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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 1 Chapter 1
Standard Operating Procedures

Drafted: February 7, 2000 Reviewed: September 2025 Revised: January 2019

PURPOSE:

To ensure uniform daily operation of the Todd Road Jail Facility and to
establish procedures for an annual review, and subsequent dissemination of new
and/or revised Standard Operating Procedures. This policy also establishes guidelines
for the formation of a Policy Review Committee and describes the function of that
committee.

POLICY:

It is the policy of the Todd Road Jail to maintain Standard Operating Procedures that
address the facility’s unique layout, population and programs. The policy shall be
reviewed annually by a committee designated by the Facility Manager.

PROCEDURES:

l. POLICY REVIEW COMMITTEE

A. The Todd Road Facility Manager shall designate a committee to review
the Standard Operating Procedures currently in effect. The committee
will revise or update those procedures based on newly established laws
and operational changes. The committee will be made up of a minimum
of 4 members, with at least one member from each of the following ranks:

1. Sheriff Services Technician
2. Sheriff Deputy

3. Sheriff Senior Deputy

4. Sheriff Sergeant

B. The committee shall be chaired by the Facility Manager or his designee,
and shall be known as the Standard Operating Procedures Review
Committee. The committee shall meet as directed by the chairperson
during each year for the purpose of reviewing the facility Standard
Operating Procedures Manual.
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STANDARD OPERATING PROCEDURES REVIEW

A. At the direction of the Chairperson, the committee will examine and
assess existing policies and procedures to determine the appropriateness
of each policy or procedure. The committee will develop recommendations
for changes or additions as needed. The review will also assess facility
operations and compliance with Federal, State, and Local regulations.

B. Responsibility for the annual review rests with the Facility Manager. A
report of the review will be submitted to the Facility Manager and will
include:

1. General needs assessment for policy revision
2. Identify specific problem areas
3. Develop solutions and propose policy revisions

C. Policy and Procedure Assessment Guidelines:

1. Is the procedure or policy mandated by Law?

2. Is there a potential for liability by the County?

3. Is there existing Facility Policy?

4. Are there similar policies and procedures at other jail facilities?

5. Are current policies and procedures consistent with other jail
facilities?

6. Is the procedure or policy in agreement with the Sheriff’'s Policy
Manual?

7. What is the effect of the procedure or policy on jail operations?

8. Is there a need to change or amend the policy or procedure?
Why?

9. Do you have suggestions for changing policy or procedure?

10. Have you discussed the issue with impacted staff members?
11.  Has there been input or suggestions from staff concerning
changes?

APPROVAL PROCESS FOR PROPOSED POLICY/CHANGES

A. The committee shall submit, in writing, any recommendation for changes or
additions to the facility Standard Operating Procedures to the Facility
Manager.

B. Any requests for immediate changes to any policy and procedure shall

also be forwarded to the Facility Manager for review.

C. Once the final draft or revision of the Standard Operating Procedure
is complete, the proposed document will be forwarded to the Facility
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Manager. The Facility Manager may approve, disapprove, defer action, or
revise the proposal. When the policy is approved, the Facility Manager
will sign the document and initiate distribution.
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 1 Chapter 2
Central Control

Drafted: January 2019 Reviewed: September 2025 Revised: NA

PURPOSE:

To identify the role, job description, and best practices of staff assigned to Central
Control.

POLICY:

Central Control is the security foundation of the Todd Road Facility. Staff assigned
to Central Control:

1. Are responsible for the execution of emergency procedures in coordination
with operational supervisors, staff and Sheriff's Dispatch

N

oo o)

PROCEDURES:

I. Emergency Procedures
1. In case of a situation requiring outside emergency personnel (fire,
ambulance), Central Control Staff shall contact:

Sheriff’s Dispatch by calling “911” or 805-654-9511
2 m Central Control wil
Ollow procedaures as outlinea In bivisional FoliCy.
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 1 Chapter 3
Cluster Control

Drafted:10-1-19 Reviewed: September 2025 Revised:10-1-19

PURPOSE:

To identify the role, job description, and best practices of staff assigned to Cluster
Control.

POLICY:

Cluster Control

1. Are responsible
2. Monitor and coordinate
3. Are responsible
4.
D

eep activity logs an

PROCEDURES:
. ACCOUNTING OF INCARCERATED PERSONS:

1. Guster contels responsilc [

a.

