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1.0 Description of Male & Female Controls 

A. Main & Female Controls are radio and telecommunications Hub for the Facility. Controls are located within the secure portion of the facility. It has one door to secure against inmate access. At no time will any inmate be given access to these control rooms. Large windows view the housing dorms. The control officer is to monitor activities of all areas within their scope of responsibility and oversee safety and security for the Offices and inmates assigned to these areas.

2.0 Shift and Hours of Duty

A. Hours / Number of Officers Required 

“A” & “B” Shifts   0600- 1800/ 2 Officers
“C” & “D” Shifts   1800 - 0600/ 2 Officers
3.0 Equipment
A.  Required

1. Radio (Assigned)
2. Radio Holster
3. Handcuffs and case

4. Universal Handcuff Key

5. Black Ink pen

6. Gloves (2 boxes stocked)

7. 1 Multi-Line Phone

8. 1 Control Panel

9. Camera Monitors

10.  Set of Facility Keys

11.  Control Logbook

12.  1 Alarm Panel Monitor

13.  1 stocked & sealed 1st aid kit

14.  1 Fire Extinguisher

15.  1 Desktop computer with one monitor

16.  Required forms

B. Optional

1. Glove Pouch

2. 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 
1. Apply the principles of in-direct supervision to manage facility operations.


2. Always conduct yourself in a manner that is beyond reproach exhibiting the highest level of professionalism, integrity and honor in the performance of your duties

3. Conduct visual safety and security checks through window view.

This is to be documented as per window view.

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

5. Create and foster an environment that supports positive inmate behavior and provides specific disciplinary action for inmate misconduct. 

6. Record relevant activities and incidents occurring in the daily logbook or other appropriate logs. 

7. Minimum Security Control is to be covered at all time. No one is to leave for any reason unless relieved by another control officer.
5.0 Scheduled Duties

Note: Officers should follow these timelines as close as possible under normal working conditions. Control needs to ensure the officers conduct and logs watch tours of Dorms. There also needs to be four perimeter checks conducted each shift and logged. 

0600 

· Assume post and receive proper turnover from off going officer.
·  Inspect and account for all equipment and make sure the post is clean before off going officers exit post. 
· Main Control will call Formal Count

· Officers will enter Dorms to conduct Formal Count
· Verify the inmate count with the computer under population stats and classification headcount to make sure the numbers match with the dorms.
· Verify housing roster with Main Control.
· Control will clear Formal Count

· Medical Staff will enter Dorms to distribute Inmate Medication

· Medical cart is stored in the Medical and locked at all times. Inmates are never to have access to this area.
· Food Car enters Dorms

· Officers will count food trays before serving Morning Meal
· Officers will serve Morning Meal to each dorm.

· After serving Morning Meal, Officers will count food trays and return Food Cart.
· Notify Kitchen that Food Carts are ready for return to the Kitchen.
0700

· Call for Watch Tour / Visual Count (if half past the hour without one)
· Dorm cleanup and cell inspection begins.
· Officers will collect Inmate razors
0800

· Call for  Watch Tour / Visual Count (if half past the hour without one)
· Receive 1st Break

0900

· Call for Watch Tour / Visual Count (if half past the hour without one)
· After Dorm cleaning, the Day room will be open
1000

· Call for Watch Tour / Visual Count (if half past the hour without one)
1100

· Call for Watch Tour / Visual Count (if half past the hour without one)
· Food trays enter unit

· Officers will serve Afternoon Meal

· After serving Afternoon Meal, food trays will be returned to the Kitchen
1200

· Call for Watch Tour / Visual Count (if half past the hour without one)
· Receive 2nd Break 
1300

· Main Control will call Formal Count
· Officer will conduct Formal Count
· Control Officer will telephone count to Booking
· Control will clear Formal Count

· Dorm inmates will begin Dorm cleaning.

· All trash will be taken out of each Dorm 
1400
· Call for Watch Tour / Visual Count (if half past the hour without one)
1500

· Call for Watch Tour / Visual Count (if half past the hour without one)
1600

· Call for Watch Tour / Visual Count (if half past the hour without one)
· Receive 3rd Break 

1700

· Call for Watch Tour / Visual Count (if half past the hour without one)
· Prepare for shift turnover
1800

· On – Coming Officer will assume responsibility for Control receive proper briefing from off – going officer
· Control will call Formal Count
· Officer will conduct Formal Count for dorms

· Inspect and account for all equipment and insure the post is clean before off going officers exit post. 
· Verify the inmate count with the computer under population stats and classification headcount to make sure the numbers match with the units. 
· Verify housing roster with Control.
· Control will clear Formal Count

