Take fingerprints, palm prints, issue an armband, photograph; and 

i. Complete Inmate Court Appearance and enter arraignment dates, 
when applicable. 

2. Prior to housing, they will have completed all phases of the Booking 
process. 

E.  UNCOOPERATIVE ARRESTEE 

a. The Facility Supervisor will be advised of any person(s) 
uncooperative and unwilling to provide booking information. 

b. The arrestee may be temporarily housed in the appropriate pre-
housing cell, pending completion of the booking process. 



Corrections Division 1601.00 (14) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
_____________________________ BOOKING OPERATIONS ___________________________ 
 

 
 Revised: 07/11 

c. The Booking Deputy will request assistance when booking and/or 
moving any arrestee who is violent, combative, and/or is deemed to 
be a security, safety or escape risk. 

d. When an arrestee is unwilling to comply with the booking process, 
an Incident Report shall be written. 

e. Uncooperative arrestees unwilling to provide booking information 
shall be housed in Administrative Segregation, after a reasonable 
amount of time has lapsed. 

V. CONSULAR IMMUNITY/FOREIGN NATIONALS – 834C PC 
 

A. CONSULAR OFFICERS – A citizen of a foreign country employed by a foreign 
government and authorized to provide assistance on behalf of that government to 
that government’s citizens in a foreign country. Consular officers are generally 
assigned to the consular section of a foreign government’s embassy in 
Washington, D.C., or to consular offices maintained by the foreign government in 
locations in the United States. 

 
B. FOREIGN NATIONALS - Any person who is not a U.S. citizen may be in the 

United States legally or illegally. Lawfully permanent foreign nationals (e.g. 
aliens) have a resident alien registration card (INS Form I-551), commonly known 
as a “green card” or a foreign passport. 

 
1. In accordance with federal law, every peace officer, upon arrest and 

booking or detention for more than two hours of a known or suspected 
foreign national, shall advise the foreign national that he or she has a right 
to communicate with an official from the consulate of his or her country. 

 
2. In all cases, including those in which the detainee provides a State 

Department-issued identification card identifying them as Consular 
Officers, Corrections personnel shall verify the status with the U.S. 
Department of State without delay. 

 
3. Once the status is verified, consular officers may be arrested pending trial, 

only if the offense is a felony and that the arrest is made pursuant to a 
decision by a competent judicial authority (e.g. warrant). They can be 
prosecuted for misdemeanors, but remain at liberty, pending trial or other 
disposition of charges. 

 
4. Status verification on Foreign Nationals shall be completed by contacting 

the United States Immigration and Customs Enforcement (ICE). 
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5. Foreign Nationals are entitled to consular notification and access, 

regardless of their visa or immigration status in the United States. 
 

6. Corrections personnel do not need to ask everyone brought to the jail 
whether he or she is a foreign national. If you have reason to question 
whether the person is a U.S. citizen, you should inquire further about 
nationality. 

 
C. COUNTRIES REQUIRING MANDATORY NOTIFICATION OF CONSULAR 

OFFICERS. 
 

1. Those countries, as identified by the United States Department of State on 
July 1, 1999, under Article 36 of the Vienna Convention, are as follows: 
 
1. Antigua and Barbuda 
2. Armenia 
3. Azerbaijan 
4. The Bahamas 
5. Barbados 
6. Belarus 
7. Belize 
8. Brunei 
9. Bulgaria 
10. China 
11. Costa Rica 
12. Cyprus 
13. Czech. Republic 
14. Dominica 
15. Fiji 
16. The Gambia 
17. Georgia 
18. Ghana 
19. Grenada 
20. Guyana 
21. Hong Kong 
22. Hungary 
23. Jamaica 
24. Kazakhstan 
25. Kiribati 
26. Kuwait 
27. Kyrgystan 
28. Malaysia 
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29. Malta 
30. Mauritius 
31. Moldova 
32. Mongolia 
33. Nigeria 
34. Philippines 
35. Poland (nonpermanent residents only) 
36. Romania 
37. Russia 
38. Saint Kitts and Nevis 
39. Saint Lucia 
40. Saint Vincent and the Grenadines 
41. Seychelles 
42. Sierra Leone 
43. Singapore 
44. Slovakia 
45. Tajikistan 
46. Tanzania 
47. Tonga 
48. Trinidad and Tobago 
49. Turkmenistan 
50. Tuvalu 
51. Ukraine 
52. United Kingdom 
53. U.S.S.R. 
54. Uzbekistan 
55. Zambia 
56. Zimbabwe 

VI. PHOTOGRAPHS    

A. Upon completion of the booking process, the arrestee/inmate will be photographed 
for identification purposes. 

1.  A photograph will be taken of the arrestee/inmate while wearing their 
personal clothing. 

a. If personal clothing is unavailable, the person will be photographed 
while wearing an orange jail issue t-shirt. 

b. Additional photographs will be taken of the arrestee’s tattoos. 

2. Three copies of the booking photograph will be printed: 
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a. One photo will be affixed to the “A” file; 

b.  One photo will be affixed to the Classification File. 

c. One photo will be placed into the appropriate housing unit’s 
Commissary Identification Folder. 

VII. FINGERPRINTS 

A. One fingerprint and one palm print card will be completed on all persons booked 

1. The fingerprint card for the FBI and DOJ will not be completed under the 
following conditions: 

a. Crimes that are not recordable to the FBI or DOJ (refer to DOJ’s 
8715 Booklet); 

b. In-transit inmate/overnight housing; 

c. Civil inmates;  

d. Bail bond surrenders; and 

e. Continuing weekend commitments; and 

f. Therapeutic Court participants that are serving sanctions. 

2. The fingerprint card will be transmitted via Crossmatch Machine to 
Department of Justice with bookings as needed and the card will then be 
sent to Corrections Division Records for the use of the Mendocino County 
Sheriff's Office. 

3. Department of Justice will transmit, back to the Mendocino County Jail, 
Livescans on the arrestee that is fingerprinted. 

a. A Livescan confirmation will provide identification criteria; name, 
booking number (OCA), FBI/CII number and date it was submitted. 

b. The Livescan confirmation will advise Corrections personnel the 
name of the person that the fingerprints identified. 

c. The personal information in the jail booking computer records will 
be compared to the information on the Livescan confirmation and 
updated/corrected accordingly. 
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d. The Livescan confirmation will be placed into the classification file 
of those inmates not being immediately released. 

VIII. IDENTIFICATION WRISTBANDS 

A. All inmates will be issued an identification wristband and it will be attached 
around their left wrist during the booking process.  

1. Information contained on the wristband shall be:  

a. Last, first name and middle initial (printed); and 

b. “A” number. 

2. Wristbands shall be securely attached and not removed by the inmate. 

a. ORANGE – For those identified as “general population”. 

b. PURPLE – For those identified as having severe medical problems. 
Medical staff will advise Corrections personnel when to use the 
PURPLE wristband. 

c. YELLOW – For those identified as having severe mental health 
problems. Mental Health will advise Corrections personnel when to 
use the YELLOW wristband. 

IX. “A” FILES 

A. Once the Arrestee Record Check has been completed and positive identification 
has been made, an “A” file will be maintained at the inmates’ respective housing 
locations while they are in custody. 

1.  In addition to the original arrest paperwork, the following will be 
completed and placed into the A-File: 

a. Arrest Record Check; 

(1) The on duty supervisor’s initials on this form indicate the 
arrest file was reviewed and approved. 

b. Telephone record with inmate’s calls or waiver; 

c. Inventory and receipt of arrestee’s money, personal property and 
valuables. A receipt will be provided to the arrestee;  
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d. Teletype/information requests for Holds or I.C.E. status. 

e. A receipt for personal care items issued;  

2. Once a week the booking staff will review and update active “A” files. 

X. CLASSIFICATION FILES 

A. Classification records are initiated at booking with historical data, which includes 
past jail/prison experience, medical/mental health concerns, keep aways, gang 
affiliation or member, and heinous crimes. 

1. The inmates’ housing assignments are depended upon the historical data. 

B. An inmate’s classification file will be maintained in the Classification/Gang’s 
office, while they are in custody. 

C. Classification files shall be reviewed and updated by the Classification Deputies 
and the Facility Supervisor. (Refer to Policy and Procedure 501.00 – 
Classification.) 

/// 
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___________________________ FIELD BOOKING TEAM ____________________________ 
 
I. POLICY 
 

A. A Field Booking Team generally consists of four designated custody personnel 
adequately trained to conduct booking responsibilities at areas off site of the 
correctional facilities. 

 
1. Field Booking Teams may be comprised of two custody personnel when 

transportation and the actual guarding of arrestees will be handled by Field 
Services. 

 
B. The numbers of Field Booking Teams will be determined by the size and/or 

number of incidents taking place at any time. The decision to activate a Field 
Booking Team(s) will come from the Incident Commander(s). 

 
II. GENERAL INFORMATION 
 

A. The Corrections Sergeant is responsible for maintaining two Field Booking boxes 
with sufficient supplies to adequately process arrestees in the field. 

 
B. Field boxes shall be properly filled, locked and stored for use in the small 

conference room adjacent to the Corrections Sergeants' office. 
 

1. As items are used, they need to be immediately replaced as supervised by 
the Booking Team Leader. 

 
C. Individual Field Booking Teams shall consist of a maximum number of four with 

the minimum number of two, Corrections personnel assigned as follows: 
 

1. Two Booking Corrections Deputies, with one designated as the Booking 
Team Leader; and/or 

 
2. Two Corrections Deputies to handle transportation. 

 
D. Field Booking Box Contents: 

 
1. 1 ream Pre-Booking sheets 
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2. 1 ream Probable Cause sheets 

 
3. 1 ream Sobering Cell Observation Logs 

 
4. 20 manila file folders 

 
5. 1 package file folders labels 

 
6. 1 package carbon paper 

 
7. 20 9x11 inch manila envelopes 

 
8. 1 package white legal size envelopes 

 
9. 1 blue money storage bag 

 
10. 1 money receipt book 

 
11. 4 money receipt bags 

 
12. 1 bottle liquid hand soap 

 
13. 1 package paper hand towels 

 
14. 1 box alcohol wipes 

 
15. 10 large garbage bags 

 
16. 1 Polaroid Camera 

 
17. 6 packages #600 Polaroid film 

 
18. 2 clipboards 

 
19. 1 scissor 

 
20. 1 stapler 

 
21. 1 box staples 

 
22. 1 roll invisible tape 
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23. 5 ink pens 
 

24. 2 red markers 
 

25. 2 large black markers 
 

26. 1 red first aid kit 
 

27. 2 rolls toilet paper 
 

28. 3 CPR disposable mouth-barriers 
 

29. 10 feminine sanitary napkins 
 

30. 1 box rubber gloves 
 

31. 1 Porlean fingerprint pad 
 

a. To prolong the life of the fingerprint pad, pick this item up from 
the Corrections Sergeants' office immediately prior to leaving the 
corrections facilities. 

 
32. 1 package (10) flex cuffs 

 
33. 1 wire cutter 

 
 
/// 
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__________________ BOOKING DEPUTY JOB RESPONSIBILITIES ___________________ 
 
I. JOB DESCRIPTION 
 

A. Directly responsible for processing arrestees into custody and reception housing 
(Sobering, Safety, Holding Cells.) 

 
II. RELATION TO SYSTEM 
 

A. The Booking Deputy is under the direct supervision of the Facility Supervisor. 
 

B. Between coordinating activities and duties with other personnel assigned to the 
facility, the Booking Deputy also interacts with employees of other agencies 
transporting prisoners to the facility. The Booking Deputy represents the facility 
staff's first physical contact with the transportation officer and the arrestee. 

 
III. DUTIES 
 

A. The Booking Deputy's duties are as follows: 
 

1. Ensures maintenance of order and security in the Booking area; 
 

2. Conducts prescribed custodial and unclothed body searches; 
 

3. Observes arrestees’ physical condition and makes the determination for 
accepting arrestees into custody (with Facility Supervisor's direction); 

 
4. Ensures observance of facility rules covering the proper and safe storage 

of weapons by transporting officers; 
 

5. Prepares and submits appropriate reports on incidents which occur within 
the Booking area; 

 
6. Ensures assigned area is clean and free of hazards; 

 
7. Provides the transporting and/or arresting officer with the necessary 

assistance in dealing with the arrestee; 
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8. Ensures the inmate’s valuable property is removed from the inmate and is 

accounted for in the presence of the transporting and/or arresting 
officer(s); 

 
9. Ensures the inmate is properly dressed in Mendocino County Jail clothing; 

 
10. Completes security and welfare checks on those inmates housed within the 

Central Corridor (for example; Sobering, Holding, and Safety Cells); 
 

11. Ensures the inmate is properly photographed and fingerprinted, and all 
documentation obtained in the Booking process is furnished to the 
Booking Deputy; 

 
13. Escorts inmates as necessary; 

 
14. Conducts cursory body and carrying device searches on people entering 

the official visiting area of the facility (for example; attorneys, bail bonds 
people, and other non-law enforcement personnel who have been allowed 
access); 

 
16. Performs related duties as required (for example; Housing Deputy, Inmate 

Transportation Detail); 
 

17. Controls floor traffic to and from the Central Security Corridor; 
 

18. Executes emergency procedures in coordination with Corrections Division 
personnel assigned to the facility; 

 
19. Conducts periodic searches of the Public Lobby and Visiting area; 

 
20. Implements contingency plans in the event of emergencies such as major 

disturbances, fires, earthquakes, etc.; and 
 

21. Receives and assists in the processing of weekend commitments. 
///  
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_________________ INMATE PERSONAL PROPERTY AND CLOTHING ________________ 
 
I. POLICY: Inmate's personal property and clothing will be systematically received, recorded, 
controlled, and stored for safekeeping. Inmate's clothing will be cleaned, if required, to eliminate 
odors and vermin accumulation. 
 
II. DEFINITIONS 
 

A. Bulk Property - Refers to large articles such as musical instruments, suitcases, 
backpacks, tents, bicycles, etc. Items too bulky or numerous to be contained in the 
arrestee’s clothing pockets or purses. 

 
B. Personal Property - Inmate's valuables (wallets, purses, jewelry, etc.) and clothing. 

 
III. BULK PROPERTY 
 

A. Bulk items from persons arrested by any agency other than the Sheriff’s Office will 
not be accepted for safekeeping at any time by Sheriff's Office custody personnel, 
and shall remain the responsibility of the arresting agency. 

 
1. Only those items physically worn or in the pockets of an arrestee shall be 

received by custody staff as property storage and only at the time of booking. 
 
IV. ARRESTING OFFICER'S RESPONSIBILITY 
 

A. At the time the inmate is presented for booking, notify custody staff of the general 
description and location of the property. 

 
V. BOOKING DEPUTY'S RESPONSIBILITY 
 

A. Note the presence and storage location of such property in the Property Screen: for 
example; bulk property at Ukiah Police Department. 
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VI. RELEASING DEPUTY'S RESPONSIBILITY: 
 

A. Direct the released individual to contact the arresting agency to arrange for release of 
the stored property as described by that agency. 

 
VII. INMATE PROPERTY 
 

A. Property vs Evidence - There are laws and court decisions, which permit an arresting 
agency or investigating officer to seize an inmate's personal property for evidentiary 
purposes. 

 
B. After the inmate has been booked, the Government Code requires the Sheriff to 

issue a receipt for personal property, dispose of said property as the inmate directs, 
or by court order and return the remaining property to the inmate upon release from 
custody. 

 
C. Once an inmate has been booked and a property receipt issued, an arresting agency 

may recover the inmate's personal property as evidence without a competent court 
order. 

 
D. Release Of Property Requested By Field Personnel As Evidence – Property that has 

been booked as inmate's personal property that is not in a closed container (for 
example; briefcase, suitcase, etc.) may be released to the Deputy Sheriff or officer 
requesting the property. 

 
1. Property that is in a closed container will not be released unless the 

requesting Deputy Sheriff or officer has a valid search warrant allowing 
seizure. 

 
2. The Deputy Sheriff-Coroner or officer who has taken said property, after 

obtaining approval, becomes the custodian of said property. A completed 
property receipt indicating the items recovered will be made out and signed 
by the requesting Deputy Sheriff-Coroner or officer. The releasing staff 
member will also sign the form. Distribution of the form is as follows: 

 
a. One copy to the inmate; and 

 
b. Original to the inmate's "A" file. 

 
VIII. JEWELRY REMOVAL 
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A. At Booking, due to safety and security concerns, the Booking staff will tell the 
arrestee/inmate to remove all jewelry. 

 
B. If any jewelry cannot be removed by the arrestee/inmate during the Booking 

Process, the Booking Deputy will attempt removal. 
 

C. If it has been determined that an item of jewelry will not come off, the Booking 
Deputy shall notify the Facility Supervisor of the situation and request permission to 
cut off the piece of jewelry. 

 
1. Wedding rings will not be cut. 

 
2. Every effort must be made to remove any item of jewelry worn by an inmate 

before cutting it off (for example: soap and water, hand cleaner, etc.) 
 

D. With the Facility Supervisor’s approval, the Booking Deputy will retrieve the 
jewelry cutter and carefully remove the jewelry. 

 
1. The jewelry removal tools shall be kept in a secure place in the Booking 

areas of Building One and Building Two. 
 

E. Items of jewelry that were cut or removed from an inmate before or after the 
booking process will be placed in a sealed plastic bag. The inmate shall be given a 
Property Receipt and the items stored in the inmate’s assigned property bag. 

 
F. The Corrections Deputy who cut the item of jewelry will complete an incident report 

documenting the steps taken to remove the jewelry prior to cutting and the approval 
of the Facility Supervisor. 

 
IX. INTAKING OF PROPERTY 
 

A. The inmate’s personal clothing and property will be searched and jointly inventoried 
by the inmate and booking staff. 

 
B. The booking staff will accurately and completely describe and record all items of 

clothing and property on the property record. 
 

1. The number of the assigned property bag will be recorded at the top of the 
property record. 

 
2. The inmate will be required to sign the property record and will be given a 

copy. 
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C. The inmate’s property will be stored in a numbered mesh property bag. 

 
1. The inmate’s name and MID Number shall be clearly marked on a piece of 

paper inserted into the right pocket on the front of the bag. 
 

a. Any dangerous items (knives, weapons, etc.) contained in the bag 
shall be identified on this form.   

 
2. If the property exceeds the capacity of one bag, a second unnumbered bag 

will be used and attached to the first. 
 

a. If more than two mesh bags are required, the property shall be stored 
as bulk property in a large plastic trash type bag and the property 
record shall be altered to reflect a bulk property number ( 1000, etc.) 

 
D. At the conclusion of each shift, booking staff shall ensure that all property of 

inmates booked on the shift is secured in the property storage room. 
 

1. Property bags shall be hung on the corresponding numbered rack. 
 

2. Bulk property shall be stored on the designated shelves.  
 

3. Upon placement or removal of property bags, a notation will be made on the 
Property Tracking Log.  

 
a. Corrections personnel placing and/or removing inmate’s property 

from the property room shall fill out the “Property Sign In/Out” 
form, with the date, time, inmate’s name/master I.D.#, and the 
Corrections personnel’s name and I.D.#. The form will be kept on a 
clipboard in the property room. 

 
E. Clothing deemed by the medical staff to be infested with vermin shall be marked as 

such, bagged in a water soluble and red bag, and transferred to the laundry for 
cleaning, unless the inmate is due to be immediately released. 

 
1. Vermin infested clothing shall be cleaned, disinfected, placed in a sealed 

bag, and returned to booking for placement in the appropriate mesh bag. 
 

F. Property that is contaminated with urine, fecal matter, blood, or vomit will be 
disposed of by placing the property into a "red bag" and placing it into a hazardous 
material can located adjacent to the Transportation office.  
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1. Document the description of the property on the property record with the 

notation the property has been disposed of.  
 
2. Document the items disposed of and the reason in an incident report. 

 
3. The person whose clothes were disposed of will either be given clothing 

from excess clothing or can have clothing brought to the jail. 
 

X. SECURITY OF PROPERTY 
 

A. Personal property and/or clothing will not be removed from the Property Room 
except for the following reasons: 

 
1. Court order; 

 
2. The personal property and/or clothing is to be released to a person or agency 

designated by the arrestee/inmate; 
 

3. When the inmate is released from the custody of the Mendocino County 
Sheriff's Office; and/or 

 
4. When a special request is granted by the on-duty Facility Supervisor, and/or 

Corrections Sergeant. 
 

5. In accordance with Corrections Division, Policy and Procedure 1655.00 - 
Disposal of Unclaimed Property. 

 
B. Property sent to inmates through the mail, such as books, cards, periodicals, 

photographs, etc., will not be stored in the inmate’s property in the property room. 
 
XI. INMATE COURT CLOTHING 
 

A. Inmates will wear facility clothing for all court appearances, except trials when they 
may wear civilian clothing. 

 
B. Up to four sets of personal clothing will be accepted and stored in the designated 

cabinets in booking for jury trial purposes. 
 

1. All clothing items will be searched for contraband prior to storage. 
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C. In the case of longer scheduled trials, soiled clothing may be exchanged, on a one-
for-one basis, (for example, if visitors deliver pants, shirt, and suit coat, they must 
take an exchange of pants, a shirt and jacket [if any] in storage). 

 
1. The following items of clothing will not be accepted: 
 

a. Jewelry. 
 
b. Belts with large, heavy, or sharp buckles. 
 
c. Hats. 
 
d. High-top boots (above ankle). 
 
e. Topcoats or raincoats. 

 
D. Jury trial clothing will only be accepted from a representative of an attorney’s or 

investigators office. Booking staff will confirm the contact phone number for the 
office. 

 
1. The contact information will be noted on the paper identifying the clothes in 

the storage cabinet.  
 
2. Upon completion of the trial, the clothes will be bagged and clearly marked 

as to the responsible office. That office will be notified that the clothes need 
to be picked up as soon as possible. The date and time of notification will be 
noted on the bag. If not picked up within thirty days, the clothes will be 
treated as unclaimed property. 

 
3. Pro-Per inmates may be allowed to receive clothes from an alternate source 

with the approval of the Corrections Sergeant. 
 
XII. RECEIVING INMATE PERSONAL CLOTHING 
 

A. Personal clothing may be brought to the jail for an inmate that does not have 
clothing or the clothing that they do have is not proper for the weather conditions or 
the clothing they were arrested in no longer fits. 
 

B. The Booking Deputy will inventory and inspect the incoming clothing for 
contraband. 
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1. The Booking Deputy will immediately notify the Facility Supervisor if any 
contraband is discovered. 

 
C. The Booking Deputy will list accepted incoming clothing on the "Property/Update 

Record" on the computer and have the visitor sign a copy of the form for 
verification.  

 
D. The clothing will then be placed into the inmate's clothing bag. 
 

XIII. RELEASE OF INMATE PROPERTY 
 

A. An inmate may release all or part of their property. The following is the procedure 
for releasing the property 

 
1. Only when the person picking up the property arrives at the lobby, the 

inmate will be allowed to fill out the Property Release Form. 
 

2. The Booking Staff will then retrieve the property and verify the 
identification of the person picking up the property. Once the identification is 
verified, the property will be given to the person. The property release form 
will be signed by the person receiving the property and verifying deputy. A 
copy of the release form will be given to the person. 

 
3. The Booking Staff will then generate an updated property sheet that reflects 

the property that has been released and attach a copy of the release form to it.  
 
4. The inmate will receive a copy of the completed release form. 

 
XIV. DISPOSAL OF UNCLAIMED PROPERTY 
 

A. Procedure 
 

1. At least once during every six-month period, the Designated Sergeant will 
ensure:  

 
a. That all inmate property located in the Inmate Property Room, for 

which the owner cannot be identified, will be transferred to the 
unclaimed property storage area in the Building-Two Sallyport. 

 
b. Property that has been identified as belonging to an inmate that is no 

longer in our custody will also be transferred to the Unclaimed 
Property Storage area. 
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2. All property that is transferred to the Unclaimed Property Storage area will 

first be adequately placed in large brown paper bags. 
 

a. At the time the property is transferred, the date will be placed on the 
outside of the bag. 

 
B. Property Owner Identified 

 
1. When the owner of the unclaimed property can be identified, the Designated 

Sergeant will complete an "Inmate Abandoned Property List" and determine 
the inmate’s last known address. 

 
a. The Designated Sergeant will generate a Property Notification 

Letter: 
 

(1) The original letter will be mailed to the property owner 
notifying the person of a thirty-day period in which the 
property may be picked up. 

 
(2) The Designated Sergeant will maintain the yellow copy in a 

file. 
 

(3) The property list will be attached to the property bag. 
 

2. The property may be claimed by the inmate or other person designated by 
the inmate in writing, or a person possessing the notification letter. 

 
a. The property list will be removed from the bag and the notation 

“picked up by” and the receiving persons printed name will be 
entered on the form in the area titled “method of Disposal.” The 
person will then sign the form. 

 
(1) The completed form will be routed to the Designated 

Property Sergeant who will attach it to the yellow copy of the 
notification letter and forward both to jail records for filing in 
the inmate’s permanent file. 

 
C. Disposal Of Unclaimed Property 
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1. At the end of the thirty-day period, after approval by the Corrections 
Sergeant, all unclaimed property will be disposed of in the following 
manner: 

 
a. Clothing items of suitable appearance will be forwarded to the 

Laundry room to be washed, folded and returned to the Unclaimed 
Property Storage Room. Shoes will be sprayed with a disinfectant, or 
washed if appropriate, and forwarded to unclaimed property. 

 
b. Greatly soiled, torn, or otherwise inappropriate clothes and shoes will 

be discarded to the dumpster. 
 

c. Watches, rings and other small items, except disposable lighters, will 
be itemized and forwarded to General Services for sale at the county 
auction. 

 
d. The completed abandoned property list and notification letter copy 

will be filed in jail records. 
/// 
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_______________ RECEIPT AND DISBURSEMENT OF INMATE FUNDS ______________ 
 
I. POLICY 
 

A. The Mendocino County jail receives funds while receiving arrestees and by 
individuals depositing money for a specific inmate through the Smart Deposit 
Banking System program.  Smart Deposit Banking System can also be accessed 
through the Internet, by phone or in the jail lobby kiosk.  

 
B. Funds are dispersed when inmates are released. Funds are also released upon 

request of inmates for program fees, payments of bills, and to make purchases of 
authorized publications. 

 
1. The intent of this policy is not to create a banking system for the inmates 

and their families. 
 
C. The Canteen Manager Computer System is used for accounting of all inmate 

funds.  
 
II. DEFINITIONS 
 

A. Account Specialist - The member delegated the responsibility of maintaining key 
control over the final depository of funds collected, and final accountability of all 
funds. 

 
B. Booking/Housing Deputy - The member delegated the responsibility of ensuring 

the security and safekeeping of all funds collected during his or her shift. 
 

C. Cash - U.S. currency.  
 

D. Money Envelopes – Checks from other agencies are sealed in an envelope along 
with one copy of the deposit receipt.  
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E. Security Receptacle – A lock-box located in the Building One booking area 

designated as the final depository for any checks from other facilities collected 
during any given shift. 

 
H. Smart Deposit Banking System Kiosk- Kiosk machines located in intake, booking 

and the jail lobby that accept cash deposits for inmates.  The lobby kiosk also 
accepts credit cards. 

 
III. STAFF RESPONSIBILITY 
 

A. Corrections Deputy  
 

1. Any cash taken during the intake process will be deposited into the Smart 
Deposit Banking System kiosk.   

 
2. Checks written to an inmate from another county will be placed in the 

inmate’s file until the inmate is booked.  
  

3. When an inmate is booked into the system, the deputy or SST will make an 
entry into the Canteen Manager program.  The deputy will specify whether the 
deposit was cash from booking or a check.   

 
B. Facility Supervisor 

 
1. Controls the key of the money receptacle. 

 
C. Account Specialist 

 
1. The Account Specialist, or designated representative, will be delegated the 

responsibility of maintaining key control over the security receptacle. 
 

2. The Account Specialist, or designated representative, will ensure the 
contents of the security receptacle are removed and that all kiosk entries 
are accounted for, balanced, and posted in the Inmate Fund Account under 
the proper inmate's name and "Master ID" number. 

3. Excluding weekends and holidays, the Corrections Account Specialist 
shall collect envelopes placed in the Security Receptacle. 
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IV. PROCEDURE 
 

A. Booking Intake 
 

1. Upon receiving an arrested person, any cash will be deposited into the 
money kiosk, verified by the arresting officer and the receiving 
Corrections Deputy. If the arrested person is not impaired, the receiving 
Corrections Deputy will ask the person if the amount is correct. 

 
a. Cash under $5.00 will not be placed into the kiosk.  The money 

will be placed into the arrestee’s property and entered onto the 
arrestee’s property receipt during booking. 

 
b. Arrested persons disputing the amount shall be directed to resolve 

the issue with the arresting or transporting officer. 
 

2. The Smart Deposit Banking System kiosk will print two receipts.  One 
receipt will be taped to the booking sheet and placed in the file.  One 
receipt will go into the inmate’s property bag. 

 
B. Booking 

 
1. The Booking Deputy or SST will make an entry of the receipt from the 

kiosk receipt or check into the Canteen Manager program and give a copy 
of the receipt to the inmate. 

 
C. Housing Deputy 

 
1. If a money order is received in the mail for an inmate, it will be sent back 

to the sender and the envelope will be marked as refused. 
 

D. Account Specialist Accountability 
 

1. At the beginning of each scheduled workday, the Account Specialist shall 
pick up any checks from other counties from the Building One Main 
Detention Facility for daily accounting. 
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E. Commissary Transaction Report 
 

1. The Account Specialist or designated representative will run a report from 
Smart Deposit Banking System each morning that lists all of the monies 
deposited since the last posting.  The Account Specialist will record any 
funds into the Canteen Manager program that were deposited through the 
lobby kiosk or remotely into the Smart Deposit Banking System program.   

2. The Account Specialist will compare and balance the Smart Deposit 
Banking System report with the Canteen Manager Shift Close report.   

3. If a transaction appears on one report but not on the other, or if an amount 
was recorded incorrectly, the Account Specialist will investigate the 
reason and make the necessary changes. 

4. The Account Specialist will make a bank deposit one time per week of any 
checks that have been collected.  

 
F. Checkbook 

 
1. The Account Specialist will collect the check stubs from the jail each 

morning. 
 
2. A Withdrawal Listing will be generated and the check stubs will be 

matched to the report.   
 

G. Disbursement Of Inmate Funds 
 

1. When an inmate is released, their money will be returned via a debit card. 
 

a. Inmates released to another county or to state prison will receive a 
check. 

 
2. The releasing staff member will check the inmate's balance in the Canteen 

Manager program, release the inmate in the system and transfer the 
inmate's money onto a debit card. 

 
3. The staff member will issue the inmate a PIN number then complete the 

money release. 
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4. The staff member shall verify the debit card number on the debit card log, 
and then write in the inmate's name on the lines provided. 

 
 

5. All releases require the release of the inmate record within the Canteen 
System whether or not they have any funds. 

 
6. Money will not be released out of the Canteen system until the inmate is 

dressed and ready to leave the facility.  Debit cards will not be issued and 
left in inmate files prior to this time. 

 
7. In the event of a system failure with the debit cards, a check will be 

written for the inmate's funds. 
 

H. Release of Funds By Inmate 
 

1. Inmate funds will not be released to an individual for personal reasons.  
Once funds are placed on an inmate’s account, they will only be released 
for the following reasons: 

 
a. Release of funds to the Work Furlough Program for program fees; 

or 
 

b. Release of funds for the payment of bills (i.e.: mortgage, electric, 
water, garbage, etc.). 

 
2. In either case, the inmate will be required to complete a Property Release 

Form to release the funds. 
 

a. To release funds for the payment of bills, the inmate or their 
designee must produce the actual bill to be paid.  

 
(1) The intent of this policy is not to create a banking system 

for the inmates and their families. 
 
 

3. The inmate must then complete the Property Release Form authorizing the 
release of funds. 

 
4. The Accounts Specialist will verify the inmate’s funds, write a check to 

the billing company, and release the check to the authorized person. 
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5. An inmate may not transfer funds to another inmate without written 
approval of the Corrections Division Commander or designee. 
 

6. An inmate released from the correctional facility may not deposit funds to 
another inmate's account within thirty (30) days of release. 

 
7. An inmate may not release funds to any person who has been in custody 

within the last thirty days without written approval of the Corrections 
Division Commander. 

 
/// 
 



 1

Corrections Division  1650.10  
Policy and Procedure Manual  
Mendocino County Sheriff's Office 
 
Index as: Pre-Trial Release Services Effective: 1-2-2014  
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I. PURPOSE  

 
To establish a policy and procedure to provide evidence based method of assessing 
risk of pretrial inmates to be released and supervised in the community in-lieu of 
physical custody.  
 
To establish a method to provide information to the Court to make informed 
decisions on releasing inmates on O.R. or Supervised O.R.     

 
II. POLICY  

 
The Sheriff’s Office and justice system partners have adopted the Ohio Pretrial 
Assessment Tool to evaluate the level of risk an individual is to the community, risk 
re-offending and risk to fail to appear for a Court date. This tool was developed and 
validated by the University of Cincinnati, Division of Criminal Justice Center for 
Criminal Justice Research.  
 
This program will assess all inmates that were not released per PC 853.6 and were 
required to bail.  

 
III. INMATES NOT ELIGIBLE FOR PRETRIAL RELEASE   
 

A. The Mendocino County Sheriff’s Office Corrections Division will not 
release any inmate that fall under the following criteria. However, they will 
be assessed and the assessment results form forwarded to the Court:  
 
1. Violent offenses (convictions/present arrest) pursuant to PC 667.5 

(See Appendix 1)  
 

2. Serious offenses (convictions/present arrest) pursuant to PC 1192.7 
(See Appendix 2) 
 

3 Offenses listed on the AB109 Crime Exclusion List.  
(See Appendix 3) 
 

4 Charged with a violation of Formal Probation (only) 
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5 No bail status – Parole, PRCS, ICE Holds, Extradition Holds, In-
State Holds Out-of-County Holds, No Cite/No O.R. Warrants. 
 

6 A violation of an active Criminal Protective Order 
  

IV. PROCEDURE  
 

A.  The following will be the process of performing the assessment:  
 

1. The booking staff will place the files (“A” and Classification) of 
those inmates that are not released into a drawer marked “Pretrial”. 
 

2. Pretrial Staff begins the assessment process by reviewing the 
booking data and RAP sheet. Then will enter that information into 
questions 1 through 3 on the Pretrial Release Assessment Score 
Form. 
 

3. Pretrial Staff will conduct an interview with the inmate to gather 
the remaining information. Information gathered from the 
interview to complete questions 4 through 7 on the Pretrial Release 
Assessment Score Form.  

 
4. Pretrial Staff will then attempt to verify the information from the 

interview.  
 
  B. Process of disposition of final scores will be as follows: 

 
1. Low Risk – All inmates meeting the low risk criterion standard 

will be released on O.R. as authorized by the standing Superior 
Court Order.  
 
a. Conditions of the release is determined by the O.R. 

Condition Matrix (see Appendix 4) and documented on the 
O.R. form.  
 

b. The Pretrial Deputy will explain the O.R. terms and 
conditions and the inmate will sign the O.R. agreement. A 
copy of the agreement is sent to the Court.  

 
2. Moderate Risk – Inmates meeting the moderate risk criterion will 

remain in custody until arraignment and the results will be sent to 
the Court with recommendations on conditions of release as 
determined by the O.R. Conditions Matrix. The Court will make 
the determination on O.R. 
 

3. High Risk – Inmates meeting the high-risk criterion will remain in 



 3

custody. The results will be sent to the Court with the 
recommendation to retain in custody.  

 
 
 
V. SUPERVISION 
 

A. The Pretrial Release Correctional Deputy and the CCP funded Deputy 
Sheriff will be responsible for supervising people placed on the Pretrial 
Release Program.  
  

B. The core reason for supervision is ensure the person adheres to the terms 
and conditions of pretrial release. 
 

C. Maintain a mechanism to alert people placed in the program of their Court 
date.    
 
 

V. TECHNICAL AND ADDITIONAL CRIMINAL VIOLATIONS 
 

A. If a person on the pre-trial release program commits a violation of the 
terms of release, they will be arrested and taken into custody for 166.4 
P.C. and removed from the program. 
 

B. If a person on the pre-trial release program is arrested for a new criminal 
violation(s), they will also be booked for 166.4 PC and removed from the 
program.    

 
 

VI. MAINTENANCE of DATA BASE 
 

A.  The following will be tracked by the Pretrial Release Correctional Deputy:  
 
1.  Answers to the ORAS-PAT 7 questions 

 2.  Final scores on each assessment 
 3. Number of Failure to Appears 
 4.  New arrests  
 5. Number of technical violations 
 6. Average Daily Population 
 7. Average Length on Program 

 

VII. COMMUNICATION WITH JUSTICE PARTNERS 
 

A. In addition to the Court, the Pretrial Release Correctional Deputy will send 
the results of each assessment to the District Attorney, Public Defender, 
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and Probation.  
 

B. Once a person is put on the Pretrial Release Program, an entry into SRF 
including the person’s identifying information and applicable conditions.  
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Appendix 1 

Penal Code Section 667.5 

Enhancement of prison terms for new offenses because of prior prison terms shall be imposed as 
follows:  
(a) Where one of the new offenses is one of the violent felonies specified in subdivision (c), in 
addition to and consecutive to any other prison terms therefor, the court shall impose a three-year 
term for each prior separate prison term served by the defendant where the prior offense was one 
of the violent felonies specified in subdivision (c). However, no additional term shall be imposed 
under this subdivision for any prison term served prior to a period of 10 years in which the 
defendant remained free of both prison custody and the commission of an offense which results in 
a felony conviction. 

(b) Except where subdivision (a) applies, where the new offense is any felony for which a prison 
sentence or a sentence of imprisonment in a county jail under subdivision (h) of Section 1170 is 
imposed or is not suspended, in addition and consecutive to any other sentence therefor, the court 
shall impose a one-year term for each prior separate prison term or county jail term imposed 
under subdivision (h) of Section 1170 or when sentence is not suspended for any felony; provided 
that no additional term shall be imposed under this subdivision for any prison term or county jail 
term imposed under subdivision (h) of Section 1170 or when sentence is not suspended prior to a 
period of five years in which the defendant remained free of both the commission of an offense 
which results in a felony conviction, and prison custody or the imposition of a term of jail custody 
imposed under subdivision (h) of Section 1170 or any felony sentence that is not suspended. A 
term imposed under the provisions of paragraph (5) of subdivision (h) of Section 1170, wherein a 
portion of the term is suspended by the court to allow mandatory supervision, shall qualify as a 
prior county jail term for the purposes of the one-year enhancement. 

(c) For the purpose of this section, “violent felony” shall mean any of the following: 

(1) Murder or voluntary manslaughter. 

(2) Mayhem. 