2. Special Use CeII
a. Mamtam and

b. Answer
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REFERENCES:

Detention Services Divisional Policy Section 4- Facility Safety and Security
Detention Services Divisional Policy Section 5-Emergency Procedures
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure
Section 1 Chapter 4

I/ Alarms

Drafted: September 8, 1994 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:
To provide an overview of the Alarms at the Todd Road Jail.

POLICY:

Todd Road has several types of Alarms m
Todd Road Jail personnel will be familiar wi e operational capabillities of the Facility's

Emergency Systems and shall utilize each component of the system in accordance with
the prescribed emergency procedures. These alarms include:

PROCEDURES:

. ALARMS

2. Alarm Maintenance
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 1 Chapter 5
Incarcerated person Movement

Drafted: January 24, 2019 Reviewed: September 2025 Revised: January 24, 2019

PURPOSE:

To ensure the safe and secure movement of incarcerated persons within the Todd Road
Jail Facility with consideration of the Facility’s unique layout and population.

POLICY:

Incarcerated persons will be moved throughout the facility using the following
procedures to minimize the security risks to Todd Road Staff.

PROCEDURES:
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 1 Chapter 6
Administrative Notifications

Drafted: January 2019 Reviewed: September 2025 Revised:2019

PURPOSE:

To describe various circumstances that require personal notification of the Todd Road Jail
Facility Manager and / or Facility Commander.

POLICY:

Whenever the following incidents occur, the Facility Sergeant shall contact the
Facility Manager. If the Facility Sergeant is unable to make personal contact with
the Facility Manager, the Facility Commander will be notified.

Any employee injury that requires medical treatment.
An incarcerated person death.

An attempted incarcerated person suicide.

An incarcerated person escape

Activation of the Emergency Response Team (ERT).

Any newsworthy occurrence or event which may incur liability upon the
Sheriff’'s Office.

Any significant event involving an off-duty employee.
Taser deployment.

Any time an incarcerated person is transported to the hospital for any reason
other than a scheduled medical treatment. This includes incarcerated
persons from the PTDF requiring Todd Road Jail personnel to guard.
However, if the reason is NOT life threatening, the notification can be a
message left on a cellular telephone or E-mail.

See VSO and Divisional Policy for other circumstances that require notifications.
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 2 Chapter 1
Classification Unit

Drafted: May 31, 1994 Reviewed: September 2025 Revised: July 2019

PURPOSE:

To identify the responsibilities of the Todd Road Jail Classification Unit.

POLICY:

The TRJ Classification Unit will be responsible for the Housing Plan, Incarcerated
person Background and Review, Intake and Exit Interviews, and Placement of
incarcerated persons.

PROCEDURES:

I HOUSING PLAN

A. The TRJ Classification Unit and the Facility Sergeant will keep a copy of the
current housing plan. The TRJ Classification Unit will review the housing plan on
an as needed basis. The Facility Manager or his designee must approve any
modifications in the plan.

B. The placement of newly received incarcerated persons or the rehousing of
incarcerated persons will be performed by, or at the direction of, the TRJ
Classification Unit. All incarcerated person placements will be done in
accordance with the Facility Housing Plan.

Il INCARCERATED PERSON BACKGROUND REVIEW

A. The background review shall be conducted during the incarcerated person
reception process.

B. The review shall be used for, but is not limited to, the following:
1. To provide pertinent and factual information for use during the intake

interview.
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the rehousing and will be forwarded to the TRJ Classification Unit for
review and final disposition.

REFERENCES:

Detention Services Divisional Policy: Section 11: Classification
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 2 Chapter 2
Intake Procedures

Drafted: October 28, 1994 Reviewed: September 2025 Revised: July 2019

PURPOSE:

To establish policy and procedure for receiving male and female incarcerated
persons that have been rehoused or transferred to the Todd Road Jail.

POLICY:

All incarcerated persons rehoused or transferred to the Todd Road Jail will be received
and processed through Intake / Transfer.

PROCEDURES:

L. STAFF RESPONSIBILITIES
A Prior to Arrival of Incarcerated persons

. The TRJ Classification Unit will be responsible for generatlng a list of
incarcerated persons to be transferred jon

cility.
The

responsible 10 ensure all Incarcerated persons out at court are
accounted for at the end of the business day.

