San Mateo County Sheriff's Office

Corrections Procedures Manual

POLICY STATEMENT
The San Mateo County Sheriff's Office Policy Manual provides the framework for performing our

law enforcement mission. The policies contained herein have been established to reflect the ever-

changing evolution of legal and 21° Century policing principles. These policies, coupled with
professional training, provide you with the tools to carry out your responsibilities. Utilizing our core
values of Commitment, Integrity, Compassion and Innovation, we are responsible for providing
outstanding customer service to our community in a professional and ethical manner. All members
of the San Mateo County Sheriff's Office are held to the highest standards by both the Sheriff and
community members we serve.

The Professional Standards Bureau will ensure the Policy Manual is updated in a timely manner
and maintain a record as policies are deleted, superseded or revised. Employees shall utilize
this manual coupled with the Lexipol Daily Training Bulletins (DTB's) to stay up to date and
knowledgeable on the policies of this Office.

Christina Corpus, Sheriff
January 1, 2023
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VISION STATEMENT

The Sheriff's Office is committed to fostering a work environment that ensures the employee's
safety, provides appropriate training, and allows for meaningful and rewarding career
development. Inmates will be incarcerated in a manner that provides for their medical, nutritional,
hygienic, legal, and spiritual needs in accordance with state law and county ordinances. Program
services will be provided to prepare inmates for successful reintegration into the community upon
their release. Our correctional facilities will maintain a positive public safety presence in the
neighborhoods and operate in an efficient manner that maximizes resources for those we serve.
They will be model facilities that are environmentally sensitive, socially responsible, and fiscally
accountable.
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CODE OF ETHICS

My fundamental duty is to serve the community; to safeguard lives and property; to protect the
innocent against deception, the weak against oppression or intimidation and the peaceful against
violence or disorder; and to respect the constitutional rights of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. | will maintain courageous calm in the face of danger,
scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest
in thought and deed both in my personal and official life, | will be exemplary in obeying the law
and the regulations of my department. Whatever | see or hear of a confidential nature or that is
confided to me in my official capacity will be kept ever secret unless revelation is necessary in
the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations,
animosities or friendships to influence my decisions. With no compromise for crime, | will enforce
the law courteously and appropriately without fear or favor, malice or ill will, never employing
unnecessary force or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to
be held so long as | am true to the ethics of criminal justice service. | will never engage in acts of
corruption or bribery, nor will | condone such acts by other officers. | will cooperate with all legally
authorized agencies and their representatives in the pursuit of justice.

I know that | alone am responsible for my own standard of professional performance and will take
every reasonable opportunity to enhance and improve my level of knowledge and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my
chosen profession.....
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Corrections Organizational Structure and
Responsibility

100.1 PURPOSE AND SCOPE
The organizational structure of the Office is designed to create an efficient means to accomplish its
mission and goals and to provide for the best possible service to the public (15 CCR 1029(a)(1)).

100.1.1 POLICY STATEMENT

The main purpose of the Corrections Division is the processing, care and management of
individuals held in lawful detention. The San Mateo County Sheriff's Office is committed to
providing a safe, secure and humane environment for both inmates and employees.

This goal will be attained in the following ways:

A.  Complying with the Local Minimum Jail Standards and all applicable local, state and
federal regulations pertaining to the operation of a detention facility.

B. Managing inmates through the principles of direct supervision as set forth by the
National Institute of Corrections.

C. Offering inmates the opportunity for rehabilitation by providing educational, vocational,
religious and recreational programs.

D. Supporting employees by providing a high standard of supervision, training and
employment standards.

E. Maintaining a custodial environment that supports positive inmate behavior and
provides fair and reasonable discipline for misconduct.

F.  Managing resources in an efficient, professional and cost-effective manner.
100.2 CHAIN OF COMMAND
To maintain continuity, order and effectiveness in the Office, a chain of command has been
established and should be respected. All employees should adhere to the chain of command in
all official actions. However, nothing shall prohibit an employee from initiating immediate action

outside of the chain of command if it is necessitated by a complaint of discrimination, sexual
harassment, gross malfeasance or a violation of the law.

The chain of command of the Office begins with the Sheriff, to whom all employees of the Office
are responsible.

A.  Undersheriff

Assistant Sheriff
Captain/Civilian Director
Lieutenant/Civilian Manager

Sergeant/Civilian Supervisor

nmoo®

Deputy/Correctional Officer
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Corrections Organizational Structure and Responsibility

100.3 DIVISIONAL RESPONSIBILITY

The Sheriff is responsible for administering and managing the three divisions that comprise
the Sheriff's Office. The Corrections Division is one of those three divisions. The Corrections
Division is commanded by an Assistant Sheriff, whose primary responsibility is to provide general
management, direction and control for the division. The Corrections Division is comprised of the
following Sections:

o Administrative

. Maguire Correctional Facility
. Maple Street Correctional Center
. Program Services

. Transportation/Civil Bureau

100.3.1 ADMINISTRATIVE

The Administrative Section is commanded by a Lieutenant, whose primary responsibility is
to provide general management, direction and control for the Administrative Section. The
Administrative Section consists of the Administrative Unit, Classification Unit, Jail Training
Program, Family Medical Leave Act Liaison, Inmate Services, Personnel/Jail Projects, Jail
Statistics, and the Compliance Unit. (15 CCR 1029(a)(1)).

Additionally, the PREA Administrator is a Lieutenant, whose primary responsibility is to provide
general management, develop policy and procedures, conduct inspections, and ensure DOJ
audits are conducted at all Correctional Facilities.

100.3.2 MAGUIRE CORRECTIONAL FACILITY
The Maguire Correctional Facility (MCF) is commanded by a Captain, whose primary responsibility
is to provide general management, direction and control for the MCF.

100.3.3 MAPLE STREET CORRECTIONAL CENTER
The Maple Street Correctional Center (MSCC) is commanded by a Captain whose primary
responsibility is to provide general management, direction and control for the MSCC.

100.3.4 SATELLITE CORRECTIONAL FACILITIES/ALTERNATE SENTENCING

The Satellite Facilities/Alternative Sentencing Section is commanded by a Lieutenant, whose
primary responsibility is to provide general management, direction and control for the Maple Street
Correctional Facility, the Sheriff's Transitional Unit, and alternative sentencing programs such as
the Sheriff's Work Program, Electronic Monitoring Program and the Work Furlough Program.

100.3.5 PROGRAM SERVICES

The Program Services Section is commanded by a civilian manager, whose primary responsibility
is to provide general management, direction and control for Inmate Programs. The Program
Services Section includes the Release on Own Recognizance Program and the Court Desk.
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100.3.6  TRANSPORTATION
The Transportation Section is commanded by a Lieutenant, whose primary responsibility is to

provide general management, direction and control for Transportation and reports to the Captain
of Maguire Correctional Facility.
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Authority and Legal Assistance

101.1 PURPOSE AND SCOPE

This policy acknowledges and reflects the legal authority under which the San Mateo County
Sheriff's Office shall operate and maintain a local correctional facility in this state. In addition to
the authority vested by state law, the correctional facility operates in accordance with these laws,
constitutional mandates, regulations and local ordinances.

101.2 POLICY

It is the policy of this Office that the local correctional facility will be maintained by all lawful means
for the incarceration of persons suspected of violating the law or who have been adjudicated as
guilty of committing a crime or civil offense by a competent legal authority, as prescribed by law.

101.3 LEGAL FOUNDATION

Correctional Facility staff, at every level must have an understanding and true appreciation of
their authority and limitations in the operation of a local detention facility. The San Mateo County
Sheriff's Office recognizes and respects the value of all human life and the expectation of dignity
without prejudice toward anyone. It is also understood that vesting law enforcement personnel with
the authority to incarcerate suspected law violators to protect the public and prevent individuals
from fleeing justice requires a careful balancing of individual rights and legitimate government
interests.

101.4 LEGAL ASSISTANCE
The following are examples of areas where the services of the County Counsel can be of benefit
to the Office:

A. Analyze and alert the correctional facility executive and correctional facility
management team to correctional facility-related case law.

B. Serve as a legal consultant in the construction and review of new correctional facility
policies and procedures.

C. Serve as a legal consultant on issues related, but not limited to:
1. Use of force
2. Faith-based requests
3. Complaints and grievances
4.  Allegations of abuse by staff
D. Serve as legal counsel in legal matters brought against this Office and the Sheriff.
101.4.1 LEGAL LIAISON
The Sheriff will designate one or more staff to act as a liaison between the Office and the County

Counsel's office. The legal liaison officer will provide an orientation of the facility and detention
facility policies to representatives of the County Counsel's office as needed.
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Authority and Legal Assistance

The liaison officer will arrange for regularly scheduled meetings in order to provide an ongoing
status report of facility issues to the legal counsel. The liaison officer will maintain an open
relationship with legal counsel in order to move quickly on emerging facility issues that could have
significant legal implications for the Office.

Copyright Lexipol, LLC 2024/11/04, All Rights Reserved. Authority and Legal Assistance - 15
Published with permission by San Mateo County Sheriff's

Office



San Mateo County Sheriff's Office
102 Corrections Procedures Manual

Annual Review and Performance-Based Goals
and Objectives

102.1 PURPOSE AND SCOPE

The San Mateo County Sheriff's Office is dedicated to the concept of continuous improvement in
the services provided on behalf of the public and in accordance with applicable laws, regulations
and best practices in the operation of this facility. This policy establishes minimum review criteria
to measure and evaluate the success of achieving established goals and objectives.

102.2 POLICY

The San Mateo County Sheriff's Office shall strive to continually improve the operation of its
facilities to ensure they are safe, humane, and protect inmates' constitutional and statutory rights.
To this end, the Office shall conduct an annual review to evaluate its progress in meeting stated
goals and objectives.

102.3 ANNUAL REVIEW
The Division Commander should ensure that the custody management team conducts an annual
management review of, at a minimum:

(@) Statutory, regulatory, and other requirements applicable to the operation of the facility.
(b) Lawsuits and/or court orders/consent decrees.

(c) Office policies, procedures, directives, and post orders that guide the operation of the
facility.

(d) Fiscal operations and accounting procedures.

(e) Personnel issues/actions that include but are not limited to on-the-job injuries,
internal affairs investigations, employee grievances, employee discipline, selection,
and recruitment.

(H  Compliance with internal/external inspections of the facility.

(g) Condition of the physical plant, infrastructure, and maintenance efforts.
(h) Cleanliness of the facility.

(i)  Inmate profiles and trends that measure:

Inmate population (Average Daily Population).

Inmate population by gender.

Highest one-day count.

Bookings/releases.

Percentage of male inmates.

Percentage of female inmates

N o g M w DR

Felony inmates in custody.
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Misdemeanor inmates in custody.
Pretrial population.
10. Sentenced population.
11. Medical beds.
12. Mental health beds.
13. Meal counts (regular, medical, court meals).
14. Early releases.
15. Alternative-to-incarceration participants.
16. Special needs inmates.
17. Classification issues.
18. Inmate grievances (founded/denied).
19. Demographics (age, race, gang affiliation).
20. Court movement.
() Security issues that include:
Inmate-on-inmate assaults.
Inmate-on-staff assaults.
Major disturbances.
Deaths in custody (natural/suicide/homicide/accidents).
Suicide attempts (15 CCR 1030).

(k)  Inmate programs including:

a r w Do

1.  Education.
2 Commissary.
3. Drug and alcohol programs.
4 Faith-based services.
102.4 CRITERIA TO MEASURE PERFORMANCE

The following items will be used to measure and evaluate the level of success in achieving the
office’s stated goals:

A.  Fiscal year budget surpluses or successful operations even with budget reduction.
B Findings from independent financial audits.

C. Inmate grievances.
D

Documentation that office investigators have completed the required specialized
training in conducting sexual abuse investigations (28 CFR 115.34).

m

Documented training hours received by staff.
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F.  Completed audits of the policy and procedures manuals.
G. Completed audits to ensure PREA compliance.
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Corrections Manual

103.1 RESPONSIBILITIES

The Sheriff shall be considered the ultimate authority for the provisions of this manual and shall
continue to issue Special Orders, which shall modify the provisions to which they pertain. Special
Orders shall remain in effect until such time as they may be permanently incorporated into the
manual.