(3) Rape as defined in paragraph (2) or (6) of subdivision (a) of Section 261 or paragraph (1) or 
(4) of subdivision (a) of Section 262. 

(4) Sodomy as defined in subdivision (c) or (d) of Section 286. 

(5) Oral copulation as defined in subdivision (c) or (d) of Section 288a. 

(6) Lewd or lascivious act as defined in subdivision (a) or (b) of Section 288. 

(7) Any felony punishable by death or imprisonment in the state prison for life. 

(8) Any felony in which the defendant inflicts great bodily injury on any person other than an 
accomplice which has been charged and proved as provided for in Section 12022.7, 12022.8, or 
12022.9 on or after July 1, 1977, or as specified prior to July 1, 1977, in Sections 213, 264, and 
461, or any felony in which the defendant uses a firearm which use has been charged and proved 
as provided in subdivision (a) of Section 12022.3, or Section 12022.5 or 12022.55. 

(9) Any robbery. 



 6

(10) Arson, in violation of subdivision (a) or (b) of Section 451. 

(11) Sexual penetration as defined in subdivision (a) or (j) of Section 289. 

(12) Attempted murder. 

(13) A violation of Section 18745, 18750, or 18755. 

(14) Kidnapping. 

(15) Assault with the intent to commit a specified felony, in violation of Section 220. 

(16) Continuous sexual abuse of a child, in violation of Section 288.5. 

(17) Carjacking, as defined in subdivision (a) of Section 215. 

(18) Rape, spousal rape, or sexual penetration, in concert, in violation of Section 264.1. 

(19) Extortion, as defined in Section 518, which would constitute a felony violation of Section 
186.22 of the Penal Code. 

(20) Threats to victims or witnesses, as defined in Section 136.1, which would constitute a felony 
violation of Section 186.22 of the Penal Code. 

(21) Any burglary of the first degree, as defined in subdivision (a) of Section 460, wherein it is 
charged and proved that another person, other than an accomplice, was present in the residence 
during the commission of the burglary. 

(22) Any violation of Section 12022.53. 

(23) A violation of subdivision (b) or (c) of Section 11418. The Legislature finds and declares 
that these specified crimes merit special consideration when imposing a sentence to display 
society’s condemnation for these extraordinary crimes of violence against the person. 

(d) For the purposes of this section, the defendant shall be deemed to remain in prison custody for 
an offense until the official discharge from custody, including any period of mandatory 
supervision, or until release on parole or postrelease community supervision, whichever first 
occurs, including any time during which the defendant remains subject to reimprisonment or 
custody in county jail for escape from custody or is reimprisoned on revocation of parole or 
postrelease community supervision. The additional penalties provided for prior prison terms shall 
not be imposed unless they are charged and admitted or found true in the action for the new 
offense. 

(e) The additional penalties provided for prior prison terms shall not be imposed for any felony 
for which the defendant did not serve a prior separate term in state prison or in county jail under 
subdivision (h) of Section 1170. 

(f) A prior conviction of a felony shall include a conviction in another jurisdiction for an offense 
which, if committed in California, is punishable by imprisonment in the state prison or in county 
jail under subdivision (h) of Section 1170 if the defendant served one year or more in prison for 
the offense in the other jurisdiction. A prior conviction of a particular felony shall include a 
conviction in another jurisdiction for an offense which includes all of the elements of the 
particular felony as defined under California law if the defendant served one year or more in 
prison for the offense in the other jurisdiction. 
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(g) A prior separate prison term for the purposes of this section shall mean a continuous 
completed period of prison incarceration imposed for the particular offense alone or in 
combination with concurrent or consecutive sentences for other crimes, including any 
reimprisonment on revocation of parole which is not accompanied by a new commitment to 
prison, and including any reimprisonment after an escape from incarceration. 

(h) Serving a prison term includes any confinement time in any state prison or federal penal 
institution as punishment for commission of an offense, including confinement in a hospital or 
other institution or facility credited as service of prison time in the jurisdiction of the 
confinement. 

(i) For the purposes of this section, a commitment to the State Department of Mental Health as a 
mentally disordered sex offender following a conviction of a felony, which commitment exceeds 
one year in duration, shall be deemed a prior prison term. 

(j) For the purposes of this section, when a person subject to the custody, control, and discipline 
of the Secretary of Corrections and Rehabilitation is incarcerated at a facility operated by the 
Division of Juvenile Justice, that incarceration shall be deemed to be a term served in state prison. 

(k) (1) Notwithstanding subdivisions (d) and (g) or any other provision of law, where one of the 
new offenses is committed while the defendant is temporarily removed from prison pursuant to 
Section 2690 or while the defendant is transferred to a community facility pursuant to Section 
3416, 6253, or 6263, or while the defendant is on furlough pursuant to Section 6254, the 
defendant shall be subject to the full enhancements provided for in this section. 

(2) This subdivision shall not apply when a full, separate, and consecutive term is imposed 
pursuant to any other provision of law. 
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Appendix 2 
Penal Code Section 1192.7. 

(a) (1) It is the intent of the Legislature that district attorneys prosecute violent sex crimes under 
statutes that provide sentencing under a “one strike,” “three strikes” or habitual sex offender 
statute instead of engaging in plea bargaining over those offenses.  
(2) Plea bargaining in any case in which the indictment or information charges any serious felony, 
any felony in which it is alleged that a firearm was personally used by the defendant, or any 
offense of driving while under the influence of alcohol, drugs, narcotics, or any other intoxicating 
substance, or any combination thereof, is prohibited, unless there is insufficient evidence to prove 
the people’s case, or testimony of a material witness cannot be obtained, or a reduction or 
dismissal would not result in a substantial change in sentence. 

(3) If the indictment or information charges the defendant with a violent sex crime, as listed in 
subdivision (c) of Section 667.61, that could be prosecuted under Sections 269, 288.7, 
subdivisions (b) through (i) of Section 667, Section 667.61, or 667.71, plea bargaining is 
prohibited unless there is insufficient evidence to prove the people’s case, or testimony of a 
material witness cannot be obtained, or a reduction or dismissal would not result in a substantial 
change in sentence. At the time of presenting the agreement to the court, the district attorney shall 
state on the record why a sentence under one of those sections was not sought. 

(b) As used in this section “plea bargaining” means any bargaining, negotiation, or discussion 
between a criminal defendant, or his or her counsel, and a prosecuting attorney or judge, whereby 
the defendant agrees to plead guilty or nolo contendere, in exchange for any promises, 
commitments, concessions, assurances, or consideration by the prosecuting attorney or judge 
relating to any charge against the defendant or to the sentencing of the defendant. 

(c) As used in this section, “serious felony” means any of the following: 

(1) Murder or voluntary manslaughter; (2) mayhem; (3) rape; (4) sodomy by force, violence, 
duress, menace, threat of great bodily injury, or fear of immediate and unlawful bodily injury on 
the victim or another person; (5) oral copulation by force, violence, duress, menace, threat of 
great bodily injury, or fear of immediate and unlawful bodily injury on the victim or another 
person; (6) lewd or lascivious act on a child under 14 years of age; (7) any felony punishable by 
death or imprisonment in the state prison for life; (8) any felony in which the defendant 
personally inflicts great bodily injury on any person, other than an accomplice, or any felony in 
which the defendant personally uses a firearm; (9) attempted murder; (10) assault with intent to 
commit rape or robbery; (11) assault with a deadly weapon or instrument on a peace officer; (12) 
assault by a life prisoner on a noninmate; (13) assault with a deadly weapon by an inmate; (14) 
arson; (15) exploding a destructive device or any explosive with intent to injure; (16) exploding a 
destructive device or any explosive causing bodily injury, great bodily injury, or mayhem; (17) 
exploding a destructive device or any explosive with intent to murder; (18) any burglary of the 
first degree; (19) robbery or bank robbery; (20) kidnapping; (21) holding of a hostage by a person 
confined in a state prison; (22) attempt to commit a felony punishable by death or imprisonment 
in the state prison for life; (23) any felony in which the defendant personally used a dangerous or 
deadly weapon; (24) selling, furnishing, administering, giving, or offering to sell, furnish, 
administer, or give to a minor any heroin, cocaine, phencyclidine (PCP), or any 
methamphetamine-related drug, as described in paragraph (2) of subdivision (d) of Section 11055 
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of the Health and Safety Code, or any of the precursors of methamphetamines, as described in 
subparagraph (A) of paragraph (1) of subdivision (f) of Section 11055 or subdivision (a) of 
Section 11100 of the Health and Safety Code; (25) any violation of subdivision (a) of Section 289 
where the act is accomplished against the victim’s will by force, violence, duress, menace, or fear 
of immediate and unlawful bodily injury on the victim or another person; (26) grand theft 
involving a firearm; (27) carjacking; (28) any felony offense, which would also constitute a 
felony violation of Section 186.22; (29) assault with the intent to commit mayhem, rape, sodomy, 
or oral copulation, in violation of Section 220; (30) throwing acid or flammable substances, in 
violation of Section 244; (31) assault with a deadly weapon, firearm, machinegun, assault 
weapon, or semiautomatic firearm or assault on a peace officer or firefighter, in violation of 
Section 245; (32) assault with a deadly weapon against a public transit employee, custodial 
officer, or school employee, in violation of Section 245.2, 245.3, or 245.5; (33) discharge of a 
firearm at an inhabited dwelling, vehicle, or aircraft, in violation of Section 246; (34) commission 
of rape or sexual penetration in concert with another person, in violation of Section 264.1; (35) 
continuous sexual abuse of a child, in violation of Section 288.5; (36) shooting from a vehicle, in 
violation of subdivision (c) or (d) of Section 26100; (37) intimidation of victims or witnesses, in 
violation of Section 136.1; (38) criminal threats, in violation of Section 422; (39) any attempt to 
commit a crime listed in this subdivision other than an assault; (40) any violation of Section 
12022.53; (41) a violation of subdivision (b) or (c) of Section 11418; and (42) any conspiracy to 
commit an offense described in this subdivision. 

(d) As used in this section, “bank robbery” means to take or attempt to take, by force or violence, 
or by intimidation from the person or presence of another any property or money or any other 
thing of value belonging to, or in the care, custody, control, management, or possession of, any 
bank, credit union, or any savings and loan association. 

As used in this subdivision, the following terms have the following meanings: 

(1) “Bank” means any member of the Federal Reserve System, and any bank, banking 
association, trust company, savings bank, or other banking institution organized or operating 
under the laws of the United States, and any bank the deposits of which are insured by the Federal 
Deposit Insurance Corporation. 

(2) “Savings and loan association” means any federal savings and loan association and any 
“insured institution” as defined in Section 401 of the National Housing Act, as amended, and any 
federal credit union as defined in Section 2 of the Federal Credit Union Act. 

(3) “Credit union” means any federal credit union and any state-chartered credit union the 
accounts of which are insured by the Administrator of the National Credit Union administration. 

(e) The provisions of this section shall not be amended by the Legislature except by statute passed 
in each house by rollcall vote entered in the journal, two-thirds of the membership concurring, or 
by a statute that becomes effective only when approved by the electors. 
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Appendix 3 
AB 109 Exclusion List 

 
 
Final Crime Exclusion List Code Section 
Administering stupefying drugs to assist in commission of a felony  PC 222 

Battery against a juror PC 243.7 
Gassing of a peace officer or local detention facility employee  PC 243.9 
Abduction or procurement by fraudulent inducement for prostitution  PC 266a 

Purchasing a person for purposes of prostitution or placing a person for immoral purposes  PC 266e 
Sale of a person for immoral purposes  PC 266f 
Pimping and pimping a minor  PC 266h 

Pandering and pandering with a minor  PC 266i 
Procurement of a child under age 16 for lewd or lascivious acts  PC 266j 
Felony child abuse likely to produce great bodily injury or death  PC 273a 

Assault resulting in death of a child under age 8  PC 273ab 
Felony domestic violence PC 273.5 

Poisoning or adulterating food, drink, medicine, pharmaceutical product, spring, well, reservoir, or 
public water supply  

PC 347 

Felony physical abuse of an elder or dependent adult  PC 368b 

Brandishing firearm or deadly weapon to avoid arrest  PC 417.8 
Unlawfully causing a fire that causes an inhabited structure or inhabited property to burn  PC 452 
Felony stalking  PC 646.9 
Solicitation for murder  PC 653f(b) 

Possession of a firearm by a prohibited person  PC 12021/12021.1 
Possession of an explosive or destructive device  PC 12303.2 
Escape PC 4532 
Possession of a controlled substance while armed with a firearm  HS 11370.1 
Evading a peace officer by driving in a willful or wanton disregard for safety of persons or property VC 2800.2 

Evading a peace officer causing death or serious bodily injury VC 2800.3 
Hit and run driving causing death or injury VC 20001 
Felony driving under the influence causing injury  VC 23153 

Felony convictions with a Penal Code Section 186.11 enhancement PC 186.11 
Bribing an Executive Officer PC 67 
Executive or Ministerial Officer Accepting a Bribe PC 68 

Bribing a Legislator PC 85 
Legislator Excepting a Bribe PC 86 
Judicial Bribery PC 92/93 
Peace Officer Intentionally Planting Evidence PC 141 
Local Official Accepting a Bribe PC 165 

Misappropriation of Public Funds PC 424 
Embezzlement of Public Funds PC 504/514 

Conflict of Interest by Public Officer or Employee GC 1090/1097 
Taking Subordinate Pay GC 1195 
Destruction of Documents GC 1855 
Public Official Who Aids and Abets Voter Fraud EC 18501 
Assault on a Peace Officer PC 245(d) 

Persuading, Luring, or Transporting a Minor Under 13 PC 272(b) 
Employment of Minor to Sell Controlled Substance HS 11353 
Employment of Minor to Sell Controlled Substance HS 11354 
Use of Minor to Transport/Possess/Possess for Sale HS 11380(a) 
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Employment of Minor to Sell Marijuana HS 11361(a)(b) 
Brandishing Firearm in Presence of Peace Officer PC 417(c) 

Brandishing Firearm or Deadly Weapon to Resist Arrest PC 417.8 

Vehicular Manslaughter While Intoxicated PC  191.5 (c) 
Knowningly Exposes Someone to HIV HS 120291 
Knowningly Facilitates the Collection of Wrongfully Attributed DNA Specimines PC 298.2 
Wrongful Use of DNA Specimines PC  299.5 

Criminal Gang Activity PC 186.22 
Street Gang Activity PC 186.26 
Gang Registration Violation PC  186.33 
Possession or Importation of Horse Meat PC 598c 
Sale of Horse Meat PC 598d 

Manufacture/Dsitribution of False Documents for Citizenship Purposes PC  113 
Use of False Documents for Citizenship Purposes PC 114 
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Appendix 4 

Condition Matrix for Pretrial Release Program 
 
 

Category of crime    Conditions to be imposed 
 
Theft Crimes 

 
Submit to search of your person, property, residence, vehicle or any container under your 
control, at any time, day or night, by a peace officer (with or without a warrant of arrest, 
search warrant, reasonable or probable cause, your then presence or your then consent) 
for the purpose of determining compliance with these conditions for release. 
 
Totally refrain from the use, control, or possession of any controlled substance unless 
with a current prescription from a licensed physician.  Do not possess any narcotic 
paraphernalia nor knowingly associate with anyone who has ever been convicted of any 
criminal offense involving these substances, nor anyone unlawfully using or selling 
controlled substances, without permission of the court.  No Proposition 215 marijuana 
recommendations allowed. 
 
Do not enter or be on the premises of ______________, located at ___________. 
 
Obey all laws, ordinances, and legal regulations. Report to Court as directed to do so. 
 
 
Possession of stolen item 
Submit to search of your person, property, residence, vehicle or any container under your 
control, at any time, day or night, by a peace officer (with or without a warrant of arrest, 
search warrant, reasonable or probable cause, your then presence or your then consent) 
for the purpose of determining compliance with these conditions for release. 
 
Obey all laws, ordinances, and legal regulations. 
Report to Court as directed to do so. 
 
Possession of illegal drugs 

 
Submit to search of your person, property, residence, vehicle or any container under your 
control, at any time, day or night, by a peace officer (with or without a warrant of arrest, 
search warrant, reasonable or probable cause, your then presence or your then consent) 
for the purpose of determining compliance with these conditions for release. 
 
Totally refrain from the use, control, or possession of any controlled substance unless 
with a current prescription from a licensed physician.  Do not possess any narcotic 
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paraphernalia nor knowingly associate with anyone who has ever been convicted of any 
criminal offense involving these substances, nor anyone unlawfully using or selling 
controlled substances, without permission of the court.  No Proposition 215 marijuana 
recommendations allowed. 

 
Obey all laws, ordinances, and legal regulations. Report to Court as directed to do so. 
               
Under the influence of drugs 

 
Submit to search of your person, property, residence, vehicle or any container under your 
control, at any time, day or night, by a peace officer (with or without a warrant of arrest, 
search warrant, reasonable or probable cause, your then presence or your then consent) 
for the purpose of determining compliance with these conditions for release. 
 
Totally refrain from the use, control, or possession of any controlled substance unless 
with a current prescription from a licensed physician.  Do not possess any narcotic 
paraphernalia nor knowingly associate with anyone who has ever been convicted of any 
criminal offense involving these substances, nor anyone unlawfully using or selling 
controlled substances, without permission of the court.  No Proposition 215 marijuana 
recommendations allowed. 
 
Applicable only for Moderate Risk O.R.’s:  Actively participate in a 12 Step or other 
approved self-help programs and maintain a log of your attendance.  
Attend _________ meetings per week, and provide proof of attendance at subsequent 
court appearances. 
 
Submit and pay for a test of your blood, breath, or urine for the purpose of determining 
compliance with these conditions for release. 
       
Obey all laws, ordinances, and legal regulations. 
Report to Court as directed to do so. 
 
Alcohol involved in offense 

 
Submit to search of your person, property, residence, vehicle or any container under your 
control, at any time, day or night, by a peace officer (with or without a warrant of arrest, 
search warrant, reasonable or probable cause, your then presence or your then consent) 
for the purpose of determining compliance with these conditions for release. 
  

 
Totally refrain from the use or possession of any alcoholic beverage and not knowingly 
enter into any place of business or location where alcohol is the primary item of sale or 
use (e.g. bars and liquor stores).  Do not ingest or use any item containing alcohol. 
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Applicable only for Moderate Risk O.R.’s:  Actively participate in a 12 Step or other 
approved self-help programs and maintain a log of your attendance.  
Attend _________ meetings per week, and provide proof of attendance at subsequent 
court appearances. 
 
Do not drive unless licensed and insured. 
 
Do not operate any motor vehicle with any measurable amount of alcohol/controlled 
substance in your blood.  No Proposition 215 marijuana recommendations allowed. 
 
Submit and pay for a test of your blood, breath, or urine for the purpose of determining 
compliance with these conditions for release. 
  
Obey all laws, ordinances, and legal regulations. 
Report to Court as directed to do so. 

 
 

Crimes with an identifiable victim 
 

Do not own, possess, have control over, transport, carry, or have in your residence at any 
time any firearm or any other item which could reasonable be considered as a dangerous 
or deadly weapon pursuant to Penal Code Section 16590.  
 
Submit to search of your person, property, residence, vehicle or any container under your 
control, at any time, day or night, by a peace officer (with or without a warrant of arrest, 
search warrant, reasonable or probable cause, your then presence or your then consent) 
for the purpose of determining compliance with these conditions for release. 
 
 
Do not contact, molest, threaten, or disturb the peace of: 
_____________________________________________________________ 
 
Stay at least _________ yards away from: ___________________________ 
 
Reside at: ___________________________________ until further order of the court. 
  
Obey all laws, ordinances, and legal regulations. 
Report to Court as directed to do so. 
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Financial/ fraud crimes/computer 
 

Do not possess any checks other than a paycheck.  
  
Maintain no accounts on which a check can be drawn. 
  
Do not own or possess any credit cards or access cards not in your name. 
  
Do not operate computer equipment 
 
Obey all laws, ordinances, and legal regulations. 
Report to Court as directed to do so. 
  
  
Vehicular/traffic 

 
Comply with all Department of Motor Vehicle regulations with respect to operating any 
motor vehicle. 
 
Do not drive unless licensed and insured. 
  
Obey all laws, ordinances, and legal regulations. 
Report to Court as directed to do so. 
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I. PURPOSE: To establish a policy and procedure for releasing inmates in an expeditious 

manner. 
 
II. POLICY: All inmates to be released under legal authority shall be released in an expeditious 

manner to ensure inmates are not detained any longer than required by law. As defined in 
Penal Code Section 646.9, Corrections personnel shall notify a victim/witness of an 
inmate’s pending release, escape or transfer to another facility. 

 
III. DEFINITIONS 
 

A. PERMANENT RELEASE - A permanent release occurs when all charges pending 
in this or other jurisdictions have been satisfied. 

 
B. TEMPORARY RELEASE - A temporary release is for a limited time, which is 

specified by the court, Probation Department, or the Sheriff. 
 
IV. INMATES PROHIBITED FROM RELEASE  
 

 The Mendocino County Sheriff’s Office Corrections Division shall not discharge or 
release any of the following persons: 

 
1. A person known to have active tuberculosis; or 

 
2. A person who the medical staff has reasonable grounds to believe has active 

tuberculosis. 
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B. These transfers or discharges shall occur only after directions and treatment plans 
have been received from the local health officer as set forth in the Health and Safety 
Code Section 121361. 

 
V. PERMANENT RELEASES: These releases are authorization to release an inmate from 

custody permanently, on the charge(s) specified by the court document and the Penal Code. 
 

A. 849 P.C. 
 

1. When an arrest is made without a warrant by a peace officer or private 
person, the person arrested, if not otherwise released, shall, without 
unnecessary delay, be taken before the nearest or most accessible 
magistrate in the county in which the offense is triable, and a complaint 
stating the charge against the arrest person shall be laid before such 
magistrate. 

 
2. Any peace officer may release from custody, instead of taking such person 

before a magistrate, any person arrested without a warrant whenever: 
 

a. That peace officer is satisfied that there are insufficient grounds for 
making a criminal complaint against the person arrested; 

 
b. The person arrested was arrested for intoxication only, and no 

further proceedings are desirable; or 
 

c. The person was arrested for only being under the influence of a 
controlled substance or drug and such person is delivered to a 
facility or hospital for treatment and no further proceedings are 
desirable. 

 
3. Any record of an 849 P.C. arrest shall include a record of release. 

Thereafter, such arrest shall not be deemed an arrest, but a detention only.  
 
4. In any case, where a person is arrested and released and no accusatory 

pleading is filed charging him with an offense, any record of arrest of the 
person shall include a record of release. The arrest shall not be deemed an 
arrest, but a detention only. 

 
5. Corrections personnel must complete a computer generated “Detention 

Certificate” form: 
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a. A copy goes to: 
1) The inmate being released; 
2) The inmate’s “A” file; and   
3) Criminal Records. 
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B. BAIL (815, 1268, 1269 (a and b) P.C.) 
 

1. Every inmate may be admitted to bail, with the exception of those arrested 
for “Capital Crimes” or those denied by the courts for the following reasons: 

 
a. There is probable cause that bail, security, or deposit paid was 

feloniously obtained, also known as a PC 1275 Bail Hearing; 
 

b. A positive identification of the subject is pending; or 
 

c. The warrant is “no bail” or an open charge is listed in the bail 
schedule as “no bail” (i.e. 1203.2 P.C). 

 
2. Civil arrestees may only bail with cash.  
 
3. Bail may be accepted in two forms – cash or bail bonds. 

 
a. Cash bail must be by: 

 
(1) Cash; 
(2) Cashier Check 
(3) Certified Bank Check or 
(4) Money Order 
 

b. Cashier check, certified bank check or money orders are made out to 
the court having jurisdiction over the case. 

 
c. Bail posted in cash shall be receipted in the name of the individual 

putting forth the cash. 
 

(1) If the bailing party is someone other than the inmate, then 
that person’s name and address goes on the receipt. 

 
(2) The exception is if the bail is to be forfeited to the court in 

lieu of personal appearance, the receipt is to be made out in 
the name of the inmate. 

 
4. A bail bond must be an authorized, unexpired bond of an amount equal to 

the amount of the bail set by the court of jurisdiction. 
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a. A bail bond must be posted by a licensed bondsman. 
 

b. A bail bond must be delivered to the Mendocino County Jail by a 
licensed bondsman or bonded courier. 

 
5. Inmates released prior to arraignment by way of bail shall be given a date 

to appear in the court of jurisdiction. 
 

a. Court dates will be determined from guidelines set forth by the 
District Attorney’s Office and the courts. 

 
C. BAIL ON APPEAL 

 
1. Upon conviction, a person may petition the court to post an appeal bond. The 

bond qualifications are the same as described in Penal Code Section 1277 
through 1279.  

 
D. PROPERTY BOND (1298 P.C.) 
 

1. In lieu of a deposit of money, the defendant or any other person may deposit 
bonds of the United States or of the State of California of the face value of 
the cash deposit required, and these bonds shall be treated in the same 
manner as a deposit of money or the defendant or any other person may give 
as security any equity in real property which they own, provided that no 
charge is made to the defendant or any other person for the giving as security 
of any equity in real property. 

 
2. A hearing, at which witnesses may be called or examined, shall be held 

before the magistrate to determine the value of the equity and if the 
magistrate finds that the value of the equity is equal to twice the amount of 
the cash deposit required they shall allow the bail. 

 
3. Once the property bond is accepted by the court, documentation will be 

made on the court paperwork releasing the inmate on the property bond. 
 

E. BAIL REINSTATEMENT 
 

1. Bail reinstatement is a procedure where the court of jurisdiction has 
reinstated and ordered the person released of a bail that was previously 
posted. 
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a. Documentation will be made by the court on the court paperwork 
authorizing the inmate’s release. 
 

F. PROMISE TO APPEAR – 853.6 P.C. – PRE-TRIAL RELEASE 
 

1. A person arrested for an on-view misdemeanor offense may be released from 
custody on a signed “Promise To Appear” in court at a specified time and 
date if that person meets all established criteria (refer to 853.6(i) Penal Code 
Sections 1-9). 

 
2. If the person arrested has numerous previous “Failure to Appears,” that 

person may not be suitable for a Pre-Trial Release (PTR). 
 

a. A check of the criminal history (RAP) will be made to ensure that no 
parole or probation holds are in effect and to ensure the arrestee does 
not have a history of violations involving drugs, weapons, violence, 
or felony convictions, which would change the status of a current 
misdemeanor charge to a felony charge. 

 
(1) In the event only a manual RAP is available, a check of the 

“A” file will be made prior to initiation of a PTR to ensure a 
prior conviction does not change a misdemeanor to a felony. 

 
(2) The Booking Deputy shall be responsible for running the 

RAP and conducting the “A” file check as applicable.  
 

3. Extensive Failure to Appear history shall be excluded from the Pre-trial 
Release process, such as: 

 
a. Three or more violations of 40508(a) CVC or 853.6 PC that are not 

indicated as cleared on the CLETS printout; or 
 
b. Any un-adjudicated violations of 1320(a) PC or 1320 (b) PC.  

 
4. There must be no immediate danger to the community if released. Any 

violation of 242 PC that involved domestic violence shall be excluded from 
consideration for Pre-Trial Release. 
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5. Defendants booked on misdemeanor bench warrants issued by all 

Mendocino County Superior Courts may be cited to appear if they meet all 
established requirements (refer to 827.1 PC). 

 
a. The defendant is able to prove by valid California Driver’s License 

or other reliable means of identification that the defendant is a bona 
fide resident of the State of California and has a permanent resident 
address within this state or can successfully show a genuine intent to 
reside in this state shall be considered. 

 
6. Warrants shall be attached to the original copy of the release form and 

forwarded to Superior Court of California, County of Mendocino, 
Courtroom – Ukiah. 
 

7. Any Pre-Trial Release on a warrant arrest shall be at the discretion of the 
issuing magistrate. The magistrate shall indicate on the warrant, DO NOT 
CITE, if the subject is not to be released. The amount of bail on the warrant 
will not be part of the criteria for release. 

 
a. The Facility Supervisor will review all such releases and record their 

initials and I.D. number on the bottom of the forms. 
 

8. Three copies of the “Promise To Appear” form will be generated from the 
computer. 

 
a. One copy is given to the inmate; and 
 
b. Two copies are placed into the inmate’s “A” file. The “A” file will 

be sent to the Corrections Division Records Clerk. 
 

(1) That Records Clerk will send a copy of the “Promise To 
Appear” form to Court of Jurisdiction. 

 
9. Court dates will be determined from guidelines set forth by the District 

Attorney’s Office and the courts. 
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G. OWN RECOGNIZANCE (O.R.) 
 

1. The courts may release an inmate on their own recognizance. The inmate 
will be required to sign a “Promise to Appear” form, be advised not to leave 
the State, agree to waive extradition, and be advised of the possible 
consequences of failure to appear as ordered. 

 
2. Penal Code Section 1318 (a) (1 through 5) sets forth the criteria for the 

release of an inmate from custody, in lieu of posting a bail.  
 

H. RELEASE TO PAY FINE (1205 (b) P.C) 
 

1. Anyone, including the inmate, may post cash in the amount of the fine set by 
the courts. 

 
2. Money orders, certified checks, traveler’s checks in the exact amount of the 

fine, made payable to the court of jurisdiction may be accepted to satisfy the 
fine.  

 
3. Upon depositing the amount and signing the required documents, the inmate 

shall be released from custody. 
 

I. MODIFICATION OF SENTENCE 
 

1. Inmates may, through their Attorney, Probation Officer or by placing 
themselves on the court calendar, petition the court for a modification of 
their sentence. The petition, if granted, may result in an inmate being time 
served earlier than the original sentenced that was ordered. 

 
J. BOOK AND RELEASE 
 

1. A book and release occurs when a person is ordered by the court or the 
District Attorney to be booked into custody to establish an arrest record, and 
immediately released to appear with a date and time.  
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2. Two copies are made of the Book/Release letter: 

 
a. The original will be returned to the inmate to forward to the District 

Attorney’s Office, as proof of being booked and released. 
 

b. The two copies shall be forwarded to the Corrections Division 
Records Clerk.  

 
K. DEPARTMENT OF HOMELAND SECURITY (DHS) 
 

1. Inmates born outside the United States who have a DHS warrant will be 
released to the DHS/ICE authorities once all local charges are completed. 

 
a. Should the DHS drop the HOLD, the inmate will be released after all 

local charges and/or jail sentence is served. 
 

L. PRISON 
 

1. Inmates that have been convicted of a crime and ordered by the court to 
serve a sentence in a California Department of Corrections and 
Rehabilitation or are returning to prison will be transported by the 
Corrections Division Transportation Unit as soon as the proper paperwork 
has been completed and authorization has been granted by the prison. 
 
a. Commitment Packet – Paperwork that is required by CDCR for 

inmates that have been convicted and sentenced by the court to serve 
a specific amount of time in prison for the criminal offense they 
committed. 

 
b. CDCR Form 1018 “Notice of Return to Prison” – Used for returning 

parole violators to prison. 
 
2. All of the inmate’s personal property will be sent with the inmate, and not 

stored at the jail. 
 

M. RELEASE ACCELERATED 4024.1 P.C. 
 

1. Accelerated releases per 4024.1 P.C. are court authorizations in order to 
relieve overcrowding of all inmates, under the following circumstances: 
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a. There must be overcrowding beyond the rated bed capacity of the 
facility; 

 
b. Releases can be no more than thirty days early or ten percent of an 

inmate’s sentence; 
 

c. Inmates nearest their dates must be released first; and 
 

d. The total number of inmates released pursuant to this section shall not 
exceed a number necessary to balance the inmate count and actual bed 
capacity. 
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N. RELEASE TO OTHER AGENCY 

 
1. An inmate held on another agency's warrant (en route bookings), with no 

local charges pending, may be released to an agency without other 
documents. 

 
2. To ensure consistency on all shifts the following shall be observed: 

 
a. Once an inmate becomes "en route", (for example; no local charges 

and falls within the guidelines of 821 and 822 Penal Code), the 
responsible agency shall be notified immediately via teletype, once 
court procedures are completed. 

 
b. The teletype shall inform the responsible agency of the date and time 

of the last day for pick up. 
 
c. The last date and time for pick up will be entered into the inmate’s 

event screen. 
 

d. The date and time listed shall be five (5) days, from the date and time 
the inmate became "en route."  

 
(1) Felony – if the law enforcement agency requesting the arrest 

is more than 400 miles from the county in which the 
defendant is held in custody, the requesting law enforcement 
agency will have 5 court days, excluding holidays and 
weekends, to take custody of the defendant.  

 
(2) Felony/Misdemeanor – if the law enforcement agency 

requesting the arrest is less than 400 miles from the county in 
which the defendant in held in custody, will have 5 calendar 
days to take custody of the defendant. 

 
3. Any time an inmate is released due to the expiration of the pickup time, the 

person authorizing the release will ensure the responsible agency is notified 
via teletype and a copy is filed in the inmate's "A" file as a permanent record. 

 
O. TIME SERVED 
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1. An inmate sentenced to a term to be served in the county jail per the courts, 
and that term having expired, will be released as time served. 

 
VI. TEMPORARY RELEASE 
 

A. COURT ORDER 
 

1. Courts of competent jurisdiction may order the temporary release of an 
inmate for, but not limited to, a temporary pass, pre-sentence evaluations, or 
hospitalization. 

 
2. Inmates released temporarily for these purposes will be entered into the 

events section of the jail computer system. Comments will be entered in 
order to provide all Corrections personnel information concerning the release 
including: 

 
a. Date/time the inmate is to be released; and, 
 
b. Date/time the inmate is to return.  

 
B. ESCAPE (4532 P.C.) 
 

1. An escape is a willful attempt or unauthorized leaving of a prisoner under 
jail or prison custody, or the willful failure of a prisoner to return from a pass 
at a prescribed time designated by the courts, probation and/or custody.  

 
2. When it is determined that an inmate has escaped, they will be processed out 

of the computer system as a release with their charge disposition processed 
as an escape.    

 
C. MEDICAL TREATMENT (4011.5 P.C.) 
 

1. An inmate, without a court order, may be taken to a medical facility within 
the county for special treatment, tests, etc., not to exceed forty-eight (48) 
hours. The inmate will be re-housed in the computer and a notation of their 
location will be made.  

 
D. MENTAL HEALTH TREATMENT (4011.6 P.C.)  

 
1. An inmate without a court order may be taken to a mental health facility for 

a 72-hour treatment and evaluation pursuant to Section 5150 of the Welfare 



Corrections Division 1650.00(13) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
______________________ RELEASE/TRANSFER OPERATIONS ______________________ 
 

 

 Reviewed: 11/19 

and Institution Code. The inmate will be re-housed in the computer and a 
notation of their location will be made. 

 
E. OUT-OF-COUNTY HOUSING 
 

1. An inmate may be temporarily housed under contractual arrangement and/or 
court order in another jurisdiction if circumstances dictate (i.e.: 
overcrowding, medical treatment, facility security/operations, etc.). The 
inmate will be re-housed in the computer and a notation of their location will 
be made. 

F. PROBATION PASS (1203.1(a) P.C.) 
 

1. The Probation Officer or designee may, for purposes preparatory to the 
inmate’s return to the community, allow an inmate to be released from 
custody for up to three (3) days. 

 
2. All release authorizations will be documented by the Probation Officer or 

designee, and forwarded to the Corrections Division. 
 

G. REMOVAL ORDER 
 

1. An inmate may be removed from the Mendocino County Jail on a removal 
order by another county. 

 
2. For the removal order to be valid it must contain: 

 
a. The inmate’s name, date, and time the person is due in court, and the 

reason; 
 
b. The name of the agency requesting the removal, the agency where 

the inmate is to be removed from, and the issuing judge’s signature; 
and 

 
c. A stamp “Filed” with the Court of the County requesting the 

removal. 
 

H. SHERIFF’S PAROLE (3074 P.C.) 
 

1. Inmates sentenced to 30 days county jail time or more may be granted 
Sheriff’s Parole pursuant to the regulations adopted by the Mendocino 
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County Board Of Parole. (Refer to Policy and Procedure 1803.00 – Board of 
Parole Commissioners Rules and Regulations.)  
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I. SHERIFF’S PASS (4018.6 P.C.) 
 

1. The Sheriff or designee may, under certain circumstance such as a “family 
emergency” or “preparation for return to the community,” allow an inmate to 
be released from custody for up to seventy-two (72) hours.  

 
a. Inmates requesting a pass under 4018.6 P.C. will be required to fill 

out an Application for Pass form.   
 

(1) The Facility Supervisor will review the form, interview the 
inmate and either grant or deny the pass. 

 
(2) The Facility Supervisor will fill out the Application for 

Release from Custody (4018.6 PC) form checking the box 
for temporary release from custody. 

 
(a) The Facility Supervisor will sign the bottom of the 

form authorizing the temporary release. 
 

(3) The releasing Corrections Deputy will go over the form with 
the inmate, advising them of the consequences for failing to 
re-surrender. 

 
(4) The Corrections Deputy will have the inmate sign the form 

along with the date and time. 
 

(5) The Corrections Deputy will then sign the form and give the 
inmate the yellow copy of the form. 

 
(6) The original copy of the form will be placed in the inmate’s 

“A” file.  
 

(7) Inmates given a pass for a family emergency under 4018.6 
P.C. will be placed in interrupted sentence in the jail 
computer. 
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2. Inmate workers assigned to Wings Two and Three may receive an early 

release under 4018.6 PC. 
 

a. Early release calculations are as follows: 
 

(1) Worked 1 – 5 days…….1 day early release. 
(2) Worked 6-10 days……..2 day early release. 
(3) Worked 11-15 days……3 day early release. 
 

3. Inmate workers that used 4018.6 time for a pass will have this time 
subtracted from the early release calculations. An inmate can only use the 
4018.6 P.C. early release calculations once, for a maximum of 3 days, either 
through a pass or subtracted from the inmate’s release date, but not both. 

 
4. Inmates on the Work Furlough Program who work on a work crew prior to 

being accepting into the Work Furlough program shall receive an early 
release per the above calculations. 

 
J. UNGUARDED HOSPITIALIZATION OF MISDEMEANANT (4011.7 P.C.) 
 

1. When it appears that an inmate is in need of medical or surgical treatment 
necessitating hospitalization or in need of medical or hospital care and was 
arrested for, charged with, or convicted of an offense constituting a 
misdemeanor, the court or the Sheriff may direct the guard to be removed 
from the inmate while in the hospital.   

 
a. A Corrections Deputy will fill out an Unguarded Hospitalization 

form checking the box marked 4011.7 PC.  
 

(1) The form will be signed by the Facility Supervisor prior the 
removal of the guard. 

  
b. The Corrections Deputy will read the form to the inmate explaining 

that they are still an inmate and if they escape or attempt to escape 
from the hospital, they will be charged with a violation 4532 P.C. 

 
c. The inmate will also be admonished that they will obey all laws and 

will not use or possess intoxicants or weapons of any kind. 
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d. The inmate will be required to sign the form along with the date and 
time. 

 
e. The inmate will be re-housed in the computer and a notation of their 

location will be made. 
 