2. The incarcerated person should
€W One.

B. Arrival of Incarcerated persons

1. A Classification Deputy shall checkF to confirm
incarcerated person’s identification wi € appropriate list.
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1. All Safety Cell procedures as outlined in Divisional Policy Section 12,
Chapter 26 shall apply.

2. The Facility Sergeant shall ensure Intake is appropriately staffed when
an incarcerated person is housed in the Safety Cell.

REFERENCES:

CCR Title 15 Section 1069, 1270

Detention Services Divisional Policy:

Section 12 Chapter 23 Strip Searches

Section 12 Chapter 26 Use of Safety Cells/ Safety Precaution Levels
Section 12, Chapter 31 Body Scanner and Radiation Safety Program.

TRJ SOP:
Section 1 Chapter 4 Incarcerated person Movement
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure

Section 2 Chapter 3
Transfer Procedures

Drafted: November 23, 1994 Reviewed: September 2025 Revised: July 2019

PURPOSE:

To establish policy and procedure for the transfer of incarcerated persons from the Todd
Road Jail.

POLICY:
All incarcerated person transfers out of the Todd Road Jail will q
_. The TRJ Classification Deputy will be responsible for ensuring tha
all Incarcerated iersons to be transferred to another facility, ﬁ

PROCEDURES:

|l. COURT TRANSFERS

A. Court Movement
1. The Housing SST and Deputy are responsible for assembling and
escorting the incarcerated persons who_.
- I
e —
4. The Classification Deputy may arrange additional court movement in

order to accommodate the various classifications and number of
incarcerated persons going to court.
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C. The Intake staff will give all the incarcerated persons’ personal property and
necessary paperwork to the Transporting Deputy.

D. Prior to the Incarcerated person leaving, the TRJ Classification
personnel will update the incarcerated persons’ housing location, indicate
the incarcerated persons are in transit to a new location and provide the
appropriate “move reason” code.

REFERENCES:

Detention Services Divisional Policy: Section 10: Release / Transfer of Incarcerated
persons
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 2 Chapter 4
Rover/Movement Deputy

Drafted: December 14, 2018 Reviewed: September 2025 Revised: July 2019

PURPOSE:

To establish policy regarding the job responsibilities of the Rover Deputy

POLICY:

The Rover Deputy is responsible for the movement of incarcerated persons

PROCEDURES

l. JOB RESPONSIBILITIES

A. The Rover Deputy will be responsible for moving all incarcerated
ierson releases and court transfersh

B. In addition to Incarcerated person movement, the Rover Deputy will
also be responsible for assisting the Classification Unit with processing
new incarcerated person transfers from the PTDF and incarcerated
persons returning from court. All efforts should be made by the Rover
Deputy to make himself available to assist the Classification Unit,
whenever a transportation vehicle arrives at the facility.

C. After completionm and in the absence
of the Medical Deputy, the Rover Deputy shall be responsible for

assisting housing deputies 3
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REFERENCES:
SHERIFF’S POLICY MANUAL: POLICY 1046 — UNIFORM REGULATIONS

Page 3 of 3



Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 3 Chapter 1
Housing Deputy

Drafted: December 14, 2018 Reviewed: September 2025 Revised: July 2019

PURPOSE:
To establish policy regarding the job responsibilities of the TRJ Housing Deputy

POLICY:

The TRJ Housing Deputy performs tasks essential to the maintenance of order and
security at the facility. The Housing deputy enforces facility rules and regulations in

his/her assigned area, conducts security checks for the purpose of contraband
interdiction, and conductsﬁ ensure incarcerated person safety &

facility security.

PROCEDURES

I. JOB RESPONSIBILITIES
a) Maintains records on significant events and incarcerated person activities.

b) Conducts || ousing and service areas.
c) Searches incarcerated persons for contraband ||| G

d) Conducts feeding in the housing sections.

e) Responds to and takes appropriate action to suppress disturbances within the
facility.

f) Investigates and submits reports on crimes and/or rule violations committed in
his/her assigned area and makes arrests as laws require.

g) Implements contingency plans in the event of emergencies such as major
disturbances, fires, etc.
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h) Assists in facilitating the movement of incarcerated persons from housing to
service areas.

i) Coordinates and supervises incarcerated person clothing exchanges.

j) Maintain an open line of communication with the incarcerated person population
by responding to kites, grievances and needs.

k) Provide security to visitors in the housing sections: Medical Staff, maintenance
crews, public volunteers, incarcerated person services employees, commissary
employees, etc.
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure
Section 3 Chapter 2

Housing SSTs

Drafted: December 14, 2018 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:
To establish policy regarding the job responsibilities of the TRJ SST's.

