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Sevier County Jail
Jail and Detention

Policies and Procedures

	Subject:  Legal Commitment / Admissions
	Policy Number: 

	Issue Date:
	Revision Date: 10/27/2017

	Approval Authority 

Title and Signature:


POLICY:  LEGAL COMMITMENT

            No person will be admitted into custody of Sevier County Jail



Without a Mittimus (MAY BE TEMPORARILY PLACED IN HOLDING CELL OR DRUNK TANK WHILE WARRANT/MITTIMUS IS BEING PREPARED).

                        The booking officer or whoever is responsible will assure



Himself that each prisoner received has been committed under



Legal authority and shall make copies of the Mittimus (or CAPIAS),



Warrant(s) and bond to be placed in the inmates file.

TELEPHONE POLICY

                        Staff members of the Sevier County Jail will afford reasonable



Opportunity for newly admitted inmates to contact to secure



Release, seek legal counsel and provide notification of incarceration to family or friends. To include at least one  telephone call to the person of his or choice.  


            Access: Following the frisk search and before being placed into the inmate population, the newly admitted inmate will be allowed access to the telephone and the directory located in the booking area.

                        Call: The inmate will be allowed one complete phone call.


* The inmate will be allowed a reasonable length of time for telephone conversation, depending on the workload of the officers and the number of others desiring use of the telephone.



No Contact: If after several attempts, the inmate fails to reach any of the called parties, the inmate will be allowed to repeat telephoning periodically during the remainder of the admissions process until the parties are reached or the admissions process is completed, whichever comes first.



Long Distance: The booking officer will allow long distance calls to be made COLLECT and shall obtain the names and number of persons called. 



Recording: The booking officer will note in the daily log the fact that the inmate was unable to contact anyone during the admissions process.

* NOTE: All calls made by the inmate will be recorded on the inmate Narrative at the time of admission.

Intake 

An intake shall be completed for every person admitted to the facility and shall contain the following information in its entirety (if available), unless otherwise prohibited by statute:

      a. Picture of individuals booked

      b. Booking number

      c. Date and time of intake

      d. Name and aliases of person

      e. Last known address

      f. Date and time of commitment and authority therefore.

      g. Name, title, signature and authority therefore.

      h. Specific charges (s)

      i. Sex

      j. Age

      k. Date of birth

      l. Place of birth

      m. Race

      n. Occupation

      o. Last place of employment

      p. Education

      q. Name and relationship of next of kin

      r. Address of next of kin

      s. Driver’s license & social security numbers

      t. Disposition of vehicle, where applicable

      u. Court & sentence (if sentenced)

      v. Notation of cash and property

      w. Bonding company

      x. Amount of bond

      y. Date and time of arrest

      z. Warrant number

     aa. Court date and time

     bb. Cell assignment
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PHOTOGRAPHS and FINGERPRINTS


Policy: Every inmate who is taken into custody, including those with whom admissions personnel are already familiar will be photographed and   finger printed.


Procedures -



1. Photographs: The booking officer will:

               a. Instruct the inmate to take proper position in front of the CAMERA.

               b. Click on the “Camera Icon” in the “Biographical” screen, click on “Live”, Take picture of inmate and save.



2. Fingerprints: The booking officer will take a complete set of fingerprints on all inmates that are booked into the jail on the AFIS machine, two copies are to be printed, one set for the inmate file and one for the arresting agency (if other than the Sheriff’s Department.



4. Parolee Registration: All persons released from the Department   of Corrections upon checking in with his or her parole officer is required to register with the Sheriff's Department. 

                        a. The parolee will provide a photograph, copy of the parole certificate and a receipt to be signed by Sheriff's Department personnel (the receipt is to be copied and returned to the parolee)

                        b. The corrections officer or whoever signs the receipt will take one complete set of fingerprints, including all statistical information. 

                        c. One set of palm prints will be taken. 

5. Sex Offender Registration: All persons that are convicted of any sex crime are required to register as a sex offender and will be fingerprinted and a set of palms prints in ink for submission to the Tennessee Bureau of Investigation. 

INMATE PERSONAL PROPERTY

Policy: The personal property of inmates will be respected by all correction personnel and will be handled with care to prevent loss or damage. 