2. All paperwork will be completed, prior to the guard being removed. 
 

K. UNGUARDED HOSPITALIZATION OF FELON (4011.9 P.C.) 
 

1. An inmate in need of medical or surgical treatment necessitating 
hospitalization, the courts, Sheriff, or jail may direct the guard to be 
removed from an inmate that was arrested, charged with, or convicted of 
an offense constituting a felony; and it reasonably appears that the inmate 
is physically unable to effectuate an escape or the inmate does not 
constitute a danger to life or property. 

2.  
a. A Corrections Deputy will fill out an Unguarded Hospitalization 

form checking the box marked 4011.9 PC.  
 

(1) The form will be signed by the Facility Supervisor prior the 
removal of the guard. 

  
b. The Corrections Deputy will read the form to the inmate explaining 

that they are still an inmate and if they escape or attempt to escape 
from the hospital, they will be charged with a violation 4532 P.C. 

 
c. The inmate will also be admonished that they will obey all laws and 

will not use or possess intoxicants or weapons of any kind. 
 

d. The inmate will be required to sign the form along with the date and 
time. 

 
3. All paperwork will be completed and the above criteria must be met prior to 

the removal of the guard.  
 

4. The inmate will be re-housed in the computer and a notation of their location 
will be made. 
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L. WORK FURLOUGH PASS (1208 (d) P.C.) 
 

1. The Work Furlough Officer or designee may allow an inmate to be released 
from custody for up to seventy-two (72) hours (i.e.: medical, dental, 
psychiatric care, family emergencies, pressing business, attempt to secure 
housing, employment, entry into an educational program, or participation in 
community programs.)   

 
2. The inmates on Work Furlough are responsible for their own medical, 

dental, and/or mental health bills. 
 

3. Work Furlough staff is to pre-approve all above appointments requested by 
the inmate related to custody times. 

 
4. Inmates released on a Work Furlough pass will be placed in interrupted 

sentence in the jail computer. 
 

M. WORK RELEASE (4024.2 P.C.) 
 

1. Notwithstanding any other law, the Board of Supervisors of any county may 
authorize the sheriff or other official in charge of county correctional 
facilities to offer a voluntary program under which any person committed to 
the facility may participate in a work release program pursuant to criteria 
described in Policy and Procedure 1801.00 – Work Release Program in 
which one day of participation will be in lieu of one day of confinement.  

 
2. Inmates accepted into this program are immediately released to the program.  

 
 

VII. RELEASE OF COMMISSARY 
 

A. Refer to Policy and Procedure 1250.00 – Commissary Services. 
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VIII. REVIEW OF CELL - RETURN OF COUNTY-ISSUED ITEMS 
 

A. Prior to the inmate's release, a Corrections Deputy will examine the inmate's cell or 
assigned sleeping area for cleanliness and significant damage. 

 
1. The Facility Supervisor will be notified of any damage. 
 

a. Charges will be filed on any inmate who causes significant damage 
(4600 P.C.). 

 
2. If no action is required, the inmate will strip the bed and bundle the balance 

of linen, clothing, bedding, etc., using one sheet as the outer cover.  
 

a. This will also include the return of all cups issued to the inmate. 
 

B. Corrections staff will ensure the inmate turns in all county-issued clothing, linen, 
and bedding prior to release.  

 
1. Inmates will not be allowed to leave the facility wearing county-issued 

Mendocino County Jail clothing (for example; under shorts, t-shirts, and 
socks.) 

 
C. The clothing and linen will be inventoried and examined for significant damage or 

shortages.  
 

1. The Facility Supervisor will be notified of any damage or shortage. 
 

2. If there are no shortages or damage, the clothing, linen, and bedding will be 
placed in the soiled clothing cart, or other designated receptacle, to await 
transfer to the Laundry Room. 

 
 
 
IX. IDENTIFICATION VERIFICATION 
 

A. The inmate will be escorted to the assigned release area where the processing 
Corrections Deputy will verify the inmate's identity by checking their identification 
wristband and by comparing the picture in the inmate's “A” file with the inmate 
being released. 
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1. After verification of the inmate's identity, the inmate will be given his or her 
personal clothing for changing. 

 
X. RETURN OF INMATE'S PERSONAL PROPERTY 
 

A. Upon completion of the exchange of clothing and when the inmate is dressed in 
civilian clothes, the processing Corrections Deputy will return the inmate's personal 
property (when applicable) and obtain the inmate's signature to verify these items 
were returned. (Refer to Policy and Procedure 1601.40 –  Inmate Personal Property 
and Clothing.) 

 
1. If the property cannot be located, the Facility Supervisor will ensure the 

lost/missing inmate property claims procedure are followed (Policy and 
Procedure 1654.00  - Lost or Missing Property Claims).  

 
 

B. Those inmates being transported to state prison will take all their property, if it has 
not been previously released. They can release their property from prison. 
 

C. Upon release, the jail will provide the inmate clothing from abandoned clothing if 
the inmate’s clothing was taken as evidence, disposed of, or there has been a drastic 
change in seasons. 

 
D. Corrections personnel will notify medical staff of a pending release, in order to 

provide medications that the inmate may need. 
 
XI. FACILITY SUPERVISOR'S RESPONSIBILITY 
 

A. The Facility Supervisor will conduct a final review of the release to ensure the 
following: 

 
1. Inmate's identity is confirmed as the person actually authorized/entitled to be 

released; 
 

2. The review of records before the inmate is released, and when satisfied that 
all requirements have been met, will authorize the release and will place their 
signature and I.D. number on the release paperwork; 

 
a. In order to ensure verification of proper release procedures, this will 

be required on every release, without exception, regardless of the 
simplicity of the charge(s). 
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3. Completion of release arrangements, including the person or agency to 

whom the inmate is to be released (when applicable); 
 

4. All personal effects, including money, has been returned; 
 

5. The inmate is aware of the next court date, if applicable; and 
 

6. All required receipts and release documents have been signed by the inmate. 
 
  
 
XII. HOURS OF RELEASE  
 

A. In general inmates due to be released on cite, 849(b)(1) or (2), or time served will be 
released between 08:30 AM and 10:00 PM, unless the following exists: 
   
1. Inmates that bail, eligible to cite, qualify under 849(b) (1) or (2), and 

someone providing transportation can be released at any hour. 
  

 
 

 
XIII. RELEASE OF INTOXICATED OFFENDERS 
 

A. Persons arrested for public intoxication will be held until the Facility Supervisor has 
determined the arrestee is able to exercise care and control for their own safety, or 
for the safety of others. 

 
B. D.U.I. arrestee will be held until the arrestee has a BAC of .00% 

 
1. BAC will be determined by subtracting .02% per hour from the original 

BAC supplied by the arresting officer. 
 
2. If the arrestee refuses to give a breath test at the time of arrest, then the 

arrestee will be held for 10-12 hours or until deemed sober. 
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XIV. RELEASE NOTIFICATION 

A. As defined in Penal Code Section 646.9, Corrections personnel shall notify a 
victim/witness of an inmate’s pending release, escape or transfer to another facility. 

a. The Release Notification form will be used to notify 
victims/witnesses. 

b. Persons wishing to be notified of an inmate’s release should also be 
referred to the Vine System (1-800-546-4711). 

 
B. Completing the Release Notification Form 

1. Agency Request --  
 

a. This section of the form is designated for law enforcement or 
related agencies that request to be notified concerning an 
individual's release. 

b. Upon receipt of a request to be notified, the receiving Corrections 
Deputy shall properly initiate a "Release Notification" form. 

c. There will be one form initiated for each requesting 
individual/agency. An agency or shelter will qualify as an 
individual. 

d. The completed form shall be placed inside and on top of other 
documents on the left portion of the inmate’s “A” file. 

 
2. Victim/Witness Request --  

a. The victim/witness must be identified by the court of jurisdiction 
and will only be notified of an inmate's pending release upon the 
individual's request to be notified. 

b. The victim/witness will be notified both telephonically and by 
registered mail, not less than fifteen (15) days prior to the involved 
inmate's release or immediately upon the inmate's escape. 
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c. Upon receipt of a request to be notified, the receiving Corrections 
Deputy shall properly initiate a "Release Notification" form. 

(1) There will be one form initiated for each requesting 
individual. 

d. The completed form shall be placed inside and on top of other 
documents on the left portion of the inmate's "A" file. 

e. This portion of the "Release Notification" form will also be used to 
notify private persons that have initiated a "private person" arrest, 
as defined by Penal Code Section 837, who were victims of 
violence. 

(1) Notification will only be done when an arrestee is released 
prior to arraignment. 

(2) Contact through telephonic means or contact with a 
representative from the arresting agency is all that is 
required. 

 

C. Notification Responsibility 

1. Corrections Deputy 

a. When the Booking Deputy has determined that notification needs to 
be accomplished, the Facility Supervisor is to be immediately 
notified for verification. 

2. Facility Supervisor 

a. The Facility Supervisor will be responsible for making the 
telephonic notification of the inmate's release. 

b. The Facility Supervisor will notify the Corrections Division 
Records Clerk, via e-mail, that notification is necessary. 
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c. The Facility Supervisor will provide this Records Clerk with: 

(1) Inmate's name; 

(2) Inmate's master I.D. number; 

(3) Date of Release; 

(4) Person making request of notification; and 

(5) Address. 

D. Corrections Division Records Clerk 
 

1. Upon notification from the Facility Supervisor, the Records Clerk will 
make notification by certified mail (only) during regular business hours. 

 
a. The Records Clerk will keep the receipt from the certified mail 

until the proof of service is returned from the U.S. Postal Service. 
 

d. Upon return, the Records Clerk will place both receipts in the 
inmate's "A" file. 

 
/// 
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_____________________Immigration and Customs Enforcement (ICE)____________________ 

 
I. PURPOSE: 
 

A. To establish the procedures for contacting and placing holds at the request of the 
Immigration and Customs Enforcement Agency (I.C.E.) a division of Department 
of Homeland Security (D.H.S.), 

 
II. POLICY: 
 

A. The Mendocino County Sheriff’s Office will equally enforce the laws and serve 
the public without regard to immigration status. No person shall be held solely on 
the basis of their immigration status, unless a judicial warrant is issued by a 
magistrate ordering such a hold. The immigration status of a person, and the lack 
of immigration documentation, should have no bearing on the manner in which 
Sheriff’s Office personnel execute their duties. 
  

B. Immigration and Customs Enforcement (ICE) inquiries will be subject to the 
guidelines as outlined in the California Values Act, the Truth Act, and the Trust 
Act. 

 
C. This Policy shall be carried out in compliance with all applicable Federal and 

States laws.  
 
 

 
III. DEFINITIONS: 
 

A. “Conviction” shall have the same meaning as subdivision (d) of Section 667 of 
the Penal Code. 
 

B. “Eligible for Release from Criminal Custody” - the individual may be released 
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from criminal custody because one of the following conditions has occurred: 
 

1. All criminal charges against the individual have been dropped or 
dismissed. 
 

2. The individual has been acquitted of all criminal charges filed against him 
or her. 
 

3. The individual has served all the time required for his or her sentence. 
 

4. The individual has posted a bond. 
 

5. The individual is otherwise eligible for release under state or local law, or 
local policy. 

 
C. “ICE” - Immigration and Customs Enforcement 

 
 

D. “Immigration Detainer Request” - An advisement from ICE seeking custody of 
an individual currently in custody for the purposes of deportation. 
 

E.  “Immigration Hold” - an immigration detainer (Form I-247) issued by an 
authorized immigration officer, pursuant to Section 287.7 of Title 8 of the Code 
of Federal Regulations, that requests that the law enforcement official to maintain 
custody of the individual for a period not to exceed 48 hours, excluding 
Saturdays, Sundays, and holidays, and to advise the authorized immigration 
officer prior to the release of that individual. 
 

F. “Law Enforcement Official” - any local agency or officer of a local agency 
authorized to enforce criminal statutes, regulations, or local ordinances or to 
operate jails or to maintain custody of individuals in jails, and any person or local 
agency authorized to operate juvenile detention facilities or to maintain custody of 
individuals in juvenile detention facilities. 
 

G. “Local Agency” - any city, county, city and county, special district, or other 
political subdivision of the state. 

 
H. “Judicial Warrant” - A criminal warrant based on probable cause and signed by 

a federal judge or a federal magistrate judge. 
      
IV. PROCEDURE 
 

A. The Immigration and Customs Enforcement agency (ICE) has primary 
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responsibility to investigate and enforce federal immigration laws. Sheriff’s 
Office and ICE will collaborate in the enforcement of federal immigration laws 
upon its specific request and in those situations where ICE-initiated investigations 
have led to the discovery of criminal violations of California law. Assistance to 
ICE will also be provided in response to officer safety issues. 
 

B. Booking staff will review all immigration detainers to determine if the Sheriff’s 
Office will honor or deny the hold. (ICE Detainer form)  

 
C. Holds for Immigration detainers will not be entered into the computer system 

until they have been reviewed and approved by a sergeant. 
 

D. The Mendocino County Sheriff’s Office will not honor ICE Immigration 
Detainers unless ICE presents with the detainer and a judicial warrant authorizing 
the individual’s continued detention. 
  

E. Immigration Violations Complaints:  
 

1. If members of the public contact the Sheriff’s Office to report suspected 
immigration violations, such person should be directed to ICE. 

 
F. Notification to ICE: 

 
1. The Corrections Division generates notification to ICE through the taking 

of fingerprints. If ICE wishes to take action, they will notify the Sheriff’s 
Office. 
 .    

 
 

G. ICE Immigration Detainees  
 
1. The Sheriff’s Office regularly receives Immigration Detainer requests 

(Form I-247) from ICE. The detainer is a request that the law enforcement 
agency advise ICE, prior to releasing the individual, in order for ICE to 
arrange to assume custody. These detainer requests will be honored only 
as provided in this Policy. 

 
a. TRUST ACT. The Trust Act (AB 4) provides that a person may 

not be held in custody solely on the basis of an immigration 
detainer if they are otherwise eligible to be released from custody. 
“Eligible for release from custody” means that the individual  may 
be released from custody because one of the following conditions 
has occurred: 
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(1) All criminal charges against the individual have been 

dropped or dismissed; or 
 

(2) The individual has been acquitted of all criminal charges 
filed against them; or 

 
(3) The individual has served all the time required for their 

sentence; or 
 

(4) The individual has posted bond; or 
 

(5) The individual is otherwise eligible for release under state 
or local law, or local policy. 

 
H. Immigration Detainers  

 
1. Inmates who are eligible for release from custody shall not be held, 

pursuant to an immigration hold, if otherwise eligible for release, unless 
the Sheriff’s Office is presented with a valid judicial warrant or judicial 
probable cause determination.  
 

2. Equality of Access: 
 
a. All persons arrested for a criminal offense and held in our custody 

pursuant to an ICE Detainer will have equal access to custody 
programs if program eligible. 

 
I. The Mendocino County Sheriff’s Office complies with the TRUTH ACT 

(Transparent Review of Unjust Transfers and Holds Act) by:  
 
1. When an Immigration Detainer is received and prior to any interview by 

an agent of ICE, staff shall provide all effected inmates with a written 
consent form (ICE Interview Consent Form) that explains the purpose of 
the interview, that the interview is voluntary, and that he or she may 
decline to be interviewed or may choose to be interviewed only with his or 
her attorney present.  The written consent form is available in English, 
Spanish, Chinese, Tagalog, Vietnamese and Korean.  
 

2. Upon receiving any ICE hold, notification, or transfer request, the 
Sheriff’s Office shall provide a copy of the request to the inmate and 
inform them on an Immigration Notification Form whether the Sheriff’s 
Office intends to comply with the request.   
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3. If the Office provides ICE with notification that an inmate is being, or will 

be, released on a certain date, the Sheriff’s Office shall promptly provide 
the same notification in writing to the inmate and to his attorney of record 
or to one additional person who the inmate shall be permitted to designate 
using the Immigration Notification Form.   

 
a. Providing information regarding a person’s release date or 

responding to requests for notification by providing release dates 
or other information unless that information is available to the 
public, or is in response to a notification request from immigration 
authorities in accordance with Section 7282.5.  Responses are 
never required, but are permitted under this subdivision, provided 
that they do not violate any local law or policy. 

  
4. All records relating to ICE access provided by the Sheriff’s Office, 

including all communication with ICE, shall be public records for the 
purposes of the California Public Records Act, including the exemptions 
provided by that act, as permitted under that act all personal identifying 
information will be redacted prior to public disclosure.  Records relating to 
ICE access include, but not limited to, data maintained by the Sheriff’s 
Office regarding the number and demographic characteristics of inmates 
to whom the Sheriff’s Office has provided ICE access, the date ICE access 
was provided, and whether the ICE access was provided through a hold, 
transfer, or notification request or through other means. 

 
  

 
/// 
 
 



Corrections Division 1652.00 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
Index as: Revised: 09/1996 
Detentions, Over Revised: 10/2004 
False Imprisonment Reviewed: 08/02/06 
Over Detentions Revised: 08/10 
 
 
_____________________________ OVER DETENTIONS _____________________________ 
 
I. GENERAL INFORMATION 
 

A. Any Corrections Deputy receiving a complaint claiming that an inmate’s release 
date has passed shall immediately contact the Facility Supervisor and request an 
investigation of the inmate's allegation. 

 
II. PROCEDURE 
 

A. Each Facility Supervisor will immediately, upon notification of a possible over 
detention or false imprisonment situation, cause an investigation to be conducted 
into the inmate's allegation. 

 
B. Upon verifying the over detention, the Facility Supervisor will: 

 
1. Cause Corrections personnel to immediately process the inmate for 

release; and 
 
2. Prepare a Corrections Incident Report covering the investigation of the 

incident. 
 

a. The Corrections Incident Report will contain all information 
pertaining to the inmate's custody status: 

 
(1) Jail Booking Record; 
(2) Court Commitment Documents; 
(3) Release Date Computation Document; and 
(4) Any other custody documentation. 

 
b. The Facility Supervisor will forward a copy of the completed 

investigation to the Corrections Division Commander, via the 
Corrections Lieutenant.  

 
 
/// 
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_____________________ LOST OR MISSING PROPERTY CLAIMS ____________________ 
 
I. POLICY 
 

A. All claims for lost or missing inmate property will be investigated and 
documented to ensure the property is located and returned; or, in the event 
property is not located, the claim will be settled quickly and fairly. 

 
II. DEFINITION 
 

A. CLAIMS PACKAGE - A copy of the Incident Report, inmate property receipt or 
release forms, inmate booking form, other relevant information from booking and 
supplemental report from the Corrections Division Commander stating action 
taken and recommendations. 

 
III. PROCEDURES 
 

A. INITIAL LOST OR MISSING INMATE PROPERTY INQUIRES 
 

1. Lost or missing inmate property inquiries will be handled by the Facility 
Supervisor or designee whenever possible, prior to forwarding the Incident 
Report to a Corrections Lieutenant. 

 
a. Inmate will sign only for those items returned, that is: should all 

the inmate’s personal property be found to be missing, the inmate 
will not sign for receiving same. 

 
2. The Facility Supervisor or designee will ensure in every case when an 

inmate claims clothing, property, or valuables are not returned upon 
discharge, and the property form indicates such property was checked in at 
booking, that: 

 
a. Corrections staff shall provide the inmate with the Mendocino 

County "Claim Against The County of Mendocino" form with 
instructions for the individual to fill out and mail to the address on 
the form. 
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b. Corrections staff shall not assist in the completion of this form nor 

shall Corrections staff take receipt of the completed form. 
 

c. As previously incarcerated individuals make a claim of missing 
personal property, Corrections staff shall provide them with the 
blank form as well. 

 
3. The Facility Supervisor or designee will ensure an Incident Report is 

written for lost or missing inmate property claims which cannot be 
resolved or the property cannot be located. 

 
a. All property claimed to be missing must be itemized in the 

Incident Report. 
 

b. The Incident Report is to include telephone numbers and mailing 
address where the inmate can be located after release from 
custody. 

 
(1) NOTE:  The telephone number and mailing address may be 

different from the booking form. 
 

B. SEARCH AND INVESTIGATION FOR LOST OR MISSING INMATE 
PROPERTY 

 
1. The Facility Supervisor or designee, upon receiving notice of lost or 

missing inmate property, will conduct a search to locate the missing 
property. 

 
2. The Corrections Lieutenant will investigate all the facts surrounding the 

disappearance of the property in an attempt to locate the property.   
 

3. Should the property eventually be located, it will be turned over to the 
Facility Supervisor for disposition. 

 
a. The Facility Supervisor or designee will then notify the claimant 

and arrange for return of the property. 
 

b. The Corrections Lieutenant will: 
 

(1) Notify Risk Management regarding all found property; and 
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(2) Retain the entire claims package, as well as forward a copy 
to the inmate's master file. 

 
4. If the property cannot be located, the Corrections Lieutenant will advise 

the Corrections Division Commander who will make a final 
recommendation for settlement of the claim. 
 

5. If the claim proves to be invalid or in error, the Facility Supervisor will 
notify the claimant of the results and if necessary direct the claimant to the 
agency that has custody of the property. 

 
///  
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________________________ HOUSING UNIT OPERATIONS ___________________ 

 

I. PURPOSE: The purpose of this policy and procedure is to establish and utilize a 
consistent process for better managing inmates in housing units and providing a secure and safe 
environment for inmates and staff. 

 
II. POLICY: All staff will adhere to the following procedures in order to maintain 
consistency in the daily operation of inmate housing units.  

 
III. DEFINITION: 
 

A. Contraband – Any item that is illegal to possess; any item or article which is not 
issued by the facility; purchased in Commissary; received by subscription from 
publishing houses; received in the mail; medically prescribed; or issued by an 
appropriate staff member. 

 
1. Issued items will be considered contraband when found altered or in 

excessive quantities. 
 

B. Housing Unit – Living areas utilized for the day-to-day housing and activities of 
inmates. 

 
C. Restricted Areas – Areas that are marked in red and those areas which inmates are 

not authorized to enter. 
 
IV. HOUSING DEPUTY RESPONSIBILITIES  
 

A. Ensures all security, surveillance, telephonic, and communications equipment in 
the assigned area are properly utilized and maintained in good working order (for 
example, emergency exits, surveillance cameras, security locking devices, 
intercom substations, and security lighting fixtures). 
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B. Executes emergency procedures in coordination with the Control Deputy. 
 

C. Ensures that all the Housing Deputy’s assigned area of responsibility’s logs and 
records are timely updated and maintained, at the time of the inspection or action. 

 
D. Conducts hourly safety checks of inmates through direct visual observation in 

housing units. Conducts periodic and/or random searches of housing and inmate 
service areas. Note on Cell/Module Security Log. 

 
E. Immediately notifies the Facility Supervisor, and under direction, takes 

appropriate action in dealing with disturbances within the facility.  
 

F. Investigates and submits reports on crimes and/or violations of rules committed 
within the Housing Units and/or overall facility. 

 
G. Implements contingency plans in the event of emergencies such as major 

disturbances, fires, earthquakes, etc. 
 

H. Assists in facilitating the movement of inmates from housing to inmate service 
areas. 

 
I. Supervises the serving of inmate meals. 
 

 
J. Supervises the distribution of mail and commissary. 
 
K. Coordinates and/or attends to inmate requested activities such as haircuts, 

telephone calls, court date verification, Inmate Law Library requests, etc. 
 

L. Supervises inmates clothing exchange. 
 

M. Assigns cleanup crew and ensures the assigned area of responsibility is clean and 
free of safety hazards. 

 
1. Trash shall be dumped on each shift by inmates directly supervised by the 

Housing Deputy. When a dumpster has a lid, the lid shall remain closed 
EXCEPT when dumping trash. Immediate area of dumpsters shall be 
cleaned as necessary. 

 
N. Coordinates with other Corrections Division personnel in gathering intelligence. 

 
O. Provides supervision to the Separation Cells. 
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P. Works closely with medical personnel in administering to the special needs of 
those inmates requiring special medical care. 

 
Q. Works closely with the medical staff in controlling the introduction of contraband 

into the security areas of the facility, or any other portion thereof. 
 

R. Assists medical personnel in assessing inmate-patient's suitability for medical 
programs and services. 

 
S. Assists emergency medical personnel in the evacuation of an ill or injured inmate 

from the facility. 
 
V. HOUSING PROCEDURES: 
 

A. Areas Off-Limits To Inmates  
 

1. All areas posted and/or designated, as “Restricted Areas” will be off-limits to 
all inmates, unless authorization has been given to enter such areas. 

 
2. Inmates shall stay out of areas designated in red unless directed by 

Corrections personnel. 
 

3. The Corrections Deputy stations located in the Booking Section and the 
Central Corridor, and the kitchen office is off-limits to inmates. 

 
4. Inmates are not to loiter around the doors to the exercise yard, the evacuation 

doors, the housing doors to the corridor and the corridor windows. 
 

5. Inmates are not to touch anything on the Corrections Deputy’s counter or 
table/desk tops. 

 
6. Inmates are STRICTLY PROHIBITED from entering the Control and 

Booking areas. 
 

7. The Corrections Administration area is off-limits to all inmates unless 
escorted 

 
8. All locked areas are off-limits to inmates unless conducting official business 

with Corrections personnel and/or civilian supervisors. 
 

9. Inmates are prohibited from entering the Laundry Room, the food 
preparation area of the kitchen or other assigned work areas on the facility 
grounds, unless specifically escorted by staff. 
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10. Inmates are prohibited from pilfering through items in the Laundry Room. 
Corrections personnel will gather and hand out the appropriate clothing to 
inmates, leaving the Laundry Room in an orderly fashion. 

 
B. Commissary – Refer to Policy and Procedure 1250.00 – Commissary Services 

 
C. Grievance Procedure – Policy and Procedure 607.00 – Inmate Grievance 

Procedures  
 

D. Hair Clippers/Nail Clippers 
 

1. Haircuts shall be offered per Title 15 requirements on a once a month basis. 
Each Module/Wing will have the clippers a full week starting on Sunday. 

 
 

(1) The first week is Building One Isolation Cells and "A" 
Module and Building Two Wing One: 

 
(2) The second week is Building One "B" Module and Building 

Two Wing Two: 
 

(3) The third week is Building One "C" Module and Building 
Two Wing Three  

 
(4) The fourth week is Building One “D” Module and Building 

Two Wing Four. 
 

b. Inmates may only have haircuts (except court ordered haircuts) on 
the above listed periods. Haircuts will normally be conducted during 
Night Shift, except Wing 4 who may have haircuts during Day Shift. 
Enough time should be set aside during the specified week to ensure 
all inmates wanting a haircut may have that opportunity. Refer to 
Title 15, Article 12, Section 1267 for guidance on requirements. 

 
2. Building One – housing modules will be designated areas for haircuts and 

nail clipper usage. 
 

 
3. Building Two – housing wings will be designated areas for haircuts and 

nail clipper usage. 
 

4. Hair clippers shall be cleaned prior to another inmate using the hair 
clippers. 
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a. The Housing Deputy will ensure that the inmate requesting the hair 
clippers, disinfects the hair clippers in the following manner: 
 
(1) First removing all foreign matter; and 
 
(2) Disinfecting with an EPA - registered disinfectant (Lysol) 

with bactericidal, fungicidal, and virucidal activity. 
 

5. Nail clippers will be issued in accordance with the haircut schedule. It will 
be on a first come, first serve basis. 

 
6. Housing Deputies issuing the nail clippers to an inmate will ensure the 

following procedure is complied: 
 

a. When the inmate has finished using the nail clippers, they will 
notify the Housing Deputy 

 
b. Prior to another inmate using the nail clippers, the nail clippers 

shall be cleaned and disinfected in an EPA – registered disinfectant 
with bacterial, fungicidal, and virucidal activity for 20 minutes 
 

c. The Housing Deputy will supervise and provide the inmate that 
used the nail clippers with the cleaning supplies to clean the nail 
clippers (small cleaning brush, the EPA registered disinfectant and 
clean rags). 

 
(1) The inmate will take the brush and move the bristles back 

and forth over the cutting area of the clippers, to remove 
any foreign matter stuck on the clippers. Once brushed, the 
nail clippers will be placed in the EPA disinfectant, totally 
immersed for 20 minutes. 

 
7. Hair and Nail Clipper Storage 
 

a. The EPA-registered disinfectant shall remain covered at all times 
and be changed every Monday on Night shift. 

 
b. The EPA registered disinfectant container shall be properly 

labeled. 
 

c. All disinfectant instruments shall be stored in a clean, covered 
place, which is labeled. 
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d. Cleaning disinfectants and instruments will not be accessible to 
inmates unless supervised by Corrections personnel. 

 
(1) Building One – hair and nail clippers storage area will be 

locked in the grey box on the wall near A module. 
 

(2) Building Two – hair and nail clippers storage area will be 
in the medical examination room. 

 
E. Inmate Clothing – Refer to Policy and Procedure 1301.00 – Clothing and Linen 

Exchange. 
 

 
1. Inmates must wear a jumpsuit with a t-shirt and top up and pant legs rolled 

down when in the common areas of the facility and outside the facility. 
 

2. Inmates will wear their jumpsuits up when outside their assigned housing 
units. 

 
3. Inmates must wear footwear when outside of their cells or dormitories: No 

bare feet. 
 

4. Shower shoes will only be worn to and from the shower, unless authorized 
by medical staff. 

 
5. Sweatshirt will be worn under the inmates’ jumpsuit. 

 
6. Each week inmates will be allowed to turn in their soiled laundry in 

accordance with the laundry schedule.  
 

7. Inmates shall be fully dressed while outside of their cells or dormitories.  
 

F. Inmate Court Appearances 
 

1. Inmates scheduled for A.M. court must be ready by 0800 hours in order 
for transporting deputies to prepare inmates for transport to court. 

 
2. Inmates must wear issued outer and under garments to court. 

 
a. Inmates are allowed to take only legal papers to court: 
 

G. Inmate Head Count/Lockdown – Refer to Policy and Procedure 1705.00 – 
Lockdown and Policy and Procedure 1706.00– Inmate Count 
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1. When the "lock down" is announced, all inmates will enter their respective 
cells or dormitories for "headcount." All cells will be secured and locked 
until the completion of the "head count," unless circumstances or conditions 
warrant otherwise (i.e., "lights out," facility security, etc.). 

 
2. Inmates will remain in their assigned areas until the completion of the "head 

count," unless circumstances or conditions warrant otherwise (i.e., "lights 
out," facility security, etc.). 

 
a. Meal service is also a headcount. All inmates are required to appear 

for this count. 
 

b. Delaying or interfering with a count is a rule violation and will not be 
tolerated. 

 
H. Inmate Meals/Food Allowed – Refer to Policy and Procedure 1200.00 – Food 

Service 
 

1. All meals served shall be eaten at the tables provided in each housing unit, 
unless a lockdown is in progress, or otherwise directed. 

 
2. No foods, other than commissary, are allowed in inmate cells or dormitory. 

 
3. One cup is allowed per inmate. No utensils, bowls, trays, are to be in inmate 

cells or dormitory or retained in the units. 
 

4. Disposable eating utensils (i.e., plastic spoons, paper plates) are to be 
collected at the completion of meals and appropriately disposed. 

 
5. Inmates will be allowed a minimum of 15 minutes to finish their meals. 

 
I. Inmate Reading Materials – Refer to Policy and Procedure 601.00 – Inmate 

Correspondence 
 

1. Inmates are authorized schoolbooks (number of books necessary to complete 
assignments) and legal material, not to exceed one additional cubic foot. See 
Section "INDIVIDUAL INMATE LEGAL MATERIAL STORAGE" of 
this policy and procedure. 

 
2. Hardbound books will not be allowed in the facility. 

 
3. Hardbound books shall not be allowed or accepted through the mail. 
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4. Inmates are authorized to have a total of six (6) books/magazines in their 
possession, including a Bible. This total includes personal, as well as library, 
books/magazines. 

 
5. Recreational reading material is provided through Inmate Services 

Coordinator. 
 

a. On a weekly basis, reading materials are rotated in each housing 
unit by the ISC. 

  
6. It is the responsibility of the inmate to dispose of personal 

magazines/newspapers prior to receiving another. The inmate may donate 
the magazine/newspaper to the library or throw it away. These items will not 
be placed in the inmate's property. 

 
J. Inmate Request Boxes 

 
1. The following rules shall describe staff responsibility, and inmates’ use of 

the Request Boxes. 
 

a. Inmates shall deposit all out going regular mail, "Inmate Request 
Forms" in the locked Request Boxes. 

 
2. Night shift will be responsible for emptying these boxes on a daily basis. 

 
a. Corrections personnel emptying the Inmate Request Boxes shall 

fill out the Inmate Request Form portion “Received By” with 
Name, I.D. and Date. 

 
b. The request form shall be answered without delay or routed to the 

appropriate staff member.  
 

(1) The white copy of the answered request slip will be 
returned to the inmate. 

 
(2) The yellow copy will be filed in the inmate’s file. 

 
(3) Requests slips, mail and other forms will not be picked up 

if placed anywhere other than in a Request Box. 
 

c. Inmate Request Forms are available from Corrections personnel 
for purposes of: 

 
(1) Contacting an outside department; 
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(2) Release dates; 
 

(3) Classification appeals, housing  assignments, facility 
services, etc.; 

 
(4) Requesting participation in a jail program. 

 
 

K. Medical Request Boxes 
 

1. Medical request slips will be placed in a separate box marked medical 
slips. 
 

2. The medical staff will collect the slips once on day shift and once on night 
shift. 

 
L. Inmate Rules – Refer to Policy and Procedure 700.00 – Inmate Rules  

 
M. Inmate Visits/Interviews – Refer to Policy and Procedure 602.00 - Inmate Visiting 

And Interviews 
 

N. Mail / Correspondence – Refer to Policy and Procedure 601.00 – Inmate 
Correspondence 

 
O. Medication pass – Refer to Policy and Procedure 1101.00 – Medical and Mental 

Health Staff  
1. Prescription medications are not allowed in inmates’ cells/dormitories 

unless approved by the medical staff in writing. 
 

2. Self-medication program is available to sentenced inmates who are 
approved by the medical staff. 

 
3. Medication pass will be announced over the intercom system by the 

Control Deputy or by the assisting deputy upon entering the housing unit. 
 

4. For dispersal, medical staff shall not position the medical cart directly in 
front of the inmate-housing unit in order to avoid blocking access/exit of 
the housing unit. 

 
5. Those inmates receiving medication shall first get themselves a cup of 

water. 
 

a. Dispensing medical personnel shall check to make sure the inmate(s) 
have successfully swallowed/applied the medication. 
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6. Dispensing medical staff shall be responsible to log appropriately. 
 
 

P. Personal Hygiene 
 

1. General Information 
  

a. Inmates are entitled to basic personal hygiene products, purchased 
either through commissary, or in cases of indigent inmates furnished 
by the Mendocino County Sheriff's Office. 

 
b. Initial indigent packets consist of: 

 
(1) Toothpaste; 
 
(2) Toothbrush; 
 
(3) Comb; 
 
(4) Soap; 
 
(5) 1 stick deodorant (.5 oz); 
 
(6) 1 tube shampoo, shave gel, body wash; 
 
(7) 2 packs ibuprofen (200 mg); 
 
(8) 2 envelopes; 
 
(9) 4 sheets of paper; and 
 
(10) 2 ink pens 
 

c. Subsequent indigent packets consist of the basic items listed above, 
minus a comb and toothbrush. These items will be issued as 
necessary to inmates qualifying as indigent. 

 
d. Female inmates will be issued sanitary napkins or tampons as 

needed. 
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e. Inmates must keep themselves clean and are expected to shower 
frequently. Kitchen workers are required to shower daily. 

 
f. An inmate who must be requested to improve personal hygiene will 

be subject to disciplinary action. 
 
 
 
 

Q. Razors 
 

1. Razors will be issued on a daily basis to all inmates, unless there is a belief 
the inmate may be suicidal, will destroy county property, or may do harm 
to others. 

 
a. Denial of a razor is to be documented. 
 
b. Razors will not be shared among inmates. Due to the high risk of 

exposure to communicable disease, such as HIV, Hepatitis C, etc. 
the following will be strictly adhered to:  

 
(1) Inmates allowing other inmates to use their assigned razor 

will face disciplinary action; and 
(2) An inmate using a razor assigned to another inmate will 

face disciplinary action. 
 

2. Issuing Razors 
 

a. Building One (Males): will be passed out at 0500 hours and will be 
collected after the completion of breakfast prior to 0700 hrs.  

 
b. Building Two (Females): will be passed out after 0800 hours and 

will be returned to the Deputy prior to lunch being served. 
 

c. Building Two (Males): will be passed out at 0430 hours and will 
be collected after breakfast and prior to 0700 hours. 
 

d. As the male inmates will be on a lockdown status; the issued razors 
will remain in their possession until collected by the Corrections 
Deputy. 
 

e. During the collection of all razors, Corrections personnel will wear 
gloves. 
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f. Razors will not be allowed to sit on the windowsill of the housing 
unit. 
 

 
 

R. Isolation Showers  
 

1. Building One Isolation inmates will be allowed to shower once every 
other day. 

 
  

S. Recreation Time – Refer to Policy and Procedure 605.00 – Inmate Recreation 
 

T. Roll-Ups/Transfers/Releases – Refer to Policy and Procedure 1650.00 – 
Release/Transfer Operations  

 
1. Inmates shall strip their beds; bundle up their linens, clothing, bedding, and 

all personal items etc. 
 

2. Inmates carrying the bundle will be brought to the designated area by the 
escorting Corrections Deputy. 

 
a. The escorting Corrections Deputy will make sure that inmates leave 

their cell/bunk in a clean and tidy condition. 
 

b. If anything is missing or damaged in an inmate's cell or dormitory, 
the release will be delayed. 

 
U. SECURITY CHECKS – Refer to Policy and Procedure 2000.20 – Security 

Inspections 
 

V. WRIT PROCEDURE – Refer to Policy and Procedure 608.00 – Inmate Writ. 
 

W. INMATE CELL/DORMITORY – Refer to Policy and Procedure 700.00 - Inmate 
Rules And Regulations 

1. Staff will conduct routine cell and dormitory searches during unspecified 
times. The purpose of such searches is not to create an inconvenience, but to 
remove combustible material and articles of contraband. 

 
2. Inmates assigned to late night or early morning work details or Work 

Furlough may be exempt from the regularly scheduled “wake-up” and 
“lights-out” times. 
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3. Inmates with assigned lockers are responsible for the entire contents of the 
assigned locker. 

 
4. All property of one inmate in a cell shall not exceed one cubic foot, with one 

additional cubic foot of legal material allowed. See Section "INDIVIDUAL 
INMATE LEGAL MATERIAL STORAGE" of this order. 