POLICY:

The TRJ Housing SST's performs tasks essential to the maintenance of order and
security at the facility.

PROCEDURES
|. JOB RESPONSIBILITIES
1. Maintains records on significant events and incarcerated person activities.

2. Responds to and takes appropriate action to suppress disturbances within the
facility.

3. Implements contingency plans in the event of emergencies such as major
disturbances, fires, etc.

4. Assists in facilitating the movement of incarcerated persons from housing to
service areas.

5. Maintains an open line of communication with the incarcerated person
population by responding to incarcerated person needs.

6. Assist with providing security to visitors in the housing sections: Medical Staff,
maintenance crews, public volunteers, incarcerated person services
employees, commissary employees, etc.

REFERENCES:

Detention Services Divisional Policy: Section 2 Chapter 9- Role of SSTs in Detention
Facilities
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure
Section 3 Chapter 3

Court Released Incarcerated person Property Procedures

Drafted: December 14, 2018 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:

To establish policy and procedure for the handling of incarcerated person property
from incarcerated persons housed at the Todd Road Jail (TRJ) Facility when an
incarcerated person is released from court.

POLICY:

When an incarcerated person from Todd Road Jail is released from court, the Housing
Deputy will be responsible for removing all of the incarcerated person’s property from
their cell. The Housing Deputy will then be responsible for ensuring the property is
taken to the Housing Senior Deputy’s Office for processing and storage.

PROCEDURES

Housing Deputy’s Responsibilities:

When an incarcerated person is released from court, the classification deputies will
notify the Facility Sergeant, Housing Senior Deputies, Housing Control Booth and the
appropriate Housing Deputiesh

The Housing Deputy will personally retrieve the incarcerated person’s property from
inside the cell. Incarcerated persons should not be used to remove another incarcerated
person’s personal items from the cell. (Note: An incarcerated person worker or cellmate
will only be used to remove mattresses and linens).

The Housing Deputy will be responsible for placing the contents of the incarcerated
person’s property box in a plastic bag.

The plastic bag will be clearly labeled with the following information:
e Date,
e Incarcerated person’s name and
e Booking number.
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 4 Chapter 1
Medical Deputy

Drafted: December 14, 2018 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:
To establish policy regarding the job responsibilities of the TRJ Medical Deputy

POLICY:

The TRJ Medical Deputy performs tasks that ensure the safety and security of
incarcerated persons receiving health care services from designated providers.

PROCEDURES

. JOB RESPONSIBILITIES

1. Maintains the safety and security of incarcerated persons receiving medical
treatment.

2. Ensures the safety of medical providers providing treatment to incarcerated
persons.

3. Coordinates with Medical Services and custody staff to facilitate incarcerated
person movement for incarcerated persons scheduled for various medical
treatments inside and outside the facility.

4. Assist classification with female incarcerated persons that have completed
their reception housing.

5. Implements contingency plans in the event of emergencies such as major
disturbances, fires, etc.

REFERENCES:
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Detention Services Divisional Policy: Section 12 Chapter 17: Medical Lines, Medical
Treatments and Pill Call
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure

Section 5 Chapter 1
Vocational Deputy

Drafted: May 7, 1998 Reviewed: September 2025 Revised: September 2025

PURPOSE:

To establish policy regarding the job responsibilities of the Vocational Deputies.

POLICY:

The Vocational Deputes are responsible for the coordination of incarcerated person
movement and security throughout the Central Services area.

PROCEDURES:

I JOB RESPONSIBILITIES
Vocational Deputies:
1. Walk, monitor and address any security issues in:
a. Commissary
b. Vocational classrooms

2. Work in conjunction with Incarcerated person Services Staff, Kitchen

Deputies and Laundry Deputies to facilitate daily operations within the
Central Services area.

3. Screen program applicants for program suitability/eligibility which includes, but
not limited to, Disciplinary History, Keep-Aways, Classification, and anticipated
custody stay.

4-—
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5. Complete reports as needed.

. SCHEDULE GUIDELINE
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure

Section 5 Chapter 2
Supply Deliveries/Warehouse

Drafted: July 6, 1994 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:

To establish policy and procedure for supply deliveries to Central Services.