The Division Commander shall ensure that the Custody Manual is comprehensively reviewed at
least every two years, updated as needed and the staff trained accordingly to ensure that the
policies in the manual are current and reflect the mission of the San Mateo County Sheriff's Office
(15 CCR 1029). The review shall be documented in written form sufficient to indicate that policies
and procedures have been reviewed and amended as appropriate to facility changes.

103.1.1 COMMAND STAFF
The command staff should consist of the following:

. Sheriff

. Undersheriff

. Assistant Sheriff

. Captain - Maguire Correctional Facility

. Captain - Maple Street Correction Center

103.1.2 OTHER PERSONNEL
All employees are encouraged to participate in the development, revision and maintenance of the

Corrections Manual.

Line and supervisory staff have a unique view of how policies and procedures influence the
operation of the facility and therefore are expected to bring to the attention of their supervisors
issues that might be addressed in a new or revised policy.

All members suggesting revision of the contents of the Custody Manual should forward their
suggestions in writing, through the chain of command, to the Division Commander, who will
consider the recommendation.

103.1.3 INTERNAL AND EXTERNAL SECURITY MEASURE REVIEW

The Division Commander shall ensure that Corrections Manual review, evaluation, and
procedures include internal and external security measures of the facility, including security
measures specific to prevention of sexual abuse and sexual harassment (15 CCR 1029).

103.2 MANUAL ACCEPTANCE
As a condition of employment, all members are required to read and obtain necessary clarification
of this office’s policies. All members are required to sign a statement of receipt acknowledging that
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they have received a copy or have been provided access to the Custody Manual. This document
will be provided to the Sheriff's Office Training Unit and kept with their training records.

103.3 DEFINITIONS
The following words and terms shall have these assigned meanings, unless it is apparent from
the content that they have a different meaning:

Adult - Any person 18 years of age or older.

Office/Department - The San Mateo County Sheriff's Office
Corrections Manual - The Office Corrections Manual

Juvenile - Any person under the age of 18.

May - Indicates a permissive, discretionary or conditional action.

StafffMember/Employee - This term applies to all persons who are employed by
the San Mateo County Sheriff's Office or who are appointed to serve as volunteers.
This includes deputies, correctional officers, reserve deputies, general services staff,
contractors and volunteers.

Deputy - All persons, regardless of rank, who are sworn employees and who are
selected and trained in accordance with state law as a deputy of the San Mateo County
Sheriff's Office. For the purposes of this Policy Manual only, unless otherwise stated,
the terms "Deputy" and "Correctional Officer" may be synonymous.

Correctional Officer - All persons, who are sworn employees and who are selected
and trained in accordance with state law as a correctional officer of the San Mateo
County Sheriff's Office.

On-duty employee - Status during the period when they are actually engaged in the
performance of their assigned duties.

Order - A written or verbal instruction issued by a superior.
Rank - The job classification title held by a deputy.
Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action absent a rational basis for
failing to conform.
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104.1 PURPOSE AND SCOPE

Effective communications within the Office are critical to the accomplishment of the mission of the
Office and the effective operation of the correctional facility. Administrative communications of this
office are governed by the following policy (15 CCR 1029(a)(1)).

104.2 POLICY

The San Mateo County Sheriff's Office will appropriately communicate significant events within the
organization to its members. Both electronic and non-electronic administrative communications
will be professional in appearance and comply with the established letterhead, signature and
disclaimer guidelines, as applicable.

104.3 PERSONNEL ORDERS

Personnel orders may be issued periodically by the Sheriff to announce and document all
promotions, transfers, hiring of new personnel, separations, personnel and group commendations
or other changes in status.

104.4 CORRESPONDENCE

All office correspondence is to be written in a clear, concise manner, consistent with the report
formats and guidelines prescribed in this policy and reflecting the highest possible quality in
organization, grammar, punctuation and spelling.

All external correspondence shall be on Office letterhead. All office letterhead, including all digital
facsimiles of the letterhead, shall bear the signature element of the Sheriff or the authorized
designee. Personnel should use office letterhead only for official business and with the approval
of their supervisors.

104.5 SURVEYS
All surveys made in the name of the Office shall be authorized in advance by the Sheriff or their
designee.

104.6 COMPLETED STAFF WORK

All staff reports (i.e., reports assigned to a specific person for the purpose of responding to
a problem or issue) shall incorporate the principle of completed staff work which requires the
person to whom a task has been delegated to complete and document the delegated work to
such an extent that the only thing left for the decision-maker to do is to approve or decline the
recommendation. Staff reports that only point out weaknesses or merely suggest needed actions
are not completed staff work and are not acceptable.

The writer of the staff report should document the efforts made to have the report reviewed by
or acted upon by those individuals representing work units or other entities likely to be affected
by any proposed changes.
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104.7 ADMINISTRATIVE REPORT FORMAT
All staff reports submitted via the chain of command to superior officers for further action should
be written in accordance with the following format, when applicable.

Executive Summary - The staff report should begin with a brief statement of the problem or issue
and what could be done about it. This summary should restate the main points of the report in
general, nontechnical language, leaving out details. The length of the executive summary section
should range from one paragraph to one page.

Background - This section of a staff report is critical to the success of the reader's ability to grasp
the issues involved and to arrive at an informed decision. It should strive to identify the true nature
and scope of the problem by identifying the known facts and background of the situation, including
who has the problem, how long it has existed and the known or likely consequences of the problem.

Discussion - This section of the report should clearly define the problem and be accompanied
by an analysis of relevant factors, supported by specific examples, details or testimony, clarifying
what the problem is and why it exists. Generally, the reader should be able to leave this section
of the report clearly understanding the issues involved and the consequences of taking no action.

Recommendations - This section of the staff report should include a section containing a
discussion of different courses of action and their consequences, taking into account the
comments and positions of other staff members or entities affected by the response to the problem.
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105.1 PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for issuing Special Orders.

105.2 POLICY

Special Orders establish a communication practice that may be used by the Sheriff to make
immediate changes to policy and procedure in accordance with and as permitted by statutes,
regulations, or negotiated contracts. Special Orders will immediately modify or change and
supersede the sections of this manual to which they pertain.

105.3 SPECIAL ORDERS PROTOCOL

Special Orders will be incorporated into the manual as required upon approval of the Sheriff.
Special Orders will modify existing policies or create a new policy as appropriate. The previous
policy will be rescinded upon incorporation of the new or updated policy into the manual.

Any Special Order issued after publication of the manual should be numbered consecutively,
starting with the last two digits of the year, followed by the number “01” as in yy-01.
105.4 RESPONSIBILITIES

105.4.1 AGENCYHEAD
The Sheriff, with the assistance of office staff, shall issue and be responsible for all Special Orders,
including their publication and dissemination throughout the Office.

105.4.2 MANAGERS AND SUPERVISORS
Managers and supervisors are responsible for ensuring that staff under their command receive

training on all new Special Orders.

Training documentation shall be placed into the supervisor’s file or the employee’s training file.
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106.1 PURPOSE AND SCOPE

This policy establishes standards of conduct that are consistent with the values and mission of
the San Mateo County Sheriff's Office and are expected of all office members. The standards
contained in this policy are not intended to be an exhaustive list of requirements and prohibitions,
but they do identify many of the important matters concerning conduct. In addition to the provisions
of this policy, members are subject to all other provisions contained in this manual, as well as any
additional guidance on conduct that may be disseminated by this office or a member’s supervisors.

106.2 POLICY
The continued employment or appointment of every member of this office shall be based on

conduct that reasonably conforms to the guidelines set forth herein. Failure to meet the guidelines
set forth in this policy, whether on- or off-duty, may be cause for disciplinary action.

106.3 DIRECTIVES AND ORDERS
Members shall comply with lawful directives and orders from any office supervisor or person in a
position of authority, absent a reasonable and bona fide justification.

106.3.1 UNLAWFUL OR CONFLICTING ORDERS

Supervisors shall not knowingly issue orders or directives that, if carried out, would result in
a violation of any law or office policy. Supervisors should not issue orders that conflict with
any previous order without making reasonable clarification that the new order is intended to
countermand the earlier order.

No member is required to obey any order that appears to be in direct conflict with any federal
law, state law or local ordinance. Following a known unlawful order is not a defense and does not
relieve the member from criminal or civil prosecution or administrative discipline. If the legality of
an order is in doubt, the affected member shall ask the issuing supervisor to clarify the order or
shall confer with a higher authority. The responsibility for refusal to obey rests with the member,
who shall subsequently be required to justify the refusal.

Unless it would jeopardize the safety of any individual, members who are presented with a
lawful order that is in conflict with a previous lawful order, office policy or other directive shall
respectfully inform the issuing supervisor of the conflict. The issuing supervisor is responsible
for either resolving the conflict or clarifying that the lawful order is intended to countermand the
previous lawful order or directive, in which case the member is obliged to comply. Members who
are compelled to follow a conflicting lawful order after having given the issuing supervisor the
opportunity to correct the conflict will not be held accountable for disobedience of the lawful order
or directive that was initially issued.

The person countermanding the original order shall notify, in writing, the person issuing the original
order, indicating the action taken and the reason.
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106.3.2 SUPERVISOR RESPONSIBILITIES
Supervisors and managers are required to follow all policies and procedures and may be subject
to discipline for:

(@) Failure to be reasonably aware of the performance of their subordinates or to provide
appropriate guidance and control.

(b) Failure to promptly and fully report any known misconduct of a member to his/her
immediate supervisor or to document such misconduct appropriately or as required
by policy.

(c) Directing a subordinate to violate a policy or directive, acquiescing to such a violation
or exhibiting indifference to such a violation.

(d) Exercising unequal or disparate authority toward any member for malicious or other
improper purpose.

106.4 GENERAL STANDARDS

Members shall conduct themselves, whether on- or off-duty, in accordance with the United States
and California constitutions and all applicable laws, ordinances, and rules enacted or established
pursuant to legal authority.

Members shall familiarize themselves with policies and procedures and are responsible for
compliance with each. Members should seek clarification and guidance from supervisors in the
event of any perceived ambiguity or uncertainty.

Discipline may be initiated for any good cause. It is hot mandatory that a specific policy or rule
violation be cited to sustain discipline. This policy is not intended to cover every possible type of
misconduct.

106.5 CAUSES FOR DISCIPLINE

The following are illustrative of causes for disciplinary action. This listis not intended to cover every
possible type of misconduct and does not preclude the recommendation of disciplinary action
for violation of other rules, standards, ethics and specific action or inaction that is detrimental to
efficient office service.

106.5.1 LAWS, RULES, AND ORDERS

(@) Violation of, or ordering or instructing a subordinate to violate, any policy, procedure,
rule, order, directive or requirement, or failure to follow instructions contained in office
or countymanuals.

(b) Disobedience of any legal directive or order issued by any office member of a higher
rank.

(c) Violation of federal, state, local or administrative laws, rules, or regulations.
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106.5.2 ETHICS

(@)

(b)

(©)

(d)

(e)
(f)
(@)

Using or disclosing one’s status as a member of the San Mateo County Sheriff's Office
in any way that could reasonably be perceived as an attempt to gain influence or
authority for non-office business or activity.

The wrongful or unlawful exercise of authority on the part of any member for malicious
purpose, personal gain, willful deceit or any other improper purpose.

The receipt or acceptance of a reward, fee or gift from any person for service incident
to the performance of the member's duties (lawful subpoena fees and authorized work
permits excepted).

Acceptance of fees, gifts or money contrary to the rules of this office and/or laws of
the state.

Offer or acceptance of a bribe or gratuity.
Misappropriation or misuse of public funds, property, personnel or services.

Any other failure to abide by the standards of ethical conduct.