 
5. Linens allowed in an inmate's possession, unless authorized by medical staff, 

are as follows: 
 

a. 1 Mattress, 
b. 3 Sheets, 
c. 2 Towel,  
d. 2 Blankets, 
e. 2 jumpsuit, 
f. 2 T- shirts, 
g. 2 pairs of underwear (4 pairs of underwear for females), 
h. 2 pairs of socks, 
i. 2 night shirts (for female inmates), 
j. 1 pair shower shoes 
k. 2 sweatshirts, and 
l. 1 numbered mesh bag 
 

6. Miscellaneous items allowed in inmate's possession: 
 

a. 1 jail issued cup, 
 

b. One cubic foot of authorized personal items, 
 

c. 2 books and magazines (total), 
 

d. Medic-Alert bracelet/necklace, 
 

e. 1 address book, 
 

f. 2 ink pens 
 

g. Small religious medallion on necklace (store brought), 
 

h. 1 pair of shoes (issued or purchased from commissary), 
 

i. 1 pillow 
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j. Personal photographs not to exceed 4 x 6 inches, or digital photos 
printed on 8 ½ x 11 inch plain paper.  Photos may not contain 
nudity, or suggestive or offensive images. 

 
7. Inmates are not allowed to possess or collect: 

 
a. Rubber bands, 

 
b. Thread from clothing, 

 
c. String; and, 

 
d. Hats or bandannas made from t-shirts, sheets, etc 

 
                                                                                                                                                       

                                       
 

8. The following items will always be considered contraband: 
 

(1) Firearms of any type; 
 

(2) Ammunition or explosives; 
 

(3) Knives or tools not issued by staff; 
 

(4) Hazardous or poisonous chemicals or gasses; 
 

(5) Narcotics/drugs not prescribed by the medical staff; 
 

(6) Unauthorized keys or lock-tampering devices; 
 

(7) Items defined as contraband within a jail by statute or policy; 
 

(8) Sharpened or pointed objects  
 
                                                (9)        Polaroid pictures 
  

(10)     Tobacco products, matches, lighters, etc., and 
 

(11)      Paper clips 
 
/// 
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________________________________KEY CONTROL_______________________________ 
 
I. POLICY 
 

A. The following procedures in the storage, control, and accounting of facility keys 
shall be strictly observed by all personnel in order to preserve the integrity of the 
facility's security system. 

 
II. DEFINITIONS 
 

A. Emergency Keys 
 

1. Facility keys issued and used only in times of emergency, (i.e.; manual 
override keys to remote controlled doors, emergency exit doors).  Stored 
in Control Room of each detention facility. 

 
B. Master Key Cabinet 

 
1. Cabinet containing reserve keys of both facilities.  This cabinet is located 

in the Corrections Division Administration Building. 
 

C. Operation Keys 
 

1. Facility keys used in the normal day-to-day operations of a work station in 
the facility. 

 
D. Keys Issued To Individual Employees 

 
1. Keys issued to individual employees are to be carried on their personal 

key rings whenever on duty.  These keys must be returned to the 
Corrections Division Commander or his designee by the employee upon 
the employee's reassignment or termination. 

 
III. PROCEDURE 
 

A. Key Control 
 

1. Each and every facility key is an integral part of the facility's security 
system and shall not be issued to anyone not assigned to the facility, the 
only exception being Sheriff's Administration and Maintenance personnel 
with prior authorization from the Corrections Division Commander. 

 
2. All key cabinets containing facility keys shall be closed and locked except 

when removing or returning keys. 
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a. Each cabinet will contain an accurate list of the specific location, 
description and quantity of keys. 

 
3. No one shall be permitted to take operation or emergency keys out of the 

facility. 
 

a. No key shall by removed from key cabinet without supervisor 
authorization. 

 
4. Emergency keys shall only be issued during emergencies and shall be 

collected, accounted for, and returned to their proper cabinets upon 
termination of the emergency condition. 

 
5. No inmate, under any circumstances, shall be permitted to take possession 

of ANY type of facility key. 
 

B. Master Keys 
 

1. Refer to the Corrections Division key code for the defined location of each 
security key posted on each key box.  

 
2. Emergency keys for Building One  will be stored in a locked key cabinet 

in the Building Two Detention Facility Control Room. 
 

3. Emergency Keys for Building Two will be stored in a locked box in 
Building One Control Room. 

 
4. Every day, the on-duty Facility Supervisor on each assigned shift shall 

conduct an inventory of all keys designated for operation in both detention 
facilities.  The results of this inventory shall be recorded in the key box 
inspections log. 

 
5. The facility master or reserve keys shall be the direct responsibility of the 

Corrections Division Commander, or his designated representative.   
 

C. Operation Keys 
 

1. Entitled personnel shall be issued one set of operation keys to use in their 
respective work areas. 

 
a. Personnel shall be issued operation keys as follows: 

 
(1) booking deputies:  Shall be issued only those security keys 

that operate the locking devices located in the Booking 
Corridor (i.e.; Sobering Cell, Holding Cell, Safety Cell, and 
Isolation Cell).  Under no circumstance shall personnel be 
issued keys that allow exit from the Corridor, unless an 
emergency exists, at which time the keys will be issued by 
the Control Deputy. 

 
(2) The Control Deputy:  Shall monitor the location of the keys 

at all times, and ensure that they are returned to the Control 
Room when no longer needed. 
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(3) The inventory and issuance of Operation Keys shall be 

conducted within Control and Booking Control at the 
beginning of each scheduled shift. 

 
 

(4) It shall be the joint responsibility of the Control Deputy and 
the on-duty Facility Supervisor to ensure that the above 
procedures are strictly observed by all concerned. 

 
 

b. Such personnel designated by the on-duty supervisor shall make 
available Operation Keys as follows: 

 
(1) Laundry Room. 

 
(2) Records 

 
(3) Property Storage. 

 
(4) Storage/Programs. 

 
D. Missing Or Lost Keys 

 
1. Every facility employee to whom any type of facility key(s) has been 

issued shall be responsible for such key(s).  If any employee loses a key or 
observes key(s) to be missing, the loss shall be reported immediately in a 
Corrections Incident Report to the employee's immediate supervisor.  The 
supervisor shall initiate an investigation and submit a report to the 
Corrections Lieutenant. 

 
E. Duplication Of Keys 

 
1. No one is permitted to duplicate or cause the duplication of ANY type of 

facility key as defined in this section. 
 

 
F. Maintenance Requests 

 
1. Requests from Maintenance personnel for temporary issuance of facility 

keys shall be referred, and attended to, by the Facility Supervisor. 
 

2. Maintenance personnel withdrawing keys from any key cabinet in the 
facility shall be required to sign for such keys on the "Key Control Log" 
within each key cabinet. 

 
3. Damaged Keys – Keys that are damaged or broken shall be immediately 

reported to the on duty supervisor. 
 

a. A report will be written  
b. The damaged or broken key will be given to the Corrections 

Lieutenant. 
/// 
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I. POLICY 
 

A. Control personnel will coordinate, integrate, and monitor all security, safety, and 
communications systems within the facility to ensure order, security, and safety 
for staff, visitors, and inmates. 

 
II. GENERAL INFORMATION 
 

A. Control 
 

1. The Control Room of each facility will be staffed 24 hours a day by a 
Corrections Deputies. 

 
B. Entry to Control will be via the Control Room door in the Central Corridor. 

 
1. Unless and emergency exists, the side door to the Building One Control 

Room will not be used. 
 

a. Control Room doors are to be secure when not in use. 
 

C. Access will be limited to staff, and persons authorized by the Corrections 
Division Commander, Corrections Lieutenant or Facility Supervisor.  

 
1. Tour groups will not enter Control without authorization as previously 

indicated. 
 
2. Congregation/ Loitering of staff in Control Rooms is prohibited. 

 
III. CONTROL DEPUTY RESPONSIBILITIES 
 

A. The Control Deputy shall: 
 

1. Coordinate and integrate security functions through the control of all 
electrical doors, sallyport, and the use of intercom and closed circuit 
television systems for perimeter and internal areas of the facility. Refer to 
Digital Video Recorder Policy 2002.00 
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2. Coordinate and integrate communications through the use of 

intercom/radio systems and telephones and will serve as the facility 
communications center.   

 
3. Monitor the fire and smoke detection system, emergency facility exits, and 

fire sprinklers. 
 

4. Monitor the movement and safety of housing Deputies and other staff 
members 

 
5. Assure only authorized persons are allowed access to and exit from the 

facility and secured areas. 
 

6. All non- department official visitors shall be escorted by staff. 
 

7. Assure facility doors remain secured when not in use. 
 

8. Assure security doors in designated areas are open one at a time. 
 

9. Assure inmate movement is controlled in a manner that maximizes safety 
and security for inmates, staff and visitors. 

 
10. Maintain an up-to-date headcount board showing the location of all 

housed inmates and the headcount of each housing unit. 
 

a. Names and counts shall be updated as each inmate is housed or 
released. 

 
b. Headcount and housing locations shall be verified with the housing 

deputy and computer records at the beginning and end of each 
shift. 

 
11. Maintain an up-to-date log of deputies on duty with their radio call 

numbers and assigned portable radio number. 
 
12. Coordinate inmate/visitor movement in cooperation with housing, booking 

and transport deputies and other staff through direct observation and use 
of closed circuit television monitors. 

 
13. Relay pertinent information between on duty staff and supervisor. 
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14. Assure buildings are on and off lockdown status at scheduled times and at 
the direction of staff. 

 
15. Assure intercom and telephone traffic is prioritized and directed to 

appropriate areas in a polite and professional manner. 
 

16. Relay radio traffic as needed.  
 

17. Assure control room weapons and emergency equipment is operational 
and readily accessible. 

 
18. Assure all emergency, suspicious or unusual situations are reported to the 

on duty supervisor in a timely manner. 
/// 
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__________________________________ INMATE RIGHTS ___________________________ 
 
I. POLICY 
 

A. The Mendocino County Jail recognizes inmates have certain rights relative to the 
conditions of an inmate's confinement, and to provide inmates with a safe 
environment and one that provides for basic constitutional rights. 

 
II. GENERAL INFORMATION 
 

A. The recognized inmate rights are as follows: 
 

1. Single cell, double-cell, triple-cell dormitory, and multi-cell occupancy. 
 

2. Clean and orderly surroundings. 
 

3. Adequate toilet, bathing, and laundry facilities. 
 

4. Adequate lighting, heating, and ventilation. 
 

5. Compliance with federal, state and local fire and safety laws and 
regulations. 

 
6. Wholesome, properly prepared, nutritionally adequate diet. 

 
7. Clean and seasonable clothing, bedding, and linen. 

 
8. Basic medical and dental services comparable in quality to those available 

to the general citizen populace of the state. 
 

9. Access to both recreational opportunities and equipment, (if available). 
 

10. Access to clergy which allows inmates to practice their legitimate 
religious practices, subject only to the limitations necessary to maintain 
institutional order and security. 
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11. Visitation with family members and friends in a visiting area, which is 
limited only by those facility requirements necessary to maintain order and 
security. Private areas are available for confidential visitation between 
inmates and attorneys except where substantial justification for restriction 
is provided. 

 
12. Send sealed letters to a specified class of person or organization, including 

but not limited to: courts, counsel, officials of the confining authority, 
government officials, administrators or grievance systems and members of 
the parole authority. Inmates seeking judicial or administrative redress are 
not subjected to reprisal or penalties as a consequence. 

 
13. Maintain contact with attorney, their representatives or experts retained by 

them. This will be accomplished through uncensored correspondence, 
telephone communications and official visits, limited only as necessary to 
maintain order and security. Inmates will have the right to request 
assistance in preparing and filing legal papers. This will include assistance 
from persons with legal training, law school legal assistance programs, the 
Public Defender's Office and law library facilities. 

 
14. Freedom from discrimination based on the inmate's race, religion, national 

origin, sex, age, handicap, or political belief. 
 

15. Protection from personal abuse, corporal punishment, personal injury, 
disease, property damage and harassment. 

 
16. A dignified conversational form of address. All inmates will be addressed 

by name rather than ID number or any other derogatory manner. 
 

17. Availability of a written grievance procedure will include at least one level 
of appeal. 

 
18. Personal grooming choices regarding appearance. Interpretation of these 

regulations will be the least restrictive necessary to the security level of 
the inmate and the facility. This choice is limited only by facility 
requirements for: 

 
a. Safety; 
 
b. Security; 
 
c. Identification; and 
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d. Hygiene. 
 

19. Expectation of unnecessary force, embarrassment, or indignity to the 
inmate is avoided during searches. 

 
20. Participate in local, state, and federal elections, pursuant to election codes. 

This can be done by requesting a registration form and/or an absentee 
ballot from Corrections Division personnel and/or the Mendocino County 
Elections Department. 

 
21. Access to written rules and regulations specifying prohibited behavior and 

penalties. 
 

22. Freedom from being subjected to medical or pharmaceutical testing for 
experimental or research purposes. 

 
23. Access to the public through the media, subject only to the limitations 

necessary to maintain order and security. 
 

24. To make at least three local or collect long distance telephone calls to 
family members, friends, bail bondsmen, or attorneys during the 
admissions process. To make at least two additional calls to provide for 
the care of minor children if a custodial parent. 

                                                         
25. Access to the courts to challenge the legality of their conviction or 

confinement, present any issue, or seek redress for illegal conditions or 
treatment. 

 
26. To be handled in accordance with the "Inmate Discipline Procedure" of 

the Mendocino County Jail upon being charged with major or minor 
violations of facility rules. 

/// 
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________________________________ LOCKDOWN _________________________________ 
 
I. PURPOSE 
 

A. The purpose of this order is to establish general operational procedures to be 
followed during all conditions when a jail lockdown is necessary (emergency or 
non-emergency). 

 
B. Corrections Division personnel shall provide for the immediate and orderly 

lockdown of inmates for the purpose of administrative control or to ensure the 
safety of staff, visitors, or inmates. 

 
C. This order applies to each area, shift, and employee at the Mendocino County Jail. 

 
D. The Facility Supervisor holds the ultimate responsibility for any emergency plan 

implemented. However, an emergency may require immediate preliminary actions 
by the Control Deputy. 

 
II. DEFINITIONS & BROADCASTS 
 

A. Facility Lockdown 
 

1. A facility lockdown occurs when all inmates are ordered to enter assigned 
cells/dormitories at the direction of jail staff. 

 
B. Area Lockdown 

 
1. An area lockdown occurs when inmates of a specific housing unit are 

ordered to enter assigned cells/dormitories at the direction of jail staff. 
 

C. Emergency Lockdown 
 

1. A lockdown situation dictated by a catastrophic, life or security-
threatening event for which emergency actions may be necessary. 

 
III. PROCEDURES 
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A. Facility Lockdown 
 

1. Lockdowns shall be scheduled at routine times to facilitate daily 
operational needs: 

 
a. ½ hour prior to shift change 
 
b. Prior to meal service 
 
c. Prior to tray pickup and afternoon court transports 
 
d. Prior to weekly laundry exchange 
 
e. Lights out – 2200 hours daily 

 
2. Unscheduled lockdowns may be called at anytime deemed necessary by 

the shift supervisor to attend to security or safety issues. 
 

3. Unscheduled temporary area lockdowns may be called as deemed 
necessary by jail staff: 

 
a. During movement of Ad- Seg inmates 
 
b. During periods of work or inspection by maintenance staff 
 
c. During periods requiring investigative or emergency action 
 

(1) Temporary lockdowns shall by limited to the minimum 
duration required. 

 
 

4. Lockdown periods shall be clearly announced by the control deputy over 
the facility intercom. 

 
5. Telephones and televisions shall be turned off at the time of the lockdown. 

 
a. Inmates shall by allowed adequate time to complete in-progress 

telephone use when a non-emergency lockdown is announced. 
 

6. Lockdowns shall not be used as punishment. 
/// 



Corrections Division 1706.00 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
Index as:  Revised: 08/31/00 
Count, Inmate Reviewed: 02/19/03 
Inmate Count Reviewed:  10/2004 
 Revised: 01/08 
 Reviewed: 08/10 

Revised: 11/19 
 
______________________________ INMATE COUNT _______________________________ 
 
I. POLICY 
 

A. A system of counts shall be maintained by facility personnel in order to provide 
for the accurate and regular accounting of each inmate being detained. 

 
B. The Corrections Lieutenant, or designee, shall be responsible for maintaining an 

inmate population accounting system, which reflects the monthly average daily 
population of sentenced and unsentenced inmates by categories of male and 
female. 

 
II. GENERAL PROVISIONS 
 

A. Responsible Housing Deputies shall conduct an initial inmate count during the 
first thirty (30) minutes of each shift. 

 
B. Inmate movements shall cease during the time designated for the inmate count, 

with the exception of inmates being processed for reception or release. 
 

C. To maintain adequate supervision of inmates, both the Housing Deputy and the 
Booking/Housing Deputy shall conduct regular security checks of inmate housing 
areas during all shifts (see policy 1707.00--Safety and Security Checks). 

 
D. Periodic and/or random searches are conducted of housing units and inmate 

service areas and noted on the Cell/Module Security Log. 
 

E. Mandatory headcounts are beginning of shift, end of shift and meal time. 
 
 
III. PROCEDURES 
 

A. Inmate Head Count 
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1. Outgoing facility personnel shall secure all inmates in their cells or 
dormitories prior to the end of their assigned shift with the exception of 
inmates being processed for reception, release, or inmates who are in 
transit. 

 
2. The incoming Housing Deputy conducting the initial count shall obtain a 

current Inmate Housing Assignment Roster at the beginning of their shift, 
and verify the location of any inmate who is listed on the previous shift's 
roster. 

 
3. The Housing Deputy conducting the count shall verify the inmates’ 

location by comparing it to the Inmate Housing Assignment Roster. 
 

4. At the completion of the count, the Housing Deputy shall notify the 
Facility Supervisor of any discrepancy, which exists with the Inmate 
Housing Assignment Roster or population sheet. 

 
5. The Facility Supervisor shall be responsible for coordinating further 

efforts to resolve count discrepancies, and shall notify all Corrections 
Division personnel when normal facility operations and inmate 
movements may resume.  

 
/// 
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__________________SAFETY AND SECURITY CHECKS__________________ 
 
I. PURPOSE: The purpose of this policy and procedure is to ensure that the safety and 

security of the inmates and facility are maintained through periodic safety checks and 
inspections as required by state statute. 

 
II. POLICY: Corrections Staff will conduct safety and security checks of the inmate housing 

units, perimeter, exercise yards and outlying buildings in order to prevent escape, ensure 
the safety of inmates and staff, detect security breaches and prevent the dissemination of 
contraband. Checks will be conducted in a timely manner and logged accurately on the 
appropriate log.  The Mendocino County Sheriff’s Office has a ZERO TOLERANCE 
for inaccurate or fraudulently logged safety and security checks. 

 
III. DEFINITIONS:  
 

A. Perimeter Security Check – An inspection of the perimeter fencing, outer 
structure of the detention facilities and the grounds between the buildings and 
security fencing for contraband, damage or signs of an escape attempt. 

 
B. Programs/Kitchen/Laundry Security Check – An inspection of the Programs 

Building, Kitchen Facility and the Laundry Facility for contraband, damage, fire 
or other dangerous conditions, or signs of an escape attempt 

 
C. Safety Check -- A physical check of each inmate in a housing unit and a check of 

the physical structure within the unit for contraband, damage, escape attempt or 
any other dangerous condition. Safety checks are also conducted to observe 
inmate behavior, welfare, and conduct inmate counts. 

IV. GENERAL 
 

A. In accordance with the Department of Justice National PREA Standards, 
Correctional Supervisors shall make unannounced walkthroughs on each shift to 
identify and deter staff sexual abuse and sexual harassment. Staff shall not alert 
other staff members of supervisory walkthroughs occurring unless such 
announcement is related to legitimate penological interests. These unannounced 
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walkthroughs shall be documented by the Supervisor on the Shift Activity Log. 
(Refer to Prison Rape Elimination Act). 
 

B. All staff of the opposite gender of the inmates housed, shall announce their 
presence when entering the housing area. 

 
C. Deputies shall visually check each bunk/cell, shower, bathroom areas, and 

recreation areas ensuring the inmate(s) can be seen and nothing appears out of the 
ordinary 

 
D. Deputies will ensure inmates are able to shower, perform bodily functions, and 

change clothing without staff of the opposite gender viewing their breasts, 
buttocks, or genitalia except in exigent circumstances or when such viewing is 
incidental to routine cell checks. 

V. PROCEDURES 
 

A. Perimeter Security Checks 
 

1. Corrections Staff will conduct security checks of the Jail perimeter a 
minimum of three (3) times per 12-hour shift. 

 
2. The Corrections Deputy completing the perimeter check will call and 

advise the Control Board Operator that they are beginning a perimeter 
check. 

 
a. The Control Board Operator will log the perimeter check time.   
 
b. The times will be forwarded to the Facility Supervisor at the end of 

the shift so that they can be included on the Shift Activity Report. 
 
3. When completing a perimeter check, the responsible Corrections Deputy 

must inspect the perimeter fencing, the outer structure of both Building 
One and Building Two, the Building One Exercise yard and any other 
outbuildings within the perimeter. 

 
a. If any signs of contraband, damage or an escape attempt are 

detected, the Corrections Deputy will immediately notify the 
Facility Supervisor. 

 
b. If the Facility Supervisor determines that a crime may have 

occurred, they will cause a crime report to be taken. 
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c. In any case, the discovering Corrections Deputy will prepare a 
detailed report of the incident. 

 
B. Safety Checks  

 
1. Safety checks of the housing units and the holding cells are to be 

conducted a minimum of once per hour, meaning no more than 60 minutes 
shall lapse in between checks. 

 
a. Due to the multiple classifications housed in Building Two, Wing 

Four, safety check will be conducted a minimum of once per half-
hour, meaning that no more than 30 minutes shall pass in between 
checks. 

 
2. Safety checks are done to ensure the safety and security of the inmates 

housed in the jail facility. The following will be adhered to when 
documenting a safety check of any housing unit:  

 
a. The Corrections Deputy responsible for the safety check will check 

to make sure every inmate is breathing and is not suffering from 
apparent physical or emotional distress.   

 
(1) Inmates suffering from physical or emotional distress will 

be referred to medical or mental health staff immediately. 
 

b. During the safety check, the Corrections Deputy will also be 
responsible for inspecting the facility’s physical structure to ensure 
that windows, walls and fixtures are intact and free of damage and 
that an escape attempt is not being made.  This will be 
accomplished by either entering the cell/dormitory or by visually 
inspecting the cell through the cell door window or grate.  

 
(1) If any signs of contraband, damage or an escape attempt are 

detected, the Corrections Deputy will immediately notify 
the Facility Supervisor. 

 
(2) If the Facility Supervisor determines that a crime may have 

occurred, they will cause a crime report to be taken. 
 

(3) In any case, the discovering Corrections Deputy will 
prepare a detailed report of the incident. 
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c. All housing unit safety checks will be logged on the Cell/Module 
Security Log.   

 
d. Safety check times will be logged as accurately as possible. By 

documenting the safety check on the Cell/Module Security Log, 
staff members are certifying that they have completed the above 
tasks; that the inmates held in their charge were okay and the 
facility was secure at the time they completed their safety check. 

 
e. Tray pickup, Spork count, meals and mail pass are not considered 

safety checks unless the Corrections Deputy can certify that they 
entered the unit and walked by each cell, observing the inmate(s) 
and the physical structure of the housing unit either directly or 
through the cell window/grate during their walkthrough. 

 
3. In the event a safety check cannot be made on time, the responsible 

Corrections Deputy will make a notation on their Cell/Module Security 
Log. 

 
a. The notation shall explain the circumstances surrounding the late 

safety check such as “receiving booking”, “medical emergency” or 
other reasonable explanation. 

  
b. Immediately after they become available, the responsible 

Corrections Deputy will complete a safety check and document the 
time on the Cell/Module Security Log.   

 
4. In order to locate and remove contraband, weapons and accumulations of 

trash, frequent and unscheduled searches of the modules, wings and cells 
shall be conducted for the safety and security of the facility. 

 
C. Programs/Kitchen/Laundry Security Check 
 

1. Corrections Staff will conduct security checks of the Programs Building, 
the kitchen and the laundry room a minimum of three (3) times per 12-
hour shift.  

 
2. The Corrections Deputy completing the Programs/Kitchen/Laundry 

security check will call and advise the Building Two Control Board 
Operator that they are beginning a check. 

 
a. The Building Two Control Board Operator will log the 

Programs/Kitchen/Laundry security check time.   
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b. The times will be forwarded to the Facility Supervisor at the end of 

the shift so that they can be included on the Shift Activity Report. 
 
3. When completing a security inspection of the programs, kitchen and 

laundry facilities, the responsible staff member will enter each area 
looking for signs of damage, contraband, break-in or fire hazards.   

 
a. If any signs of contraband, damage or an escape attempt are 

detected, the Corrections Deputy will immediately notify the 
Facility Supervisor. 

 
b. If the Facility Supervisor determines that a crime may have 

occurred, they will cause a crime report to be taken. 
 

c. If there is a fire or immediate fire hazard, the discovering 
Corrections member will notify fire personnel and the Facility 
Supervisor immediately. (See Fire Suppression Preplanning policy 
2204.00) 

 
d. In any case, the discovering Corrections Deputy will prepare a 

detailed report of the incident.  
 
 

4. Staff members will ensure that the programs, kitchen and laundry facilities 
are secured when not in use. 

 
5. Staff members will check on the welfare of the Inmate Services 

Coordinator, kitchen staff and the laundry supervisor, if they are present, 
during the security check.  

 
D. Exercise Yard Searches 
 

1. Yard searches will be completed by the Housing Deputy prior to and after 
each use of the yard for the purpose of detecting contraband or 
damaged/missing fencing. 

 
a. The Wing Four Exercise Yard will be inspected at the beginning of 

the shift and immediately after the yard is closed for the day. 
 
2. Any contraband or damaged/missing fencing will be immediately reported 

to the facility supervisor.  
 



Corrections Division 1707.00(6) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
__________________ SAFETY AND SECURITY CHECKS __________________ 
 

 Rev. 11/19 

 /// 



 

Corrections Division 1801.00 
Policy and Procedure Manual   
Mendocino County Sheriff's Office  
Index as:  
 Rev. 05/06/02 
Work Release Program Rev. 05/04/07 
               Rev. 03/2009 
             Revised: 07/11 
             Revised: 2/15 
 
___________________________ WORK RELEASE PROGRAM ________________________ 
 

I. PURPOSE 
 

A. Section 4024.2 of the Penal Code allows the Board of Supervisors of any 
county to authorize the Sheriff or any other official in charge of county 
correctional facilities to offer a voluntary program under which any person 
committed to the facility may participate in a work release program in 
which one day of participation will be in lieu of one day of confinement. 

 
B. The Work Release Program is in place to reduce sentenced inmates 

incarcerated in the jail by identifying low risk offenders that do not require 
incarceration for placement in the program. 

 
C. The intent of this procedure is to outline a step-by-step process for the 

completion of the application process by the applicant, the initiation of the 
interview process, the interview, job placement, scheduling and discipline 
of inmates. 

II. POLICY 
 

A. It is the policy of the Sheriff’s Office to maximize the use of the Work 
Release Program and will review all applications submitted to the Sheriff's 
   Office    

 
 

III. APPLICATION PROCESS 
 

A. Once the subject has been sentenced, they can receive an application from 
the Work Release Coordinator. The subject will be instructed to fill out the 
application and submit it to the Work Release Program with an application 
fee. 

 
B. Applications can be picked up Monday through Friday, 8:00AM to 12:00 

PM and from 1:00 PM through 5:00 PM at the Sheriff’s Business Office. 
 

C. When the Work Release Coordinator receives the subject's application and 
the $35.00 non-refundable application fee, the Work Release Coordinator 
will send a letter to the applicant requesting they call and schedule an 
appointment.  

 
D. When the applicant calls the Work Release Coordinator, the WRC will set 

up an appointment time. 
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IV. SCHEDULED APPOINTMENT 

 
A. At the scheduled appointment, the WRC will: 
 

1. Confirm the identification and citizenship of the applicant: 
 

a. The applicant must provide a valid state ID card, or a valid 
consular card from their country of origin. 

 
b. Immigration status will also be confirmed through Immigration 

and Customs Enforcement (ICE). 
 

i. Immigrant applicants that are found to have legal 
status in the U.S. will be allowed to participate in the 
program. 

 
ii. Immigrant applicants that do not have legal 

immigration status will not be allowed onto the 
program and will need to report to the jail on their 
court ordered commitment date. 

 
2. Review the application for completeness. 

 
3. Ensure that the person is only sentenced to 45 days or less. If the 

person is serving more than 45 days, they will have to wait until they 
have 45 days to go on their sentence.  

 
4. Ensure that the sentencing judge did not exclude the person from the 

program. 
 

5. Review the applicant’s criminal history: 
 

a. Ensure that no criminal protective order/restraining order is active. 
Persons with criminal protective orders or restraining orders will 
be precluded from the program. 

 
b. The applicant has not had any felony convictions in the last 3 

years. 
 

c. The applicant is not on active Parole. 
 

d. There are no out-of-county detainers for the applicant. 
 

6. The Work Release Coordinator (WRC) will complete the health 
inventory with the applicant. 

 
7. The WRC will complete the Work Release Decision Tree and make a 

determination of whether or not the applicant will be placed on the 
program. 
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V. DECISION TREE 
 

A. Eligibility for Work Release will be determined by the Work Release 
Decision Tree.  The Decision Tree is a flow chart that determines the risk 
level of the applicant. 

 
B. The WRC will fill out the heading of the Decision Tree with the applicants 

name, age, sex, race and date of birth along with their Master Identification 
Number (A number), date and time of the interview, and their name and ID 
number. 

 
C. The WRC will check to see if the applicant has been on any jail programs 

before. 
 

1. If the applicant has been on any jail programs and was not successful, 
they will be ineligible for the program. 

 
2. The WRC will note the unsuccessful completion along with the date 

of the failure in the override section of the Decision Tree. 
 

D. Using the health inventory questionnaire, the WRC will answer following 
the questions on the Decision Tree. Does the applicant have: 

 
1. A history of/or current medical problems. 

 
2. A history of/or current mental health problems. 

 
3. A history of/or current suicidal ideations. 

 
E. If the applicant answers yes to any of the major medical or mental health 

questions, they will need to provide a medical or mental health clearance 
from a licensed physician. 
 

F. If the applicant answers no to the medical or mental health questions or 
have obtained a medical or mental health clearance, they will be begin the 
risk assessment portion. 

 
G. The first box under Risk Assessment, High Risk Offenses, does the 

applicant have current charges that are high risk offenses. 
 

1. High risk offenses include current charges of: 
 
a. Aiding Escape. 

 
b. Aggravated Battery with Deadly Weapon. 

 
c. Armed Robbery (multiple, with injury). 

 
d. First Degree Burglary. 

 
e. Escape (secure facility). 
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f. Inciting Riot. 

 
g. Kidnapping. 

 
h. Murder (1st, 2nd). 

 
i. Sexual Battery (with violence). 

 
j. Aggravated Assault. 

 
k. Aggravated Battery. 

 
l. Aggravated Child Abuse. 

 
m. Arson. 

 
n. Battery Law Enforcement Officer. 

 
o. Sales, importing or trafficking controlled substances. 

 
p. Maintaining a place for unlawful drug activities. 

 
q. Extortion. 

 
r. Criminal terrorist threats. 

 
s. False Imprisonment. 

 
t. False Report of Bombings. 

 
u. Controlled Substances (importation, trafficking). 

 
v. Introduction of Contraband to Detention Facility. 

 
w. Manufacture of Explosives. 

 
x. Robbery (armed, strong armed). 

 
y. Sexual Battery (other than capital or life felony). 

 
z. Domestic Violence. 

 
aa. Elder Abuse. 

 
bb. 3 or more driving under the influences (history). 

 
H. If yes, the applicant would fall under the maximum custody risk and would 

be ineligible for the program. 
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I. If no, in the second box under Risk Assessment, History of Ad/Seg or Gang 

Affiliations, does the applicant have a history of administrative segregation 
during prior incarceration, a history of anything other than a level 1 and 2 
classification, or are they a gang member/affiliate.  

 
J. If yes, the applicant would fall under the maximum custody risk and would 

be ineligible for the program. 
 

K. If no, the third box under Risk Assessment, History of High or Moderate 
Risk Offenses, does the applicant have a history of high or moderate risk 
offenses: 

 
1. High Risk Offenses are listed above; and, 

 
2. Moderate Risk Offenses include charges of: 

 
a. Armed Trespass. 

 
b. Second Degree Burglary. 

 
c. Carrying Concealed Deadly Weapon. 

 
d. Forgery. 

 
e. Grand Theft. 

 
f. Manslaughter. 

 
g. Sale or Delivery of Controlled Substance. 

 
h. Tampering w/Witness. 

 
i. Welfare Fraud (felony). 

 
j. Making or Delivering Checks with Insufficient Funds as a 

Felony. 
 

L. If yes, the applicant would fall under the medium custody risk and would 
be ineligible for the program 
 

M. If no, the fourth box under Risk Assessment, History of Escape or 
Extensive FTS’s, does the applicant have a history of escape or extensive 
failures to appear: 

 
1. Escapes would include any walk-aways or non-violent escape 

attempts. 
 

2. Extensive failures to appear are defined as: 
 

 
a. Three or more violations of 40508(a) CVC or 853.6 PC in the 

past five years; or 
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b. Any violations of 1320(a) PC or 1320 (b) PC in the past five 

years. 
 

N. If yes, the applicant would fall under the medium custody risk and would 
be ineligible for the program. 
 

O. If no, the fifth box under Risk Assessment, History of Disciplinary 
Problems, does the applicant have a history of disciplinary problems in 
custody defined as: 

 
1. One or more incidents of Level Three Rules Violations in the last 

ten years.  Level Three violations are: 

a. Repetitive Level two rule violations during the current 
incarceration. (Two violations of any Level Two rule.) 

b. Refusing to work as assigned. 

c. Violation of any city, county, state, or federal law or 
ordinance. 

d. Attempting or planning to escape, or escape from 
confinement. Any inmate who leaves his authorized areas, 
grounds of the corrections facility, or fails to return on time 
from work furlough or pass, will be charged with the offense 
of escape. 

e. Destroying, altering, or damaging jail property or property 
of another (damage of more than $400). 

f. Possession or introduction of an explosive or explosive 
device. 

g. Possession or introduction of a gun, firearm, weapon, 
sharpened instrument, knife, or other unauthorized tool or 
instrument. 

h. Possession, introduction, or use of any narcotics 
paraphernalia, drugs, or intoxicants, not prescribed by the 
medical or mental health staff, to include misuse of 
authorized medications. 

i. Smoking, use of, or possession of any tobacco products. 

j. Possession or use of a lighter or matches. 
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k. Refusing to obey an order from Corrections Division 
personnel or any other member of the Mendocino County 
Sheriff’s Office. 

l. Communicating with civilians, unless authorized or during 
regular visiting hours. 

m. Assaulting any person. 

n. Threatening another with bodily harm, or with any offense 
against his person or property. 

o. Extortion, blackmail, protection, demanding or receiving 
money or anything of value in return for protection against 
others to avoid bodily harm, or under threat of informing. 

p. Engaging in sexual acts. 

q. Infliction of punishment under the pretense of law on any 
inmate, or by the initiation of or participation in a “kangaroo 
court.” 

r. Wearing a disguise. 

s. Setting a fire in the confines of the corrections facility. 

t. Intentionally placing or throwing, or causing to be thrown, 
upon the person of another, any mixture of human 
excrement or other bodily fluids or substances. 

u. Selling or giving away authorized medications to other 
inmates or person. 

v. Rioting or encouraging others to riot, to engaging in, or 
encouraging, a disruptive group demonstration. 

w. Counterfeiting, forging, or unauthorized reproduction of any 
document, article, or identification, money security, or 
official paper. 

x. Use of intoxicants or being intoxicated upon returning from 
an assigned work program or while in the corrections 
facility. 

y. Violation of the Home Detention Contract. 

z. Tattooing or piercing and/or use of any instrument used for 
tattooing or piercing. 
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aa. Inmates will submit to a urinalysis or breathe test when 
requested by staff to do so for the detection of drugs and/or 
alcohol. 
 

2. Three or more incidents of Level Two Rules Violations in the past 
five years.  Level Two violations are: 
 

a. Repetitive Level One rule violations during the current 
incarceration. (Two violations of any Level One rule). 

b. Refusing to obey an order from Corrections Division 
personnel or any other member of the Mendocino County 
Sheriff’s Office. 

c. Knowingly providing false information to Corrections staff. 

d. Failing to perform work as instructed by Corrections 
Division personnel or designated person in charge of an 
assigned work detail. 

e. Showing insolence towards Corrections Division personnel 
or visitor. 

f. Possession of, receipt of, attempting to receive, and/or 
aiding and abetting another to receive any contraband. 

g. Making statements or accusations that could endanger the 
safety and well being of an inmate or group of inmates. 

h. Tampering with or blocking any locking device, fence, 
cameras or camera housing. 

i. Converting newspapers, books, or magazines to weapons. 
These are for reading only. 

j. Possession of contraband. Any item not issued to an inmate, 
purchased in the Commissary, received by subscription from 
a publishing house, received in the mail (for example: 
family snapshots or letters), or something issued by an 
appropriate staff member is considered to be contraband. 
“Legal” mail/material is excluded. 

k. “Cheeking” medications distributed by medical staff. 

l. Making or possessing intoxicants. 
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m. Attempting to commit any of the above described offenses, 
aiding another person or inmate to commit any of the above 
offenses, and making plans to commit any of the above 
offenses shall be considered the same as a commission of 
the offense itself. 

n. Indecent exposure. Willful exposure of genitals or breasts.  

o. Possession of unauthorized property belonging to another. 

p. Loaning anything for profit. 

q. Unexcused absence from work detail and/or headcount. 

r. Interfering with the taking of headcount. 

s. Conduct that interferes or disrupts the orderly running of the 
corrections facility. 

t. Using any equipment or machinery that is not specifically 
authorized. 

u. Unauthorized use of mail or telephone. 

v. Receiving anything from, or furnishing anything to, a visitor 
(during visiting hours), unless specifically authorized. 

w. Unauthorized use of property and equipment. 

x. Unauthorized wearing of assigned clothing or clothing not 
issued by the Corrections Division. 

y. Opening or closing pass-through under any circumstances. 

z. Throwing items against windows, walls, and/or doors. 

aa. Covering, damaging, or disconnecting lights. 

bb. Gambling. 

cc. Giving money or anything of value to, or accepting money 
or anything of value from, another inmate, member of his or 
her family or friend, unless authorized through official 
channels. 

dd.  Destroying, altering, or damaging jail property or property 
of another (damage of less than $400). 
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P. If yes, the applicant would fall under the medium custody risk and would 
be ineligible for the program 

Q. If no, the applicant would be eligible for the program  

 
VI. UNACCEPTED/INELIGIBLE APPLICANTS – APPEAL PROCESS 

 
A. If the applicant does not meet the established criteria for the program, the 

applicant will be provided a written statement as to why they were rejected.  
 
