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1.0 DESCRIPTION OF DORMS
A. HOUSING UNITS ARE MINIMUM / MEDIUM/MAXIMUM SECURITY UNITS DESIGNED TO HOUSE  INMATES WHICH INCLUDES CELLS FOR INMATES IN PROTECTIVE CUSTODY OR WHO ARE A SECURITY RISK. REQUIRES AT LEAST 1 OFFICER ON DUTY FOR EACH SHIFT.
1. 11 TELEVISION 

2. 15 INMATE TELEPHONES

3. SECURED OUTDOOR RECREATION YARD

4. UNIT CONTROL PANEL

5. ONE COMMISSARY KIOSKS FOR EACH UNIT
2.0 SHIFTS AND HOURS OF DUTY
A. SHIFTS AND HOURS OF DUTY

1. “A” & “B” SHIFTS (DAY SHIFT): 0600 AM – 1800 PM

2. “D” & “C” SHIFTS (EVENING SHIFT):18OO PM - 0600 AM
3.0 EQUIPMENT
A. REQUIRED

1. RADIO (ASSIGNED)

2. HANDCUFFS AND CASE

3. UNIVERSAL HANDCUFF KEY

4. SABRE DEFENSE AND CASE

5. AT LEAST 2 BLACK INK PENS

6. DUTY UNIFORM

7. GLOVES

B. OPTIONAL

1. RADIO CASE OR HOLDER

2. GLOVE POUCH

3. SMALL FLASHLIGHT AND CASE

C. PROHIBITED

1. TOBACCO OR TOBACCO PRODUCTS

2. EDGED WEAPONS

3. LIGHTERS

4. CELL PHONES

5. PERSONAL KEYS

6. FIREARMS 

4.0 GENERAL INSTRUCTIONS
A. Officers conduct themselves in a manner that is beyond reproach exhibiting the highest level of professionalism, integrity and honor in the performance of duties.

B. Conduct safety and security inspections of the facility.

C. Ensure compliance with all current policy and procedures, rules and regulations as well as TCI Minimum Standards at all times.

D. Create and foster a custodial environment that supports positive inmate behavior and provides specific disciplinary action for inmate misconduct.

E. Record relevant activities and incidents occurring in daily logbook or other appropriate logs such as medical, suicide or detox.

F. Respond to all emergencies and calls for assistance.

5.0 SCHEDULED DUTIES
NOTE: OFFICERS SHOULD FOLLOW THESE TIMELINES AS CLOSELY AS POSSIBLE UNDER NORMAL WORKING CONDITIONS. THE FLOOR OFFICER WILL INSURE HOURLY WATCH TOURS / COUNTS OF THE DORMS.

0600 - 


· Assume post and receive proper turnover from off – going officer. 

· Inspect equipment and ensure the post is clean before off – going officer exits post.

· Conduct Formal Count (perform head count of all cells and document results on Formal Count sheet)

· Call results of count into the Control Officer by telephone

· Verify the Housing Rosters and Lockdown lists with the Control Officer and Booking.

· Control will clear Formal Count

· Medical Staff enters unit for Medication Distribution

· Allow POD Workers into Day Room to prepare for Morning Meal

· Food Cart enters the unit. Count the trays.

· Serve Morning Meal to all inmates beginning with Protective Custody Inmates, Locked Down inmates, and then the cell of the day

· Document Inmate razors and / or Inmate Nail Clippers on days they are issued.  (Visitations days)
0700 – 

· Conduct a Watch Tour / Hourly Count

· Complete serving Morning Meal, lock down unit, count food trays and confirm count to the original count.

· Place Food Cart outside unit with all collected food trays

· Begin POD and cell cleaning for the unit (sweeping, moping, cleaning of Day Room and all General Population cells

· Conduct cell inspections for the unit 

· Distribute towels / washcloths to all inmates per laundry schedule.
· Issue Inmate razors and / or Nail Clippers in the unit and document the issuances ( if applicable)

0800 – 

· Conduct Watch Tour / Hourly Count

· Receive 1st Break 

· Collect Inmate Razors and / or Nail Clippers in the unit (if applicable)

· After POD and cell cleaning are completed, open Day Room to General Population. 

· Inmate Programs begin

· Prepare Inmates for court (if applicable)

0900 – 

· Conduct Watch Tour / Hourly Count 

1000 – 

· Conduct Watch Tour / Hourly Count 

1100 – 

· Conduct Watch Tour / Hourly Count 

· Food trays enter unit 

· Serve Afternoon Meal

· Complete serving Afternoon Meal, collect Food trays and place outside unit

1200 – 

· Conduct Watch Tour / Hourly Count 

· Receive 2nd Break

1300 – 

· Control will call Formal Count

· Conduct Formal Count (perform head count of all cells and document results on Formal Count sheet)

· Call results of count into the Control Officer by telephone

· Verify the Housing Rosters and Lockdown lists with the Control Officer and Booking.