106.5.3 DISCRIMINATION, OPPRESSION, OR FAVORITISM

Unless required by law or policy, discriminating against, oppressing, or providing favoritism to
any person because of actual or perceived characteristics such as race, ethnicity, national origin,
religion, sex, sexual orientation, gender identity or expression, age, disability, economic status,
cultural group, veteran status, marital status, and any other classification or status protected
by law, or intentionally denying or impeding another in the exercise or enjoyment of any right,
privilege, power, or immunity, knowing the conduct is unlawful.

106.5.4 RELATIONSHIPS

(@)

(b)

(€)

(d)

(e)

Unwelcome solicitation of a personal or sexual relationship while on-duty or through
the use of one’s official capacity.

Engaging in on-duty sexual activity including but not limited to sexual intercourse,
excessive displays of public affection, or other sexual contact with other members,
volunteers, contractors, or inmates.

Establishing or maintaining an inappropriate personal or financial relationship, as a
result of an investigation, with an inmate or with a known victim, witness, suspect, or
defendant while a case is being investigated or prosecuted, or as a direct result of
any official contact.

Associating with or joining a criminal gang, organized crime, and/or criminal syndicate
when the member knows or reasonably should know of the criminal nature of the
organization. This includes any organization involved in a definable criminal activity or
enterprise, except as specifically directed and authorized by this office.

Associating on a personal, rather than official, basis with persons who demonstrate
recurring involvement in serious violations of state or federal laws after the member
knows, or reasonably should know of such criminal activities, except as specifically
directed and authorized by this office.
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106.5.5 ATTENDANCE

(@)

(b)
(©)
(d)

Leaving the job to which the member is assigned during duty hours without reasonable
excuse and proper permission and approval.

Unexcused or unauthorized absence or tardiness.
Excessive absenteeism or abuse of leave privileges.

Failure to report to work or to the place of assignment at the time specified and fully
prepared to perform duties without a reasonable excuse.

106.5.6 UNAUTHORIZED ACCESS, DISCLOSURE, OR USE

(@)

(b)

(©)

(d)

(e)

Unauthorized and inappropriate intentional release of confidential or protected
information, materials, data, forms, or reports obtained as a result of the member’'s
position with this office.

1. Members of this office shall not disclose the name, address, or image of any
victim of human trafficking except as authorized by law (Penal Code § 293).

Disclosing to any unauthorized person any active investigation, inmate, or critical
incident information.

The use of any information, photograph, video, or other recording obtained or
accessed as a result of employment or appointment to this office for personal or
financial gain or without the express authorization of the Sheriff or the authorized
designee.

Loaning, selling, allowing unauthorized use, giving away, or appropriating any office
property for personal use, personal gain, or any other improper or unauthorized use
or purpose.

Using office resources in association with any portion of an independent civil action.
These resources include but are not limited to personnel, vehicles, equipment, and
non-subpoenaed records.

106.5.7 EFFICIENCY

(@) Neglect of duty.

(b) Unsatisfactory work performance including but not limited to failure, incompetence,
inefficiency, or delay in performing and/or carrying out proper orders, work
assignments, or the instructions of supervisors without a reasonable and bona fide
excuse.

(c) Concealing, attempting to conceal, removing or destroying defective or incompetent
work.

(d)  Unauthorized sleeping during on-duty time or assignments.

(e) Failure to notify the Office within 24 hours of any change in residence address or
contact numbers.
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(f)

Failure to notify the Department of Human Resources of changes in relevant personal
information (e.g., information associated with benefits determination) in a timely
fashion.

106.5.8 PERFORMANCE

(@)

(b)

(©)

(d)

(e)

(f)

(@)

(h)

(i)

Failure to disclose or misrepresenting material facts, or making any false or misleading
statement on any application, examination form, or other official document, report, or
form, or during the course of any work-related investigation.

The falsification of any work-related records, making misleading entries or statements
with the intent to deceive, or the willful and unauthorized removal, alteration,
destruction, and/or mutilation of any office record, public record, book, paper, or
document.

Failure to participate in investigations, or giving false or misleading statements, or
misrepresenting or omitting material information to a supervisor or other person in a
position of authority, in connection with any investigation or in the reporting of any
office-related business.

Being untruthful or knowingly making false, misleading, or malicious statements that
are reasonably calculated to harm the reputation, authority, or official standing of this
office or its members.

Disparaging remarks or conduct concerning duly constituted authority to the extent that
such conduct disrupts the efficiency of this office or subverts the good order, efficiency,
and discipline of this office or that would tend to discredit any of its members.

Unlawful gambling or unlawful betting at any time or any place. Legal gambling or
betting under any of the following conditions:

1.  While on office premises.

2. At any work site, while on-duty or while in uniform, or while using any office
equipment or system.

3. Gambling activity undertaken as part of a deputy's official duties and with the
express knowledge and permission of a direct supervisor is exempt from this
prohibition.

Improper political activity including:
1. Unauthorized attendance while on-duty at official legislative or political sessions.

2. Solicitations, speeches, or distribution of campaign literature for or against any
political candidate or position while on-duty or on office property, except as
expressly authorized by county policy, the memorandum of understanding or
contract, or the Sheriff.

Engaging in political activities during assigned working hours except as expressly
authorized by county policy, the memorandum of understanding or contract, or the
Sheriff.

Any act on- or off-duty that brings discredit to this office.
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106.5.9 CONDUCT

(@)

(b)

(©)

(d)

(e)
(f)

(@)
(h)

(i)

()

(k)

()

(m)

(n)
(0)

Failure of any member to promptly and fully report activities on his/her part or the
part of any other member where such activities resulted in contact with any other law
enforcement agency or that may result in criminal prosecution or discipline under this

policy.
Unreasonable and unwarranted force to a person encountered or a person under
arrest.

Exceeding lawful peace officer powers by unreasonable, unlawful, or excessive
conduct.

Unauthorized or unlawful fighting, threatening, or attempting to inflict unlawful bodily
harm on another.

Engaging in horseplay that reasonably could result in injury or property damage.

Discourteous, disrespectful, or discriminatory treatment of any member of the public
or any member of this office or the county.

Use of obscene, indecent, profane, or derogatory language while on-duty or in uniform.

Criminal, dishonest, or disgraceful conduct, whether on- or off-duty, that adversely
affects the member’s relationship with this office.

Unauthorized possession of, loss of, or damage to office property or the property of
others, or endangering it through carelessness or maliciousness.

Attempted or actual theft of office property; misappropriation or misuse of public funds,
property, personnel, or the services or property of others; unauthorized removal or
possession of office property or the property of another person.

Activity that is incompatible with a member’s conditions of employment or appointment
as established by law or that violates a provision of any memorandum of understanding
or contract, including fraud in securing the appointment or hire.

Initiating any civil action for recovery of any damages or injuries incurred in the course
and scope of employment or appointment without first notifying the Sheriff of such
action.

Allowing contraband articles including but not limited to weapons, cellular telephones
or other wireless devices, clothing, food, illegal drugs, or tobacco in any jail facility.

Receiving from an inmate any articles to deliver outside the facility.

Any other on- or off-duty conduct which any member knows or reasonably should
know is unbecoming a member of this office, is contrary to good order, efficiency, or
morale, or tends to reflect unfavorably upon this office or its members.

106.5.10 SAFETY

(@) Failure to observe or violating office safety standards or safe working practices.
(b) Failure to maintain current licenses or certifications required for the assignment or
position (e.g., driver license, first aid).
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(c) Failure to maintain good physical condition sufficient to adequately and safely perform
law enforcement duties.

(d) Unsafe firearm or other dangerous weapon handling, including loading or unloading
firearms in an unsafe manner, either on- or off-duty.

(e) Carrying, while on the premises of the work site, any firearm or other lethal weapon
that is not authorized by the member’s appointing authority.

(H Unsafe or improper driving habits or actions in the course of employment or
appointment.

(g) Any personal action contributing to a preventable traffic collision.

(h) Concealing or knowingly failing to report any on-the-job or work-related accident or
injury as soon as practicable but within 24 hours.

106.5.11 INTOXICANTS

(@) Reporting for work or being at work while intoxicated or when the member’s ability to
perform assigned duties is impaired due to the use of alcohol, medication, or drugs,
whether legal, prescribed, or illegal.

(b) Possession or use of alcohol at any work site or while on-duty, except as authorized
in the performance of an official assignment. A member who is authorized to consume
alcohol is not permitted to do so to such a degree that it may impair on-duty
performance.

(c) Unauthorized possession, use of, or attempting to bring a controlled substance, illegal
drug, or non-prescribed medication to any work site.
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107.1 PURPOSE AND SCOPE

The purpose of this policy is to prevent office members from being subjected to discriminatory
harassment, including sexual harassment and retaliation (Government Code § 12940(k); 2 CCR
11023). Nothing in this policy is intended to create a legal or employment right or duty that is not
created by law.

107.2 POLICY

The San Mateo County Sheriff's Office is an equal opportunity employer and is committed to
creating and maintaining a work environment that is free of all forms of discriminatory harassment,
including sexual harassment and retaliation. The Office will not tolerate discrimination against a
member in hiring, promotion, discharge, compensation, fringe benefits, and other privileges of
employment. The Office will take preventive and corrective action to address any behavior that
violates this policy or the rights and privileges it is designed to protect.

The nondiscrimination policies of the Office may be more comprehensive than state or federal
law. Conduct that violates this policy may not violate state or federal law but still could subject a
member to discipline.

107.3 DEFINITIONS
Definitions related to this policy include:

107.3.1 DISCRIMINATION

The Office prohibits all forms of discrimination, including any employment-related action by a
member that adversely affects an applicant or member and is based on actual or perceived
race, ethnicity, national origin, religion, sex, sexual orientation, gender identity or expression,
age, disability, pregnancy, genetic information, veteran status, marital status, and any other
classification or status protected by law.

Discriminatory harassment, including sexual harassment, is verbal or physical conduct that
demeans or shows hostility or aversion toward an individual based upon that individual’s protected
class. It has the effect of interfering with an individual's work performance or creating a hostile or
abusive work environment.

Conduct that may, under certain circumstances, constitute discriminatory harassment can include
making derogatory comments; making crude and offensive statements or remarks; making slurs
or off-color jokes; stereotyping; engaging in threatening acts; making indecent gestures, pictures,
cartoons, posters, or material; making inappropriate physical contact; or using written material or
office equipment and/or systems to transmit or receive offensive material, statements, or pictures.
Such conduct is contrary to office policy and to a work environment that is free of discrimination.
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107.3.2 RETALIATION

Retaliation is treating a person differently or engaging in acts of reprisal or intimidation against
the person because the person has engaged in protected activity, filed a charge of discrimination,
participated in an investigation, or opposed a discriminatory practice. Retaliation will not be
tolerated.

107.3.3 SEXUAL HARASSMENT
The Office prohibits all forms of discrimination and discriminatory harassment, including sexual
harassment. It is unlawful to harass an applicant or a member because of that person’s sex.

Sexual harassment includes but is not limited to unwelcome sexual advances, requests for sexual
favors, or other verbal, visual, or physical conduct of a sexual nature when:

(@) Submission to such conduct is made either explicitly or implicitly as a term or condition
of employment, position, or compensation.

(b) Submission to, or rejection of, such conduct is used as the basis for any employment
decisions affecting the member.

(c) Such conduct has the purpose or effect of substantially interfering with a member's
work performance or creating an intimidating, hostile, or offensive work environment.

107.3.4 ADDITIONAL CONSIDERATIONS
Discrimination and discriminatory harassment do not include actions that are in accordance with
established rules, principles, or standards, including:

(@) Acts or omission of acts based solely upon bona fide occupational qualifications under
the Equal Employment Opportunity Commission and California Fair Employment and
Housing Council guidelines.

(b) Bona fide requests or demands by a supervisor that a member improve the member's
work quality or output, that the member report to the job site on time, that the member
comply with county or office rules or regulations, or any other appropriate work-related
communication between supervisor and member.