B. If the applicant believes they have been unreasonably denied participation 

on the program, an appeal may be made to the next higher step in the chain 
of command.  

 
C. The WRC will explain the process for appealing the decision.  

 
D. The chain of command will consist of the following: 

 
1. Corrections Division Lieutenant; and then to the 

 
2. Corrections Division Commander 

 
E. The court may restrict or deny the person from the program. 

 
VII. PROGRAM ACCEPTANCE  

 
A. If the applicant is accepted onto the program, the WRC will: 
 

1. Collect the daily work fees per workday are to be paid at the time of 
the Work Release interview.  

 
a. Additional charges will be assessed for all out-of-county 

transfers, either received or transferred. 
 

2. Determine a suitable placement for the applicant. 
 

a. The applicant's interests or special abilities will be 
considered when determining where the applicant will be 
placed.  

 
b. Placement depends on the availability of job openings with 

the contractors. If there are no openings with any of the 
contractors, then the program is considered full and the 
applicant will be advised to report to the Mendocino County 
Jail as ordered by the sentencing court. 

 
3. Review the Work Release Rules and Regulations along with the 

Instructions for Work Release Participants. 
 

4. Book the applicant into the jail system. 
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a. The inmate will be classified as pre-housing or “PH” class code. 
 

b. Their housing in the computer system will be in a designated 
Work Release cell. 

 
5. After being booked, the applicant will be instructed to go to the 

Main Jail so that they may be photographed and fingerprinted.  
 

6. The WRC will then calculate the applicant’s time. 
 

VIII.  TIME CALCULATIONS 
 

A. Work Release applicants must work one eight (8) hour day in lieu of one 
day of incarceration. 

 
B. When the sentence for incarceration is in hours, the applicant will work the 

total amount of hours in lieu of total amount of hours of incarceration. 
 

C. Inmates on the Work Release Program will receive 4019 PC half-time 
credits. 

 
 

IX. RULES AND REGULATIONS/INSTRUCTIONS FOR PARTICIPANTS 
 

A. The following are the rules and regulations issued to each inmate accepted 
onto the Work Release Program: 

 
1. Transportation to and from the work job site is my responsibility. I 

will ensure that suitable transportation arrangements are made for the 
duration of the program. 

 
2. I promise to appear on my scheduled days. I understand that I will not 

receive any credit if I fail to show, am late, or if I am sent home for 
program misconduct. 

 
3. I will wear suitable clothing to my work assignment (RAIN or 

SHINE) unless advised otherwise. Tank tops, shorts, and open toed 
shoes are not allowed. Work gloves are okay. 

 
4. I may not use any of my personal tools. 

 
5. I will provide my own bag lunch. WEAPONS, ALCOHOL, AND 

ILLICIT DRUGS ARE PROHIBITED. I am subject to search and 
seizure by the Work Release Officer or any Peace Officer. 

 
6. I may not have any unauthorized visitors, communication, or make 

personal telephone calls. 
 

7. I will not appear, at any time, under the influence of alcohol or illicit 
drug. 
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8. I will comply and perform the work assigned without insubordinate 
behavior. 

 
9. I will not engage in any disputes with the work site supervisor, but 

will promptly report any problems or disputes to the Work Release 
Officer. 

 
10. If I fail to appear as promised, and I am apprehended outside the State 

of California, I hereby waive extradition proceedings.  
 

11. I understand that a Peace Officer may, without warrant, take me into 
custody to serve my sentence if he has reasonable cause to believe 
that I have violated the program. 

 
12. I will submit to random substance abuse testing 

 
13. I understand that any criminal infraction or new charges may result in 

the removal from the program and referral back to the sentencing 
court. 

 
14. Program violations may result in, but are not limited to: 

 
a. Removal from the Work Release Program. 

 
b. Notification to the court of my violations; and 

 
c. Violation of my probation status. 

 
B. The following are the instructions given to each Participant in the Work 

Release Program: 
 

1. Each day you report to work, you will check in with the on-site 
supervisor. 

 
2. Make sure you sign in on the site sign-in/out log. This is the only 

proof that you have worked. The log sheet will be with the on-site 
supervisor. 

 
3. Each day you report to work, the on-site supervisor will sign and date 

your time sheet. MAKE SURE TO TAKE YOUR TIME SHEET 
WITH YOU EACH DAY. It is your responsibility to have your time 
sheet updated each time you work. 

 
4. At the end of your last scheduled workday at the worksite, you will 

telephone the Work Release Officer and state that you have 
completed the program. 

 
5. You must report to your worksite at least 10-minutes early. IF YOU 

ARE LATE, YOU WILL BE SENT HOME AND MAY BE 
CHARGED A RESCHEDULING FEE OF $25.00. 

 
6. You must stay the full day in order to receive credit. 
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7. If you are late in the morning or after lunch, or have been drinking or 
using drugs you will not be accepted and you will be sent home. 

 
a. This will be reported to the Sheriff’s Work Release Officer 

and you may be charged a rescheduling fee of $25.00. 
 

b. You may be picked up by law enforcement and returned to 
the jail. 

 
8. If you are absent or tardy TWO TIMES OR MORE you will be 

removed from the worksite. 
 

9. All missed work must be reported to the Work Release Officer. 
 

10. If you have to be rescheduled to another worksite, you may be 
charged a $25.00 rescheduling fee. 

 
11. Only a written excuse will be accepted for an absence (i.e.: medical, 

funeral, court appearances, etc.) 
 
12. ABSOLUTELY NO CHANGES WILL BE MADE TO YOUR 

WORK SCHEDULE WITHOUT THE APPROVAL OF THE 
WORK RELEASE OFFICER. 

 
X. SCHEDULING 

 
A. Contractors may restrict the number of workers at each job location. 

 
B. WORK SCHEDULE:  This schedule identifies the job location and the 

dates the applicant is to work. It is NCR, four-part form, the distribution is 
as follows: 

 
1. Original & 1st copy - Job Supervisor 

 
2. Copy 2 - Work Release Coordinator 

 
3. Copy 3 – Applicant 

 
 

XI. DISCIPLINE 
 

A. Anytime the Work Release Coordinator received a report of a worker 
violating any of the rules or regulations, or that the worker is a "No Show," 
is late for work, or is disruptive to the job site, the following disciplinary 
measures may apply: 

 
1. Written warning; or 

 
2. Removal from the program and reclassified to the jail. 

 
B. If the inmate's whereabouts is unknown, a Failure to Appear will be 

completed by the WRC and submitted to the court, requesting a warrant be 
issued. 
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XII. RECLASSIFICATION TO THE JAIL 

 
A. If an inmate is removed from the Work Release Program they will be 

reclassified and returned to the jail to complete their sentence 
 

1. If the whereabouts of the inmate is known, the WRC will direct a 
peace officer to re-take the inmate and return them to the jail. 

 
B. The Work Release Coordinator will complete an incident report detailing 

reason(s) for the return. 
 

XIII. SUPERVISION STANDARDS 
 

A. Caseload will be set at a maximum of 140 defendants to the Work Release 
Coordinator assigned to the Work Release Program. 

 
B. Contractors are nonprofit organizations that are established or operated for 

the benefit of the public or in support of a significant public interest. Work 
to be performed by program participants shall consist of any of the 
following: 

 
1. Manual labor to improve or maintain levees or public facilities, 

including, but not limited to, streets, parks, and schools. 
 

2. Manual labor in support of nonprofit organizations, as approved by 
the sheriff or other official in charge of the correctional facilities.  As 
a condition of assigning participants of a work release program to 
perform manual labor in support of nonprofit organizations pursuant 
to this section, the Board of Supervisors shall obtain workers' 
compensation insurance which shall be adequate to cover work-
related injuries incurred by those participants, in accordance with 
Section 3363.5 of the Labor Code. 

 
3. Performance of graffiti cleanup for local governmental entities, 

including participation in a graffiti abatement program as defined in 
subdivision (f) of Section 594, as approved by the Sheriff or other 
official in charge of the correctional facilities. 

 
4. Performance of weed and rubbish abatement on public and private 

property pursuant to Chapter 13 (commencing with Section 39501) of 
Division 3 of Title 4 of the Government Code, or Part 5 (commencing 
with Section 14875) or Part 6 (commencing with Section 14930) of 
Division 12 of the Health and Safety Code, as approved by the Sheriff 
or other official in charge of the correctional facilities. 

 
5. Performance of house repairs or yard services for senior citizens and 

the performance of repairs to senior centers through contact with local 
senior service organizations, as approved by the Sheriff or other 
official in charge of the correctional facilities. Where a work release 
participant has been assigned to this task, the Sheriff or other official 
shall agree upon in advance with the senior service organization about 
the type of services to be rendered by the participant and the extent of 
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contact permitted between the recipients of these services and the 
participant. 

 
6. Any person who is not able to perform manual labor because of a 

medical condition, physical disability, or age, may participate in a 
work release program involving any other type of public sector work 
that is designated and approved by the Sheriff or other official in 
charge of county correctional facilities. 

 
7. Contractors are to be randomly contacted to ensure participants are 

following the rules, and to discuss any problems. 
 

8. At the discretion of the Work Release Coordinator, participants may 
be chemically tested at any time. 

 
9. Caseload statistics are to be kept on a monthly basis and routed to the 

Corrections Division Commander by the 10th of each month. 
Statistics are not to be released to any agency without the approval of 
the Corrections Division Commander.  

 
XIV. INTER-COUNTY PROGRAM EXCHANGE 

 
A. Inter-county program exchanges will generally be accepted under the 

following criteria: 
 

1. Applicants must meet the eligibility and suitability criteria as set forth 
in the Work Release Decision Tree. 

 
2. The transferring agency has a Work Release Program and accepts 

transfers from Mendocino County Sheriff's Office Work Release 
Program to their Work Release Program. 

 
3. The application fee for all out-of-county transfers, both in-coming 

and out-going will be $50.00. The daily fee will be $10.00 per day of 
sentence. 

 
4. The applicant must provide proof of residency of Mendocino County. 

 
\\ 
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__________________________ HOME DETENTION PROGRAM ______________________ 
 
I. Purpose:  
 

A. To provide a program to minimum-security inmates or low risk offenders so they 
may be incarcerated in a Home Detention Program in lieu of confinement in the 
Mendocino County Jail. 

 
B. Home Detention will be used as a Classification tool to assist in jail population 

management.   
 
II. Policy:    
 

A. The Home Detention Program will adhere to California Penal Code Sections 
1203.016, 1203.017, 1203.018, 1208.2, and all other applicable laws. 
 

B. The Home Detention Program is designed to assess only inmates that are 
currently classified minimum-security for participation in the Home Detention 
Program. The overriding factors will be public safety and judicial concerns. 
Ability to pay will not be a criterion. 

 
C. The Correctional Administrator shall have sole discretionary authority to permit 

program participation.    
 
III. Definitions: 
 

A. Correctional Administrator: The Sheriff serves as the Correctional Administrator. 
 

B. Low Risk Offender:  An inmate classified as minimum security per the 
Mendocino County Sheriff’s Office Inmate Classification Policy. 
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C. Penal Code Section 1203.016: This section sets up a voluntary home detention 
program for minimum-security sentenced inmates and the participant pays a fee to 
participate in the program. Those arrested on or after October 1, 2011 will receive 
day for day 4019 credits. 

 
D. Penal Code Section 1203.017: This section sets up an involuntary home detention 

program meant to relieve or avoid crowded conditions within the jail. The target 
population is minimum-security. The PC 4019 credits are granted day for day.  

 
E. Penal Code Section 1203.018: This section sets up a home detention Program for 

minimum-security pre-trial inmates being held in lieu of bail. This is also a 
program to relieve or avoid crowded conditions. Misdemeanant inmates must 
have been incarcerated for 30 days since the time of arraignment and must be free 
of outstanding warrants and holds.  

 
F. Penal Code Section 3450(b)(8)(c): This section Provides the Probation 

Department with an intermediate sanction of home detention on post-release 
probationers prior to the use of the ten day “flash incarceration”.  

 
 
IV. Procedure: 
 

A. Utilizing the Home Detention Program 
 

1. The following are allowable reasons to utilize the Home Detention 
Program: 

 
a. On-going management of the jail population via 1203.016; 
 
b. If the inmate population reaches 90% of bed capacity both 

1203.017 and 1203.18 will be utilized.; or 
 

c. Intermediate sanction of a probationer in lieu of serving jail time.  
 

d. The inmate has a serious medical condition and does not pose a 
public safety risk. 

 
 
 

B. Screening Process 
 

1. The screening process used to determine whether an individual is 
appropriate for home detention will begin either while the person is 
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incarcerated or pre-incarceration. 
 
a. For pre-incarceration - once the person has been sentenced, he or she                              
can receive an application from the Home Detention Coordinator or online 
from the Sheriff’s website (http://mendocinosheriff.com). The person will 
be instructed to fill out the application and submit it to the Home 
Detention Coordinator. 
 

2. The Primary Classification Decision Tree: This systematic and objective 
instrument will be used to assess the risk and needs of an inmate.   
 

3. The Re-classification Assessment:  A periodic review and assessment by 
classification staff will be conducted to determine if the inmate’s risk and 
needs have changed. Once determined, the inmate’s custody level may 
either increase or decrease. 
 

4. The Home Detention Coordinator will double check for any disqualifying 
criteria. 
  

 
C. Eligibility 
 

1. Eligibility Criteria: 
 

a. Minimum-security sentenced as per classification policy; or  
 

b. Minimum-security pre-sentenced that has been incarcerated for 30 
days after arraignment and free of holds and outstanding warrants 
and; 

 
c. The inmate must be able to understand and comply with the home 

detention contract. 
 

2. All intermediate sanctions as specified under PC 3450(b)(8)(c) will be 
admitted into the program. 

 
3. A person who has been sentenced by the Court to serve weekends or an 

extended commitment that is pre-incarceration and meets minimum 
security guidelines. 

 
4. A person serving a local prison sentence and is minimum security must 

serve half of their sentence prior to consideration for the program. 
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D. Overrides to Eligibility:  
 
1. An individual who would otherwise be eligible for the home detention 

program will not be eligible if any one of following conditions exists:  
 

a. The court recommends against a person from participating in the 
program; 

 
b. Has had two or more Level-3 rule violations as defined in Policy 

and Procedure section 700.00 during the last two years; 
 

c. The inmate has been convicted or incarcerated for sex crimes, 
domestic violence, or is a sex registrant, unless mitigating 
circumstances exist, including, length of time since original crime, 
severity, and re-offenses; or 

 
d. The inmate been convicted of 3 or more driving under the 

influence charges in the last 7 years; or 
 
e. The inmate is a known gang member or has gang affiliations; or 

 
f. The inmate is not cooperative with the terms of his or her 

probation: “Not cooperative” shall mean more than three violations 
of probation convictions in the last six months, more than five 
violations in the past year, or termination of probation as 
unsuccessful in the past three years. 
 

g. The inmate has been terminated from the Home Detention 
Program due to violations  of the terms of the Home Detention 
Contract; 
 

h. The inmate is a habitual offender, defined as more than two 
criminal convictions in the last six months, more than five criminal 
convictions in the past year, or more than eight in the past three 
years; 
 

i. The inmate has an active restraining order against him or her; 
 

j. The inmate has a conviction of a crime under 1192.7 or 667.5 PC; 
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k. The inmate has been arrested for or convicted of possessing an 
assault weapon. 

 
l. The inmate has been charged or convicted under Penal Code 

section 1320 two or more times in the last 3 years. 
 

m. The inmate has a cognitive impairment that requires strict 
adherence to prescribed medicine and a history of non-compliance 
with their medication prescription.   

 
E. Inmates Who Are Approved For The Home Detention Program 

 
1. Inmates approved for the program will complete and sign the following: 

 
a. Client Information Form; 
 
b. Financial Declaration Form(1203.016 only); and 

 
c. The Home Detention Contract. 

 
2. Once the required fees are paid and a payment schedule is finalized 

(1203.016 only), the inmate will be placed into the program. 
 

a. Inability to pay all or a portion of the program fees shall not 
preclude participation in the program, and eligibility shall not be 
enhanced by reason of ability to pay. 

 
F. Program Fees, Collections, and Refunds (1203.016 only) 

 
1. See Home Detention Contract.  

 
G. Inmates Who Are Denied Participation in the Home Detention Program 

 
1. Inmates who are denied participation in the Home Detention Program will 

receive the specific reasons for the denial in writing. The written 
document will also include appeal rights. 

 
H. Processing Appeals 

  
1. Appeals may only be based on an error or omission in the assessment 

process. 
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2. Inmates wishing to appeal their assessment must fill out the bottom 
section of the Home Detention Notification certificate and return it to the 
Housing Deputy so that it may be forwarded to the Corrections Lieutenant. 

 
a. The Corrections Lieutenant will review the classification file, the 

court docket, and review the inmate’s medical history with medical 
staff. 

 
b. The Corrections Lieutenant will render a decision in writing and 

return it to the inmate. 
 

(1) A photocopy of the Home Detention Notification will be 
placed into the inmate’s Classification file. 

 
3. If the inmate disagrees with the decision of the Corrections Lieutenant, 

they may file a second appeal to the Jail Commander. The decision of the 
Jail Commander will be final. 

 
4. The inmate will give the Home Detention Notification certificate to the 

Housing Deputy so that it may be forwarded to the Jail Commander. 
 

a. The Jail Commander will review the classification file, the court 
docket, and review the inmate’s medical history with medical staff. 

 
b. The Jail Commander will render a decision in writing and return it 

to the inmate. 
 

(1) A photocopy of the Home Detention Notification will be 
placed into the inmate’s Classification file. 

 
 

I. Rules and Regulations 
 

1. The rules and regulations of the Home Detention Program are found in the 
Home Detention Contract. 

 
J. Violations of the Rules and Regulations 

 
1. Failure to comply with any of the rules and regulations in the Home 

Detention Contract may result in the inmate being retaken to physical 
custody. 
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2. Rules and regulations violations will be processed as outlined in the 
Mendocino County Sheriff’s Office Inmate Discipline policy. 

 
3. Failure to comply with program rules and regulations may also result in 

further criminal charges being filed against the inmate.  
 

V. Staff Responsibilities 
 

A. Home Detention Coordinator 
 

1. The Home Detention Coordinator will be responsible to perform the 
following: 

 
a. Supervise all inmates in the Home Detention Program; 

 
b. Double check each inmate assessment for any disqualifying 

information by gathering information from the classification file, 
criminal history report, D.M.V. print out, pre-sentence report (if 
available), computer files, and the master file; 

 
c. Notify the inmate in writing of the results; 

 
d. If inmate is denied:  

 
(1) Route the screening form to the classification file; and  
 
(2) Route the written denial to the inmate. 

 
e. If the inmate is approved:  

 
(1) Create a file and complete the administrative paperwork 

and fee structure: 
 

(2) Have the inmate fill out the client information form; 
 
(3) Meet with the inmate to review the aforementioned forms. 

Review the rules and regulations and sign the Home 
Detention Contract; and 

 
(4) The completed file will be stored in the Home Detention 

Office. 
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2. Supervision of the  inmates on the Home Detention Program will require 
the Home Detention Coordinator  to perform the following functions: 

 
a. Go to the home of the inmate and perform a search to ensure the 

requirements of the contract are met; 
 
b. Set up the monitoring equipment and review daily reports; 

 
c. Meet with the inmate once a week; 

 
d. Conduct random on-site supervision of the inmate at their home or 

work; 
 

e. Collect random urine or breath samples and send them for analysis; 
 

f. Upon the person's release, The Home Detention Coordinator will 
remove the monitoring equipment and release the inmate from 
custody;  

 
g. When reasonable suspicion exists that the inmate has violated the 

Home Detention Contract, staff may re-take them into physical 
custody. 

 
3. The Home Detention Coordinator will also notify the police department or 

Sheriff's Office substation that a home detainee is present in their 
jurisdiction. Information to the agency will contain the following 
information about the inmate: 

 
a. Name; 
 
b. Address; 
 
c. Date of birth; and 

 
d. Offense committed 

 
B. Corrections Sergeant  

 
1. The assigned Corrections Sergeant will oversee and supervise the Home 

Detention Program. 
/// 
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I. STATUTORY AUTHORITY: 

CALIFORNIA PENAL CODE ARTICLE 3.5, COUNTY BOARDS OF PAROLE 
COMMISSIONERS  
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A. Section 3074.  SUPERVISION AND COUNSELING DURING TRANSITION  

 
The Legislature finds and declares that the period immediately following 
incarceration is critical to successful reintegration of the offender into society and 
to positive citizenship. It is in the interest of public safety for a county to provide 
for the supervision of parolees, and to provide educational, vocational, family and 
personal counseling necessary to assist parolees in the transition between 
imprisonment and discharge. 

 
B. Section 3075.  COUNTY BOARD OF PAROLE COMMISSIONERS 

 
(a) There is in each county a board of parole commissioners, consisting of 

each of the following: 
 

(1) The sheriff, or his or her designee, or, in a county with a 
department of corrections, the director of that department. 

 
(2) The probation officer, or his or her designee. 

 
(3) A member, not a public official, to be selected from the public by 

the presiding judge of the superior court. 
 

(b) The public member of the county board of parole commissioners or his or 
her alternate shall be entitled to his or her actual traveling and other 
necessary expenses incurred in the discharge of his or her duties. In 
addition, the public member or his or her alternate shall be entitled to per 
diem at any rate that may be provided by the board of supervisors. The 
public member or his or her alternate shall hold office for a term of one 
year and in no event for a period exceeding three consecutive years. The 
term shall commence on the date of appointment. 

 
C. Section 3076.  RULES AND REGULATIONS 

 
(a) The board may make, establish and enforce rules and regulations adopted 

under this article. 
 

(b) The board shall act at regularly called meetings at which two-thirds of the 
members are present, and shall make and establish rules and regulations in 
writing stating the reasons therefor under which any prisoner who is 
confined in or committed to any county jail, work furlough facility, 
industrial farm, or industrial road camp, or in any city jail, work furlough 
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facility, industrial farm, or industrial road camp under a judgment of 
imprisonment or as a condition of probation for any criminal offense, 
unless the court at the time of committing has ordered that such prisoner 
confined as a condition of probation upon conviction of a felony not be 
granted parole, may be allowed to go upon parole outside of such jail, 
work furlough facility, industrial farm, or industrial road camp, but to 
remain, while on parole, in the legal custody and under the control of the 
board establishing the rules and regulations for the prisoner's parole, and 
subject at any time to be taken back within the enclosure of any such jail, 
work furlough facility, industrial farm, or industrial road camp. 

 
(c) The board shall provide a complete copy of its written rules and 

regulations and reasons therefor and any amendments thereto to each of 
the judges of the superior courts of the county. 

 
The board shall provide to the persons in charge of the county's 
correctional facilities a copy of the sections of its written rules and 
regulations and any amendments thereto which govern eligibility for 
parole, and the name and telephone number of the person or agency to 
contact for additional information. Such rules and regulations governing 
eligibility either shall be conspicuously posted and maintained within each 
county correctional facility so that all prisoners have access to a copy, or 
shall be given to each prisoner. 

 
D. Section 3077.  JURISDICTION TO GRANT PAROLE 

 
Whenever a prisoner is sentenced in one county and incarcerated in another 
county, only the county in which he was sentenced shall have jurisdiction to grant 
parole. 

 
E. Section 3078.  APPLICATION FOR PAROLEE; RECOMMENDATION OF 

JUDGE  
 

(a) The board shall notify the sentencing judge of an inmate's application for 
parole. 

 
(b) The sentencing judge may make a recommendation regarding such 

application, and the board shall give careful consideration to such 
recommendation. 

 
F. Section 3079.  GRANTING OR DENIAL OF PAROLE  
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(a) No application for parole shall be granted or denied except by a vote of the 
board at a meeting at which a quorum of its members are present. This 
paragraph shall not be applied to the denial of applicants who are 
ineligible by order of the superior court, or to the granting of parole in 
emergency situations. 

 
(b) An applicant shall be permitted to appear and speak on his behalf at the 

meeting at which his application is considered by the board. 
 

G. Section 3080.  LEAVING COUNTY WITHOUT PERMISSION  
 

If any paroled prisoner leaves the county in which he is imprisoned without 
permission from the board granting his parole, he shall be arrested as an escaped 
prisoner and held as such. 

 
H. Section 3081.  ORDER FROM COUNTY BOARD AS WARRANT  

 
(a) Each county board may retake and imprison any prisoner upon parole 

granted under the provisions of this article. 
 

(b) Each county board may release any prisoner on parole for a term not to 
exceed two years upon those conditions and under those rules and 
regulations as may seem fit and proper for his or her rehabilitation, and 
should the prisoner so paroled violate any of the conditions of his or her 
parole or any of the rules and regulations governing his or her parole, he 
or she shall, upon order of the parole commission, be returned to the jail 
from which he or she was paroled and be confined therein for the unserved 
portion of his or her sentence. 

 
(c) The written order of each county board shall be sufficient warrant for all 

officers named therein to authorize them, or any of them, to return to 
actual custody any conditionally released or paroled prisoner. All chiefs of 
police, marshals of cities, sheriffs, and all other police and peace officers 
of this state shall execute any such order in like manner as ordinary 
criminal process. 

 
(d) In computing the unserved sentence of a person returned to jail because of 

the revocation of his or her parole no credit shall be granted for the time 
between his or her release from jail on parole and his or her return to jail 
because of the revocation of his or her parole. 

 
I. Section 3082.  RELEASE OF ALIEN PRISONERS 
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Each county board may make and establish written rules and regulations for the 
unconditional release of and may unconditionally release any prisoner who is an 
alien and who voluntarily consents to return or to be returned to his native land 
and who actually returns or is returned thereto. The necessary expenses of the 
transportation of such alien prisoner and officers or attendants in charge of such 
prisoner, may be paid by the county, upon order of the board of supervisors 
authorizing or ratifying the return of the prisoner at the expense of the county. 

 
J. Section 3083.  TEMPORARY COMMISSIONERS 

 
Whenever the board designates deputies to serve as temporary commissioners in 
considering applications for parole of prisoners, such temporary commissioners or 
deputies may also exercise all powers granted by this article relative to the 
unconditional release of alien prisoners. 

 
K. Section 3084.  RETURN OF STATE PAROLE VIOLATOR 

 
Each county board may release to the State Department of Corrections for return 
to a state prison or correctional institution any county or city jail inmate who is a 
state parole violator, when notified by the Board of Prison Terms. 

 
L. Section 3085.  DEPUTIES AS TEMPORARY COMMISSIONERS 

 
The members of the board may for the purpose of considering applications for 
parole of prisoners from city or county jail, or industrial farms, or work furlough 
facilities, or industrial road camps, designate deputies of their respective offices to 
serve for them as temporary commissioners when they are unable to serve. 

 
M. Section 3086.  ADMISSION OF GUILT NOT A FACTOR TO TERMS OF 

PAROLE 
 

Each county board shall not require, when setting terms or discharge dates, an 
admission of guilt to any crime for which an inmate was committed. 

 
N. Section 3087.  PAROLE WITHOUT SUPERVISION 

 
No prisoner shall be paroled without supervision. 

 
O. Section 3088.  SUPERVISION OF PAROLEE 

 
A prisoner who is released on parole pursuant to this article shall be supervised by 



Corrections Division 1803.00 (6) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 

BOARD OF PAROLE COMMISSIONERS 
__________________________ RULES AND REGULATIONS _________________________ 
 

 Reviewed: 08/10 

a county parole officer of the county board of parole commissioners. 
 

P. Section 3089.  COUNTY PAROLE OFFICER 
 

(a) A county parole officer who is not a peace officer, as defined in Chapter 
4.5 (commencing with Section 830) of Title 3 of Part 2, is a public officer 
who works at the direction of the County Board of Parole Commissioners, 
as provided for in Section 3075, and is responsible for supervising 
prisoners released on parole by the board. 

 
(b) A county parole officer who is a public officer, as defined in subdivision 

(a), shall have no right to carry or possess firearms in the performance of 
his or her prescribed duties. 

 
(c) A county parole officer, as defined in subdivision (a), shall comply with 

the standards for selection and training established by the Board of 
Corrections pursuant to Section 6035. 

 
II. RULES AND REGULATIONS 
 

A. RULE 1 - MEMBERSHIP 
 

1. The Mendocino County Board of Parole Commissioners, in these 
regulations designate as the Board, adopts the following rules and 
regulations pursuant to Section 3074 through Section 3089 of the 
California Penal Code. 

 
a. At the February Parole Board Meeting, a Chair, a Vice-Chair, 

Secretary, and Parole Officer shall be selected. At that time a 
review and if necessary amendments may be made to said Rules 
and Regulations. 

 
b. The Sheriff and the Chief County Probation Officer may appoint 

deputies from their respective offices to serve for them as 
temporary commissioners when they are unable to serve. The 
public member may not appoint a temporary commissioner. Any 
reference in these regulations to the Board or its members shall 
include and apply to temporary commissioners. 

 
c. Any employee assigned to work for the Parole Officer will be 

authorized to act for him/her regarding parole matters. 
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B. RULE 2 - OFFICE OF THE BOARD 
 

1. The Mendocino County Jail, 951 Low Gap Road, Ukiah, CA  95482-3797 
is designated as the Office of the Board. 

 
C. RULE 3 - MEETINGS 

 
1. Regularly meetings will be held, in the Corrections Division Commander's 

office, on the last Friday of the following months; February, April, June, 
August, October, December. Date and time of meetings can be changed by 
the Chair. 

 
a. Special meetings of the Board shall be held at such time and place 

as the Board shall determine. 
 

2. At each meeting, the Parole Officer shall present for consideration all 
parole applications that have been investigated, along with the 
investigation, recommendations of staff and the sentencing judge, if any, 
and any and all additional documentation pertaining to the parole 
application (which may include victim contact). 

 
3. The Parole Officer shall keep the minutes of the Board. The minutes shall 

record the action taken on each item calendared. 
 

D. RULE 4 - GENERAL STATEMENTS OF POLICY 
 

1. The recommendation of the sentencing judge, if any, shall be given careful 
consideration by the Board. {Penal Code Section 3078 (b)} 

 
2. Application for County Parole may be made if the inmate can demonstrate 

an emergency exist that the sentencing judge was not aware of at the time 
of sentencing. 

 
a. An "emergency" shall be defined as an immediate physical danger 

to the inmate or "immediate family" due to medical or other life 
threatening problems, which the sentencing judge was not aware of 
at the time of sentencing. All "emergencies" must be verified by a 
qualified physician or other recognized approved source. 

 
(1) "Immediate family" shall be defined as parents, siblings, 

spouse, or children. In-laws and grandparents may be 
considered by special approval of the Board. 
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b. Release is not likely to pose significant danger to the community; 

and, 
 

c. There is a likelihood that the inmate can be successfully 
reintegrated into the community. 

 
3. Inmates serving weekend sentences or sentences of thirty days or less are 

not eligible to apply for County Parole. 
 

4. It is the intent of the Parole Board that individuals not receive supervision 
by both the Parole Board and the Probation Department. It is the primary 
responsibility of the Parole Officer to provide supervision for a parolee 
during the period of release on Parole. 

 
5. Any prisoner either as a condition of probation or committed to this 

correctional facility for any criminal offense, unless the court at the time 
of committing has ordered that such inmate confined as a condition of 
probation upon conviction of a felony, may be granted parole. 

 
6. Parole supervision may be terminated on the defendant's maximum release 

date. 
 

E. RULE 5 - APPLICATION FOR PAROLE 
 

1. Notices describing the availability of county parole, and copies of these 
regulations, shall be posted in each facility within the county where 
sentenced inmates are regularly detained, including each living area of 
each detention facility. 

 
2. Parole application forms will be available from the corrections staff. 

 
3. Corrections Supervisor(s) or the Commander shall review the inmates 'A' 

file and recommend parole denial or approval based on applicant's 
behavior while in custody. 

 
4. Completed applications shall be transmitted to the Parole Officer through 

normal channels. 
 

5. The Parole Officer, or designee, shall review each parole application to 
determine eligibility and initiate an investigation if appropriate. 
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6. The Parole Officer shall notify the sentencing judge when an investigation 
is initiated and request comment on the parole application. A reasonable 
effort will be made to give notice and solicit comment from the victim, the 
investigating police officer, the assigned supervising probation officer, if 
any, and the references provided by the inmate. 

 
7. Any applicant who has been written up for any rules violation, and is 

given disciplinary action in the form of loss of privileges, shall not be 
eligible to appear before the Parole Board. 

 
F. RULE 6 - PAROLE HEARING PROCEDURE 

 
1. The applicant shall be allowed to personally appear and speak before the 

Parole Board when the parole application is considered. However, the 
applicant may request that the application be considered in absentia, or 
may withdraw the application at any time. 

 
2. An attorney for the applicant may submit written information and/or 

argument relevant to the parole application for consideration by the Parole 
Board. 

 
3. The personal appearance of an attorney may be allowed upon application 

to the Parole Board showing that: 
 

a. The applicant lacks the capacity to effectively speak for 
him/herself; or 

 
b. The matter before the Board is extraordinarily complex and the 

attorney would be of assistance to the Board. 
 

4. Friends, relatives, and employers may personally appear before the Board 
only upon application to the Board showing they will be of assistance to 
the Parole Board. 

 
5. The Board shall determine each parole application on its individual merits. 

The Board will consider information presented, which may include, but 
shall not be limited to, the recommendation of the sentencing judge, 
probation and/or police report summaries, victim statements, nature of the 
offense, applicant's prior criminal record, custodial incident reports, the 
applicant's institutional adjustment, investigation report, recommendation 
of the Parole Officer, and materials submitted by the applicant, and any 
statement by the applicant and/or anyone on his/her behalf. 
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6. The burden is on the applicant to show by a preponderance of evidence 

that: 
 

a. The applicant is not likely to pose a significant danger to the 
community; and, 

 
b. It is likely the applicant can be reintegrated into the community. 

 
7. Parole Board meetings are confidential. 

 
8. Upon considering an application the Board may: 

 
a. Grant parole with a specific release date, and set the terms, 

conditions, and length of parole; 
 

b. Grant parole with a conditional release date pending receipt of 
additional information; 

 
c. Continue the matter to a later date; or, 

 
d. Deny parole. 

 
9. When parole is denied, the Board or the Parole Officer shall notify the 

applicant of their decision in writing within two (2) days of adoption of 
the decision of the Board, not including holidays and weekends. 

 
10. The Board may order a rehearing on its own motions at any time. 

 
G. RULE 7 - TERMS AND CONDITIONS OF PAROLE 

 
1. When parole is granted, the Parole Officer shall deliver a certificate 

evidencing the conditions of the parole agreement to the officer in charge 
of the facility where the inmate is confined directing release of the 
prisoner in accordance with this rule and terms of parole. 

 
2. No inmate shall be released on parole until the inmate has signed an 

agreement accepting the terms and conditions of the parole agreement. 
 

3. To ensure continuity of supervision, the Parole Officer shall coordinate 
with any other probation, parole, or other criminal justice agency 
concerned. 
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H. RULE 8 - REVOCATION OF PAROLE 

 
1. If there is probable cause to believe a parolee has violated any term or 

condition of parole, the Parole Officer or any member of the Parole Board 
may without notice, order the parole suspended and issue a warrant of 
arrest. 

 
2. A parolee is entitled to a FACT FINDING HEARING to determine 

whether there is sufficient cause to believe that condition(s) of parole were 
violated. This hearing will be held by a member of the Board, a temporary 
commissioner, or the Parole Officer within five (5) days (excluding 
holidays and weekends) of arrest. 

 
3. If the Parole Officer finds there is insufficient cause to believe a term or 

condition of parole was violated, the Parole Officer shall issue a written 
order that the parolee is reinstated on parole, effective immediately, and 
that all county parole holds are released. This order shall be delivered to 
the detention facility in which the parolee is confined within 48 hours, 
excluding holidays and weekends. 

 
4. If it is determined at the FACT FINDING HEARING that there is 

sufficient cause to believe that a term or condition of parole was violated, 
the Parole Officer shall order the parolee to be held in custody until a 
REVOCATION (disposition) HEARING can be held, within five (5) days 
of the fact finding hearing excluding weekends and holidays, to determine 
if parole will be revoked. 

 
5. At the revocation hearing, the parolee is entitled to: 

 
a. Written notice of the alleged violation; 

 
b. The opportunity to review the adverse information that will be 

offered; 
 

c. The opportunity to appear personally; 
 

d. The opportunity to present testimony and documentary evidence; 
and, 

 
e. The right to cross-examine witnesses. 
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6. If the Board determines parole should not be revoked, the Board shall 
issue a written order rescinding the Board's original commitment order 
and reinstating parole under the original or modified terms and conditions. 
This order shall be delivered to the detention facility in which the parolee 
is confined within forty-eight (48) hours, excluding holidays and 
weekends. 

 
7. If the Board determines parole should be revoked, the Board shall issue 

written finding of fact or adopt the findings of the Parole Officer and issue 
a written order stating the parolee shall be returned to the custody of the 
Sheriff to serve the remainder of sentence. 

 
///  
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___________________________ OFF-SITE WORK DETAIL ___________________________ 
 
I. GENERAL INFORMATION 
 

A. Corrections Division will provide Off-Site Work Supervisors with a copy of the 
rules and regulations pertaining to Work Crews and make sure that they fully 
understand the responsibilities. 

 
II. CORRECTIONS RESPONSIBILITIES: 
 

A. The Corrections Sergeant is responsible: 
 

1. For determining, approving, and coordinating a request for off-site 
workers. 

 
2. To ensure that all civilians authorized to supervise on off-site inmate work 

detail reads and understands the "Inmate Civilian Supervisor Handout." 
 

3. To provide the Inmate Civilian Supervisor with the "Off-Site Supervisors 
Briefing" document and to ensure the civilian has read, understood, 
signed, and dated this document. 

 
a. It is the responsibility of the Corrections Sergeant to maintain this 

document. 
 
III. SUSPENDING THE OFF-SITE WORK DETAIL 
 

A. The Corrections Division Commander, Corrections Lieutenant or any Facility 
Supervisor may suspend the operation of any off-site work detail at any time. 

 
IV. SECURITY CHECK OF INMATE CIVILIAN SUPERVISORS 
 

A. A security check will be completed by the Sheriff's Office on any person 
requesting to supervise an inmate work detail. 

 
1. Once the determination has been made to either authorize or deny the 

civilian to supervise a work crew, the documentation will be logged and 
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destroyed.  
 