      Cash and personal property will be taken from the prisoner upon admission, listed on a receipt form in duplicate, and deposited into the inmate’s account pending the prisoner’s release at which time a check will be issued to the inmate for the balance. A receipt and the duplicate will be given to the prisoner, and the original kept for the record. If the prisoner is in an inebriated state, there will be at least one witness to verify this transaction. As soon as the prisoner is able to understand what he is doing, he will sign and be given the receipt.

  Note: This will be done if any or no property has been taken.

     Procedures -

       1. Confiscation: The booking officer will, during the frisk search, confiscate all personal property of the newly admitted inmate(s) including:

          a. Money

              All money will be taken from the inmate at the time of booking and placed in the inmate account. 

          b. Belts ties, hats, jackets, coats and shoes.

          c. All contents of the inmate’s pockets, and

          d. All items not part of the inmates clothing.

          e. Inmates will not be allowed to bring into the jail any property other than what is on their person. Any other property (bags, extra clothing etc.) will be the arresting agencies responsibility.

  Note: If an inmate is going to be incarcerated more than 24 hours and is being placed in the housing areas, ALL items of clothing shall be taken, and jail clothing issued.

       2. Description: On the inmate property receipt, the booking officer will list and describe all items confiscated.

          Clothing articles shall be placed in a basket, properly tagged with a complete description and stored in the storage room.

        All other items other than clothing will be placed in a property envelop and locked up in booking with a log entire made by the female control officer of all property placed in the property envelope, this entry will be made in the property log located in the control room. 

       3. Inmate property storage (file cabinet):

         Only Jail Sergeants will be permitted in the inmate property file cabinet. At the beginning of each shift, the shift sergeant will acknowledge receipt of the cabinet keys at the beginning of each               shift. in the event that a sergeant is not on duty, then the booking officer will acknowledge receipt of the keys and will be held fully responsible.

         Each property envelope shall be completely sealed up and signed by the booking officer and the sergeant as to its contents. each envelope shall remain sealed and shall not be opened unless the Corrections Sergeant is present.

         Under no circumstances will any staff member accept any items except as authorized by the policy manual. (if it cannot be delivered to the inmate immediately, then don't accept it).

         Under no circumstances will any jail personnel be permitted to get personal items for inmates, at any given time

          Incident reports along with entries into the jail log books and computer shall be filled out concerning any problems that might occur.

          VIOLATION OF THIS SECTION WILL RESULT IN THE PERSON OR PERSONS IN VIOLATION BEING DISMISSED IMMEDIATELY FROM EMPLOYMENT.

INMATE PERSONAL PROPERTY – 

COMPUTER ENTRY SCREEN
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RECORDS

       A. Access to inmate files
           Inmates of the Sevier County Jail will NOT have access to other inmate files for any reason.

       B. Inmate Records
           The Corrections Lieutenant will be responsible for insuring that all inmate records are kept current and accurate, and are maintained in a concise, orderly, and organized manner. The Facility Training Officer will be responsible for training all jail staff in the proper preparation and handling of all prisoner records and jail forms.

       C. Disclosure
           a. The Chief Deputy will be responsible for safeguarding all prisoner records from any unauthorized and improper disclosure.

           b. During the booking process, each incoming inmate of the Sevier County Jail will be asked to sign a "Release of information consent form" for the release of non-medical information to persons other than law enforcement officials.

INMATE ACCOUNTING


1. The Corrections Captain will be responsible for maintaining a daily prisoner accounting system, which will include the following information:

       A. Admissions
          1. Adult

          2. Male - Female

          3. Race

          4. Charge

       B. Releases
          1. Adult

          2. Male - Female

          3. Race

          4. Charge

       C. Inmate Populations
          1. Sentenced - Non-Sentenced

          2. Adult

          3. Male - Female

          4. Felons - Misdemeanants

          5. Race


2. The Corrections Captain shall keep the following records on each prisoner specifying:

        A. Date of commitment

        B. Length of sentence

        C. Reduction of sentence as provided by statute

        D. Release date


3. The Corrections Captain shall maintain a record, which indicates:

        A. When an inmate is to be discharged and under what conditions.

        B. If any detainer or pending detainer is placed against the prisoner and if such be the case, the appropriate authorities shall be notified of his/her release date.

        C. The time when and the authority by which the inmate is to be 

           released. (I.e.: bonding company, property bond, and O.R. bond) 

RESTRICTED LAW ENFORCEMENT DATA

This data is proprietary and will not be duplicated, disclosed, or discussed, without the written permission of this agency.  Data subject to this restriction is contained throughout this publication.
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