107.4 RESPONSIBILITIES
This policy applies to all office members, who shall follow the intent of these guidelines in a manner
that reflects office policy, professional standards, and the best interest of the Office and its mission.

Members are encouraged to promptly report any discriminatory, retaliatory, or harassing conduct
or known violations of this policy to a supervisor. Any member who is not comfortable with reporting
violations of this policy to the member's immediate supervisor may bypass the chain of command
and make the report to a higher-ranking supervisor or manager. Complaints may also be filed with
the Sheriff, the Director of Human Resources, or the County Manager.

Any member who believes, in good faith, that the member has been discriminated against,
harassed, or subjected to retaliation, or who has observed harassment, discrimination, or
retaliation, is encouraged to promptly report such conduct in accordance with the procedures set
forth in this policy.
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Supervisors and managers receiving information regarding alleged violations of this policy shall
determine if there is any basis for the allegation and shall proceed with a resolution as stated
below.

107.4.1 QUESTIONS OR CLARIFICATION

Members with questions regarding what constitutes discrimination, sexual harassment, or
retaliation are encouraged to contact a supervisor, a manager, the Sheriff, the Director of Human
Resources, the County Manager, or the California Department of Fair Employment and Housing
(DFEH) for further information, direction, or clarification (Government Code § 12950).

107.4.2 SUPERVISOR RESPONSIBILITIES
The responsibilities of supervisors and managers shall include but are not limited to:

(@) Continually monitoring the work environment and striving to ensure that it is free from
all types of unlawful discrimination, including harassment or retaliation.

(b) Taking prompt, appropriate action within their work units to avoid and minimize the
incidence of any form of discrimination, harassment, or retaliation.

(c) Ensuring that their subordinates understand their responsibilities under this policy.

(d) Ensuring that members who make complaints or who oppose any unlawful
employment practices are protected from retaliation and that such matters are kept
confidential to the extent possible.

(e) Making a timely determination regarding the substance of any allegation based upon
all available facts.

(H  Notifying the Sheriff or the Director of Human Resources in writing of
the circumstances surrounding any reported allegations or observed acts of
discrimination, harassment, or retaliation no later than the next business day.

107.4.3 SUPERVISOR’'S ROLE
Supervisors and managers shall be aware of the following:

(@) Behavior of supervisors and managers should represent the values of the Office and
professional standards.

(b) False or mistaken accusations of discrimination, harassment, or retaliation can have
negative effects on the careers of innocent members.

Nothing in this section shall be construed to prevent supervisors or managers from discharging
supervisory or management responsibilities, such as determining duty assignments, evaluating
or counseling members, or issuing discipline, in a manner that is consistent with established
procedures.

107.5 INVESTIGATION OF COMPLAINTS

Various methods of resolution exist. During the pendency of any such investigation, the supervisor
of the involved member should take prompt and reasonable steps to mitigate or eliminate any
continuing abusive or hostile work environment. It is the policy of the Office that all complaints of
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discrimination, retaliation, or harassment shall be fully documented and promptly and thoroughly
investigated.

107.5.1 SUPERVISOR RESOLUTION

Members who believe they are experiencing discrimination, harassment, or retaliation should be
encouraged to inform the individual that the behavior is unwelcome, offensive, unprofessional,
or inappropriate. However, if the member feels uncomfortable or threatened or has difficulty
expressing the member's concern, or if this does not resolve the concern, assistance should be
sought from a supervisor or manager who is a rank higher than the alleged transgressor.

107.5.2 FORMAL INVESTIGATION
If the complaint cannot be satisfactorily resolved through the supervisory resolution process, a
formal investigation will be conducted.

The person assigned to investigate the complaint will have full authority to investigate all aspects
of the complaint. Investigative authority includes access to records and the cooperation of any
members involved. No influence will be used to suppress any complaint and no member will be
subject to retaliation or reprisal for filing a complaint, encouraging others to file a complaint, or for
offering testimony or evidence in an investigation.

Formal investigation of the complaint will be confidential to the extent possible and will include but
is not limited to details of the specific incident, frequency and dates of occurrences, and names
of any witnesses. Witnesses will be advised regarding the prohibition against retaliation, and that
a disciplinary process, up to and including termination, may result if retaliation occurs.

Members who believe they have been discriminated against, harassed, or retaliated against
because of their protected status are encouraged to follow the chain of command but may also file
a complaint directly with the Sheriff, the Director of Human Resources, or the County Manager.

107.5.3 ALTERNATIVE COMPLAINT PROCESS

No provision of this policy shall be construed to prevent any member from seeking legal redress
outside the Office. Members who believe that they have been harassed, discriminated against, or
retaliated against are entitled to bring complaints of employment discrimination to federal, state,
and/or local agencies responsible for investigating such allegations. Specific time limitations apply
to the filing of such charges. Members are advised that proceeding with complaints under the
provisions of this policy does not in any way affect those filing requirements.

107.6 DOCUMENTATION OF COMPLAINTS
All complaints or allegations shall be thoroughly documented on the appropriate forms and in a
manner designated by the Sheriff. The outcome of all reports shall be:

(@) Approved by the Sheriff, the County Manager, or the Director of Human Resources,
depending on the ranks of the involved parties.

(b) Maintained in accordance with the established records retention schedule.
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107.6.1 NOTIFICATION OF DISPOSITION
The complainant and/or victim will be notified in writing of the disposition of the investigation and
the actions taken to remedy or address the circumstances giving rise to the complaint.

107.7 TRAINING

All new members shall be provided with a copy of this policy as part of their orientation. The policy
shall be reviewed with each new member. The member shall certify by signing the prescribed form
that the member has been advised of this policy, is aware of and understands its contents, and
agrees to abide by its provisions during the member's term with the Office.

All members shall receive annual training on the requirements of this policy and shall certify by
signing the prescribed form that they have reviewed the policy, understand its contents, and agree
that they will continue to abide by its provisions.

107.7.1 TRAINING RECORDS

The Training Manager shall be responsible for maintaining records of all discriminatory
harassment training provided to members. Records shall be retained in accordance with
established records retention schedules and for a minimum of two years (2 CCR 11024).

107.8 REQUIRED POSTERS

The Office shall display the required posters regarding discrimination, harassment, and
transgender rights in a prominent and accessible location for members (Government Code §
12950).

107.9 WORKING CONDITIONS

The Administrative Division Captain or the authorized designee should be responsible for
reviewing facility design and working conditions for discriminatory practices. This person should
collaborate with other county employees who are similarly tasked (2 CCR 11034).
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108.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidelines for the San Mateo County Sheriff's Office
grievance system. The grievance system is intended to facilitate communication and to promptly
and equitably address employee grievances in the workplace.

108.1.1 GRIEVANCE DEFINED
A grievance is a difference of opinion or dispute regarding the meaning, interpretation, or
application of any of the following:

. The employee bargaining agreement
. This Custody Manual
. Rules and regulations governing personnel practices or working conditions

. Workplace issues that do not amount to misconduct under the Personnel Complaints
Policy, such as fraud, waste, abuse of authority, gross mismanagement, or any
inappropriate conduct or practices, including violations that may pose a threat to the
health, safety, or well-being of members.

Specifically outside the category of grievances are complaints related to allegations of
discrimination or harassment subject to the Discriminatory Harassment Policy. Also outside the
category of grievances are personnel complaints regarding any allegation of misconduct or
improper job performance against any office employee that, if true, would constitute a violation of
office policy or federal, state, or local law, as set forth in the Personnel Complaints Policy.

108.2 POLICY

It is the policy of this office to provide a just and equitable system for the prompt handling
of employee grievances without discrimination, coercion, restraint, or retaliation against any
employee who submits or is otherwise involved in a grievance.

108.3 PROCESS
Grievances may be brought by an individual employee or by an employee group representative.
Employees may have representation during the grievance process.

Except as otherwise required under a collective bargaining agreement, if an employee believes
that he/she has a grievance as defined above, that employee shall:

(@) Attempt to resolve the issue through informal discussion with his/her immediate
supervisor.

(b) If after a reasonable amount of time, generally seven days, the grievance cannot be
settled by the immediate supervisor, the employee may request an interview with the
appropriate Division Commander.

(c) If a successful resolution is not found with the Division Commander, the employee
may request a meeting with the Sheriff.
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(d) Ifthe employee and the Sheriff are unable to arrive at a mutual solution, the employee
shall proceed as follows:

1. Submit a written statement of the grievance to the Sheriff and provide a copy to
the employee's immediate supervisor.

2. Include the following information in the written statement:
(@) The basis for the grievance (i.e., the facts of the case).
(b) The allegation of any specific wrongful act and the harm done.
(c) The specific policies, rules, or regulations at issue.
(d) The remedy or goal being sought by the grievance.

(e) The supervisor shall provide the employee with a signed acknowledgment of the
grievance that shall include the date and time of receipt.

(H  The Sheriff and the County Manager should review the grievance and respond to the
employee within 14 calendar days.

1.  The response will be in writing, and will affirm or deny the allegations.
2. The response shall include any remedies, if appropriate.

3. The decision of the Sheriff is considered final.

108.4 GRIEVANCE RECORDS

At the conclusion of the grievance process, all documents pertaining to the process shall be
forwarded to the Administrative Division for inclusion into a secure file for all written grievances.
Copies of the documents should also be sent to the Department of Human Resources.

108.5 GRIEVANCE AUDITS

The Training Manager should perform an annual audit of all grievances filed the previous calendar
year to evaluate whether any change in policy, procedure, or training may be appropriate to
avoid future grievances. The Training Manager should record these findings in a confidential
memorandum to the Sheriff without including any identifying information about any individual
grievance.

108.6 POLICY OR TRAINING IMPLICATIONS

If an employee who participates in the grievance review process identifies any issue that may
warrant an immediate revision to this Custody Manual, a procedural change, or an immediate
training need, the employee should promptly notify the Sheriff in the memorandum.
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200.1 PURPOSE AND SCOPE
The purpose of this policy is to establish clear and uniform guidelines regarding drugs and alcohol

in the workplace.

200.2 POLICY
It is the policy of this office to provide a drug- and alcohol-free workplace for all members.

200.3 GENERAL GUIDELINES
Alcohol and drug use in the workplace or on office time can endanger the health and safety of
office members and the public. Such use shall not be tolerated (41 USC § 8103).

Members who have consumed an amount of an alcoholic beverage or taken any medication, or
combination thereof, that would tend to adversely affect their mental or physical abilities shall not
report for duty. Affected members shall notify the Watch Commander or appropriate supervisor
as soon as the member is aware that he/she will not be able to report to work. If the member is
unable to make the notification, every effort should be made to have a representative contact the
supervisor in a timely manner. If the member is adversely affected while on-duty, he/she shall be
immediately removed and released from work (see Work Restrictions in this policy).

200.3.1 USE OF MEDICATIONS

Members should avoid taking any medications that will impair their ability to safely and completely
perform their duties. Any member who is medically required or has a need to take any such
medication shall report that need to his/her immediate supervisor prior to commencing any on-
duty status.

No member shall be permitted to work or drive a vehicle owned or leased by the Office while
taking any medication that has the potential to impair his/her abilities, without a written release
from his/her physician.

200.3.2 USE OF MARIJUANA
Possession of marijuana, including medical marijuana, or being under the influence of marijuana
on- or off-duty is prohibited and may lead to disciplinary action.

200.4 MEMBER RESPONSIBILITIES

Members shall report for work in an appropriate mental and physical condition. Members
are prohibited from purchasing, manufacturing, distributing, dispensing, possessing or using
controlled substances or alcohol on office premises or on office time (41 USC § 8103). The lawful
possession or use of prescribed medications or over-the-counter remedies is excluded from this
prohibition.

Members who are authorized to consume alcohol as part of a special assignment shall not do so
to the extent of impairing on-duty performance.
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Members shall notify a supervisor immediately if they observe behavior or other evidence that they
believe demonstrates that a fellow member poses a risk to the health and safety of the member
or others due to drug or alcohol use.

Members are required to notify theirimmediate supervisors of any criminal drug statute conviction
for a violation occurring in the workplace no later than five days after such conviction (41 USC
§ 8103).