V. INMATE WORKER 
 

A. Eligibility for off-site inmate workers will be determined by Classification staff.  
See policy and procedure 501-00-Inmate Classification. 

 
 
/// 
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___________________ OFF-SITE INMATE SUPERVISOR BRIEFING __________________ 
 
I. POLICY:  The information included in this Policy and Procedure is provided to all 

persons who supervise inmate workers off of the Mendocino County Sheriff's Office 
corrections facility site. It is required that all such persons read, or have read to them, this 
information and sign a statement acknowledging their understanding of its contents and 
their agreement to abide by the rules and regulations set forth. Also included in this 
briefing is a copy of the Mendocino County Sheriff's Office General Order 214.1 - Sexual 
Harassment, which will also be read by, or read to, the prospective off-site supervisor. 

 
II. PROCEDURE 
 

A. All members shall sign a statement on the form "OFF-SITE SUPERVISORS 
BRIEFING - Rules, Responsibilities and Guidelines" which will be provided by 
the Sheriff's Office to the effect acknowledgment of the rules, responsibilities and 
guidelines of the off-site supervisors. 

 
1. Sections III.-RULES through Section V.-GUIDELINES will be the 

information that is included in the "OFF-SITE SUPERVISORS 
BRIEFING - Rules, Responsibilities and Guidelines" added to the form 
will be the agreement section that states the employee has read and 
understands the form. 

 
2. These signed statements shall be retained in an off-site supervisors file, 

located in the Corrections Lieutenants' office. 
III. RULES 
 

A. Inmates have to be aware of the following rules and have to sign an agreement 
before being allowed to work off-site. 

 
1. Inmates must obey all orders from off-site supervisors and perform work 

as directed unless such work poses a threat of immediate injury or death. 
Disputes concerning what and how work is performed shall be resolved by 
the Facility Supervisor after the inmate is returned to the corrections 
facility. The off-site supervisor will not argue with any inmates to 
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preclude any escalation of the dispute. 
 

2. Inmates shall not be allowed to operate any heavy equipment or motor 
vehicles unless there is an immediate threat of injury or death. 

 
3. Inmates shall not be allowed to possess or use any alcoholic beverages, 

drugs, or tobacco while on off-site work details. Inmates who are found in 
possession of any such items shall be immediately returned to the 
Mendocino County Jail and the supervisor shall brief the receiving 
Corrections Deputy on why the inmate was returned. 

 
4. Inmates shall not be allowed to communicate in any form, to include 

personal visits, telephonically, or in writing, while on off-site work details. 
 

5. Inmates shall not be allowed to purchase any items, to include food and 
drinks, while on off-site work details. Inmates may take food items from 
their commissary with them on these details, but may not bring such items 
at the end of the workday back into the facility. Inmates are strictly 
prohibited from possessing any currency while on off-site work details. 
Bag lunches and drinks are provided to all off-site inmate workers by this 
facility. Arrangements for all meals are the concern of the Mendocino 
County Jail and the off-site supervisor has no responsibility for providing 
food or drinks to the inmates. Off-site supervisors are, in fact, discouraged 
from providing other beverages or food to inmate workers. 

 
6. Inmates are not allowed to take any letter, writing, literature, or reading 

materials from the Mendocino County Jail. Such items also are forbidden 
to be brought back into the Mendocino County Jail unless prior 
authorization is given by the Facility Supervisor. 

 
7. Inmates are prohibited from making derogatory, lewd, profane, sexual 

remarks or gestures to members of the general public, or any other person, 
while working off-site. Failure to abide by this rule shall be grounds for 
immediate removal from the off-site work detail and returned to the 
corrections facility. As above, inmates are not allowed to converse with 
any persons other than the supervisor(s) when engaged in off-site work 
details unless for reasons to facilitate completion of the work detail. 

 
8. Inmate workers shall abide by all Mendocino County Jail rules and 

regulations. Any questions concerning these rules shall be brought to the 
attention of a Corrections Deputy as soon as possible for resolution. 

 
IV. RESPONSIBILITIES OF OFF-SITE SUPERVISORS 
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A. Responsibilities of off-site supervisors shall be as follows: 

 
1. Off-site supervisors SHALL maintain DIRECT supervision over off-site 

inmate workers assigned to him/her. 
 

2. If an inmate injury is severe, outside assistance shall be immediately 
summoned, or the supervisor shall transport the inmate worker to the 
nearest medical facility for immediate treatment.  

 
a. If deemed appropriate by competent medical authority, the inmate 

worker shall be immediately transferred back to the Mendocino 
County Jail after release from the medical facility.  

 
b. While at the medical facility, the supervisor SHALL telephonically 

contact the Mendocino County Jail to inform them of the problem 
and may gain further guidance from Corrections staff at that time. 

 
c. After return to the Mendocino County Jail, the off-site supervisor 

shall make him/herself available for interview so the Facility 
Supervisor may complete an incident report.  

 
(1) Off-site supervisors will be responsible for completing a 

County Accident Report and Worker's Compensation 
Claim form on all inmate injuries that occur while the 
inmates are under their supervision. 

 
3. Off-site supervisors shall ensure that safety and/or protective equipment is 

issued to, and used by, inmates when working with possibly hazardous 
equipment or items. This equipment shall include eye, ear, and head 
protection, as well as protective clothing and footwear that would be 
normal in the civilian community. 

 
4. Inmates shall receive instructions in the proper use on any equipment with 

which they are asked to work. Inmates shall demonstrate to the supervisor 
their understanding and ability to use such equipment prior to actual 
implementation. Inmate workers SHALL NOT be utilized as "flag men" 
unless there is an immediate threat of injury or death due to an accident or 
incident at the job site. 

 
5. Inmate workers shall not be directed to perform any work, which would 

violate any existing laws, county rules, or ordinances. 
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6. Off-site supervisors shall not discuss personal information with inmate 
workers, nor shall they reveal any information about any of the 
Corrections Division staff to which they might be privy. 

 
V. GUIDELINES 
 

A. Although off-site supervisors will be working in close proximity with the inmate 
workers, it is suggested that they establish their perimeters of behavior at the 
outset of the work detail. Some supervisors want to be called by their last name 
and Mr./Mrs./Miss, etc. Others prefer to maintain their association on a first name 
basis. Either is acceptable, however, the inmates must know that the supervisors 
are in charge and their orders must be followed. Too much familiarity breeds 
contempt. Be discreet. 

 
1. Inmates are masters at conning people into doing what they want. A 

common ploy in jails is to establish a friendship with an untrained 
individual and gain their sympathy through a "hardship" story in order to 
gain special favors or help. Do not allow yourself to be drawn into such a 
trap. If you have any questions about what an inmate asks you to do, even 
under the most innocent of circumstances, beware and report to a 
Corrections Deputy for guidance. In all cases, if the inmate was allowed to 
have such a favor it would be granted by the Corrections Division staff. 

 
2. When in doubt about any rule or regulation, as a Corrections Deputy or 

Facility Supervisor, follow the rules of the facility for the inmates, do not 
make up your own. 

 
3. If you know something which may affect the security of the facility, or 

constitutes a danger to the inmate, staff member, or others, you MUST 
pass such information on to the Facility Supervisor, either directly or 
through one of the Corrections Deputies. 

 
4. Support the administration. Please do not voice or discuss destructive 

criticism with the inmates. 
 

5. Writing or telephoning any court personnel or probation officer is 
forbidden. If you feel you have comments, either positive or negative, 
please refer them to the Corrections Division Commander. They will be 
considered in appropriate circumstances. Do not promise an inmate 
anything that you cannot provide. You are not a legal advisor; do not 
attempt to provide legal advice, however well-meaning. 

 
6. Dress appropriately. 
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_______________ OFF-SITE SUPERVISOR INMATES SIGN OUT LOG ________________ 
 
I. POLICY:  It is a requirement of the Corrections Division that inmates assigned to work 

off the facility compound be accounted for at all times and that they be signed in and out 
of the facility compound accordingly. 

 
II. PROCEDURE 
 

A. The "Off-Site Supervisor Inmates Sign Out Log" will be kept on the cabinet 
inside to the Building II Sallyport. 

 
B. It is the responsibility of the off-site supervisor, upon receiving an inmate for off-

site work, to provide the following required information in completing this log: 
 

1. DATE - log is being utilized; 
 

2. NAME AND MASTER NUMBER - of the inmate assigned to work off 
the facility compound; 

 
3. DESTINATION - inmate will be assigned for the day; 

 
4. TIME - OUT / RETURN - of the inmate; 

 
5. ANY & ALL SUPERVISOR/I.D.# - This space is reserved for the names 

and identification numbers, when applicable, of ALL personnel that 
supervised the inmate during the out/return times indicated in the previous 
column.  

 
a. The Corrections Deputy will have to make a verbal inquiry of the 

civilian returning the inmate to the compound, as to other 
supervisors of the inmate.  

 
b. It is most important that the names of ALL those who supervised 

during this time are listed in this column. 
 

6. AGENCY - This space is for the name of the agency utilizing the inmate 
labor. 
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C. When the off-site supervisor returns the inmate at the end of the work period, 

he/she shall log the inmate in and sign the log as the supervisor. 
 

D. It will be the responsibility of the Building Two Corrections Deputy to forward 
completed "Off-Site Supervisor Inmates Sign Out Log" to Jail Records. 

 
/// 
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_________________ INMATE RULES FOR OFF-SITE WORK DETAIL _________________ 
 
I. POLICY:  It is the policy of the Corrections Division that all inmates who are assigned to 

work off-site the facility compound will be briefed and made to understand the rules of 
expected conduct. 

 
II. PROCEDURE 
 

A. "Rules for Off-Site Work Assignment" Agreement 
 

1. Inmates who are assigned to work off-site the facility compound will read, 
or have read to them "Rules for Off-Site Work Assignment." 

 
2. The agreement portion, that states the rules shall be abided by, will then be 

signed by the inmate. 
 

a. The Corrections Deputy that assisted the inmate will also sign the 
agreement. 

 
3. The signed "Rules for Off-Site Work Assignment" will be maintained in 

the inmate's master file. 
 

/// 
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_____________ RANDOM INMATE URINALYSIS _____________ 
 
I. PURPOSE: 
 

A. To ensure safety and security of the Mendocino County Jail random urinalysis to 
detect alcohol or illegal narcotics use will be performed on all inmates. (Bell v. 
Wolfish) 

 
II. POLICY: 
 

A. All inmates, including sentenced and unsentenced, will be subject to random 
urinalysis. 
 

B. Urine Panel-Dip tests that result in a positive will be followed up with a 
confirmation analysis by Redwood Toxicology Laboratory. 
 

C. Confirmed positives will result in internal disciplinary action and/or a criminal 
complaint filed with the District Attorney. 
 

D. This policy does not address specific incidents, for example: the smell of 
marijuana smoke in a module. If there is a specific reason, it will be part of an 
investigation to narrow down the offending parties to collect a urine sample.         
 

 
III. DEFINITIONS: 
 

A. NOTIFICATION: Notification to inmates is accomplished by viewable signage 
by each housing unit, Inmate Handbook, and signing the Work Assignment 
Agreement form for those who are on work details. 
 

B. RANDOM: Random is without definite aim, direction, rule, or method. 
 
IV. PROCEDURE: 
 

A. At least one week a month, the dayshift sergeant will perform a lottery, to 
determine which group of inmates will submit to urine testing. 

 
1. Groups are determined by work assignment or housing unit. 
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B. After a group has been determined, deputies will gather urine samples using the 

Panel-Dip substance abuse screening device. The instructions are on the 
packaging of each test. 

 
1. Urine samples will be gathered one at a time in a bathroom to ensure that 

the privacy of the inmate is protected. 
 

C. If a sample is determined to be positive by the Panel-Dip, the positive samples 
will be sent to the Redwood Toxicology Laboratory. 

   
 

1. When a sample is positive through the Panel-Dip an incident report will be 
written. 
 

2. If Redwood Toxicology Laboratory confirms the sample is confirmed 
positive, the inmate will be subject to criminal and/or disciplinary action. 

 
D. Refusals to submit to urine testing will result in discipline and if an inmate is an 

inmate worker, it will result in the loss of job assignment. 
 
// 
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___________________ TRANSPORTATION/COURT PROCEDURES ___________________ 
 
I. POLICY 
 

A. Transporting inmates is a potentially dangerous and difficult responsibility of the 
Mendocino County Sheriff's Office. Staff members assigned to transportation 
duties will take every precaution, according to these procedures, to prevent the 
escape of inmates who are being transported. The principal concerns of staff 
members will be SAFETY and SECURITY. 

 
II. GENERAL PROVISIONS 
 

A. CONDUCT DURING TRANSPORT 
 

1. Be cognizant of, and carry out, all Sheriff's Office General Orders and 
Corrections Division's Policy and Procedures. 

 
2. Members SHALL NOT discuss the circumstances of any criminal offense 

pending against any inmate in the presence of that inmate, other inmates 
or members of the community. 

 
3. Members SHALL NOT engage in, or arrange for, social or business 

transactions with any inmate or arrestee. (See Policy and Procedure 106.10 
Conduct Towards Inmates and 110.00 Barters and Gifts) 

 
4. Members SHALL NOT discuss any official or personal business during 

the transport of inmates. 
 

5. The transportation of inmates under restraint will be carried out quietly 
and efficiently, with as little public display as possible. 
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III. TRANSPORTATION RESPONSIBILITIES 
 

A. GENERAL DUTIES AND RESPONSIBILITIES 
 
1. Transport inmates to and from the various courts within the county 

according to current transportation schedules. 
 

2. Make transportation to or from other correctional or medical facilities 
within the county or within the State Prison system as required and 
directed by the Transportation Supervisor. 

 
3. Ensure inmates are appropriately restrained. 

 
4. Process inmates going to, and returning from, court or elsewhere. 

 
5. Transport inmates to medical or dental appointments as necessary. Remain 

with the inmate until treatment is complete unless authorized by a 
Corrections Supervisor or other competent authority to leave the inmate 
unescorted. 

 
6. Perform courtroom security as needed during inmate court appearances, 

and assist the Court Security Unit as required. 
 

7. Perform other related duties as may be required by a Corrections 
Lieutenant or the Corrections Division Commander, or designee. 

 
B. TRANSPORTATION SUPERVISOR RESPONSIBILITIES 

 
1. Transportation Supervisor will assign transportation duties to deputies 

who are trained in transporting inmates. 
 
2. The Transportation Supervisor or designee is responsible for compiling 

the inmate transportation list. This list contains the names of the inmates 
to be transported, housing assignment, destination, time of appointment, 
names of deputies assigned to transport and vehicle assignments. Inmates 
are listed in groups by destination. Within these groups, inmates are listed 
by most compatible housing and classification determination. 

 
3. Transportation Supervisor or designee will assign vehicles equipped with 

operational Sheriff's radios to ensure communications will be maintained 
between the transporting deputy(s) and the Sheriff's Communication 
Center, and/or to the Central Control of the Mendocino County Jail. 
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4. The following pending inmate transports require prior approval by the 
Transportation Supervisor: 

 
a. Out of county; and 
 
b. After hour non-emergency transports 

 
5. The transporting deputy(s) shall be furnished the following information, at 

a minimum: 
 
a. The date, time, and the name of inmate(s) to be transported; 
 
b. Destination, and the most direct route; 
 
c. Estimated time of arrival at the destination; 
 
d. Vehicle to be used; 
 
e. Any possible problem that may be encountered with the inmate 

(assaultive, escape risk, high profile inmate, medical problem, 
etc.). 

 
C. TRANSPORTATION DEPUTIES RESPONSIBILITIES 

 
1. The transporting deputy(s) will possess all of the required paperwork and 

equipment before leaving the Mendocino County Jail. 
 
2. The transporting deputy(s) will inspect the vehicle to be used to ensure all 

is in proper working order and void of all illegal or dangerous contraband 
and/or weapons. 

 
3. The transporting deputy will determine the housing location for the 

inmates that are to be transported.  They will have the inmates called out 
for court by the control board operator. 

 
4. The transporting deputy(s) will search all inmates to be transported. When 

an inmate is brought out of housing, the transporting deputy pat searches 
the inmate before the inmate is secured in restraints.  

 
a. When written material is found on the inmate, the transporting 

deputy is to inquire of its purpose. If the inmate responds that it is 
for the attorney or it is legal matter, the transporting deputy is to 
search the items for contraband and return the items to the inmate.  
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b. Inmates are not to take any other materials to court unless prior 

approval has been received from a Corrections Sergeant, 
Corrections Lieutenant, Corrections Captain or competent legal 
authority. 

 
5. The transporting deputy will place the inmate in the appropriate restraints. 
 
6. The inmate(s) will be escorted to the assigned transport vehicle. 

 
a. Inmates will be separated by classification in the transport 

vehicles. 
 

7. When en route to an out-of-county facility or the Fort Bragg Court, the 
transporting deputy shall inform the Communications Center of their 
destination. 

 
8. The transporting deputy(s) shall ensure no person communicates with any 

inmate during the transportation process, except for those persons 
authorized to communicate with inmates during the normal course of 
business. 

 
9. Each time inmates are placed in a court holding facility; the transporting 

deputy shall log the arrival and departure time on “Inmate Monitoring 
Log” form and return it to the Transportation Office. 

 
a. Security checks shall be made at least twice every half hour and 

logged on the "Inmate Monitoring Log" form. 
 

10. Transporting deputy(s) will ensure inmates housed in a court holding 
facility are segregated in compliance with the Classification Plan. 

 
11. Whenever one or more female inmates are in the facility, there shall be at 

least one female employee who shall, in a like manner, be immediately 
available and accessible to such female(s). 

 
a. Female inmates are not to be brought into any of the facilities 

unless a female employee is present.  
 
b. In the event no female employee is present or available, the female 

inmate may only be brought into the facility upon the approval of a 
supervisor. 
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12. Inmates temporarily housed at a holding facility during a normally 
scheduled jail meal, shall be afforded a bag lunch from the jail kitchen and 
allowed a minimum of 15 minutes for consumption. 

 
13. The transporting deputy will remain in the court holding facility with the 

inmates until they are notified by the Court Security Unit to move the 
inmates to the courtroom. 

 
14. Inmates will be moved directly to the courtroom in an organized, secure 

manner. 
 
15.  The transporting deputy will maintain accurate and complete "Inmate 

Court Appearance" information during an inmate's appearance in court. 
 
16. The transporting deputy(s) will carry out the same procedures for 

transporting inmate(s) on the return trip to the Mendocino County Jail, 
including a search of the inmate. 

 
17. Inmates involved in jury trials will be dressed in civilian clothing and 

moved separate from other inmates. Handcuffs, belly chains or leg 
shackles will not be used in the presence of jurors or potential jurors (See 
Restraints section B.1.a-c below). 

 
18. Transporting deputy(s) will document any classification information 

obtained during court or transport in a jail incident report. 
 

B. RESTRAINTS 
 

1. All inmates will be appropriately restrained while being moved to and 
from the court facilities. 

 
a. Inmates involved in a jury trial will be placed in a leg brace during 

their court proceedings.  Jury trial inmates will not be handcuffed 
in the courthouse during the hours of 0800 and 1700. Inmates shall 
be handcuffed prior to 0800 and following 1700 hours during 
transportation.  

 
b. At all times, both with prospective and empanelled jurors present, 

inmates are not to be handcuffed. The transporting deputy(s) shall 
take direction from the Court Security Deputy of the assigned 
court, the Transportation Supervisor or Corrections Sergeant.  
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c. All inmates who are not handcuffed as directed above shall be 
restrained by the use of a leg brace restraint and shall be instructed 
to keep their hands in their pockets at all times. 

 
2. Female and male inmates shall not be handcuffed together. 
 
3. Security restraints may be removed when an inmate is going to be in the 

Court Holding Facility for an extended period. 
 

4. Pregnant females will not be belly chained or leg shackled.  They will be 
handcuffed with their hands in front. 

 
a. Pregnant females will be transported to the hospital in the least 

restrictive means possible based on the legitimate security needs of 
the inmate. 

 
b. At no time shall a woman who is in labor be shackled by the 

wrists, ankles, or both including during transport to a hospital, 
during delivery, and while recovery after giving birth, unless 
deemed necessary for the safety and security of the inmate, the 
staff and the public. (Penal Code 6030(f) and 5007.7) 

 
5. Restraints for violent inmates; see Policy and Procedure 505.00 - Use Of 

Force And Restraints. 
 
C. ESCAPES 

 
1. All personnel of the Mendocino County Sheriff's Office, including 

Reserve Deputy Sheriffs and paid private security agencies working 
within the confines of the Sheriff's Office, will take every precaution to 
prevent inmates from breaking custody and endangering the public. When 
a break in custody does occur, personnel will take immediate action to 
ensure the safety of the community, and to apprehend the inmate. 

 
2. Every inmate who is physically confined may think of escape at one time 

or another. The process of transportation offers a greater opportunity for 
escape than almost any other situation because there are no cells, walls, or 
heavy doors to ensure custody. Instead, the transporting deputy substitutes 
handcuffs, restraint chains, leg irons, and constant vigilance. 

 
3. All members who transport shall make sure the inmates are restrained 

using belly chains and leg irons versus using normal handcuffs. Inmates 
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will not be shackled to other inmates unless there is an unusual 
circumstance that indicates otherwise. 

 
4. When a single inmate is being transported, and breaks custody, the 

transporting deputy(s) will immediately notify the Sheriff's 
Communications Center, and then pursue the escapee. Notification made 
to the Communications Center will include: 

 
a. The deputy(s) exact location; 

 
b. Inmate's name and complete physical and clothing description; 

 
c. The inmate's last known direction of travel; 

 
d. Nature of charge and the level of security the inmate. (Maximum 

Security, Medium Security, Low Security). 
 

5. When more than one inmate is being transported by two transporting 
deputies and a break in custody occurs, the transporting deputies will 
secure the remaining inmates either at the jail or in the court holding cells. 
One transporting deputy may then pursue the escapee. The second 
transporting deputy: 

 
a. Remains behind to prevent other inmates being escorted from 

breaking custody; 
 

b. Notifies the Communications Center of location, name of escapee, 
and physical and clothing description, as well as with the direction 
of travel; 

 
c. Stands by until assistance arrives, and assists as needed until 

backup units arrive. 
 

6. When more than one inmate is being transported or escorted by one 
transporting deputy, and a break in custody occurs, the escapee shall not 
be pursued on foot, unless capture is immediate, but will: 

 
a. Remain behind to prevent other inmates from breaking custody. 

 
b. Notify the Communications Center, if possible, of location, name 

of the escapee, physical and clothing description, as well as with 
the direction of travel. 
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c. If in vehicle, stands by until assistance arrives. If on foot, returns to 
the transportation vehicle and stands by until assistance arrives. 

 
7. The Transportation Supervisor will supply law enforcement with: 

 
a. Escapee's name, physical and clothing description, and whether the 

inmate is considered dangerous; 
 

b. Escapee's direction of travel; 
 

8. Escapee's home address, or last known address, as well as the address of 
the escapee's family and known friend(s) if available. 

 
9. When the inmate breaking custody is apprehended, the capturing deputy 

will immediately: 
 

a. Secure the captured escapee to prevent further attempts of escape; 
 

b. Notify the Sheriff's Communications Center of the escapee's 
apprehension; 

 
c. Return the escapee to the jail. 

 
10. The transporting deputy(s) will prepare and submit a written incident 

report. 
 

a. The incident report will be forwarded to the investigating agency 
for possible prosecution under Penal Code Section 4532. 

 
IV. STAFFING LEVELS 
 

A. Adequate staffing levels are to be maintained at all times. Classification 
guidelines require the following staffing for transports: 
 
1. Maximum Security / Level 3 (Max 3) 

a. These inmates will be transported on a 2:1 deputy-to-inmate ratio. 
This inmate will not be mixed with other inmates. Once in court, 
there must be clear separation in the courtroom. 

 
2. Maximum Security / Level 2 (Max 2) 
 

a. These inmates will be transported on a 1:1 deputy-to-inmate ratio. 
This inmate will not be mixed with other security level inmates.  
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3. Maximum Security / Level 1 (Max 1) 
 

a. These inmates can be transported on a 1:5 deputy-to-inmate ratio. 
Medium and minimum-security inmate may be transported within 
the same van compartment and same holding cell as they are in 
direct supervision and restrained. 

 
4. Medium Security General Population Inmates (Med) 
 

a. These inmates will be moved by 1:5 deputy-to-inmate ratio. 
Medium and minimum-security inmate may be transported within 
the same van compartment and same holding cell as they are in 
direct supervision and restrained. 

 
5. Medium Security Protective Custody and Special Needs (PC/SN) 
 

a. These inmates can be transported on a 1:5 deputy-to-inmate ratio. 
So long as separation can be established, they may be transported 
with maximum-security level one.  May also be transported with 
medium or minimum-security inmates.    

  
6. Minimum Security  (Min) 
 

a. These inmates will be moved by 1:5 deputy-to-inmate ratio. 
Medium and minimum-security inmate may be transported within 
the van compartment and same holding cell as they are in direct 
supervision and restrained.     
 

B. Requests for additional personnel by the Transportation Unit to either correctional 
facility shall be honored by the Facility Supervisor when staffing levels allow. 
Oftentimes, the need for additional personnel is not made known until daily 
contact with the various courts.  Efforts will be made to return personnel to their 
jail assignments as soon as possible. 

 
V. TRANSPORTATION OF INFECTIOUS INMATES 

 
A. TUBERCULOSIS OR OTHER AEROSOL TRANSMISSIBLE DISEASES 
 

1. When transporting an inmate suspected of having TB or any other aerosol 
transmissible disease, the transporting deputy should close all of the 
windows in the vehicle and turn the vents on high.  
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2. The “Max AC” function should not be used as it re-circulates the air in the 
vehicle. 

 
3. The transport deputy should avoid opening the trunk of the vehicle at the 

conclusion of the transport. Concentrations of aerosol droplets may 
accumulate in the trunk area 

 
4. The inmate is required to use respiratory protection to prevent employee 

exposure to TB bacilli. 
 

5. Suspected inmates must be transported separately from other inmates. 
 

B. OTHER HIGHLY CONTAGIOUS DISEASES 
 

1. Inmates suspected of having highly contagious diseases such as MRSA 
will be transported separate from other inmates. 

 
2. All areas that the inmate may have come in contact with during the 

transport will be disinfected with an appropriate germicide at the 
conclusion of the transport.  

 
VI. MEDICAL/MENTAL HEALTH EMERGENCY 
 

A. If a medical/mental health emergency should arise while an inmate is in the Court 
Holding Cell, the inmate shall be transported to the nearest hospital for evaluation 
and treatment.  

 
1. The inmate shall be cleared by a physician before being returned to the 

Court Holding Cell or to the Mendocino County Jail. 
 
VII. COURT DOCUMENTATION 
 

A. DAILY TRANSPORT ROSTER: 
 

1. The computer generated morning and afternoon transport list is to be 
maintained on a daily basis, Monday through Friday, in the Corrections 
Transportation Folder by the Transportation Supervisor. 

 
B. COURT RETURNS AND RELEASES: 
 

1. The transporting deputy will complete the “Inmate Court Appearance” 
sheet. When entering this information, the inmate's name, date, time, place 
(court), and reason for the return must be entered. 
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2. Court return information will be entered into the Jail Management System 

and court paperwork will be scanned into the inmate’s booking file by the 
Transportation Supervisor or designee.  

 
3. Releases will be reviewed by the Transportation Supervisor. The 

Transportation Supervisor will bring the release paperwork to the on-duty 
Shift Supervisor for processing. 

 
VIII. PAPERWORK PICK-UP / DELIVERY 
 

A. Transportation staff shall deliver paperwork from the Sheriff’s Office daily to the 
Superior Court and District Attorney as needed. 

 
B. The Transportation staff member delivering documentation to the Courthouse will 

pick up any other paperwork or mail to be returned to the Sheriff's Office. 
Paperwork will be picked up at: 

 
1. District Attorney's Office 

(1) (Next to north courthouse entrance) 
 

2. Mendocino County Superior Court   
(1) Courtroom - Ukiah  
(2) Courthouse, Room 107 and 108, Level 1 
 

C. California Department of Corrections and Rehabilitation (CDCR) commitments 
are received from the Supervisor Court Clerks. 

 
IX. VEHICLES 
 

A. Transportation deputies will not transport more inmates than a vehicle is designed 
to seat. 

 
B. Corrections Division vehicles, when not in use, shall be secured with the radios 

turned off. 
 

C. The Transportation Supervisor shall record vehicle mileage at the first of each 
month. Sheriff's Administration shall be advised of vehicle number and mileage 
on the first of each month. 

 
D. A Monthly Vehicle Inspection List shall be generated on each vehicle assigned to 

the Mendocino County Jail at the beginning of each month as directed by the 
Transportation Supervisor.  
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X. OTHER COUNTY/STATE TRANSPORTS 
 

A. California Department of Corrections and Rehabilitation (CDCR) 
 

1. All male inmates sentenced to State Prison (CDCR) are taken to the 
Northern California Reception Center (NCRC) at San Quentin State 
Prison.   

 
a. Female inmates will be transported to Central California Women’s 

Facility (CCWF) in Chowchilla. 
 

2. Transports to San Quentin are conducted once a week on a pre-designated 
day. Two days prior to departing for San Quentin, a list of inmates being 
transported will be emailed to the prison reception. CDCR will accept 
delivery of inmates between 0600 and 1500hrs.  

 
3. When removing inmates from San Quentin, it is necessary to call at least 

forty-eight hours in advance to their Records Department in either 
Receiving or in the Main Line. 

 
B. TRANSPORTATION OF PRISONERS IN COOPERATION (Topic) 

 
1. Associated counties assist each other in moving inmates from one agency 

to another. By repeating this process, agencies can actually have inmates 
transported from one agency to another, closer to the originating agency's 
location. 

 
C. PRIVATE TRANSPORTATION COMPANIES 

 
1. Privately owned and operated extradition companies transport inmates to 

any agency within the State of California. They are used when time is 
critical or when manpower and distance prohibits economical transport by 
staff. 

 
a. List of all transports ordered through these private organizations 

are to be maintained as received. 
 
 
/// 
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POLICY 
 
I. THE COURT HOLDING FACILITIES 
 

A. To emphasize humane and lawful treatment of inmates while in the court holding 
facilities, this policy and procedure has been developed and published for 
availability to all employees. The Mendocino County Sheriff's Office will 
endeavor to meet or exceed standards established by the Corrections Standards 
Authority regarding the operation, staffing and management of this facility. [Title 
15, Sec 1012, 1018, 1024, 1027, 1028, 1029, 1032, 1044, 1046, 1050, 1051, 1052, 
1053, 1057, 1058, 1068, 1200, 1219, 1220, 1246, 1280] 

 
B. The Mendocino County Sheriff's Office operates three court holding facilities 

located in the Fort Bragg Substation, Willits Police Department, and Ukiah 
Courthouse. 

 
II. DEFINITIONS 
 

A. COMMUNICABLE DISEASES: Diseases including, but not limited to, 
tuberculosis, hepatitis, venereal disease, AIDS, or other special medical problem 
identified by the health authority. [Title 15, Sec 1051] 

 
B. CONTACT: Communications, whether verbal or visual, or immediate physical 

presence. [Title 15, Sec 1302] 
 

C. CONTRABAND: Any object, writing or substance, the possession of which 
would constitute a crime, pose a danger within the facility, or would interfere with 
the orderly day-to-day operation of this facility. [Title 15, Sec 1302] 

 
D. COURT HOLDING FACILITY: A local detention facility constructed within a 

court building after January 1, 1978, used for the confinement of persons solely 
for the purpose of a court appearance for a period not to exceed 12 hours. [Title 
15, Sec 1006] 

 
E. DEVELOPMENTALLY DISABLED: Those persons who have a disability that 

originates before an individual attains age 18, continues, or can be expected to 
continue indefinitely, and constitutes a substantial disability for that individual. 
The term includes mental retardation, cerebral palsy, epilepsy, and autism, as well 
as disabling conditions found to be closely related to mental retardation or to 
require treatment similar to that required for mentally retarded individuals. For 
juveniles, it includes those persons with an IQ of 69 or lower. [Title 15, Sec 1006, 
1302] 
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F. DIRECT VISUAL OBSERVATION/SUPERVISION: Direct personal view of 
the inmate in the context of his/her surrounds without the aid of audio/video 
equipment. Audio/Video monitoring may supplement but not substitute for direct 
visual observation. Direct visual supervision means staff is constantly in the 
presence of the inmate. [Title 15, Sec 1027, 1302, 1550] 

 
G. EMERGENCY: Any significant disruption of normal facility procedure, policies, 

activities or operation caused by a riot, civil disorder, or other emergent condition, 
single incident of mass arrest of juveniles, or natural disasters such as flood, fire, 
or earthquake and which requires immediate action to avert death or injury and to 
maintain security. [Title 15, Sec 1006, 1302] 

 
H. PROSTHESES: Artificial devices to replace missing body parts or to compensate 

for defective bodily function. Prostheses are distinguished from slings, crutches, 
or other similar assistive devices. [Title 15, Sec 1302] 

 
I. SAFETY CHECKS: Direct visual observation occurring at least once every 

fifteen (15) minutes. This requires observation through the eyes of a person, not 
the lens of a camera or an audio-visual monitor. To accomplish a safety check, it 
is necessary to see skin and the person breathing. [Title 15, Sec 1027, 1547] 

 
J. USE OF FORCE: An immediate means of overcoming resistance or to control the 

threat of imminent harm to self or others. [Title 15, Sec 1302] 
 
III. EMERGENCY SUSPENSION OF STANDARDS 
 

A. Nothing contained herein shall be construed to prohibit the facility administrator 
to temporarily suspend any standard or requirement herein prescribed in the event 
of an emergency which threatens the safety of this facility, adult inmate, staff, or 
the public. 

 
B. Only such regulations directly affected by the emergency may be suspended and 

only for such time as is reasonably necessary. 
 

C. In the event that a suspension of a Title 15 regulation occurs and last longer than 
three days, the Corrections Standards Authority will be notified of the suspension 
in writing. In no event shall such a suspension continue more that fifteen days 
without the approval of the Chairperson of the Corrections Standards Authority 
for a time specified by him/her. [Title 15, Sec 1012] 
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IV. TABLE OF ORGANIZATION 
 

A. The administration of the court holding facilities is the responsibility of the 
Sheriff. The Facility Manager is the Corrections Division Commander. The 
Transportation Supervisor, or transportation deputy in the supervisor's absence, is 
responsible for the direct supervision of the facility when inmates are in the 
facility. [Title 15, Sec 1006] 

 
B. Routine communications will be channeled through the chain of command as 

established above. In an emergency, or in situations involving an immediate threat 
to the health or safety of an employee, inmate, or public, the established chain of 
command may be bypassed for the time and extent necessary to resolve the 
emergency or threat. [Title 15, Sec 1029(a)(1)] 

 
V. OPERATION REVIEW AND INSPECTIONS 
 

A. The Facility Administrator will ensure this policy and procedure is reviewed and 
updated annually, as needed. The Facility Administrator will annually review, 
evaluate, and make record of internal and external security measures. [Title 15, 
Sec 1029(a)(5)] 

 
B. The operation and inspection of this facility will occur monthly by the Facility 

Manager, or designee. [Title 15, Sec 1029(a)(2)] 
 

C. An on-duty supervisor is to inspect the facility weekly. [Title 15, Sec 1029(a)(2)] 
 

D. Inspections shall include, but are not limited to, a physical check for contraband, 
weapons, hazards, equipment or security deficiencies, damage, supplies, and 
unsanitary or fire hazard conditions. [Title 15, Sec 1029(a)(2), (5), (6)] 

 
E. Problems discovered during an inspection, or otherwise, shall be corrected as 

soon as practical. Where a health, safety, or security threat exists, the affected 
area shall not be occupied until the problem has been corrected. 

 
F. The Corrections Standards Authority, Public Health, Environmental Health, and 

State Fire Marshal will be conducting inspections annually. 
 
VI. NUMBER OF PERSONNEL 
 

A. Staffing Plan and Inmates In Custody [Title 15, Sec 1027] 
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1. Whenever there is an inmate in the facility, there shall be at least one 
employee on duty in the facility at all times. 

 
2. At least one employee shall be immediately available and accessible to an 

inmate in the event of an emergency. 
 

a. Primary responsibility for supervision of an inmate is with the 
transportation officer.  

 
b. The supervising employee will have the primary task of being 

immediately available and accessible to the inmate, and shall at all 
times be within hearing distance of any inmate requesting 
assistance. 

 
c. The supervising employee may engage in other duties provided 

such duties would not conflict with the supervision and care of 
inmates in the event of an emergency. 

 
3. Whenever one or more female inmates are in the facility, there shall be at 

least one female employee who shall, in a like manner, be immediately 
available and accessible to such female(s). 

 
a. Female inmates are not to be brought into any of the facilities 

unless a female employee is present. 
 

b. In the event no female employee is present or available, the female 
inmate may only be brought into the facility upon the approval of a 
supervisor. 

 
4. Employees are not to enter the room or cell occupied by an inmate of the 

opposite sex, except in the company of an employee of the same sex as the 
inmate. [Penal Code 4021] 

 
5. Unless otherwise provided for in this procedure, anytime an inmate is in 

custody, intermittent direct visual supervision of the inmate shall be 
conducted at least twice every thirty (30) minutes and documented on the 
Inmate Monitoring Log. 

 
B. Fire and Life Safety Staff 

 
1. Whenever there is an inmate in custody, there shall be at least one person 

on duty at the facility who has been trained in fire and life safety as it 
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relates specifically to the facilities. [Title 15, Sec 1029, Penal Code 
6030(c)] 

 
VII. FIRE SUPPRESSION PREPLANNING 
 

A. Inspections, Fire, and Emergency Housing [Title 15, Sec 1028, 1029(a)(7)(A), 
1032] 

 
1. The State Fire Marshal, or designee, will conduct a biennial fire safety 

inspection of the court holding facility. The holding facility manager, or 
designee, will conduct a monthly fire inspection and retain a record of 
such inspection for two years. The inspection will include, but is not 
limited to, an examination of all fire extinguishers to ensure they are in 
place and fully charged, all smoke detectors and emergency equipment, 
and a physical inspection of the facility for fire hazards. 

 
2. There are two major dangers associated with fire in a detention facility: (1) 

injury or damage to persons or property caused directly by the fire; and (2) 
injury or damage to persons or property cause by smoke and/or toxic 
substances. Both dangers must be considered in any fire situation and all 
fires must be treated as extremely dangerous. 

 
3. In the event of a fire, or suspected fire, dial 9-9-1-1 and notify the duty 

supervisor. Primary consideration is to be given to persons over property. 
All inmates are to be immediately evacuated, secured in a transportation 
vehicle. Depending on the circumstances, the inmates may return to the 
jail. 

 
a. Staff should not attempt to extinguish a fire prior to evacuation, 

unless the location and circumstances of the fire poses no or little 
threat to staff and inmates, and the fire can be safely and 
immediately extinguished using fire protection equipment readily 
at hand. 

