3.000. STAFF ASSIGNMENTS

000.01. STAFF ASSIGNMENTS: Whenever there is an inmate in custody, there
shall be at least one staff member on duty at all times who shall be immediately
available and accessible to inmates in the event of an emergency.

Whenever a female arrestee/inmate is confined in any jail facility, there shall be an
appropriately trained female safety staff member or female Sheriff's professional staff
member assigned, available, and accessible for the supervision of the female
arrestee/inmate.

Safety staff shall not search an arrestee/inmate of the opposite sex or enter the room,
dorm or cell occupied by any arrestee/inmate of the opposite sex, except in the
company of an employee of the same sex as the arrestee/inmate. At no time shall the
observing female Sheriff's professional staff member search an arrestee, unless they
are a Sheriff’s Station Officer. Safety staff may enter the room, dorm or cell occupied by
any arrestee/inmate of the opposite sex without the company of an employee of the
same sex as the arrestee/inmate if there is a medical or safety emergency. (Refer to
Penal Code Section 4021 and Detentions and Type I Corrections Bureau Policy Section
9.110.00)

When a female safety staff member is present, they shall conduct the cursory search or
cell entry.

Staff on duty shall not have any other duties that would conflict with the supervision
and care of arrestees/inmates in the event of an emergency.

Type 1 facilities shall establish the following position(s) within the command to
supervise jail operations:

¢ Jail sergeant and/or jail corporal
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3.100. ADMINISTRATION

100.01. ADMINISTRATION: The supervising jail sergeant is responsible for,
under the direction of the station/division lieutenant, the following:

Establishing, maintaining, and managing the jail facility inspection matrix
Managing/monitoring maintenance and repair issues within the jail facility
Managing/monitoring the status of security procedures/protocol
Managing/monitoring the jail facility work and vacation schedule
Managing/monitoring the status of forms, filing, inmate processing, and office
management

The supervising jail corporal is responsible for, under the direction of the supervising jail
sergeant or station/division lieutenant, assisting in the following:

Establishing, maintaining, and managing the jail facility inspection matrix
Managing/monitoring maintenance and repair issues within the jail facility
Managing/monitoring the status of security procedures/protocol
Managing/monitoring the jail facility work and vacation schedule
Managing/monitoring the status of forms, filing, inmate processing, and office
management

Other staff that may be assigned to the jail facility include:

Deputy Sheriff

Sheriff's Custody Specialist
Sheriff's Custody Assistant
Sheriff's Station Officer
Sheriff’s Station Clerk

The Type I facility shall establish work assignments, job duties, and schedules based on
the job classification of each class of staff member utilized within the facility.
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3.200. SECURITY ADMINISTRATION

200.00. SHIFT SERGEANT: Conducts watch briefing at the beginning of each
patrol shift; ensures that the relieving shift is adequately staffed; makes notification to
safety staff for overtime/call-back situations and inspects the entire facility to ensure:

Compliance with facility policy

Compliance with department policy

Compliance with Title 15/24 standards

That observation logs are maintained and current

The shift sergeant is also directly responsible for demeanor, appearance, and order of
subordinates assigned to their watch; for assigning investigations, reports,
memorandums, etc. involving use of force issues and for completing all subordinates’
progress evaluations for staff discussions.
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230.00. TRAINING SERGEANT: Develops and monitors the initial orientation
and training programs for all professional and safety staff assigned to the facility;
develops, supervises, and evaluates continuing in-house custody-specific training
exercises for all safety staff. Maintains written documentation of training in staff and
station files. NOTE: The Type I Facility Commander/designee may assign these duties
to a corporal.
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250.00. CORRECTIONAL TRAINING OFFICER (CTO): The Type I Facility
Commander/designee has the discretion to supplement jail staffing with a corporal for
supervisory and/or training purposes.
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3.400. BRIDGE STAFF

410.00. DUTY OFFICER (SCS): (Refer to Type I Facility Specific Policy)
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420.00. COURT CALENDAR (SCS): (Refer to Type I Facility Specific Policy)
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430.00. COURT LIAISON (SCS): (Refer to Type I Facility Specific Policy)
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440.00. COURT RETURN (SCS): (Refer to Type I Facility Specific Policy)
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450.00. COMPUTER UPDATE (SCS): (Refer to Type I Facility Specific Policy)
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460.00. BRIDGE ASSIST (DEPUTY): Safety staff assigned to Type I facilities
typically provide assistance to all staff assigned to the jail booking office/area; to ensure
efficient and effective handling of all inmate records. On occasion, jail safety staff may
have to assume the duties of the jail Sheriff's Custody Specialist, due to scheduling or
other factors.

(Rev. 05/2019)

490.00. HOSPITAL TRANSPORTATION (DEPUTY): Available patrol safety staff

or reserve safety staff may be used to transport inmates needing medical treatment.
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H ING UNIT

610.00. HOUSING SAFETY STAFF: Safety staff assigned to Type I facilities are
responsible for performing all duties related to the housing of inmates. These duties
include, but are not limited to, the following:

Conducting routine surveillance of inmates in housing areas
Observing activities of visitors in the visiting area
Maintaining security when moving inmates within the housing unit
Checking cell doors and entrance/exit doors in housing units to ensure security
Maintaining the proper degree of custody and control over inmates in accordance
with the inmate’s classification
Searching housing areas for contraband
Conducting inmate count
Supervising the feeding process and maintaining security of eating utensils
Monitoring inmate behavior and taking necessary disciplinary actions when a
facility rule or regulation has been broken
Responding to emergency situations in accordance to facility policy
Seizing evidence when a crime has occurred within the jail facility
Securing the area if the crime involves a major investigation
Stocking and monitoring supplies necessary to keep the unit functioning
Inspecting all jail areas, cells, and rooms for cleanliness, safety issues, hazards,
and maintenance issues

¢ Conducting daily equipment checks to ensure serviceability

¢ Other tasks as assigned by the station/division commander
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3.700. RECEIVING/PROPERTY SAFETY STAFF

705.00. RECEIVING/PROPERTY SAFETY STAFF: Staff assighed to Type I
facilities are responsible for performing all duties related to receiving, inventorying,
processing, and releasing inmate property. These duties include, but are not limited to,
the following:

¢ Accurately inventorying and storing inmate/arrestee property
¢ Screening inmate property for contraband
¢ Returning personal property to the inmate upon release
e Preparing property and associated paperwork for transfer when inmate is subject
to transport
o Handling the disposal of found inmate property
» Investigating lost inmate property claims
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3.800. RELEASE AREA

810.00. RELEASE OFFICER: Staff at Type I facilities are responsible for
performing all duties related to the release of inmates. A Sheriff's Custody Specialist or
safety staff may assist in these duties, if available. The duties of Type I facility staff
with respect to release include, but are not limited to, the following:

o Checking inmate paperwork (cases, holds, etc.) to verify the inmate’s eligibility
for release
Completing all paperwork required for inmate release
Confirming the inmate’s identity through fingerprints, photographs, and booking
information prior to release

e Returning personal property and money to the inmate prior to release

¢ Updating JIMSnet to reflect the release
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3.1000. VISITING LOBBY

1010.00. LOBBY SECURITY: Type I facility staff shall ensure the security of the
facility and the visiting process by coordinating and communicating with on-duty staff
within the station/division.
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