200.5 EMPLOYEE ASSISTANCE PROGRAM

There may be available a voluntary employee assistance program to assist those who wish to seek
help for alcohol and drug problems (41 USC § 8103). Insurance coverage that provides treatment
for drug and alcohol abuse also may be available. Employees should contact the Department of
Human Resources, their insurance providers, or the employee assistance program for additional
information. It is the responsibility of each employee to seek assistance before alcohol or drug
problems lead to performance problems.

200.6 WORK RESTRICTIONS

If a member informs a supervisor that he/she has consumed any alcohol, drug or medication that
could interfere with a safe and efficient job performance, the member may be required to obtain
clearance from his/her physician before continuing to work.

If the supervisor reasonably believes, based on objective facts, that a member is impaired by the
consumption of alcohol or other drugs, the supervisor shall prevent the member from continuing
work and shall ensure that he/she is safely transported away from the Office.

200.7 REQUESTING SCREENING TESTS
The supervisor may request an employee to submit to a screening test under the following
circumstances:

(@) The supervisor reasonably believes, based upon objective facts, that the employee
is under the influence of alcohol or drugs that are impairing his/her ability to perform
duties safely and efficiently.

(b) The employee discharges a firearm, other than by accident, in the performance of his/
her duties.

(c) During the performance of his/her duties, the employee drives a motor vehicle and
becomes involved in an incident that results in bodily injury to him/herself or another
person or substantial damage to property.

200.7.1 SUPERVISOR RESPONSIBILITY
The supervisor shall prepare a written record documenting the specific facts that led to the decision
to request the test, and shall inform the employee in writing of the following:

(@) The test will be given to detect either alcohol or drugs, or both.

(b) The result of the test is not admissible in any criminal proceeding against the
employee.
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(c) The employee may refuse the test, but refusal may result in dismissal or other
disciplinary action.

200.7.2 SCREENING TEST REFUSAL
An employee may be subject to disciplinary action if he/she:

(@) Fails or refuses to submit to a screening test as requested.

(b) Aftertaking a screening test that indicates the presence of a controlled substance, fails
to provide proof, within 72 hours after being requested, that he/she took the controlled
substance as directed, pursuant to a current and lawful prescription issued in his/her
name.

(c) Violates any provisions of this policy.

200.8 COMPLIANCE WITH THE DRUG-FREE WORKPLACE ACT

No later than 30 days following notice of any drug statute conviction for a violation occurring
in the workplace involving a member, the Office will take appropriate disciplinary action, up to
and including dismissal, and/or requiring the member to satisfactorily participate in a drug abuse
assistance or rehabilitation program (41 USC § 8104).

200.9 CONFIDENTIALITY

The Office recognizes the confidentiality and privacy due to its members. Disclosure of any
information relating to substance abuse treatment, except on a need-to-know basis, shall only be
with the express written consent of the member involved or pursuant to lawful process.

The written results of any screening tests and all documents generated by the employee
assistance program are considered confidential medical records and shall be maintained
separately from the employee’s other personnel files.
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201.1 PURPOSE AND SCOPE

Position control is the process used by the Office to exercise control over the size and cost of
its workforce. It ensures that any new, regular employee added to an agency's payroll basis is
filling a position that has been approved and budgeted, and that the rate of pay for the position is
within the salary range for the job classification in which the position resides. Correctional facilities
are one of the most labor-intensive functions within the Sheriff's Office and therefore control of
payroll expenditures is a crucial part of managing the facility budget. In order to exercise control
of payroll expenditures, the Office will utilize a system of position control as part of its ongoing
budget process.

The Division Captain shall maintain an up-to-date staffing plan for the purpose of exercising
position control. The staffing plan should include a comprehensive list of all positions allocated
to the Corrections Division. Each position should have a descriptive job title that is associated
with a description of the position's duties and responsibilities. Each position will have a written
job description for all position classifications and post assignments that define responsibilities,
duties and qualifications. The Division Captain should adhere to the following strategies for the
management of position control and personnel costs:

. Ensure that each correctional facility is staffed with the appropriate number and type of
personnel. The proper allocation and deployment of deputies and correctional officers
across shifts and functional units is essential to the safety and security of each facility.

. Ensure that the appropriate number and classification of personnel with specific job
skills and training are available and on-duty each shift such as maintenance staff, food
service staff and legal office specialists.

. Strategically time the filling of newly authorized positions or vacancies in current
positions.

. Manage and document the historical use of overtime to ensure sufficient funding is
available and being used within projected levels.

. Establish and maintain procedures to ensure the accuracy and integrity of payroll
documentation. Time cards, time sheets and related documentation should reflect
actual hours worked.

201.1.1 POST ORDERS

The Corrections Division will develop and maintain Post Orders for each work station. Copies of
the orders should be maintained at each post. Clear procedures should be incorporated into post
orders for all regular daily activities including, but not limited to, safety checks, head counts, meals,
sick call, recreation, clothing exchange, mail distribution and response to emergencies, such as
fires, natural disasters and criminal acts.

201.1.2 LIEUTENANT - WATCH COMMANDER
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201.1.3 SECURITY/CONTROL SERGEANT

The Security/Control Sergeant is supervised by the team Watch Commander and accountable
to the facility's Administrative Lieutenant. The Security/Control Sergeant is responsible for the
supervision of all personnel assigned to Central Control and the Security Rover staff. The Security/
Control Sergeant's Office is located on the ground floor of the facility across from the Release on
Own Recognizance (ROR) counter.

All employees will notify the Security Sergeant in writing if they lose or misplace a security card.
Upon such naotification, the Security Sergeant will cause the security card to be invalidated in the
system and re-issue a replacement card.

The Security Sergeant is the primary supervisor responsible at the scene of any disturbance, fight
or emergency.

The Security Sergeant is the liaison with the fire department during any fire related activity in the
facility. They will make use of the ERT Unit to act as escorts for fire personnel into the building. In
the event of fire, natural disaster or other unforeseen calamity, The Security Sergeant will use the
ERT Unit to assist them in the evacuation and relocation of employees and the inmate population.

201.1.4 HOUSING SERGEANT

The Housing Sergeant is supervised by the team Watch Commander and accountable to the
Administrative Lieutenant. The Housing Sergeant is responsible for the general supervision of
all personnel assigned to the intake housing pods, general housing pods, the Administrative
Segregation housing unit, the sheltered living unit (Medical Floor) and the facility Utility Worker.
The Housing Sergeant will work closely with the Intake Classification Officer on issues involving
inmate housing.

201.1.5 INTAKE SERGEANT

The Intake Sergeant is supervised by the team Watch Commander and accountable to the
Administrative Lieutenant. The Intake Sergeant's Office is located on the ground floor of the facility
in the Intake Reception area.

201.1.6 SERGEANT-MAPLE STREET CORRECTIONAL CENTER (MSCC)

The Security Sergeant is supervised by the on-duty Watch Commander and accountable to the
facility’s Administrative Lieutenant. The Sergeant is responsible for the supervision of all personnel
assigned to the Maple Street Correctional Center and Sheriff's Transitional Housing Unit (THU)
for Men & Women.

The facility sergeant is the liaison with the fire department during any fire related activity in the
facility. The sergeant is responsible for the relocation of personnel and the inmate population in
case of fire, natural disaster or other unforeseen calamity. Sergeants will work in conjunction with
MCEF Sergeants to ensure the harmonious operation of all facilities within the corrections division.
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201.1.7 CENTRAL CONTROL - MCF

Personnel assigned to Central Control are under the supervision of the Control/Security Sergeant.
The Central Control Room is physically located on the ground floor of the Maguire Correctional
Facility adjacent to the facility vehicle sallyport. Personnel assigned to the Central Control Room
are responsible for monitoring personnel and inmate movement throughout the facility. Central
Control staff control facility ingress and egress.

201.1.8 SECURITY ROVER
The rover staff work under the supervision of the Security/Control Sergeant and are accountable
to all facility sergeants.

ALL SATELLITE FACILITIES :

Rover Staff will be assigned to secure perimeters and establish periodic checks of Security
and Fire Safety Systems. Any maintenance and/or repair requests will be coordinated via the
Corrections Division Fire/ Safety Compliance Officer.

201.1.9 LOBBY ROVER - MCF

The lobby rover position should be staffed by a fully uniformed, equipped and armed Deputy
Sheriff. However, in the event of an unforeseen staffing issue, a uniformed Correctional Officer
may be assigned to the lobby. The lobby rover shall work under the supervision of the Intake
Sergeant and is accountable to all facility sergeants.

201.1.10 INTAKE/BOOKING - MCF

All sworn personnel assigned to the Intake/Booking section of the Maguire Correctional Facility are
responsible for the general functions of receiving and processing individuals brought into custody.
All personnel assigned to this area are supervised by the Intake Sergeant and accountable to all
facility sergeants.

201.1.11 INTAKE CLASSIFICATION OFFICER

The Intake Classification Officer's (ICO) primary responsibility is to ensure that inmates entering
any Sheriff's Office correctional facility are properly classified and housed in accordance with
Title 15 guidelines. Each jail team will have an ICO. The ICO is supervised operationally by the
Classification Unit Sergeant and administratively by the Housing Sergeant. The ICO remains
accountable to all facility sergeants.

201.1.12 RELEASE OFFICER

All sworn personnel assigned to the Release Office of the Maguire Correctional Facility are
responsible for the release of inmates from custody to other law enforcement agencies, state
correctional facilities, or other county facilities. Other duties include the processing inmates for
housing, storage of property and clothing for those booked into the facility, and disbursement of
inmate's monies for those being released. Staff assigned to this area are supervised by the Intake
Sergeant and accountable to all facility sergeants.
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201.1.13 DIRECT SUPERVISION POD

All MCF inmate housing pods are staffed by uniformed sworn personnel. Staff assigned to direct
supervision housing pods are supervised by the Housing Sergeant and are accountable to all
facility sergeants. The MCF direct supervision housing pods are 6 East, 6 West, 5 East, 5 West, 4
East, 4 West and 3 East. For the purposes of this Section, the terms, Staff, Pod Staff, and Sworn
Personnel are synonymous with either a Deputy or a Correctional Officer.

201.1.14 ADMINISTRATIVE SEGREGATION - MCF

The Administrative Segregation Pods are located on the third floor of the MCF in pods designated
3 East and 3 West. Other housing areas within the jail may be temporarily designated as an
Administrative Segregation pod dependent on the jail population. Administrative Segregation of
inmates will be used for those inmates determined to be prone to escape, prone to assaultive
behavior, or in need of protection from other inmates. Administrative segregation of inmates will
be used to ensure the safety of staff and inmates, and to preserve the order and security of the
facility. Administrative segregation shall not to be used as a form of punishment or discipline. In
all cases, inmates in administrative segregation are entitled to all the privileges and rights of other
inmates in accordance with the provisions set forth in Title 15.

201.1.15 ADMINISTRATIVE SEGREGATION

Administrative segregation of inmates will be used for those inmates determined to be prone to
escape, prone to assaultive behavior, or in need of protection from other inmates. Administrative
segregation of inmates will be used to ensure the safety of staff and inmates, and to preserve the
order and security of the facility. Administrative segregation shall not to be used as punishment or
discipline. In all cases, inmates in administrative segregation are entitled to all the privileges and
rights of other inmates in accordance with the provisions set forth in Title 15.

201.1.16 MEDICAL UNIT

Sworn personnel will provide security to employees and inmates assigned to the Sheltered Living
Unit. At least one full-time Correctional Staff member shall be present in the Sheltered Living Unit
at all times.

Correctional staff responsibilities are as follows:
(@) The overall security of the Sheltered Living Unit.
(b)  Supervision and care of the inmates housed in the unit.
(c) Assist medical staff as appropriate.

(d) Respond to emergency calls, stabilize the situation, assess the nature and summon
the appropriate personnel.

At least one part-time Correctional staff member shall be assigned to the Medical Clinic during
hours of operation.