· Control will clear Formal Count

· Allow POD workers into the Day Room for POD cleaning

1400 – 

· Conduct Watch Tour / Hourly Count 

· Receive 3rd Break

1500 - 

· Conduct Watch Tour / Hourly Count

1600 - 

· Conduct Watch Tour / Hourly Count 

· Food trays enter unit 

· Serve evening Meal

· Complete serving evening Meal, collect Food trays and place outside unit

1700 –
· Conduct Watch Tour / Hourly Count 

· Prepare for shift turnover
· Relief of shift

1800 -
· Assume post and receive proper turnover from off – going officer. 

· Inspect equipment and ensure the post is clean before off – going officer exits post.

· Control will call Formal Count

· Conduct Formal Count (perform head count of all cells and document results on Formal Count sheet)

· Verify the Housing Rosters and Lockdown lists with Control and Booking.

· Control will clear Formal Count

· Conduct Cell Inspections

· Open Day Room to General Population

1900 – 

· Conduct Watch Tour / Hourly Count

· Inmate mail and/or medication run will begin
2000 – 

· Conduct Watch Tour / Hourly Count 

· Officers will escort inmates back to units from Medical intakes (if applicable)

· Medical Staff enters unit for Medication Distribution

· Receive 1st Break

2100 – 

· Conduct Watch Tour / Hourly Count 

2200 – 

· Conduct Watch Tour / Hourly Count 

· Officers will escort official visitors for programs to the unit (if applicable)

· Receive 2nd Break

· Officers will escort official visitors from the unit (if applicable)

2300 – 

· Control calls Formal Count

· Conduct Formal Count

· Call Formal Count results to Control

· Verify the Housing Rosters and Lockdown lists with Control and Booking.

0000– 

· Conduct Watch Tour / Hourly Count

· Begin Unit lockdown
0100 – 

· Conduct Watch Tour / Hourly Count 

0200 – 

· Conduct Watch Tour / Hourly Count 

· Ensure forms and supplies are properly stocked

· Receive 3rd Break

0300 – 

· Control will call Formal Count 

· Conduct Formal Count

· Verify the Roster and Lockdown lists with Control and Booking.

· Control will clear Formal Count

0400 – 

· Conduct Watch Tour / Hourly Count

0500 – 

· Conduct Watch Tour / Hourly Count 

· Prepare for shift turnover
· Ensure all forms and paperwork are restocked

0600 – 

· Turn on day time lights for the unit, turn off night time lights.

· Relief of Duty
6.0 UNSCHEDULED DUTIES
1. Conduct unit rounds and cell checks.

2. Conduct pat, strip, and cell searches.
3. Monitor unit activity and inmate behavior.
4. Maintain safety and security of inmates and unit.
5. Enforce all rules and correct inappropriate behavior.
6. Respond to and report all emergencies in the unit.
7.0 DAILY LIVING ACTIVITIES
1. Log inmate movement in or out of unit.

2. Log all activity within the unit including but not limited to:

a. meals

b. medication distribution

c. watch tours / hourly counts

d. inmate movements

e. laundry distribution

f. visitors

g. cleaning

h. officer movement

i. resistance

j. cell inspections

3. Issue cleaning supplies and supervise inmate cleaning and trash removal as necessary.

4. Review and respond to inmate requests forms and / or questions

5. Request supplies and forms as needed

6. Distribute and collect inmate mail and forms

7. Conduct unit and cell inspection for cleanliness, contraband, and safety and security

8. Prepare inmates for movement

9. Distribute hygiene supplies, commissary, and laundry as needed

10. Patrol units to ensure safety and security issues are not being compromised

11. Search and clear recreation yards before opening for inmate use

12. Identify, seize and preserve contraband

13. Use of force when justified, and summon assistance as necessary

8.0 INMATE WELL BEING
1. Recognize and report unusual inmate behavior (mental health crisis, suicidal, predatory, medical emergencies) and take appropriate action.

2. Investigate disturbances or suspicious activities

3. Assess comfort of environment

4. Identify inmate medical needs, respond to requests for medical attention, provide emergency medical attention when necessary

5. Provide information to inmates and refer inmates to service providers

9.0 INMATE RELATIONS
1. Receive and orient new inmates

2. Prevent any unauthorized inmate communication or movement

3. Instruct inmates in behavior expectations, program policies, and assist inmates with forms, court procedures, etc.

4. Provide direction for inmates, promote professional staff / inmate relations, instill responsible behavior

5. Observe inmates, talk to inmates, listen to inmates, counsel inmates when necessary

6. Identify special needs inmates and take appropriate action

10.0 ACCOUNTABILITY

1.   Account for all inmates assigned to area and update count as needed

2. Write reports as needed, log all activities in log book

3. Conduct counts as scheduled or announced

4. Conduct emergency counts, conduct informal counts at least once an hour, report counts, verify and report meal counts

5. Ensure all inmates are wearing a proper armband and are occupying the cell and bunk they are assigned

6. Identify each inmate by name, visual recognition and armband