 
B. Evacuation 

 
1. The Fort Bragg Substation Facility's primary route for inmate 

evacuation is through the door into the Sallyport and out the Sallyport 
rollup-door to the parking lot. A secondary evacuation route is through the 
south facility door into the staff hallway, and out the staff exit door to the 
parking lot. A third evacuation route is through the north facility door, into 
the hallway behind the courtroom and out the northeast door to the parking 
lot. 
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2. The Willits Police Department Facility's primary route for inmate 

evacuation is through the facility hallway to the Sallyport. The secondary 
route is through the main holding facility door into the police department's 
hallway and right to the exit door to the parking lot. The third route is the 
hallway into the courtroom and then to the front parking lot. 

 
3. The Ukiah Courthouse Facility's primary route for inmate evacuation is 

through the main holding facility door, into the ground floor hallway, and 
through the west side exit. The secondary route is through the emergency 
doors on the east of the holding facility. 

 
4. Evacuation Plan maps are posted at all of the facilities. 

 
VIII. COURT HOLDING FACILITY TRAINING 
 

A. Within six (6) months of assignment, all custodial personnel and supervisors 
responsible for supervising inmates in a court holding facility will complete eight 
(8) hours of specialized training in applicable jail standards, jail operations, 
liability, inmate segregation, emergency procedures and planning, and suicide 
prevention. [Title 15, Sec 1024] 

 
B. An eight (8) hour refresher course will be given every two (2) years. [Title 15, 

Sec 1024] 
 
IX. INCIDENT REPORTS 
 

A. A supervisor shall be notified without unreasonable delay when an incident 
occurs in the facility that results in physical harm, or serious threat of physical 
harm, to an employee or inmate or other person.  

 
1. Examples of an "incident" may include acts of physical or threatened 

violence, use of force, exposure to a communicable disease, or an escape 
or plan of escape. [Title 15, Sec 1044] 

 
B. The notified supervisor shall look into the incident and cause written 

documentation to be prepared which includes the names of the persons involved, 
a description of the incident, the action(s) taken, and the date and time of 
occurrence. Whenever practical, the documentation should be completed prior to 
the end of shift and submitted to the Facility Manager within 24 hours of the 
incident. [Title 15, Sec 1024] 
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X. RECORD MAINTENANCE AND RETENTION 
 

A. Inmate logs, incident reports, and inspection reports will be collected and filed on 
a monthly basis. The Corrections Division Records Clerk will retain such records 
according to law. [Title 15, Sec 1027, 1029(a), 1040, 1044] 

 
XI. DISCIPLINE 
 

A. Any inmate that violates established jail rules will be subject to discipline, if 
found guilty through the due process procedures. [Title 15, Sec 1081]   

 
B. All disciplinary actions will be administered at the jail, not at the Court Holding 

Facility. 
 
XII. CONTRABAND CONTROL 
 

A. Inmates are searched prior to and after being transported. At any point an 
employee has reason to believe that an inmate is in control or possession of 
contraband, an appropriate search of the cell and inmate shall be conducted. 

 
B. If contraband is discovered, an incident report is to be completed and forwarded 

to the Facility Manager. [Title 15, Sec 1029(a)(6)] 
 
XIII. KEY CONTROL 
 

A. Entry into the court holding facilities is accomplished by key. [Title 15, Sec 
1029(a)(5)] 

 
B. Each key is marked to prohibit duplication, and no employee is to duplicate any 

facility key without the express authorization of the Facility Administrator. 
 

C. Care shall be taken to prevent key loss. When an employee loses a key, that 
employee shall immediately notify the shift supervisor. The supervisor shall as 
soon as practical notify the Facility Administrator or manager so that prompt 
corrective action may be taken to ensure security. 

 
XIV. WEAPONS, AMMUNITION AND CHEMICAL AGENTS 
 

A. No weapons, ammunition or chemical agents shall be taken inside the court 
holding area without permission of the shift supervisor. The exceptions are 
Sheriff's Office issued or approved ammunition and chemical agent that deputies 
carry on their utility belts. [Title 15, Sec 1029(a)(7)(F)] 
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B. No firearm is to be brought into the holding area unless an extreme life-

threatening emergency exists. Gun lockers for securing firearms are located in 
each holding facility. 

 
XV. CLASSIFICATION 
 

A. Classification Plan [Title 15, Sec 1050] 
 

1. All court holding facilities shall operate under the same guidelines as set 
forth in the Corrections Division - Policy and Procedure 501.00 - Inmate 
Classification. 

 
2. Each court holding facility has a Classification Code Flow Chart. 

 
XVI. COURT REMANDS 
 

A. When a person is remanded into custody, the transporting deputy will complete 
the Medical Prescreening Questionnaire and the Classification Questionnaire prior 
to transporting the remand back to the jail. 

 
B. If the remand claims to have a contagious disease, they will be separated from any 

other inmates while in the court holding facility and transported separately back to 
the jail. 

 
C. Remands that are determined to have gang affiliations, a history of sexual crimes, 

an assaultive history or prior escape history as a result of the Classification 
Questionnaire will be housed separately from other inmates while in the court 
holding facility and should be transported separately back to the jail unless they 
can be physically separated from other inmates in the transport vehicle. 

 
XVII. ADMINISTRATIVE SEGREGATION  
 

A. The need for administrative segregation is based on protecting the welfare of 
inmates and staff. Segregated inmates shall not be deprived of any privileges 
accorded other inmates, except to the extent necessary to protect inmates and 
staff. 

 
1. Examples of reasons to segregate inmates: 

 
a. Inmates who may cause harm to other inmates or staff, or may be 

harmed by other inmates, or are prone to escape; 
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b. Mentally disordered persons who appear to be a danger to 
themselves or others or gravely disabled; 

 
c. Developmentally disabled persons when it determined that 

segregation is necessary for the safety of the inmate. 
 
XVIII. ILLNESS, INJURY OR DEATH 
 

A. Illness and/or Injury [Title 15, Sec 1200(b), 1207, 1542(c)] 
 

1. The training received in the Sheriff's Office First Aid and CPR 
certification course is a component in assisting staff to recognize and 
respond to an inmate illness and/or injury. 

 
2. In the event that an inmate has or develops symptoms of an illness or 

injury that requires medical attention reasonable steps appropriate to the 
nature of the illness or injury are to be undertaken. This may include, but 
is not limited to, initiation of first aid and/or CPR, summoning fire and/or 
ambulance for on scene medical treatment, and transportation to a medical 
facility. 

 
B. First Aid Kit [Title 15, Sec 1220] 

 
1. First aid kits are available in all holding facilities. 

 
2. Any employee, who depletes any of the first aid kits, shall notify a 

supervisor as soon as practical. The supervisor shall facilitate replacement. 
 

3. At a minimum, the first aid kits will be inspected monthly to ensure the 
contents are sufficient. 

 
C. Inmate Death [Title 15, Sec 1218; 1341; Gov. Code Sec 12525] 

 
1. When death of an inmate has already been determined or death is obvious, 

the body will not be disturbed or moved until approved by the 
investigating agency. 

 
2. Immediate notification shall be made to the on duty supervisor, Facility 

Manager, and the Sheriff. The Sheriff, or designee, will ensure an 
investigation and medical review is conducted. The Sheriff, Facility 
Manager, public health officials, and affected personnel will complete a 
medical review after the autopsy has been completed. 
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3. The District Attorney's Office and the local police department will be 
contacted to investigate all in custody deaths. 

 
4. The Sheriff, or designee, shall ensure that the next-of-kin is notified. 

 
5. The Sheriff, or designee, will complete a "Death In Custody Reporting" 

form, which will be submitted along with a written report of all facts in 
our possession concerning the death to the Attorney General within ten 
calendar days after the death. Mail to: 

 
Department of Justice 
Law Enforcement Information Center 
Attn: Death In Custody Program 
4949 Broadway 
Sacramento  CA  95820 
Telephone: 916/227-3535 

 
XIX. SUICIDE PREVENTION 
 

A. Employees are to monitor all inmates in an attempt to identify an inmate who is a 
potential suicide risk. An inmate can become suicidal at any stage of 
incarceration. [Title 15, Sec 1024(e), 1029(a)(8), 1219, 1341(b); 1542(a)] 

 
1. In any case where an inmate exhibits warning signs or statements 

indicative of the possibility of suicide during transport or in a holding 
facility, the inmate is to receive constant personal visual supervision. 
Reasonable care is to be taken to separate the inmate from obvious 
implements of suicide and as soon as possible be transferred back to the 
Mendocino County Jail. 

 
2. Known suicidal inmates are not to be transported to court. 

 
B. Statistics indicate that the highest rate of suicide occurs with young males under 

the influence of drugs and/or alcohol who are in jail for the first time. Other 
inmates potentially at high risk include current or past law enforcement officers, 
judicial officers, religious or political figures, juveniles, persons held for alcohol 
or drug-related charges, a recent victim of a sexual assault, and those persons 
arrested for sexual abuse or child molestation. 

 
C. Signs of possible suicidal behavior include, but are not limited to, the following: 

 
1. The inmate talks about or threatens suicide, either in a vague or specific 

way; 
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2. A preoccupation with death or the past; 
 

3. Projection of helplessness or hopelessness or no sense of future; 
 

4. Severe agitation, a high level of tension, extreme anxiety or 
aggressiveness, paranoid delusions, or hallucinations; 

 

5. Exhibits signs of depression, extreme sadness and/or crying, withdrawal or 
silence, mood swings, loss of self-esteem, lethargy, downcast eyes, 
rhythmic rocking back and forth, strong guilt feelings; 

 

6. A past or present indication of mental illness or a history of previous 
suicide attempts (visible scars on wrists or neck); 

 

7. Recent death of a loved one or divorce; and/or 
 

8. A recent birth, miscarriage or other loss of fetus, which may be related to 
postpartum depression. 

 
XX. USE OF FORCE/RESTRAINT EQUIPMENT 
 

A. Inmates will be treated in a fair and humane manner at all times. They shall not be 
subject to physical force other than as may be required and to the extent necessary 
to subdue resistance to a lawful order, assure detention, self defense or to prevent 
violence to another person. Utilization of force shall be consistent with the 
Sheriff's Office “Use of Force” policy. In no case shall the use of force or any 
restraint device be used as a punishment, form of discipline, or substitute for 
treatment. [Title 15, Sec 1029(a)(3), 1058, 1080, 1542(d)] 

 
B. There is an important distinction between the "use of force" and the "use of 

restraints." 
 

1. "Use of force" is an immediate means of overcoming resistance or control 
the threat of imminent harm to self or others. Force is a custody/law 
enforcement function, where the inmate will reach a decision point where 
the aggressive behavior comes under control relatively quickly. It is a 
short-term use of force to gain immediate control, and may include the 
security use of handcuffs, shackles or other restraint devices. 

 
2. "Use of restraints" is for a more prolonged period of time. The use of 

restraints in this context does not apply to the short-term use of handcuffs, 
shackles or other restraint devices when used for security reasons. "Use of 
restraints" emphasizes underlying medical or mental health causes, and is 
applicable only to mentally disordered inmates, or the inmate who 
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displays bizarre behavior which results in the destruction of property or 
reveals an intent to cause physical harm to self or others. 

 
C. If an inmate in a security restraint device has developed signs of medical or 

mental health problems, appropriate emergency medical aid is to be initiated 
and/or immediate transfer made to an appropriate facility. 

 
D. Pregnant females will not be belly chained or leg shackled.  They will be 

handcuffed with their hands in front. 
 

1. Pregnant females will be transported to the hospital in the least restrictive 
means possible based on the legitimate security needs of the inmate. 

 
2. At no time shall a woman who is in labor be shackled by the wrists, 

ankles, or both including during transport to a hospital, during delivery, 
and while recovery after giving birth, unless deemed necessary for the 
safety and security of the inmate, the staff and the public. (Penal Code 
6030(f) and 5007.7) 

 
XXI. FOOD SERVICE 
 

A. Inmates who are out to court during mealtime will be given a bag lunch and a 
drink. 

 
B. Meals that are taken to Fort Bragg or Willits shall be placed into the designated 

containers, with ice and then placed in the refrigerator at the facility. 
 

1. Refrigerators are located at each facility and are used to store meals and 
drinks. 

 
XXII. ACCESS TO COURTS AND LEGAL COUNSEL 
 

A. Inmates have a constitutional right to unimpeded access to the courts and legal 
counsel. Consultations between an inmate and attorney are confidential and shall 
not be monitored or recorded. [Title 15, Sec 1063, 1068, PC 825(b)] 

 
B. Upon request, an inmate's attorney is to be permitted a visit with their client. 

 
C. Prior to visiting inmates, attorneys are to be pat searched and the contents of their 

briefcases viewed. 
 

1. If there are no female deputies to search a female attorney, the corrections 
deputy will use a metal detecting wand to search the attorney. 
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XXIII. FACILITY SANITATION 
 

A. Routine Cleaning and Inspection [Title 15, Sec 1029(a), 1280] 
 

1. On a weekly basis, an on-duty supervisor will visually inspect the cells for 
disrepair, deficiencies, and unsanitary and unsafe conditions. The 
inspecting supervisor will document any corrective action required. Any 
area that is in such condition as to jeopardize a person's health or safety 
shall be marked and prohibited from use until the hazardous or unsafe 
condition has been corrected. 

 
a. If there are unsafe conditions or there is a maintenance problem, 

the day shift sergeant will notify the Buildings and Grounds 
Department to resolve the problem. The notification will be made 
through a telephone call and followed up with a Maintenance 
Work Order. 

 
2. Each court holding facility will be cleaned every week, or as needed. 

 
a. After use of the holding cells, the transport deputy will ensure that 

the cells are tidy. 
 

b. Each facility stores cleaning supplies used to clean the facility. The 
cleaning supplies include, but are not limited to: mop bucket; mop; 
powder bleach cleanser; germicidal; and scrub brushes. The 
direction on the use of the chemicals, located on the container, will 
be strictly adhered to. 

 
c. Each facility will maintain a supply of jail clothes including 

coveralls and underwear for emergency use. 
 

d. A supply of feminine hygiene products will be available at each 
facility. 

 
XXIV. COMMUNICABLE DISEASES 
 

A. Communicable Diseases [Title 15, Sec 1029(a)(3), 1051, 1207] 
 

1. If an inmate has been identified by CFMG or Public Health as having an 
airborne or highly communicable disease, the inmate will not be 
transported to court. The court and the inmate's attorney will be notified 
and other arrangements will be made for the court process. 
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2. If the inmate has a transportable communicable disease, that person shall 

be segregated once in the court holding facility. 
 

a. Anytime there is exposure to bodily fluids, the fluids and surfaces 
will be treated in accordance with the blood borne pathogens 
protocol. This is applicable with injured inmates or inmates with 
communicable diseases. 

 
B. Vermin Control and Treatment [Title 15, Sec 1207, 1212] 

 
1. If an inmate is known to have vermin and has not been treated, the court 

and the inmate's attorney will be notified and other arrangements will be 
made for the court process. 

 
XXV. EMERGENCY PROCEDURES 
 

A. Civil Disturbance 
 

1. In the event of a civil disturbance, a supervisor (or the Transport Deputy in 
the supervisor's absence) is to evaluate the safety of all inmates in the 
holding area. If it is determined that there is a potential danger to the 
health or safety of the inmate, arrangements appropriate to the 
circumstances is to be made for transfer to the Mendocino County Jail as 
soon as possible. 

 
B. Escape 

 
1. If an escape occurs, a supervisor shall be notified and a BOLO broadcast 

as soon as possible. Where circumstances warrant, additional regular and 
reserve personnel may be called in to provide assistance. 

 
2. The holding facility is to be thoroughly inspected and repaired as 

necessary. An incident report will be completed and submitted to the 
Facility Administrator. 

 
C. Disturbance 

 
1. In the event of a disturbance, a supervisor shall be notified as soon as 

practical. Prior to quelling the disturbance, the circumstances are to be 
evaluated for reasonable solutions that would maximize security and 
safety to inmates and staff. Such considerations may include, but are not 
limited to: 
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a. The nature and immediacy of danger to inmates, staff and others; 

 
b. The existing environment; and/or 

 
c. The availability of personnel and resources. 

 
 
 
 
 

D. Hostages 
 

1. If a hostage is taken in the holding area, initial efforts may include 
protecting the safety of others, summoning additional personnel, 
containment, and establishment of a perimeter. 

 
2. A supervisor, Facility Manager, Sheriff, and a Sheriff's Office crisis 

negotiator are to be notified as soon as possible and the Incident 
Command System (ICS) initiated. 

 
///  
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I. POLICY 
 

A. The Digital Video Recorder System is used to monitor and record activities inside 
and around the jail.   

 
B. Using Government Code Sections 34090.6 and 34090.7 as our guidelines, the 

Digital Video Recorder System recordings will be automatically backed up to a 
server and stored. 

 
1. Any recording that is used or will be used for litigation will be stored 

permanently. 
 

2. Specific actions of inmates, such as destroying county property, rioting, 
suicide attempts, resisting intake and such, may be recorded and kept as a 
permanent record and may also be provided as evidence. 

 
 
II. PROCEDURE 
 

A. CONTROL BOARD OPERATOR’S RESPONSIBILITIES 
 

1. The Control Board Operator will use the closed circuit camera system for 
surveillance of all housing units, sallyport, intake areas, central corridors, 
and external facility grounds, to ensure the building and perimeter 
security, and safety of staff, inmates and visitors. 

 
2. Security cameras will be used in conjunction with facility intercoms to 

ensure the identity of persons prior to letting them into or out of secured 
areas of the facility. 

 
3. The Control Board Operator will pan the perimeter cameras on a regular, 

but random basis to check areas out of the normal view cameras. 
 

4. Any malfunctions on any of the cameras shall be immediately reported to 
the Facility Supervisor on a Facility Inspection Report. 



Corrections Division 2002.00(2) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office  

 
____________________ CLOSED CIRCUIT TELEVISION SYSTEM ____________________ 
 

Rev. 11/19 

 
B. SERGEANT’S RESPONBIBILITIES  

 
1. The Sergeant shall use the Digital Video Recorder to observe and review 

daily activities in the jail as well as review and critique critical incidents. 
 
2. The DVR can be viewed from the Control Room, the Sergeant’s office, 

Classification or the Lieutenant’s Office.  
 

C. LIEUTENANT’S RESPONSIBILITIES  
 

1. The Lieutenant will use the DVR system to observe and review daily 
activities in the jail as well as review and critique critical incidents. 

 
2. When a request for a video copy is made by the District Attorney’s Office 

or other law enforcement agency, the request will be routed through the 
Corrections Lieutenant.   

 
a. The Corrections Lieutenant may delegate the task of copying the 

video to a Sergeant. 
 

b. The copy will then be routed back to the requesting agency. 
 
/// 
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_________________________________ SEARCHES _________________________________ 
 
I. POLICY 
 

A. Corrections Division personnel shall perform thorough and systematic inmate 
searches during the reception process and periodically thereafter, along with 
unannounced area searches to control illegal and administratively prohibited 
contraband within the corrections facilities. 

 
B. Searches are conducted as often as necessary to detect and prevent the 

introduction of contraband into the facilities, and to ensure the safety and security 
of the staff and inmates. 

 
C. Searches shall not be punitive or harassing in nature. Staff shall conduct all 

searches in a professional and dignified manner, affording the detainee as much 
privacy as possible consistent with jail security.  

 
D. The only time a strip search will be performed for an arresting agency is if the 

arrestee is female, the arresting agency does not have a female officer on duty, 
and the arresting officer can document reasonable suspicion based on the nature 
of the offense, arrestee’s appearance and conduct, and prior arrest record. 

 
II. DEFINITIONS 
 

A. PHYSICAL BODY CAVITY SEARCH - Body cavities are defined as stomach, 
rectal cavity, or vaginal cavity. A body cavity search is only performed by a 
licensed medical physician and authorized by a valid search warrant. 

 
B. BOOKING SEARCH - A systematic search of an arrestee wherein some outer 

clothing may be removed (such as sweatshirts, jacket, extra pants, etc.) to one 
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outer layer of clothes, for the purpose of discovering weapons or contraband, prior 
to the individual being allowed inside the secure areas of the jail facilities. Female 
deputies may perform this search on both genders. Male deputies may only 
perform booking searches on male detainees.  Booking searches will be 
professionally conducted with only incidental contact with the genital area.  

 
C. EXIGENT CIRCUMSTANCES – Circumstances in which a reasonable officer at 

the scene would believe it requires immediate aid or action. 
 
D. INTERIOR SEARCH - A search for contraband and breaches in security or 

structural integrity of the interior of the building. 
 

E. PAT SEARCH (WEAPONS SEARCH) - A search for weapons or contraband, 
concealed on a person, inmate, or arrestee, in which the person's clothing is not 
removed. Female deputies may perform this search on both genders. Male 
deputies may only perform pat searches on male detainees. Pat searches will be 
professionally conducted with only incidental contact with the genital area. 

 
1. All correctional staff shall receive training annually how to conduct cross-

gender pat-down searches, and searches of transgender and intersex 
inmates, in a professional and respectful manner, and in the least intrusive 
manner possible, consistent with security needs.   

 
F. PERIMETER SEARCH - A search for contraband and security breaches within 

the fenced perimeter of the facilities. 
 

G. REASONABLE SUSPICION: Reasonable suspicion is knowledge sufficient to 
induce an ordinarily prudent and cautious person under the circumstances to 
believe criminal activity is taking, or has taken, place. A hunch or a guess, 
without more, does not constitute reasonable suspicion. Concerning strip 
searches; reasonable suspicion must be based upon specific and articulate facts 
that the newly arrested detainee is concealing a weapon or contraband, which will 
be revealed during a strip search. In addition, reasonable cause needs to be based 
on nature of offense, arrestee’s appearance and conduct, and prior arrest record. 

 
H. STRIP SEARCH - A search of an inmate or arrestee in which the person is 

required to arrange some, or remove all, of the person's clothing so as to permit a 
visual inspection of the underclothing, breasts, buttocks, or genitalia. Included in 
this search is a thorough search of the person's clothing. The purpose of this type 
of search is to detect weapons or contraband concealed in the non-cavity areas of 
the arrestee or inmate. This is strictly a same gender search. 
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I. YARD SEARCH - A search for contraband and security breaches within the 
inmate yards. 

 
J. CONTRABAND - Contraband is any item possessed by inmates that is declared 

illegal by law or not specifically approved for inmate possession. Examples of 
contraband include; weapons, escape devices, drugs and/or drug paraphernalia, or 
authorized items that are possessed in excessive quantities or altered to be utilized 
in a manner not intended. 

 
III. OBJECTIVES: 
 

A. Searches properly conducted will meet the following objectives: 
 

1. To prevent the introduction of weapons or other contraband into the 
facilities; 

 
2. To detect the presence of weapons, escape devices or other contraband 

within the facilities; and 
 

3. To discover security breaches and compromises to the integrity of the 
facilities structure. 

 
IV. WHEN TO DO SEARCHES 
 

A. PAT SEARCHES - A pat-down search may be conducted on any inmate for any 
reasonable basis at any time.  Additionally, the following guidelines shall apply: 

1. Female inmates may only be pat searched by female Deputies, except in 
exigent circumstances.  

a. Female inmates’ access to regularly available programming or 
other out-of-cell opportunities shall not be restricted in order to 
comply with this provision. 

(1) All inmates will be searched prior to being returned to any 
housing unit in order to prevent the introduction  of 
contraband. 

2. Barring exigent circumstances, male Correctional Staff are prohibited 
from pat searching female inmates.  All cross gender pat searches of 
female inmates by male Correctional Staff shall be documented in an 
incident report. 
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3. A pat-down search shall be conducted on all inmates who leave the facility 
for any reason and upon return into the facility (i.e., court, work 
assignment, medical appointment, etc.). 

 
 

4. A pat search will be completed before and after any movement between 
Building One and Building Two 
 

5. A pat-down search will be conducted prior to exchanging an arrestee’s 
clothing for jail-issued clothing and again before the arrestee is housed. 
 

6. All pat-down searches shall be conducted in such a manner as to provide 
for staff safety, including appropriate location, precautions, and staffing 
level. 
 

7. A pat-down search will be conducted on all persons that enter the jail 
facilities or court holding cells to conduct a contact interview. 

 
a. The exceptions to this are law enforcement, medical/mental health 

personnel, and other authorized personnel when exempt. 
 

8. At any point that an inmate is suspected to have contraband. 
 
9. All pat-down searches shall be conducted in a professional manner. 

 
B. BOOKING SEARCHES 

 
1. A booking search shall be conducted on all arrestees upon intake into the 

facility. 
 

C. STRIP SEARCHES  
 

1. All inmates housed in the jail under any classification code except civil 
commitments (including Sexually Violent Predators) will be strip-
searched.   

 
2. Arrestees that are going to be released (i.e., bailing, released on PTR or 

per 849(b) (2) PC) and are not going to be housed within the facility will 
not be searched unless reasonable suspicion exists.   

 
a. Reasonable suspicion will be documented and supervisor approval 

will be obtained prior to a strip-search being completed.  
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3. Unless conducted by a physician or other licensed medical personnel, the 
officer(s) conducting the strip and visual body cavity search shall be of the 
same gender as the person being searched.  
  
a. Transgender inmates shall be searched by custody staff with the 

same genitalia as the inmate. 
 

b. Transgender or intersex inmates shall not be searched or examined 
for the sole purpose of determining the inmate’s genital status, If 
the inmate’s genital status is unknown, it may be determined 
during conversations with the inmate, by reviewing medical 
records, or, if necessary, by learning that information as part of a 
broader medical examination conducted in private by a medical 
practitioner. 

 
4. In the event exigent circumstances require that a person of the opposite 

sex participate in a strip search, all reasonable actions shall be taken to 
prevent the person of the opposite sex from viewing the body cavities, 
breasts, buttocks, or genitalia of the person being searched. All cross 
gender strip searches shall be documented in an incident report. 
 

5. The officer conducting a strip and visual body cavity search shall not 
touch the breasts, buttocks or genitalia of the person being searched. 

 
6. If contraband is present in a body cavity, the on duty supervisor will be 

notified.    
 

a. The inmate should be asked if they could safely remove the item.  
  

b. If they cannot or will not remove it, then a physical body cavity 
search may be conducted pursuant to the physical body cavity 
search policy, or  

 
c. If the item is not believed to be a significant security threat, at the 

discretion of the on duty supervisor, the person may be housed in a 
single cell until the item is removed. 

 
7. All strip searches will occur in the following locations: 
 

a. Building One Clothing Exchange/Shower Room, with the curtain 
closed. The deputy conducting the search must be in the room with 
the inmate being searched. 
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b. Building Two Sallyport in the Laundry Exchange Cubicle, with the 
curtain closed. 

 
c. Building Two Women’s Jail Booking Shower Cubicle. 

 
8. Corrections staff will conduct an unclothed (strip) search of inmates upon: 

 
a. Returning to the facility from outside work. 

 
b. Returning from outside appointments. 

 
c. Returning from a court ordered pass. 

 
 
9. Documentation: 

 
a. Prior to an inmate's initial housing, a deputy will complete an 

Arrestee Strip/Visual Search Form on each person before they are 
strip searched. 

 
b. The deputy will fill in the inmate’s name, master ID number, date, 

charges, time booked and the search location. 
 

c. The deputy will then determine what strip search criteria the 
arrestee falls under and will check the correlating box. 

 
d. If reasonable suspicion is required, the deputy will complete the 

Officer Declaration of Specific That Caused You to Believe a 
Search Should Be Made section, documenting why a search should 
be completed. 

 
e. The Arrestee Strip/Visual Search Form will be submitted to the 

Facility Supervisor prior to any search. 
 

f. If an item is found during a strip/visual search, it will be 
documented in the Results of Search and Items Discovered section.   

 
(1) If nothing is discovered, that too will be documented in this 

section. 
 

g. A copy of the Arrestee Strip/Visual Search Form will be retained 
in the inmate’s permanent file.  A copy of the original form shall 
be made available to the arrestee or other authorized representative 
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upon request. 
 

h. The Arrestee Strip/Visual Search Form will not need to be 
completed for strip searches of inmates that occur after they have 
been housed in the facility. 

 
10. Strip Searches of Entire Housing Units 

 
(1) If there is suspicion that inmates are in possession of drugs, 

weapons or contraband, or there has been a violent assault, 
the Facility Supervisor may authorize the strip search of an 
entire housing unit. 
 

(2) Strip searches may be conducted in the housing unit 
provided that the inmates are searched one at a time, 
separate from other inmates and behind a privacy screen or 
in the housing unit shower area. 

 
(3) The responsible Corrections Deputy will prepare an 

incident report documenting their suspicion, what inmates 
were strip searched, the location of the searches and what 
items, if any, were found during the search. 

 
D. STRIP SEARCHES FOR OTHER AGENCIES 
 

1. Strip searches may be conducted for other agencies when no officer of the 
same sex as the arrestee is available to complete the search. 

 
2. The arresting officer must be able to document reasonable suspicion that 

the arrestee is in possession of contraband.  
 

3. Documentation will be done on the Arrestee Strip/Visual Search Form 
under the Officer Declaration section. 

 
4. The facility supervisor's approval is required prior to completing the 

search. 
 

E. PHYSICAL BODY CAVITY SEARCHES 
 

1. No person arrested on any charge shall be subjected to a physical body 
cavity search except under the authority of a search warrant issued by a 
Judge, specifically authorizing the search.   
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2. A copy of the search warrant and the results of any body cavity search 
shall be included with the related reports and made available, upon 
request, to the arrestee or authorized representative. 

 
3. Although nurse practitioner, registered nurse, licensed vocational nurse, or 

Level II Emergency Medical Technician (EMT) may perform this type of 
search; The Sheriff’s Office position is that only a physician perform a 
physical body cavity search. 

 
4. Except for medical personnel, persons present must be of the same sex as 

the person being searched. With transgender inmates, custody staff with 
the same genitalia as the inmate will standby. 

 
F. SEXUALLY VIOLENT PREDATORS (SVP) 
 

1. Persons coming into custody charged with, but not convicted of being a 
Sexually Violent Predator may be strip searched if they meet the strip 
search guidelines.  
 

2. Persons coming into custody that are verified through criminal records or 
a Court order as being a certified Sexually Violent Predator (6600 W&I), 
and has no other pending criminal charges, cannot be strip searched as 
they are considered to be civil detainees.  
 

G. CIVIL COMMITMENTS 
 
1. Persons in custody on civil commitments will not be strip-searched. Civil 

commitments are detainees and have not been charged with a criminal 
offense.   

 
H. REFUSALS 
 

1. In the event a newly arrested detainee refuses to comply with the strip 
search policy set forth above, force shall not be utilized unless each of the 
following conditions are met: 

 
a. The non-compliant inmate, if he or she does not pose a significant 

threat to himself or herself, to jail staff, or jail security, shall be 
placed in a holding cell, counseled, and provided a cool down 
period not less than one hour; and  
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b. The Facility Supervisor shall talk with the inmate and thereafter 
make the determination whether force shall be utilized to ensure 
search policy requirements; and 

 
c. If the Facility Supervisor determines that force is to be used, a 

search warrant will be secured and the search performed.  
 

(1) All staff involved in the use of force shall submit timely 
and appropriate documentation concerning the incident by 
way of a Jail Incident Report.  

 
V. LEGAL ASPECTS 
 

A. The searching of inmates, inmate cells, housing units, wings and interview rooms 
may result in new charges; therefore all procedures regarding searches must be 
followed to ensure the legal protection of the inmate and the preservation of 
evidence. 

 
B. When a search is necessary of an inmate, the inmate's cell and/or housing unit, or 

his property, as a result of a suspected new crime, the search will be conducted at 
the direction of the Corrections Lieutenant and/or Facility Supervisor. This type 
of search should be conducted with two goals in mind: 

 
1. The detection and preservation of evidence relating to the crime; and 

 
2. The protection of the inmate's rights. 

 
 
VI. SEARCH OF VISITORS 
 

A. Where there is a reasonable suspicion a visitor is concealing contraband, a 
Corrections Deputy and/or Facility Supervisor will advise the visitor they will not 
be allowed to enter the facility for a visit without submitting to a clothed pat 
search. 

 
B. The Corrections Deputy and/or Facility Supervisor will verbally advise the visitor 

of their right to refuse being searched. 
 

1. In the event the visitor refuses the search, the visitor will be allowed to 
leave the facility, losing their visiting privilege on that date only. 

 
C. Any criminal conduct by a visitor may result in arrest. 
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VII. BRIEFCASES AND OTHER CARRYING DEVICES 
 

A. Several professions, when entering the facilities, are allowed to carry in briefcases 
and other carrying devices out of necessity. In all cases, these carrying devices 
will be routinely checked for contraband. 

 
1. Attorneys, Defense Investigators, Legal Runners, and/or persons 

appointed by the court, will submit for examination all materials they wish 
to bring into the Contact Visiting Area. 

 
a. Bondsmen, community workers, psychiatrists-psychologists, 

clergy, material witnesses, volunteer workers and other persons 
who may be allowed a contact visit will be subject to the same 
provisions if allowed into the Contact Visiting Area. 

 
B. Documents furnished to inmates by their attorneys or other legally designated 

persons will be scanned for contraband, but not otherwise read. 
 

1. Legal materials must be furnished to inmates and will not be censored by 
corrections staff personnel. 

 
C. A pat-down search will be conducted on all persons (law enforcement, 

medical/mental health personnel, and other authorized person may be exempt) 
prior to any contact visit with an inmate within the corrections facilities, and/or 
areas under the control of Corrections Division personnel (Courthouse Holding 
Facility or other designated area outside the corrections facility). 

 
VIII. DISPOSITION OF CONTRABAND 
 

A. The Corrections Deputy finding contraband of which possession is prohibited by 
law will: 

 
1. Place the subject under arrest if the subject is about to leave the facility. 

 
2. Confiscate the contraband. 

 
3. The Facility Supervisor will cause a crime report to be completed. 

 
4. Initiate an Incident Report and forward the report to the Facility 

Supervisor. 
 

B. The Corrections Deputy finding the contraband of which possession is not 
prohibited by law will: 
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1. Confiscate the contraband; 

 
2. Destroy it if it is of no value (i.e., string, rubber bands, pens, pencils, etc.) 

 
3. Mark, tag, and place contraband in Unclaimed Property Room when 

contraband has value and ownership is not known or if ownership is 
known, advise the inmate why the contraband is being taken, issue the 
inmate a receipt for the contraband, and store the contraband in the 
inmate's property. 

 
4. Initiate an Incident Report and forward to the appropriate Facility 

Supervisor. 
 
///  
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_________________________________ EARTHQUAKE ______________________________ 
 
 
I. POLICY 
 

A. In the event of a life-threatening earthquake, all medical and security needs of 
staff and inmates will be provided in an efficient and expedient manner for the 
safety of staff, inmates, and visitors. 

 
II. GENERAL INFORMATION 
 

A. AFTERSHOCKS 
 

1. Aftershocks will likely take place following an earthquake. Aftershocks 
may cause as much or more damage than has already taken place due to 
the weakening of the structure. 

 
2. Each Corrections Deputy having custody of inmates will brief the 

respective Facility Supervisor as soon as practical. Briefing should include 
number and degree of injuries, noted structural damage, any type of power 
failure and action to be taken to remedy any of the above. 

 
3. Visitors present during an earthquake will be removed, if necessary, from 

the facilities as soon as it is safe to do so by Corrections staff. 
 

4. Corrections staff will follow posted evacuation plans should it become 
necessary to evacuate from affected areas of the facility. 

 
B. SAFETY RULES 

 
1. Remain calm; 

 
2. Stay where you are; 

 
3. Indoors - Take cover under tables, desks, or doorways. Duck and cover, 

crouch on knees with face down covering back of neck; 
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4. Be alert for falling or flying objects; 

 
5. Be alert to the potential hazards presented by electricity, water, or gas - 

independently or in conjunction with each other; 
 

6. Do not use matches, have an open flame, or smoke; 
 

7. Do not use the elevators in the Courthouse; 
 

8. Do not use the telephone, except for emergency purposes; and 
 

9. Stay as far away from glass windows as is reasonably possible. 
 

C. EARTHQUAKE - EMERGENCY 
 

1. An earthquake shall only be categorized as an emergency when, as a 
consequence thereof, serious structural damage and/or injuries to persons 
have occurred. 

 
2. The safety of all persons in the facility will be of prime concern. 

Immediate assistance to the injured will therefore be the first priority of all 
personnel during and after an earthquake. 

 
3. In the event of an evacuation, the facility evacuation policy and procedure 

will be followed and observed. 
 
IV. PROCEDURES 
 

A. INSPECTIONS 
 

1. After an earthquake, the Facility Supervisor or designee will inspect all 
facilities and report any damage or casualty to a Corrections Lieutenant or 
Corrections Captain.    

 
B. SUPERVISION 

 
1. The Facility Supervisor or designee will direct rescue and damage control 

operations in conjunction with emergency responding personnel. 
 

C. EVACUATION 
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1. If structural damage, gas leaks, dislocation of mechanical and electrical 
fixtures is found, which in the opinion of the Facility Supervisor or 
designee could jeopardize the safety of persons in the affected area, the 
Facility Supervisor will cause the immediate evacuation of the area. 

 
D. DAMAGE ASSESSMENT 

 
1. The Facility Supervisor or designee will assess the situation, life 

threatening hazards, structure damage, gas and water leaks, and security 
needs. 

 
2. Assistance will be requested from the Buildings and Grounds Maintenance 

Department for assessment purposes. 
 

3. Pending such an assessment, the evacuated areas will not be re-occupied. 
 

4. The Facility Supervisor or designee will check the working condition of 
all communications systems within the facilities. 

 
E. FIRE AND FLOOD 

 
1. If fire and flooding should occur in the aftermath of an earthquake, the 

appropriate procedures for such emergencies will be followed and 
observed. 

 
F. REPORTING PROCEDURES 

 
1. In the event of a major earthquake, the Facility Supervisor or designee will 

be responsible for rendering a Corrections Incident Report covering the 
extent of damage and injuries (if any), actions taken, and other relevant 
information.  

 
V. LOCATION OF EMERGENCY SHUT OFF VALVES/SWITCHES: 
 

A. BUILDING ONE - MAIN DETENTION FACILITY 
 

1. Gas, electrical, and fire sprinkler shut off switches/valves are located in 
the facility's maintenance room adjacent to the Building One lobby. 
 

2. Water can be shut off to individual cells in the water closets on the outside 
of each housing unit. 

 
B. BUILDING TWO - DETENTION FACILITY 
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1. Gas and main water shut off are outside the building adjacent to Women's 

Jail front entrance. 
 

2. Fire sprinkler main shut off valves are in the maintenance closet adjacent 
to Wing II accessed from the perimeter.  

 
a. Individual fire sprinkler shut off valves are in each housing unit. 