Correctional staff responsibilities are as follows:

(@) The overall security of the Clinic.
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(b)  Supervision and care of the inmates brought to the clinic for treatment.
(c) Assist medical staff as appropriate.

(d) Respond to emergency calls, stabilize the situation, assess the nature and summon
to determine the nature and summon the appropriate personnel.

201.1.17 LEGAL OFFICE SPECIALIST (LOS) - INTAKE/BOOKING

Legal Office Specialists assigned to the Intake/Booking section of the Maguire Correctional Facility
are responsible for the general functions of verifying/ entering booking information into A.T.l.M.S.
and processing inmate's money/property. Staff assigned to this area are supervised by the Legal
Office Services Supervisor, the Intake Sergeant and accountable to all facility sergeants.

201.1.18 LEGAL OFFICE SPECIALIST (LOS) - COURT DESK

Legal Office Specialists assigned to the Court Desk are responsible for preparing in-custody
inmate paperwork for court proceedings. The Court Desk LOS acts as a liaison between the Office
and the Criminal Courts. The Court Desk LOS position is comprised of three shifts. Each shift has
duties unique to that shift.

201.1.19 LEGAL OFFICE SPECIALIST (LOS) - CASHIER/RECEPTION

Legal Office Specialists and/or Sworn Staff assigned to the Cashier and Reception positions
will deal primarily with the public, attorneys, probation officers, Service League volunteers and
bail bondsmen. Legal Office Specialists assigned to the Cashier and Reception position are
specifically responsible for coordinating family and attorney visiting, accepting bails, accepting/
recording of monies placed on inmates' accounts and releasing property and vehicles.

201.1.20 LEGAL OFFICE SPECIALIST (LOS) - RELEASES

Legal Office Specialists (LOS) may be assigned to the Release Office of the Maguire Correctional
Facility and are responsible for assisting in the release of inmates out of custody to other law
enforcement agencies or other county facilities. Ancillary duties include processing of inmates for
housing, storage of arrestee's property and clothing, and the disbursement of inmate's monies
for those being released. Staff assigned to this area are supervised by the Intake Sergeant and
accountable to all facility sergeants.

201.1.21 ADMINISTRATIVE ASSISTANT

The Administrative Supervisor will be responsible for the scheduling of all Corrections Division
Administrative and Clerical support personnel for training, sick leave, vacant positions, etc.,
security clearances, supervision of Jail Administrative clerical personnel, and the Purchasing
Agent.

201.1.22 PROPERTY OFFICER - JAIL PURCHASING

The Jail Purchasing Officer will procure goods and services following the guidelines set forth
the Sheriff's Office Accounting section, Jail Administrative section and the County Purchasing
Department. The following are the primary responsibilities and guidelines for the Jail Purchasing
Officer:
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201.1.23 UTILITY WORKER - MAINTENANCE

The Maintenance Utility Worker will be responsible for the general custodial services for the
Maguire Correctional Facility. The work schedule for the day shift Maintenance Utility Workers will
be from 0600 to 1400 hours, Monday through Friday. The County Department of Public Works
(DPW) is contracted to provide two additional custodians. The DPW custodian's work schedule
is 1600 to midnight, five days a week, with scheduled weekends. The guidelines for the facility
maintenance workers are as follows:

201.1.24 UTILITY WORKER - LAUNDRY

The Laundry Utility Worker is responsible for supplying; the Intake Dress-In area with fresh inmate
clothing and linen; maintaining the facility laundry equipment; delivery of cleaning supplies to
housing pods; the collection trash from housing pods and depositing it in the garbage compactor;
the coordination of inmate laundry exchange.

201.1.25 TRAINING

The Training Manager shall ensure that all employees assigned to posts are properly trained to
perform all duties and responsibilities described in the post orders. This is particularly true in fire,
life safety and the emergency response procedures that have been implemented by the Division
Captain. This may include the use of self-contained breathing apparatus (SCBA) if such equipment
is available and/or required by the local fire authority. All training should be documented in each
employee's training file and retained in accordance with established records retention schedules.
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202.1 BAIL BONDS INFORMATION BOARD
I. PURPOSE:

To establish a procedure and set forth guidelines for governing the content and placement of Balil
Bond Information Boards in Sheriff's Office Correctional facilities.

II. POLICY:

It is the policy of the Corrections Division to review and approve the content and placement of Bail
Bond Information Boards on an annual basis.

(@) The Bail Bond Information Board is maintained by the San Mateo County Bail Agent's
Association.

(b) The Bail Bond Information Boards are provided to each Correctional facility as a means
of reference for inmates who seek to secure bail.

(c) No member of the Sheriff's Office staff will recommend or solicit a bail bond company's
name or phone number to any inmate or any other member of the public.

202.1.1 BAIL BOND LICENSING

I. PURPOSE:

To establish a procedure and set guidelines for governing the acceptance of bail from bail agents.
II. POLICY:

It is the policy of the Corrections Division to only accept bail from agents that are recognized and
licensed by the California Department of Insurance.

202.1.2 CASH BAILS - MANDATORY IRS REPORTING

I. PURPOSE:

To establish a procedure and set guidelines for reporting of cash bails over $10,000.00 to the
Internal Revenue Service

II. POLICY:

All Sheriff's Correctional Facility Cashiers are required to report certain cash receipts of more
than $10,000.00 received as bail to the Court Clerks. The court clerk's office will in turn report the
mandated information to the IRS.
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203.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure the safety and security of the facility through the application

of appropriate staffing levels.

203.2 POLICY

It is the policy of this facility to provide for the safety and security of citizens, staff and inmates
through appropriate staffing levels that are sufficient to operate the facility and perform functions
related to the safety, security, custody, and supervision of inmates.

203.3 SUPERVISION OF INMATES

There shall be, at all times, sufficient staff designated to remain in the facility for the supervision
and welfare of inmates, to ensure the implementation and operation of all programs and activities
as required by Title 15 CCR Minimum Jail Standards, and to respond to emergencies when
needed. Such staff must not leave the facility while inmates are present and should not be assigned
duties that could conflict with the supervision of inmates (15 CCR 1027).

When both male and female inmates are held at this facility, a minimum of one male and one
female deputy should be on-duty in the correctional facility at all times.

Staff members shall not be placed in positions of responsibility for the supervision and welfare of
inmates of the opposite sex in circumstances that can be described as an invasion of privacy or
that may be degrading or humiliating to the inmates. Staff used as program resource personnel
with inmates should be of the same sex as the inmates when reasonably available. However, at
least one staff member of the same sex as the inmates should be on-duty and available to the
inmates during all such activities.

To the extent reasonably practicable, inmate bathrooms will contain modesty screens that
preserve privacy without creating areas that cannot be properly supervised.

The Division Commander or the authorized designee shall be responsible for developing staffing
plans to comply with this policy. Records of staff deployment should be maintained in accordance
with established records retention schedules (Penal Code § 4021; 15 CCR 1027).

203.4 SEPARATION OF DUTIES

Maintenance personnel are employed to perform preventive, routine and emergency maintenance
functions. Custody staff will not be given physical plant maintenance duties that distract from their
primary responsibility of supervising inmates.
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204.1 PURPOSE AND SCOPE

The purpose of this policy is to define the requirement that staff should at all times exercise control
of the inmate population under their supervision and should prevent inmates from controlling other
inmates within the facility.

204.2 POLICY

All staff, including support staff, contractors and volunteers should exercise control and
supervision of all inmates under their control. It is the policy of this office to prohibit any staff
member to implicitly allow, or by dereliction of duty allow, any inmate or group of inmates to exert
authority over any other inmate (Penal Code § 4019.5; 15 CCR 1083(c)).

204.3 EDUCATION, DRUG OR ALCOHOL PROGRAM ASSISTANTS

Nothing in the policy is intended to restrict the legitimate use of inmates to assist in the instruction
of educational or drug and alcohol programs. Any use of inmates in this manner will be expressly
authorized by the Division Commander in a legally prescribed manner. Any program that uses
inmates to assist in legitimate program activities will be closely supervised by facility employees or
vocational instructors. Nothing in this section is intended to authorize an inmate program assistant
to engage in disciplining other inmates.
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205.1 PURPOSE AND SCOPE

This facility must have the materials, supplies and equipment that are necessary to maintain
effective and efficient operations. This policy establishes responsibilities and requirements for
purchasing, storing, and inventory of those items.

205.2 POLICY

The Division Commander shall ensure that all correctional facility property and fixed assets are
inventoried annually and that all supplies purchased are reconciled with the invoice prior to
payment.

The Correctional Facility maintains a secure storage area for the purpose of storing supplies and
equipment. The Division Commander shall maintain oversight of the area.

With the exception of medical supplies, which are ordered by the medical staff, the Finance
Department is responsible for the purchasing and acquisition of materials and equipment for this
facility. Supplies and equipment that are not needed for immediate use should be stored in a
secure storage area.

Requisition forms bearing the signature of the Office County Controller should be completed
and received by the Finance Department before any supplies or equipment are purchased and
distributed to the facility. Any encumbrance to this facility’s budget requires review and approval
by the Division Commander and the County Controller.

The Office's Finance Department, in conformance with established policies, is responsible for
negotiating all other purchases.

205.3 PURCHASING

The Division Commander, along with the County Controller, is responsible for managing the
purchasing process to ensure that amounts and types of purchases fall within budget parameters.
The Division Commander must also ensure that this facility's purchasing process complies with
applicable laws, regulations, and office policies.

With approval of the Division Commander and the County Controller, small purchases of under
$100 that are a critical need may be procured by way of a petty cash voucher.

Personnel with spending authority should adhere to the following strategies:

(@) Be knowledgeable about the county’s requirements and procedures for purchasing
goods and services.

(b) Establish a working relationship with this facility’s purchasing agent.

(c) Provide the purchasing agent with information describing the types of goods and
services required to operate the facility.

(d) Ensure that staff with spending authority follow procedures that outline the process for
submission and approval of purchase requisitions.
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(e) Review purchase requisitions to verify the need, urgency, and priority.

() Monitor service contracts to ensure that this facility is receiving the scope and quality
of services specified in the contract.

(g) Regularly monitor expenditures to make certain the purchase of goods and services
is charged to the appropriate accounts and within budget limits.

(h) Keep purchase records to maintain the integrity and availability of purchasing
documents, including requisitions, purchase orders, receiving reports, and invoices.

()  Maintain inventory records of disposal in accordance with county requirements and
procedures.

205.3.1 VENDOR AND SUPPLY DELIVERY
I. PURPOSE:

To establish a policy and set procedures for purchasing, procurement, receiving, and delivery of
supplies and services to all San Mateo County Sheriff's Correctional Facilities.

II. POLICY:

The guidelines set forth by the Sheriff's Office Accounting Unit, Jail Administrative and the County
Purchasing Division will be adhered to when dealing with County approved Vendors. It is the
primary responsibility of the Maguire Correctional Facility Purchasing Officer and Maple Street
Correctional Center Administrative Sergeant to procure and maintain adequate stock of day-to-
day operating supplies including, but not limited to, inmate supplies, stationary/office supplies and
housekeeping supplies. Delivered goods will be checked for accuracy, completeness and visible
damage before they are accepted. Any visible damage or discrepancies will be noted on the
delivery receipt or bill of lading before signing the receipt. All deliveries are site specific. Facilities
will not accept deliveries intended for another facility. Instead, the driver will be directed to the
proper location. In the event the MCF Purchasing Officer, WCC Administrative Sergeant or Utility
Worker is unavailable to sign for the delivery; a sworn staff member my receive and sign for the
delivery. The delivery receipt will be forwarded to the facility purchasing officer.

205.4 EQUIPMENT INVENTORY

The Division Commander or the authorized designee will conduct an audit on all supplies and
equipment annually. All losses will be reported by the Sheriff to the County Manager. The Finance
Department may also conduct an interim audit on all fixed assets in order to maintain a complete
and accurate accounting of equipment and its location.
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206.1 PURPOSE AND SCOPE

The purpose of this policy is to establish a tightly controlled process for the use of tools and culinary
equipment in order to reduce the risk of such items becoming weapons for the inmate population.
While there are times that specific inmate workers may need to possess tools or equipment for
legitimate daily operations, the possession and use of those tools must be carefully monitored
and controlled by staff (15 CCR 1029(a)(6)).