· Open Dorms Day Room area

1900

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted)
· Officer will conduct cell inspections

2000

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted)
· Medical Staff will enter Dorms for Inmate Medication Distribution Medical cart is stored in Medical locked at all times. Inmates are to never have access to this area. Inmates receiving medication is instructed to get a cup of water to prepare for taking medication. Cart is to be placed in Sally Port in each Dorm. One inmate at a time is to be called to the medical cart. One on shift Officer is to stay with medical staff until medication dispensing is complete and medical cart is locked back in Medical.
2100
· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted)
· Receive 2nd Break
2200

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet  been conducted)
2300

· Control will call Formal Count
· Officer will conduct Formal Counts for all dorms
· Results are given to Control Officer who calls the results into Booking.

· Control will clear Formal Count

· Day area may be opened at this time. 
0000

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted)
· Receive 2nd Break
· Begin lock down in all dorms

0100

· Control will call Formal Count
· Officers will conduct Formal Count in the Dorms
· Results will be given to Control Officer who will call them into Bookig
· Verify the inmate count with the computer under population stats and classification headcount to insure numbers match with unit
· Verify housing roster with Control
· Booking will clear Formal Count
0200

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted
0300

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted
0400

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted
· Receive 3rdd Break

0500

· Call for Watch Tour / Visual Count (if half past the hour and one has not yet been conducted
· Prepare for shift turnover
· Officer will wake Kitchen Worker Inmates for showers and shaving
· NO kitchen worker is to leave the facility unshaven or in soiled clothing.
0600 – 

· Brief on – coming officer
· Relief of duty
6.0 UNSCHEDULED DUTIES
*Officers unscheduled duties are to be logged and completed in a 24 hour period. If unable to complete, add to pass on for next shift. 

Restock cleaning supplies

Restock paperwork

Daily safety and sanitation form completed and given to placed in log and pass-on.
Weekly safety and security checks need to be completed and given to Lt. / “B” & “D” shifts
Floor Maintenance is to be done daily

Work crew showers are to be cleaned every shift.

Restock work crews uniforms and towels

Trash is to be removed each shift.

Inmate’s mail is to be delivered daily without undue delay.

Towels are accounted for each shift.

Check first aid kit for seal. 

*At no time are extra towels or wash cloths to be placed in the Dorms. Each Dorm is to have sufficient towels and wash cloths. 

Officer is to be with inmate worker any time mop sink and chemicals are used.

Officer is to check arm bands during each formal count excluding the 0300 and 0500 count.

All inmate formal counts are to be done with inmates on their bunks.

Security checks are to be done 2x every ½ hour.

Recreation area is to be inspected prior to inmate access and prior to closing daily.

Fire Drills

7.0 DAILTY LIVING ACTIVITIES
Maintain a safe secure environment for inmates, staff, and community.

Log all inmate movement in and out of the Dorms.

Log all activities within the dorm including but not limited to: meals, watch tours, inmate movement and counts, laundry, visitors, cleaning, officer movement, programs attended, cell inspections, and any resistance. 

Review and respond to inmate request forms and/or questions.

Insure appropriate forms are maintained for easy access and completion.

If control officer observes any unusual activities notify Officer to respond and investigate.
8.0 INMATE WELL BEING

*Medical procedures for medication

Medical cart is stored Medical and locked at all times.

Upon entering each Dorm, the cart will be placed inside the Sally Port for distribution.

One on shift Officer is to stay with medical staff at all times. 

Only one inmate at a time (with water) is called to the cart for medication. * No inmate is to receive a physical in the dorm area.

In the event of a fire or other emergency situation which requires evacuation, the following procedures will be followed.

1. The Officer will respond to the effected dorm and instruct all inmates to assemble at the Dorm Door. 

2. Utilizing the Activity Roster for that Dorm, a count will be conducted to insure all inmates are accounted for. The count will be confirmed with Control.

3. The primary evacuation route will be through the nearest exit as shown on evacuation maps posted. 

4. Once all inmates have been evacuated from the affected area, a count will be conducted and confirmed with Control. 

5. The evacuated inmates will remain in the temporary holding area until the affected area is safe to return. 

Note* Standard procedures will be followed with inmate control during evacuation just as in previous standards. (I.E. Additional officer being notified to respond, Dispatch being notified, Patrol, Command
9.0 INMATE RELATIONS
Assist in prevention of any unauthorized inmate communication or movement.  

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

Observe inmates, talk to inmates, and listen to inmates. 

Respond to request for medical attention and provide emergency medical when necessary.

· Never discuss personal business with inmates!!
10.0 ACCOUNTABILITY

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

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

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.