 
3. Main electrical shut off for Building Two is located in the electrical closet 

behind the washing machine in the laundry room.  
 

C. LAUNDRY ROOM 
 

1. Main electrical shut off for Building Two and Laundry is in the access 
room behind washing machines. (Also contains washing machine 
electrical shut off.) 

 
2. Dryer gas and electrical shut off in access room behind dryers. 

 
D. KITCHEN 

 
1. Stove gas shut off valve are on the right side of the stoves. 

 
2. Fire sprinkler shut off valve is outside on the north wall of the kitchen 

delivery slider door. 
 

3. The electrical breaker panel is located in the food storage room, off the 
kitchen storage area. 

 
a. Main shut off located in the laundry room, in the access room 

behind the washing machines. 
 



Corrections Division 2202.00 
Policy and Procedure Manual 
Mendocino County Sheriff’s Office 
 
Index as: Reviewed: 04/10/98 
Bomb Explosion Revised:  10/2004 
Bomb Threat/Bomb Explosion  Reviewed: 05/08 
Explosion, Bomb Revised: 06/11 
Threat, Bomb Reviewed: 11/19 
 
______________________ BOMB THREAT/BOMB EXPLOSION ______________________ 
 
I. POLICY 

A. Corrections Division staff will handle bomb threats and/or explosions in a 
professional and expedient manner in accordance with this policy to ensure the 
information is disseminated and to further prevent damage, injury to staff, visitors, 
inmates, and the surrounding community. 

B. This policy is to be implemented in conjunction with Sheriff's General Order 416.00 - 
Special Enforcement Response Teams. 

 
II. STAFF RESPONSIBILITIES 

A. Staff Member Receiving the Bomb Threat 

1. The custody staff member receiving the bomb threat will be responsible for 
recording the information they receive and provide it to the Facility 
Supervisor. 

2. The staff member should try to ascertain the following information: 

a) The location of the bomb; 

b) When the bomb is supposed to explode; 

c) Any description of the caller's voice, demeanor or background noise 
from the call; and  

d) From where the person is calling. 

B. Control Board Operator 

1. The Control Board Operator for the affected building will contact the Sheriff's 
Communications Center at extension 4096, 4097 or 4086. 

 



Corrections Division  2202.00(2) 
Policy and Procedure Manual 
Mendocino County Sheriff’s Office 
 
______________________ BOMB THREAT/BOMB EXPLOSION ______________________ 
 

Rev. 11/19 

C. Facility Supervisor 

1. The Facility Supervisor will notify the Corrections Division Commander, and 
Field Services Shift Supervisor. 

 
III. BOMB THREAT 

A. The Corrections Division Commander or designee will have the following 
alternatives to implement when a bomb threat is received: 

1. Take no action; 

2. Search without evacuation; or 

3. Evacuate and search. 

B. If a search is conducted, all radio transmission will be banned. Staff will 
systematically search the exterior of the facility and then move to the interior. 

C. When a bomb or suspected bomb is found, the area will be kept clear and the Facility 
Supervisor, Corrections Lieutenant or Corrections Division Commander will be 
notified of the find. 

D. Evacuation will be conducted when deemed necessary according to the Fire 
Evacuation Plan (Policy and Procedure 2204.00 – Fire Suppression Preplanning). 

E. The Corrections Division Commander will ensure the appropriate incident/crime 
reports are written. 

 
IV. BOMB EXPLOSION 

A. When a bomb explosion occurs, the Sheriff's Communications Center will 
immediately be advised.  

B. The Sheriff's Communications Center will advise:  

1. The Ukiah Fire Department; 

2. Other necessary emergency response; 

3. Available Sheriff's Office personnel who will be directed to respond to the 
affected area. 
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C. Facility staff will: 

1. Ensure all activities cease immediately and all visitors will be escorted out of 
the facility, 

2. Lockdown all inmates in non-affected areas, and 

3. Evacuate and secure damaged areas. Precautions will be taken to preserve the 
crime scene and evidence. 

D. Emergency medical response's first priority will be to treat injured persons. 

E. The Corrections Division Commander will ensure an incident report and/or 
appropriate crime reports are written. 

 
/// 
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______________________________ POWER FAILURE _______________________________ 
 
I. POLICY: Security and control of inmates will be maintained during a power failure and 

every effort will be made to ensure the safety of visitors, staff, and inmates. 
 
II. DEFINITION 
 

A. POWER FAILURE - Any loss or break in electrical service. 
 
III. GENERAL INFORMATION 
 

A. Emergency Power Generator 
 

1. In the event of a power shortage or failure, the emergency power generator 
will activate automatically restoring all or partial power. 

 
2. The emergency generator for Building One powers the entire building.  

 
a. The emergency power generator is located inside the perimeter 

fence immediately north of "A" Module for Building One 
 
3. The emergency generator for Building Two will provide minimum 

lighting throughout the building and power all doors, fire and smoke 
alarms, monitors, intercoms, and partial power to the kitchen.  This 
generator also powers Inmate Services, the Emergency Operations Center, 
Donovan Room and the Detectives Bureau. 
 
a. Building Two's emergency power generator is located north of 

receiving door to back of kitchen area. 
 
IV. PROCEDURE 
 

A. During a power failure, it will be the discretion of the Facility Supervisor to 
initiate a lockdown of the facility and require all inmates to return to their 
assigned cells/dormitories. 

 
B. The Facility Supervisor will attempt to ascertain the cause of the power failure; 
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i.e., on-site electrical problem and/or off-site electrical problem. This information 
shall be reported to maintenance personnel, if known. 

 
C.  In the event the power failure is due to an on-site electrical problem that has 

occurred after hours, the Facility Supervisor or designee will immediately notify 
on-call maintenance staff. 

  
 

/// 
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______________________ FIRE SUPPRESSION PREPLANNING ______________________ 
 
I. POLICY 
 

A. In conjunction with the Ukiah Fire Department, the Corrections Division will 
coordinate training and orientation of both departments’ personnel on fire 
suppression and evacuation within the correctional facilities. 

 
B. Assigned Corrections Division personnel shall conduct monthly inspections of all 

facility fire extinguishers, and the facilities corridors, wings, and modules. A 
report of these inspections will be forwarded to the Corrections Lieutenant. The 
Lieutenant will ensure that these inspection reports are retained for two years. 

 
C. The Corrections Division Commander, or designee, shall coordinate with the 

State Fire Marshal bi-annual inspections of all correctional facilities; to include, 
Court Holding Cells, Building One Main Detention Facility, Building Two 
Detention Facility, Laundry room, Kitchen facility, and Inmate Services Programs 
Building. 

 
D. The Corrections Division Commander, or designee, shall coordinate with General 

Services Department quarterly inspections of the automatic fire suppression 
systems and fire extinguishers for the facilities and automobiles. 

 
E. This policy will explain evacuation plan of the correctional facilities. 

 
F. This policy will also explain how inmates will be temporarily housed and or 

released. 
 

G. This Policy and Procedure is intended to give a general guideline in which to 
handle a fire situation. Other options may have to be used in the event of an 
emergency. 
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II. INSPECTIONS 
 

A. MONTHLY INSPECTIONS 
 

1. Designated fire/life safety Corrections Deputies shall conduct monthly 
inspections of fire extinguishers, fire alarm systems, and emergency exits. 

 
2. The results of the inspections will be documented on an inspection sheet. 

The inspection sheet will then be submitted to the Corrections Lieutenant. 
 

3. A Corrections Lieutenant will review the inspection sheets. Any 
deficiencies will be resolved through the service provider that cares for the 
specific item. 

 
4. The inspection sheets shall be maintained by the Corrections Lieutenant   

and will be retained for two years. 
 

B. QUARTERLY INSPECTIONS 
 

1. The Building and Grounds Division of the General Services Department 
will be responsible for quarterly inspections of the facilities fire 
suppression systems. 

 
C. BI-ANNUAL INSPECTIONS 

 
1. The Corrections Division Commander, or designee, shall arrange for the 

State Fire Marshal to do bi-annual inspections of all correctional facilities 
that are used by inmates. 

 
2. The State Fire Marshal's bi-annual inspection shall take place prior to the   

Board of State and Community Corrections inspections. 
 

D. ANNUAL FIRE DRILLS 
 

1. The Corrections Division will conduct annual fire drills as part of the 
Fire/Life Safety Training Program. 

 
2. Simulated fire drills using minimum-security inmates may also be 

conducted in cooperation with the Ukiah Fire Department, Ukiah Valley 
Fire District, Cal Fire, the Ukiah Police Department and the Sheriff’s 
Office Field Division. 
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III. PROCEDURE 
 

A. During a fire, a risk assessment will be made of the affected area in order to 
determine what action will be necessary. The following define levels of risk: 

 
1. Minor Fire: A fire that can be brought under control by staff with available 

fire fighting equipment and does not pose a serious threat to staff or 
inmates. The Ukiah Fire Department will be notified for an inspection of 
the affected area. 

 
2. Major Fire: A fire that cannot be controlled by staff with available fire 

fighting equipment and is a serious threat to staff and inmates. 
 

B. Once the risk assessment is completed and there is a serious threat to staff and 
inmates, staff will proceed as follows: 

 
1. Staff will use the primary evacuation route. If it is blocked or unsafe, staff 

will use the secondary route. 
 

2. If multiple housing units are going to be affected, a priority system will be 
used to evacuate the inmates. The priority system will be to evacuate the 
inmates that are closest to the threat and proceed to the inmates furthest 
from the threat. 

 
3. Once the inmates are evacuated to the initial staging area, an immediate 

headcount will be conducted and then a triage for injuries. The supervisor 
will be notified of the results. 

 
4. If the inmates need to be moved from the initial staging area, the following 

will take place: 
 

a. The Facility Supervisor will determine what location will be used 
and the route to be used. 

 
b. The inmates will be secured with Flex Cuffs and then moved to the 

secondary staging area. 
 
IV. STAFF RESPONSIBILITIES 
 

A. FACILITY SUPERVISOR 
 

1. Dial 9-1-1,then contact the Sheriff's Office Communications Center to get 
assistance from outside agencies. 
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2. Direct and control the evacuation process. 

 
3. Establish communications and coordination with the outside responding 

agencies on   Calcord. 
 

4. If the control board is not operating, a command post will be set up in an 
alternate site. The board operator will be used to coordinate all on-site 
communications. 

 
5. Notify the chain-of-command. Once on-site, Jail Administration will 

assume command. 
 

B. CONTROL BOARD OPERATOR 
 

1. Communicate to all personnel that a fire emergency exits and the location. 
 

2. Direct all backup officers to the appropriate positions and locations. 
 

3. If needed, direct medical staff to the staging area for medical emergencies. 
 

4. As directed by the Facility Supervisor, operate the emergency doors and 
non-emergency doors. 

 
5. Update the Facility Supervisor on the control boards operational status. If 

it is not operational in the affected area, manual operation must be 
implemented. 

 
6. Monitor and coordinate all on-site communications. 

 
7. Verify headcounts with the Floor Deputy. If a discrepancy occurs, the 

Control Board Operator will notify the Floor Deputy and Facility 
Supervisor. 

 
C. FLOOR DEPUTY 

 
1. Will immediately perform a risk assessment. The results will be 

communicated to the Control Board Operator whether it is a major or 
minor fire. 

 
2. If it is a minor fire, will use the available fire fighting equipment to 

extinguish the fire. 
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3. If it is a major fire, communicate the status of the evacuation routes and 
the route that will be taken to the Control Board Operator. 

 
4. Secure the inmates in the staging area, complete a headcount and verify it 

with the Control Board Operator. 
 

5. Complete a medical triage of the inmates and report the findings to the 
Control Board Operator. 

 
6. Will remain with the inmates until relieved of this duty. 
 
7. The following will explain what the Building Two Floor Deputy will do if 

the Kitchen or Laundry room is involved in a fire during business hours: 
 

a. Respond and make a risk assessment. Communicate the results to 
the Control Board Operator. 

 
b. If there is a minor fire, will use available fire fighting equipment to 

extinguish the fire. 
 

c. If there is a major fire, will ensure that all inmates and civilian 
workers are evacuated, returned to Building Two Detention 
Facility and all inmate workers are accounted. 

 
d. Return to the affected area to assist as directed. 

 
D. BOOKING DEPUTIES 

 
1. If there is no threat to Booking, the Corrections Deputies will respond as 

directed to the affected area. 
 

2. If there is a minor fire in the Booking area, the corrections deputies will 
use the available fire fighting equipment to extinguish the fire. 

 
3. When the Booking area is involved in a major fire, the Corrections 

Deputies will do the following: 
 

a. Immediately perform a risk assessment. Communicate the results 
to the Control Board Operator as to whether it is a minor or major 
fire. 

 
b. If it is a major fire, the Booking Deputy will communicate the 

status of the evacuation routes and which route will be used. 
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c. Secure the inmates in the initial staging area, conduct a headcount 

and verify it with the Control Board Operator. Put all inmates in 
Flex Cuffs. 

 
d. Complete a medical triage of all inmates and communicate the 

findings to the Control Board Operator. 
 

e. Will remain with the inmates until relieved of this duty. 
 

E. VISITING DEPUTY 
 

1. If the Visiting Deputy is notified of a fire while conducting visiting, they 
will immediately escort all civilian visitors out of the facility. 

 
a. Inmates in visiting will be secured in an area not affected by the 

fire emergency. 
 
2. If the Visiting Deputy is notified of a fire emergency while moving 

inmates, they will: 
 

a. Immediately move the inmates to safe and secure location. 
 

b. If the inmates are not secured in a facility, the Visiting Deputy will 
remain with the inmates until relieved of this duty. 

 
c. If the inmates are secure in a facility, the Visiting Deputy will 

respond as directed to the affected area. 
 

3. If the Visiting Deputy is not supervising or moving inmates, they will 
immediately respond, as directed, to the affected area. 

 
V. EVACUATION ROUTES TO INITIAL STAGING AREA 
 

A. BUILDING ONE MAIN DETENTION FACILITY 
 

1. A-MODULE 
 

a. Primary evacuation route is through the main gate, down the main 
hallway, and into the exercise yard. 

 
b. Secondary evacuation route is through either the rear or the front 

emergency exit. The inmates are moved through the perimeter and 
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into the exercise yard. 
 

2. B-MODULE 
 

a. Primary evacuation route is through either the main door or the 
front emergency exit to the exercise yard. 

 
b. Secondary evacuation route is through the rear emergency exit. 

The inmates are moved through the perimeter and into the exercise 
yard. 

 
3. C-MODULE 

 
a. Primary evacuation route is through either the main door or the 

front emergency exit to the exercise yard. 
 

b. Secondary evacuation route is through the rear emergency exit. 
The inmates are moved through the perimeter and into the exercise 
yard. 

 
4. D-MODULE 

 
a. Primary evacuation route is through the main gate, down the main 

hallway, and into the exercise yard. 
 

b. Secondary evacuation route is through either the front or rear 
emergency exit. The inmates are taken through the perimeter and 
into the exercise yard. 

 
5. SEPARATION CELLS 

 
a. Primary evacuation route is through the main hallway and into the 

exercise yard. 
 

b. Secondary evacuation route is through the emergency exit and into 
the inner fenced perimeter. These inmates are handcuffed and 
taken through perimeter to the exercise yard. 

 
6. MEDICAL SEPARATION 

 
a. Primary evacuation route is main hallway and into the exercise 

yard. 
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b. Secondary evacuation route is through either the A-Module or D-
Module emergency exits. The inmate is moved through the 
perimeter and into the exercise yard. 

 
7. BOOKING CELLS 

 
a. Primary evacuation route is through the Booking hallway, into the 

main hallway, and into the exercise yard. 
 

b. Secondary evacuation route is through the Booking hallway, 
through the secured hallway through the main hallway, and into 
the exercise yard. 

 
B. BUILDING TWO DETENTION FACILITY 

 
1. WING 1 

 
a. Primary evacuation route is through the Wing 1 yard door and into 

the exercise yard. 
 

b. Secondary evacuation route is through the main door, into the 
Booking hallway, into Wing 2, and into Wing 2 exercise yard. 

 
c. The third option is to move the female inmates through the 

Booking hallway, to the outside walkway, to Building Two 
Sallyport. 

 
2. WING 2 

 
a. Primary evacuation route is through Wing 2 yard door and into the 

exercise yard. 
 

b. Secondary evacuation route is through the main door, into the 
Booking hallway, into Wing 1, and into Wing 1 exercise yard. 

 
c. The third option is to move the female inmates through the 

Booking hallway, to the outside walkway, to Building Two 
Sallyport. 

 
3. WOMEN'S JAIL BOOKING 

 
a. Primary evacuation route is into either Wing 1 or Wing 2, and then 

into the exercise yard. 
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b. Secondary evacuation route is through the main Booking door, into 

the outside walkway, and into Building Two Sallyport. 
 

4. WING 3 
 

a. Primary evacuation route is into Wing 3 exercise yard. 
 

b. Secondary evacuation route is through the emergency door into 
Wing 4, then into Wing 4 exercise yard. 

 
c. A third option is into the main hallway, into Wing 4, and into 

Wing 4 exercise yard. 
 

5. WING 4 
 

a. Primary evacuation route is into Wing 4 exercise yard. 
 

b. Secondary evacuation route is through the emergency door into 
Wing 3, then into Wing 3 exercise yard. 

 
c. The third option is into the main hallway, into Wing 3, and into 

Wing 3 exercise yard. 
 
VI. SECONDARY OPTIONS FOR STAGING INMATES 
 

A. BUILDING ONE MAIN DETENTION FACILITY 
 

1. All Building Two exercise yards. 
 

2. Building Two Sallyport for Isolated inmates. 
 

3. Inside the perimeter of Building Two. 
 

B. BUILDING TWO DETENTION FACILITY 
 

1. Building One exercise yard. 
 

2. Building Two Sallyport for female inmates only. 
 

3. Inside the perimeter of Building One. 
 

4. Inside the Inmate Services Programs Building fenced yard. 
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VII. AVAILABLE FIRE FIGHTING EQUIPMENT 
 

A. BUILDING ONE MAIN DETENTION FACILITY 
 

1. The Control room has one ABC extinguisher, and one Cleanguard 
extinguisher. 

 
a. The Cleanguard extinguisher is only to be used on the server and 

electrical panels. 
 

2. The Booking room has one ABC extinguisher. 
 

3. The Electrical room has one Cleanguard extinguisher. 
 

4. The Lobby office and Lobby each have one ABC extinguisher. 
 

B. BUILDING TWO DETENTION FACILITY 
 

1. The Control room has one Cleanguard extinguisher. 
 

2. The Electrical room has one Cleanguard extinguisher. 
 

3. The Booking room has one ABC extinguisher. 
 

4. The Building Two hallway has one ABC extinguisher. 
 
C. KITCHEN 
 

1. The Kitchen has four ABC extinguishers, One K extinguisher and a built-
in ABC extinguishing system over the stove area. 

 
D. LAUNDRY 
 

1. The Laundry Room has one ABC extinguisher and one Cleanguard 
extinguisher. 

 
E. INMATE PROGRAMS BUILDING 
 

1. Inmate Programs Building has two ABC extinguishers. 
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VIII. EMERGENCY RELEASE AND HOUSING OF INMATES 
 

A. If an entire facility is damaged by a fire, the Sheriff’s Office will work with the 
Courts, District Attorney and the Probation Department to decrease the jail 
population. 

 
B. If either Facility is involved in a major fire and cannot be re-occupied, the 

following will occur: 
 

1. As many inmates as possible will be relocated to other county jails. 
 

a. This will begin with the lowest level risk classification. 
 

b. Relocating high-risk inmates will only be done as a last resort. 
 

2. The remaining amount of inmates will determine how many sentenced 
inmates from Building Two will be released. 

 
a. Sentenced inmates from Building Two will be released through the 

following avenues: 4018.6 P.C., 4024.1 P.C., Work Release, and 
Home Detention. 

 
C. If the Building Two Detention Facility is involved in a major fire and cannot be 

re-occupied, the following will occur: 
 

1. All sentenced inmates will be released through the following avenues: 
4018.6 P.C., 4024.1 P.C., Work Release,   and Home Detention. 

 
2. Unsentenced female inmates will be relocated in other county jails. 

 
D. If either of the above options does not work, the following will occur: 

 
1. Sentenced inmates from Building Two will be housed in tents in the 

impound yard, located to the north of Building Two. The following will be 
brought in to ensure functional transition: 

 
a. Cots; 
b. Generators; 
c. Portable toilets; 
d. Water may be piped from existing water lines. 

/// 
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____________________________________ ESCAPE _________________________________ 
 
I. POLICY: Escapes will be immediately confirmed, escapees identified and information 

disseminated to aid in the capture of the escapee. 
 
II. GENERAL INFORMATION 
 

A. When a Corrections Division staff member discovers an inmate has escaped, the 
staff member will immediately notify Control. 

 
B. Control will notify the Facility Supervisor, Corrections Lieutenant, Corrections 

Division Commander, and the Sheriff's Communications Center. 
 

C. The Facility Supervisor will cause an immediate inmate population count to 
occur, and positive identification of the escapee will be determined. 

 
D. The Facility Supervisor will ensure a notification has been made to the following: 

 
1. Sheriff's Communications Center; 

 
2. The Corrections Division Commander, Corrections Lieutenant, and/or on-

duty Sheriff's Shift Supervisor; 
 

3. Local and State law enforcement agencies; 
 

4. Undersheriff; and 
 

5. SHERIFF-CORONER. 
 
III. PROCEDURE 
 

A. In the event the escape occurs within the facility, Control will announce a 
mandatory total facility lockdown. 

 
1. The Facility Supervisor will determine when to terminate lockdown. 
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B. Facility Supervisor will dispatch, or cause to be dispatched, available personnel to 
secure the exterior grounds of the facility, and to assume fixed positions around 
the facility, when applicable; i.e., immediate escape occurrence. 

 
1. Creek area on the south side of both facilities security perimeter; 

 
2. Low Gap Road adjacent to the facility; 

 
3. Parking lot area on the west side of the Programs storage building; and 

 
4. Area to east of both facilities. 

 
C. Corrections Division personnel will remove all visitors from the facility after they 

are positively identified. 
 

D. The Facility Supervisor will assign available personnel to conduct a search of 
both the interior and exterior of the facility as necessary. 

 
E. Inmates who were in the vicinity of the escapee will be questioned by the 

investigating staff. 
 

F. The escapee's cell/dormitory will be searched for any possible evidence relevant 
to the escape and secured until such time all property is removed from the 
cell/dormitory for storage and safekeeping. 

 
1. The escapee's personal property will be stored with their property bag in 

the property room. 
 
IV. REPORTS/UPDATES 
 

A. The Corrections Deputy responsible for the custody of the escapee and/or 
discovering Corrections Deputy, or a Corrections Deputy designated by the 
Facility Supervisor or designee will initiate the crime report. 

 
B. The Facility Supervisor or designee will attach the following information to the 

crime report: 
 

1. Copies of instruments justifying custody status; i.e., booking sheet, 
remand orders, warrants, commitments, detainers, etc. 

 
2. External contact information; i.e., visitor's requests/logs, inmate request 

forms, etc. 
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3. Addresses, names, etc., obtained from escapee's personal property of 'A' 
file. 

 
4. The identity of the Corrections Deputy or person who can testify to the 

escape. If the escape is the result of an inmate failing to return from a 
"pass," temporary removal order, or Work Furlough identify the person 
issuing the pass or authorizing release. 

 
a. A copy of the above mentioned document(s) will be attached to the 

crime report. 
 

C. Information gained as to possible destination will be communicated to the 
Sheriff's Communications Center for dissemination to law enforcement agencies, 
investigators, and interested news media. 

 
D. The Facility Supervisor will initiate a Wanted Person's Bulletin on the escapee 

and distribute it to local law enforcement agencies as soon as possible. 
 

E. After an escapee has been captured/returned, the Facility Supervisor or designee 
will ensure all who were previously alerted of the escape are promptly notified of 
the escape cancellation. 

 
1. This notification will normally be made through the Sheriff's 

Communications Center. 
 

F. A copy of the crime report will also be routed to the Corrections Division 
Commander for necessary follow-up, incident critique, and security analysis. 

 
V. NOTIFICATIONS 
 

A. Inmates 'A' files that contain Request to Notify forms will be complied within 
accordance with Corrections Division Policy and Procedure 1653.00 - Release 
Notification.  

 
/// 
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_______________________________ HOSTAGE PLAN ______________________________ 
 
I. POLICY: Hostage situations will be dealt with in a manner to ensure the safe release of 

hostages, safeguard the lives of staff, inmates, and citizens; and, to apprehend those 
responsible. 

 
II. DEFINITION 
 

A. HOSTAGE - Any staff member, citizen, or inmate held against their will by 
another person for the purpose of escape, monetary gain, or any reason, which 
may place an individual in danger of losing life or suffering serious bodily injury. 

 
B. HOSTAGE EVENT - An act of hostage taking behavior where the police have 

located the hostage taker and their victim and a siege develops or has developed. 
 

C. NEGOTIATION FAILURE - Hostage is killed or seriously injured in response to 
a deadline. 

 
III. GENERAL INFORMATION 
 

A. All available techniques; i.e., crisis negotiations - special weapons team, will be 
utilized to persuade the hostage taker(s) to surrender. 

 
B. All significant decisions reached during negotiations regarding the use of 

chemical agents, special weapons, etc., will be made by the Corrections Division 
Commander and Field Services Division Commander.  

 
C. The crisis negotiating team will be the liaison between the hostage takers and 

facility command staff. 
 

D. Any person, regardless of rank, has no authority while held as hostage. 
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IV. CONTAINMENT AND NOTIFICATION 
 

A. Facility staff on the scene will make notification through the chain-of-command; 
 
1. Facility Supervisor will notify: 

 
a. The Sheriff's Communications Center; 

 
b. The Corrections Division Commander, Area Commander, or 

Sheriff's Shift Supervisor; 
 

c. The Field Services Division Commander; 
 

d. Undersheriff; and the 
 

e. Sheriff-Coroner. 
 

B. Corrections staff will isolate and contain hostage takers by establishing an inner 
perimeter under direction of the Facility Supervisor, securing all areas and 
implementing a lockdown of the facility if a hostage event occurs; and 

 
C. Secure all avenues of escape while avoiding contact with the hostage taker(s). 

 
V. RESPONSIBILITIES OF THE INITIAL AND SUBSEQUENT INCIDENT 

COMMANDERS 
 

A. Upon knowledge of hostage situation, the incident commander will: 
 

1. Assess the situation and determine logistic and personnel requirements. 
 

2. Cause the mobilization of specialized hostage negotiators, if needed. 
 

3. Establish an outer-perimeter and an administrative command post. 
 

4. Coordinate the activities of responding deputies and direct them to posts 
or staging area. 

 
5. Ascertain all available information about the hostage taker(s) and hostage, 

making this information available to the crisis negotiator, when applicable. 
 

6. The additional information to be gathered: 
 

a. The inmate's booking file; 
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b. Exact location of hostage taker(s) and hostage; 

 
c. Floor plan of the area with copies for responding officers not 

assigned to the facility; 
 

d. Weapons being used; and 
 

e. Physical and mental status of the hostage and the hostage taker(s). 
 

6. Assign Sheriff's Office personnel to act as liaison between facility and 
news media. 

 
7. Ensure all involved personnel are informed of any significant changes in 

the situation. If any agreement is reached in negotiations, all involved 
personnel will be advised prior to implementation. 

 
B. IN THE EVENT NEGOTIATIONS FAIL 

 
1. The incident commander will take the necessary action using reasonable 

or necessary force to terminate the hostage situation. 
 

2. Firearms may be discharged according to the firearm's policy of the 
Mendocino County Sheriff's Office. 

 
3. After the hostage has been released and/or the situation terminated, the 

incident commander will ensure: 
 

a. Hostages are given immediate medical attention. 
 

b. Hostage taker(s) is placed in Administrative Separation. 
 

c. Crime reports are written. 
 

 C. AFTER ACTION 
 

1. A debriefing will occur immediately, or as soon thereafter as practical, 
after a hostage situation has resolved. 
 

2. The debriefing will include all Corrections staff directly involved in the 
event as well as Corrections Command Staff.  

 
 



Corrections Division 2211.00(4) 
Policy and Procedure Manual 
Mendocino County Sheriff's Office 
 
_______________________________ HOSTAGE PLAN ______________________________ 
 

Revised: 11/19 

/// 



 

Corrections Division 2212.00 
Policy and Procedure Manual 
Mendocino County Sheriff’s Office 
 
Index as: Revised: 11/92 
Man Down Alarm System Revised: 10/04 
Radio Man Down Alarm System  Reviewed: 05/08 
Radio Procedures                Reviewed: 08/10 
 
 
_____________________ RADIO MAN DOWN ALARM SYSTEM _____________________ 
 
I. POLICY: The purpose of this policy is to establish a procedure to guide the use of the 

Man Down Alarm System incorporated in the Corrections Division radios. The Man 
Down Alarm System will only be used in the event of the emergency when a Corrections 
Deputy needs help or assistance. 

 
II. PROCEDURE 
 

A. Upon reporting for duty all Corrections Deputies assigned to a Floor, Reception, 
or Booking position will obtain a radio. They will notify their respective 
supervisor of the radio number and this data will be entered on the Shift Log at 
Building One. 

 
1. The Building One Control Board Deputy shall maintain a current roster of 

the names of the Corrections Deputies, which positions they are working, 
and what radios they have in their possession. 

 
B. When a Corrections Deputy leaves a normal duty position, Control will be 

radioed the location and destination. 
 

C. The Man Down Alarm System is activated by pushing the small orange button at 
the top front of the radio. 

 
1. This action activates a monitor and beeper system. 

 
2. The monitor is located at the Building One Control Panel and will flash 

the number of the radio involved. 
 

3. All radios will sound a beeping sound every three to five seconds. 
 

D. When the alarm is sounded, all radio traffic, except from the Corrections Deputy 
who initiated the alarm or at the direction of the Building One Control Board 
Deputy, will cease. All other activities and movement within the facility will stop 
until the alarm is resolved. 
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1. When the alarm is sounded, the Building One Control Board Deputy will 
coordinate sending assisting Corrections Deputy to the scene of the 
emergency. 

 
E. After the emergency is resolved, the transmit button on the initiating Corrections 

Deputy’s radio must be pushed to stop the transmission of the alarm to Control.  
 

1. After this is accomplished, the Control Board Deputy pushes the Control 
radio transmit button and then the red resent button next to the alarm 
monitor.  

 
2. After three minutes the radio that originated the alarm will be able to again 

send an alarm. 
 

F. The Man Down Alarm System will be tested on a monthly basis to assure proper 
function of all radios and related equipment. 

 
1. Prior to testing, the Building One Control Board Deputy must broadcast to 

all personnel that a test is about to take place. 
 

/// 
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____________________________ DISTURBANCES/RIOTS ___________________________ 
 
I. PURPOSE: To establish policy and procedure in the event of a disturbance or riot within 

the Corrections Facility. 
 
II. POLICY: Disturbance/riots will be handled immediately to ensure the de-escalation of 

violence, in order to prevent personal injury to staff and inmates, and property damage to 
the facilities. 

 
III. DEFINITIONS 
 

A. CUSTODY EMERGENCY RESPONSE – A unit of four or more Corrections 
Deputies responsible for extricating inmates from cells, dayrooms, or yards in a 
safe and secure manner. 

B. DISTURBANCES/RIOTS - Any disruptive acts by inmates to cause willful 
disorder and confusion. 

C. MAJOR DISTURBANCE - A disturbance involving numerous inmates where the 
situation is out of control. 

 
D. MINOR DISTURBANCE - A disturbance involving a minimal number of 

inmates, which can easily be controlled when immediately acted on. 
 
IV. GENERAL INFORMATION 
 

A. Disturbance/Riot 
 

1. In a riot situation, time works against the facility and action must be quick 
to combat any incident before it escalates. All personnel should watch for 
patterns to develop. While any of the below can be due to reasons apart 
from a planned disturbance, they can be signs of institutional unrest and 
must be analyzed. 

 
a. Significant changes in inmate's behavior patterns, eating, 

recreation, etc. 
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b. A sharp increase in disciplinary infractions. 
 

c. Sudden reduction in inmates’ visitation. 
 

d. Challenge to staff authority - a testing of authority. 
 

2. In a minor disturbance, the first priority is to contain the situation with 
sufficient personnel. 

 
3. In a riot situation, the primary concern is securing the entire facility as 

swiftly as possible. 
 

a. Riots will fall in two general categories - spontaneous and planned 
confrontation. 

 
4. In the event of a hunger strike by inmate(s), the Corrections Division 

Commander and/or Facility Supervisor will attempt to resolve the 
situation by communicating with the inmate(s) to determine the problem 
and possible solution. Should the hunger strike continue for more than 24 
hours, medical staff will be advised and will check the physical well being 
of the inmate(s) daily to determine the medical care needed. 

 
V. PROCEDURES 
 

A. Minor Disturbance 
 

1. The Corrections Deputy in charge of the area where the disturbance is 
occurring will notify Control of the situation and Control will advise the 
Facility Supervisor. 

 
2. The Facility Supervisor and available personnel will respond to the 

location of the occurrence. 
 

3. The Facility Supervisor will evaluate the situation, and determine if a 
lockdown of all sections of the facility is necessary. If a lockdown is 
determined, the Facility Supervisor or designee will notify Control. 

a. In the event that inmates attempt to flood the area or create an 
unsafe area, water will be shut off. 

 
b. Lockdown will continue until canceled by the Facility Supervisor 

or higher authority. 
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c. The affected area will be kept isolated until the situation is totally 

resolved. The return to normal operation should be resumed slowly 
and methodically. 

 
d. The Corrections staff supervising the involved area will initiate an 

Incident and/or Crime Report. 
 

B. Major Disturbance 

1. The officer in charge of the area where a riot occurs will notify Control of 
the situation, area involved, and approximate number of inmates involved. 

2. In a hostage situation refer to Policy and Procedure 2211.00 – Hostage 
Plan. 

3. If a riot is occurring in the facility, Control, via intercom, will immediately 
announce a mandatory lockdown for the entire facility and advise the 
Facility Supervisor. Refer to Policy and Procedure 1705.00 – Lockdown. 

4. Water will be turned off to the affected area in order to prevent inmates 
from flooding the area and creating property damage and/or unsafe 
conditions. 

5. The Housing Deputy shall be responsible for securing all inmates who are 
out of their housing units (visiting, sick call, etc.). 

6. The Facility Supervisor will dispatch personnel to the location of the riot. 
Building One Main Detention Facility personnel will not respond to 
Building Two Facility unless so directed by the Shift Supervisor. 

7. Responding deputies will isolate the involved inmates and secure the 
facility internally. 

a. Inmates not wishing to participate in the riot will be given an 
opportunity to withdraw from the disturbed area. 

8. The Facility Supervisor or Lieutenant will make appropriate notification 
of Sheriff's Office personnel and outside departments, if additional 
assistance is deemed necessary. The Facility Supervisor will dispatch 
armed personnel to secure the perimeter of the facility to prevent escapes 
and for outside support. 
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9. The Facility Supervisor or Lieutenant will determine the necessary lawful 
forces to be used in order to overcome any resistance and prevent renewed 
violence. 

10. After control is established in the affected area, the Corrections Division 
Commander, or designee, will give direction as to how and when to lift the 
lockdown of the area. This unlock will be slow and deliberate to ensure 
against a reoccurrence of the riot or disturbance. 

 
C. Report - Damage 

 
1. The Corrections Deputy responsible for the involved area will conduct an 

inmate count as soon as the disturbance is terminated. 
 

2. The Facility Supervisor will designate a Corrections Deputy to write an 
Incident/Crime Report covering damages, injuries, or arrests. 

 
3. All employees will submit supplemental reports indicating observations. 

 
4. When security equipment is reported damaged, the Corrections Division 

Commander, Lieutenant or Facility Supervisor will request immediate 
repair through County maintenance personnel. 

 
5. The Training Section will be provided information so an incident critique 

can be done for training purposes. 
/// 
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__________________________OUTSIDE DEMONSTRATIONS________________________ 
 
I. POLICY: To minimize disruption of facility operations; prevent destruction of facility 

property; prevent injuries to correctional staff, visitors, and inmates; and preserve the 
security of the facility during a public demonstration. 

 
II. PROCEDURES 
 

A. Observation and Notification 
 

1. When an outside demonstration is impending or in progress in areas 
adjacent to the correctional facilities, the discovering staff member shall 
immediately notify the Facility Supervisor, Corrections Lieutenant and 
Corrections Division Commander. 

 
B. Non-Violent Demonstration 

 
1. When a demonstration does not appear to pose a threat to facility security, 

the Facility Supervisor or Corrections Division Commander will request 
the Field Services Division and/or Ukiah Police Department to monitor the 
demonstration periodically. 

 
C. Violent Demonstrations 

 
1. When the demonstration is determined to be violent, threatening property 

or lives, or disruptive to the normal functions of the correctional facilities, 
the Facility Supervisor will make immediate notifications to the following: 

 
a. Control Deputy - advise of the location and nature of the 

demonstration. 
 

(1) The Control Deputy will monitor the demonstration on the 
T.V. monitors. 

 
b. The Sheriff's Communication Center - advise patrol personnel, 

Ukiah Police Department and California Highway Patrol. 
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c. The Corrections Division Commander - advise the Captain, 

Undersheriff, Sheriff-Coroner, and other affected personnel. 
 

d. Courthouse Holding Facility - when in operation, advise of the 
location and nature of the demonstration. 

 
e. Transportation Detail - advise of the location and nature of the 

demonstration. 
 

(1) Transportation units will divert all transportation to the 
Courthouse Holding Facility. 

   
(2) When inmates are secured - advise Control. 

 
2. After notifications are made, Corrections Division personnel will maintain 

operations within the facilities. 
 

3. Conditions outside the facilities will be handled by Field Services Division 
personnel and other requested law enforcement personnel with Corrections 
Division staff assisting as needed. 

 
D. Restricted Areas 

 
1. When a demonstration is in progress, security emphasis will be placed on 

the entrances to the facilities, (i.e. Building One and Two Detention 
Facilities, Sallyport, Public Lobby, Jail Administration Building). 

 
a. Under no circumstances will demonstrators be allowed into 

designated restricted areas, or areas that have been declared off-
limits due to the demonstration. 

 
b. When demonstrators are observed in restricted areas, the Field 

Services Division will be contacted and advised of the location and 
number of demonstrators. 
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E. Reporting 

 
1. The Facility Supervisor ensure that an Incident Report is written detailing 

any circumstances that disrupted the operation of the correctional 
facilities. 

 
2. The Facility Supervisor or designee will survey the correctional facilities 

perimeter for damage to ensure all systems are operable, and, if necessary, 
contact Buildings and Grounds for any necessary repairs. 

 
/// 
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