206.2 POLICY
It is the policy of this facility to securely store, inventory, control, and monitor the use of tools and
culinary equipment to ensure accountability and the secure use of these items (15 CCR 1029(a)

(6)).

206.3 CUSTODY TOOLS

Tools include all implements that are maintained within the secure perimeter of the facility to
complete specific tasks. These tools include, but are not limited to, mops, brooms, dustpans, and
floor polishers.

All tools, culinary items, or medical equipment shall be locked in secure cabinets or storage rooms
when not in use.

Any time tools are brought into a secure area where inmates are present, staff supervising the area
shall count the number of tools brought in to ensure that the same number of tools is taken out.

Any tool that is used within the secure perimeter of the facility must be closely monitored and
controlled by the staff supervising the area so that it cannot be used as a weapon (15 CCR 1029(a)
(6)). Inmates who are assigned tasks that require these tools shall be closely supervised.

An inventory of all tools used and stored within the secure perimeter of the facility shall be
developed and maintained by the Division Commander. Tools will be inventoried by an assigned
staff member at least once every 24 hours. The loss of any tool will be immediately reported to
the on-duty supervisor, who shall initiate immediate action to locate or account for the missing
tool, including:

(@) Detaining and searching any inmate who had access to the tool.
(b) Conducting a thorough search of the immediate area for the missing item.
(c) Initiating a facility-wide search.

The staff member responsible for the supervision of the use of the missing tool will prepare and
submit a report to the Watch Commander documenting the specific tool that is missing and the
circumstances of the disappearance. The report will be forwarded to the Division Commander. A
report identifying all members involved in the search should be submitted to the on-duty supervisor
documenting their findings.
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206.4 MAINTENANCE OR CONSTRUCTION TOOLS

Maintenance or construction tools are those tools and equipment that are brought into and out of
the secure perimeter of the facility by employees or contractors to facilitate repairs or construction
of the physical plant. Only the tools and equipment needed specifically for the intended work will
be permitted into the facility. All tools and equipment will be inventoried, and a list of the tools will
be provided to the control booth prior to any tools or equipment being brought inside the secure
perimeter.

A staff member will check the tools being brought into this facility against the inventory list. Prior to
entering the secure perimeter of the facility, the contractor shall be instructed to maintain personal
possession of the tools at all times. When it is necessary to complete a task in an area where
inmates are present, the inmates shall be locked down by staff supervising the area.

When the person has finished working in the area, a deputy will ensure that all tools are accounted
for by checking the tool inventory. In the event of a discrepancy, the on-duty supervisor shall be
immediately notified and appropriate action taken to locate or account for the items. Once all tools
have been accounted for, the inmates may be released from lockdown.

206.5 EXTERIOR-USE TOOLS
Exterior-use tools are those that are used by inmate workers outside of the secure perimeter.

These tools include, but are not limited to, the following:

. Handheld tools

. Power tools
. Landscape maintenance tools
. Farm equipment

Only inmate workers who are classified to work outside the secure perimeter of the facility will be
allowed to possess exterior-use tools. The deputy responsible for supervising inmate workers on
outside work crews will inventory all tools assigned for this purpose at the beginning of the shift.

Any tool issued to an inmate will be logged with the inmate’s name, the tool type and serial number
documented. When an inmate worker is finished with that tool, the responsible staff member shall
check the tool against the check-out log and document its return. Inmate workers shall not be
permitted to pass tools between each other except under the direct supervision of a deputy.

All tools will be checked-in and noted on the log and returned to the tool storage area at the end
of each shift. Until all tools are accounted for, inmate workers should not be released from the
work assignment.

In the event that an exterior-use tool is missing, the deputy shall immediately notify a supervisor. A
thorough search for the tool will be undertaken and an incident report shall be completed. Inmates
may only be released from their work assignments when it has been determined that it is safe to
do so, and upon the approval of the supervisor. The incident report with all relevant information
shall be forwarded to the Division Commander.
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206.6 KITCHEN EQUIPMENT
Culinary tools are located in the kitchen and include common tools used in the preparation, service,

and delivery of meals.

All kitchen knives or metal tools with sharp edges shall be stored in a locked cabinet. There shall
be an outline of the tool’'s assigned location in the cabinet so that any tool missing from the cabinet
can be easily identified. When in use, all knives shall be tethered to the work area. All tools shall
be returned to the secure cabinet when not in use.

The deputy assigned to the kitchen shall inventory all kitchen tools at the beginning of his/her shift
and prior to the arrival of inmate workers. Kitchen tools will only be issued to inmates who have
been classified as inmate workers. Staff will supervise inmates at all times when the inmates are
using tools.

Each tool issued will be assigned to an individual inmate and logged. The inmate’s name and
the tool type will be documented. When an inmate worker is finished with a tool, the tool shall be
checked in with the deputy and documented. Inmate workers shall not be permitted to pass tools
between each other except under the direct supervision of a deputy.

All tools will be returned to the kitchen tool cabinet at the end of each shift and must be accounted
for prior to any inmate worker being released from the work assignment.

In the event that a kitchen tool is missing, the deputy shall immediately notify the on-duty
supervisor, who shall initiate immediate action to locate or account for the missing tool. A
thorough search for the tool will be undertaken and an incident report shall be completed by the
deputy responsible for the supervision of the use of the tool. The incident report with all relevant
information shall be forwarded to the Division Commander.

206.7 SERVING AND INDIVIDUAL EATING TOOLS

Serving tools and individual eating tools are those culinary tools located outside of the kitchen.
Only inmate workers who are assigned to serve food shall be in control of serving tools. These
tools shall be assigned to each inmate worker by the kitchen deputy prior to leaving the kitchen.
The tool type shall be documented. Upon returning to the kitchen from serving meals, the inmate
workers shall individually check their tools in with the kitchen deputy, who shall document each
one.

In the event that a serving tool is missing, the kitchen deputy shall notify a supervisor and a search
for the tool shall be initiated.

Eating utensils (forks/spoons/sporks) shall be counted by the deputy supervising the meal service
prior to and at the completion of each meal. In the event that a utensil is missing, the housing unit
shall be immediately locked down and a supervisor notified. A thorough search of the housing unit
shall be initiated to locate the tool.
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207.1 PURPOSE AND SCOPE

The purpose of this policy is to provide direction regarding the proper handling and disposition of
contraband and evidence to ensure that the chain of custody is maintained so that evidence is
admissible in a court of law or disciplinary hearing.

207.2 POLICY

It is the policy of the San Mateo County Sheriff's Office to seize evidence and contraband in
accordance with current constitutional and search-and-seizure law. All personnel of this office shall
properly handle all contraband and evidence in order to maintain its admissibility. All contraband
and evidence shall be handled in a safe manner and in a way that will maintain the chain of custody.

207.3 INITIAL SEIZURE OF EVIDENCE

Personnel who first comes into possession of any evidence should retain such evidence in their
possession until it is properly tagged and booked. When handling evidence and contraband,
personnel should observe the following safety precautions:

207.4 PROPERTY BOOKING PROCEDURE
All property shall be booked prior to the employee going off-duty unless otherwise approved by a
supervisor. Employees booking property shall observe the following guidelines:

207.4.1 NARCOTICS AND DANGEROUS DRUGS
All narcotics, dangerous drugs and parapheralia shall be referenced and described in the
electronic (RIMS) evidence section of the crime report and booked seperately.

207.4.2 EXCEPTIONAL HANDLING
Certain property items require a separate process. Bodily fluids, such as blood or semen stains,

shall be air-dried prior to booking.

207.4.3 RECORDING OF PROPERTY

The property officer receiving custody of evidence or property shall record on the property control
card his/her signature, the date and time the property was received and where the property will
be stored.

A property number shall be obtained for each item or group of items. This number shall be recorded
on the property tag and the property control card.

Any changes in the location of property held by the Office shall be noted in the property log book.

207.4.4 PROPERTY CONTROL

Every time property is released or received, an appropriate entry on the evidence package and
property control card shall be completed to maintain the chain of custody. No property or evidence
is to be released without first receiving written authorization from a supervisor or the employee
who is managing the case.
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Deputies desiring property for court shall contact the property officer at least one day prior to the
court day.

Request for analysis for items other than narcotics and dangerous drugs shall be completed on
the appropriate forms and submitted to the property officer. This request may be filled out any
time after booking the property or evidence.

207.4.5 TRANSFER OF EVIDENCE TO CRIME LABORATORY
The transporting employee will deposit the evidence at the Sheriff's Property Unit and complete
a request for laboratory analysis.

207.4.6 STATUS OF PROPERTY

Each person receiving property will make the appropriate entry to document the chain of custody.
Temporary release of property to a law enforcement authority for investigative purposes or for
court shall be noted on the property control card, stating the date, time and to whom it was
released.

The property officer shall obtain the signature of the person to whom the property was released
and the reason for release. Any employee receiving property shall be responsible for such property
until it is returned to property or released to another authorized person or entity.

The return of the property should be recorded on the property control card, indicating date, time
and the name of the person who returned the property.

207.5 RELEASE OR DISPOSITION OF UNCLAIMED FUNDS AND PROPERTY
The employee managing the case or a supervisor shall authorize the disposition or release of all
evidence and property coming into the care and custody of the Office.

All reasonable attempts should be made to return unclaimed property, found property or evidence
not needed for an investigation.

Release of property shall be made upon receipt of an authorized release form. The release
authorization shall be signed by the approving staff member and must match the items listed on
the property form or must specify the items to be released. A signature of the person receiving
the property shall be recorded on the original property form. Upon release, the proper entry shall
be documented on the property control card log and related forms.

The Property supervisor shall ensure that all cash not needed as evidence or funds that are left
unclaimed by an inmate, are transferred as soon as practical to the Finance Department. A record
of the transfer shall be kept in the appropriate inmate file.

The Property supervisor or the authorized designee shall submit a report of presumed abandoned
property or funds once a year to the Sheriff and the Finance Department, or more frequently as
directed. The Property supervisor may dispose of property in compliance with existing laws upon
receipt of proper authorization from the Sheriff.
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Found property and property held for safekeeping shall be held for a minimum of 90 days during
which time the property officer shall attempt to contact the rightful owner if sufficient identifying
information is available. If no person appears to prove rightful ownership of the property during
this period, the Office shall publish notice of its possession of any property valued at $250 or more
at least once in a newspaper of general circulation. If, after seven days following the publication, a
person does not appear to claim ownership, the property shall be sold at public auction. Property
valued at less than $250 shall be sold at public auction if no person appears to prove rightful
ownership within 90 days (Civil Code § 2080.3).

If such property is not sold at auction or otherwise lawfully claimed, it may thereafter be destroyed
in accordance with applicable law. The final disposition of all such property shall be fully
documented in related reports.

The property officer shall release the property upon proper identification presented by the person
receiving the property for which an authorized release has been received. A signature of the
person receiving the property shall be recorded on the original property form. Upon release, the
proper entry shall be documented in the property log.

After release of all property listed on the property control card, the card shall be forwarded to the
Records Bureau for filing with the case. If some items have not been released, the property card
will remain in the property section.

207.6 DISPOSITION OF PROPERTY

All property not held for evidence in a pending criminal investigation or proceeding, and held for
three months or longer because the owner has not been located or has failed to claim the property,
may be disposed of in compliance with existing laws, upon receipt of proper authorization for
disposal.

Property personnel shall make reasonable efforts to attempt to contact the owner when known.
Property not held for any other purpose and not claimed within 90 days after notification (or receipt,
if notification is not feasible) may be auctioned to the highest bidder at a properly published public
auction. If such property is not sold at auction or otherwise lawfully claimed, it may thereafter be
destroyed (Civil Code § 2080.6). The final disposition of all such property shall be fully documented
on the property control card and in any related reports (Civil Code § 2080.6).