POLICY:

All vendors shall deliver supplies to the Central Services loading dock. Warehouse
Operations Staff are responsible for the safety and security of the loading dock, warehouse
and incarcerated persons assigned to these areas.

PROCEDURES:

. SUPPLY DELIVERIES
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure

Section 5 Chapter 3
Laundry Deputy

Drafted: May 27, 1998 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:
To establish policy regarding the job responsibilities of the Laundry Deputy.

POLICY:

The Laundry Deputy is responsible for supervising the dail
stock in the Laund

The Deputy will ensure a safe and secure working
Incarcerated persons alike.

environment 1or botn statr an

PROCEDURES:

l. JOB RESPONSIBILITIES

A. The Laundry Deputy will oversee the incarcerated person work crew and
ensure all clothing / bedding is laundered. Once the clothing / bedding is

laundered

B. The Laundry Deputy must keep current with the quantity of clothing /
bedding inventory and ensure enough new supply is in stock to
replace clothing items that are damaged or destroyed.

C. The Laundry Deputy is responsible for ordering new clothing / bedding
from approved vendors to ensure appropriate supply levels are
maintained. Prior to placing orders, the Laundry Deputy will get
approval from the Administrative Sergeant to ensure expenditures are
within the annual budget.
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Ventura County Sheriff's Office
Todd Road Jail

Standard Operating Procedure

Section 5 Chapter 4
Kitchen Deputy

Drafted: April 23, 1998 Reviewed: September 2025 Revised: September 2025

PURPOSE:
To establish policy regarding the job responsibilities of the Kitchen Deputy.

POLICY:

The Kitchen Deputy has several different responsibilities. One of the main functions is to
supervise the incarcerated person kitchen workers. The civilian cooks will direct the
incarcerated person workers to perform various tasks and the deputy will ensure the
tasks are completed. The cooks, Kitchen Deputy and Central Services Deputy will be
responsible for enforcing jail rules and regulations.

The Kitchen is one of the most complex areas of the entire facility.

PROCEDURES:

.. SECURITY- KITCHEN KNIVES

A .
N [ —
" I —
" —
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 6 Chapter 1
Security Deputy

Drafted: June 10, 1998 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:
To establish policy regarding the job responsibilities of the Security Deputy.

POLICY:

It will be the policy of the Todd Road Jail to assign a Security Deputy the responsibility
of patrolling the grounds of the facility during visiting and on a daily basis to maintain
security, enforce the law, and ensure compliance with visiting regulations.

Deputies working in this assignment will
entral Control and the Jail Watc
Commander as necessary.

PROCEDURES:

. Locations Directly Supervised By The Security Deputy
A. Staff dining
Administration hallway

Public reception

Visiting rotunda

m o O ®
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Ventura County Sheriff's Office
Todd Road Jail
Standard Operating Procedure

Section 6 Chapter 2
Incarcerated person Visiting

Drafted: June 10, 1998 Reviewed: September 2025 Revised: October 1, 2019

PURPOSE:
To establish policy regarding Incarcerated person Visiting at Todd Road (TRJ).

POLICY:

It will be the policy of the Todd Road Jail to comply with Divisional Policy pertaining to
Incarcerated person visiting, while maintaining the safety and security of incarcerated
persons and visitors. Public Reception, the Security Deputy, Central Control, Housing
Deputies, and Housing SST’s will coordinate the visits in a professional and efficient
manner.

PROCEDURES:

l. Visitors/Public

1. The Security Deputy will ensure the safety and security of visitors in the
Visiting Rotunda.

2. While visitors are inside the visitor area, the Security Deputy will remain in
a close proximity to Public Reception to immediately address issues that
arise.

Il. Incarcerated persons

1. Incarcerated iersons in the visiting area _

REFERENCES:

Divisional Policy Section 13 Chapter 1- Incarcerated person Visiting
Divisional Policy Section 2 Chapter 4- Employee Procedures
Divisional Policy Section 5 Chapter 5- Facility Evacuations

Divisional Policy Section 6 Chapter 9- Incarcerated person Marriages
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Divisional Policy Section 6 Chapter 14- Law Library and Pro Per Incarcerated persons
Divisional Policy Section 8 Chapter 3- Criminal Subpoenas and Civil Papers
Divisional Policy Section 8 Chapter 9- Release of Information to the Public
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