207.7 UNCLAIMED MONEY

Except as otherwise provided by law, money, excluding restitution to victims, that is in the custody
of this office and is no longer needed as evidence, and that remains unclaimed after three years,
will be transferred to the general fund after proper notice has been given. Before transferring
the money to the general fund, the Office shall publish a notice each week for a period of
two consecutive weeks in a local newspaper of general circulation, in accordance with all laws,
ordinances and regulations (Government Code 8§ 50050 et seq.). Such notice shall state the
amount of money, the fund in which it is held and that the money will become the property of the
office on a designated date, between 45 days and 60 days after the first publication of the notice
(Government Code § 50051).
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If the money remains unclaimed as of the date designated in the published notice, the money will
become the property of this office to fund official custody facility operations. Money representing
restitution collected on behalf of victims shall either be deposited into a restitution fund or used
for purposes of victim services.

Any individual item with a value of less than $15, or any amount of money if the depositor/owner's
name is unknown, that remains unclaimed for a year or by order of the court, may be transferred
to the general fund without the necessity of public notice in accordance with applicable laws,
ordinances and regulations (Government Code § 50055).
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208.1 PURPOSE AND SCOPE
This policy establishes guidelines for the control and access of confidential records by staff,
contractors and volunteers.

208.2 ACCESS TO CRIMINAL RECORDS

Official files, documents, records, electronic data, video and audio recordings and information
held by the San Mateo County Sheriff's Office or in the custody or control of office employees,
volunteers or contractors are regarded as non-public and/or confidential.

Access to confidential paper or electronically generated records in this facility is restricted at
various locations according to job function and the need to know. Employees working in assigned
areas will only have access to the information that is necessary for the performance of their
duties. Granting access to other employees or anyone outside of the work area must meet
with supervisory approval. All requests for information received from outside the Office shall be
forwarded to the Division Captain.

Corrections personnel, volunteers and contractors shall not access, disclose or permit the
disclosure or use of such files, documents, reports, records, video or audio recordings or other
confidential information except as required in the performance of their official duties and in
accordance with office policies, statutes, ordinances and regulations related to data practices.

Corrections Personnel, volunteers and contractors who are uncertain of the confidentiality status
of any document should consult with a supervisor or Division Captain to determine the status of
the documents in question.

208.3 EMPLOYEE TRAINING

Prior to being allowed to work inside this facility, all personnel, including;, volunteers and
contractors will receive training on office records, policies and confidentiality requirements,
including the potential criminal and civil penalties that may result from a breach of confidentiality
in violation of this policy and all applicable statutes.
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209.1 PURPOSE AND SCOPE

The purpose of this policy is to establish safeguards and guidelines to protect inmates from being
used as research subjects in medical and other research experiments based only on their status
as inmates and without proper approval, review or informed consent.

209.2 POLICY

The San Mateo County Sheriff's Office will conduct and support research that improves operations,
enhances professional knowledge, decreases recidivism and advances the office’s mission in
accordance with existing laws and with appropriate protection of all inmates. However, the use of
inmates for medical, pharmaceutical, or cosmetic experiments is prohibited.

209.3 AUTHORIZATION REQUIREMENTS

Prior to initiating any approved research, all persons conducting research in this facility must agree
to abide by all office policies relating to the security and confidentiality of inmate files. Based upon
the intended use of the research, guidelines will be established regarding what information shall
be accessible to the researcher or the research organization.

Any requests for an exception shall include a response to the following questions as part of the
proposed research project:

. Who is conducting the research?
. What is the purpose of the research?
. What is the methodology?

. Do the researchers or persons advocating research involving the use of inmates
have an understanding of their ethical responsibilities, including considerations for the
establishment of an Institutional Review Board (IRB), as described in 45 CFR 46.301
et seq.?

. Any other information as deemed appropriate by the Division Commander or Sheriff.

Inquiries regarding proposed research projects from local, state and federal executive and
legislative bodies/agencies will be brought to the attention of the Sheriff immediately by the
employee who receives the request. At the direction of the Sheriff, an appropriate and timely
response will be made to each legitimate inquiry.

Research or studies involving more than the information identified as public information may
require signed release/waiver forms from the involved inmates. The Sheriff should consult and
seek guidance from the legal counsel serving the Office or other legal expert in these matters.

Inmates are not precluded from individual treatment based on the need for a specific medical
procedure that is not generally available. An inmate’s treatment with a new medical procedure
by the inmate’s own physician shall be undertaken only after the inmate has received a full

Copyright Lexipol, LLC 2024/11/04, All Rights Reserved. Research |n\/o|ving Inmates - 61
Published with permission by San Mateo County Sheriff's
Office



San Mateo County Sheriff's Office

Corrections Procedures Manual

Research Involving Inmates

explanation of the positive and negative features of the treatment, and only with the inmate’s
informed consent.

209.4 LEGAL CONSIDERATIONS
Any research conducted or supported by the United States Department of Health and Human
Services (DHHS) will be required to comply with the provisions of 45 CFR 46.301 et seq.

209.4.1 BIOMEDICAL RESEARCH

Research relating to or involving biological, medical or physical science shall not be conducted
on any inmate. This does not include the accumulation of statistical data in the assessment of the
effectiveness of nonexperimental public health programs or treatment programs in which inmates
routinely participate (Penal Code § 3502).

Records-based biomedical research using existing information, without prospective interaction
with inmates, may be conducted consistent with Penal Code § 3500 et seq. and federal law.

209.5 INMATES IN COMMUNITY-BASED RESEARCH
When inmates who are participants in a community-based research protocol are admitted to the
facility, the following shall occur:

(@) Theintake nurse shall collect all relevant data including name and contact information
of the treating physician, and all available detail about the treatment regimen and the
condition being treated.

(b) The responsible physician shall be contacted prior to the initiation of treatment.

(c) Consultation with community researchers shall be made by the responsible physician
to determine the intent of the study and any necessary parameters to measure as the
treatment period progresses.

(d) Necessary information shall be obtained so that withdrawal from the research protocol
is done without harming the health of the inmate.

209.6 HUMAN RESEARCH STUDIES

This office does not endorse enrolling inmates into human research studies. Requests to enroll
inmates in human research studies will not ordinarily be approved. However, any request to enroll
an inmate into such a study must be reviewed by the Sheriff, the Responsible Physician and legal
counsel, and authorization provided prior to enroliment. Any authorized enroliments shall comply
with all state and federal guidelines.
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Inmate Records

210.1 PURPOSE AND SCOPE
This policy establishes the procedures required to create and maintain accurate records of all
persons booked and confined in San Mateo County detention facilities.

210.2 POLICY

It is the policy of this office that all records shall be complete and comprehensive to provide
reliable information about each inmate’s previous and current periods of confinement in San Mateo
County detention facilities. All inmate records are official documents and should be used for official
business only. Inmate records are a vital component of the criminal justice system and should
only be released to authorized persons.

210.2.1 RECORD MAINTENANCE

It shall be the responsibility of the Corrections Division to maintain, on all persons who have been
committed or assigned to San Mateo County detention facilities records including, but not limited
to (15 CCR 1041):

. Information gathered during the intake process as provided in the Inmate Reception
Policy

. Photographs and fingerprints cross referenced with booking number

. Commitment papers and duration of confinement

. Court-generated background information

. Cash and personal property receipts

. Classification records, including inmate classification levels and housing restrictions

. Housing history records

. Reports of disciplinary events and dispositions

. Grievances and dispositions

. Reports of incidents or crimes committed during confinement

. Request forms

. Special visit forms

. Court orders

. Inmate work assignments

. Program participation (only held by Program Services)

o Visitation records

. Telephone records (held by IC Solutions, Classification will have access)
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The inmate records shall be identified and separated according to a format developed and
approved by the Division Commander or the authorized designee.

Medical orders and staff responses are maintained by Correctional Health Services, a separate
County division.

Collection of data pertaining to allegations of sexual abuse at San Mateo County detention facilities
is addressed in the Prison Rape Elimination policy.

210.2.2 RELEASE OF INMATE RECORDS

Inmate records are confidential and shall be used for official business only. Any release of inmate
records shall be made only as authorized by state and federal law, pursuant to a lawful court order,
or with a consent form signed by the inmate (15 CCR 1045). A copy of the release authorization
document shall be maintained in the inmate record file.

210.2.3 ELECTRONIC RECORD MAINTENANCE

All inmate records and data maintained in an electronic format shall be accessible only through
a login/password-protected system capable of documenting by name, date and time any person
who has accessed the information. The Division Commander shall be responsible for working with
Information Technology personnel to ensure the security of the data and to develop and maintain
a copy of the security plan.

210.2.4 RECORDS RETENTION
Inmate records shall be maintained consistent with the established records retention schedule.

210.3 COURT ORDERS OF NAME OR GENDER CHANGE

When a court order is received that involves a name change of an incarcerated person, the
Corrections Division shall document the new name in the incarcerated person's records and list
any prior names as an alias. When a court order is received involving a gender change, appropriate
adjustments will be made to the incarcerated person's records. (Code of Civil Procedure § 1279.5).
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211.1 PURPOSE AND SCOPE

Report preparation is a major part of each employee's job. The purpose of reports is to refresh the
employee's memory and to provide sufficient information for a follow-up investigation,successful
prosecution or a disciplinary proceeding. Report writing is the subject of substantial formal and
on-the-job training.

211.2 REPORT PREPARATION

Employees should ensure that reports are sufficiently detailed for their purpose and free from
errors prior to submission. Reports shall be prepared by the employee assigned to investigate
or document an incident, approved by a supervisor and submitted to the Division Captain or the
authorized designee in a timely manner (15 CCR 1044). Any incident resulting in death, injury
or endangerment to staff or a visitor, serious injury to an inmate, escape, a major disturbance, a
facility emergency or an unsafe condition at the facility shall be submitted to the Division Captain
as soon as practicable but within 24 hours of the incident. It is the responsibility of the assigned
employee to ensure that all the above listed reports meet this requirement or that supervisory
approval has been obtained to delay the report. The supervisor must determine whether the report
will be available in time for appropriate action to be taken, such as administrative notifications or
resolution, investigative leads or an inmate disciplinary proceeding.

Handwritten reports must be prepared legibly. If the report is not prepared legibly, the employee
shall be required by the reviewing supervisor to promptly correct the report. Employees who
generate reports on computers are subject to all requirements of this policy.

All reports shall accurately reflect the identity of the persons involved, all pertinent information
seen, heard or assimilated by any other sense, and any actions taken. Employees shall not
suppress, conceal or distort the facts of any reported incident, nor shall any employee make a false
report orally or in writing. Generally, the reporting employee's opinions should not be included in
reports unless specifically identified as such.

211.3 REQUIRED REPORTING
Written reports are required in all of the following situations on the appropriate office-approved
form unless otherwise approved by a supervisor (15 CCR 1044).

211.3.1 CRIMINAL ACTIVITY REPORTING
I. PURPOSE: To establish a policy and set procedures for ensuring the thorough investigation
into any criminal activity occurring within a Sheriff's Correctional Facility.

II. POLICY: Criminal activity will not be tolerated. It is the responsibility of the Sheriff to thoroughly
investigate and seek prosecution of criminal activity occurring within any Correctional Facility. Any
employee who becomes aware of any criminal activity is required to ensure that the incident is
reported and documented. The fact that a victim is not desirous of prosecution is not an exception
to documentation.

Copyright Lexipol, LLC 2024/11/04, All Rights Reserved. Report Preparation - 65
Published with permission by San Mateo County Sheriff's
Office



San Mateo County Sheriff's Office

Corrections Procedures Manual

Report Preparation

211.3.2

INCIDENT REPORTING

Incident reports generally serve as an in-house a documentation of occurrences that will initiate,
document and support the inmate disciplinary process. The Office shall establish a filing system
that differentiates between incident reports, crime reports and disciplinary actions. This policy
does not require the duplication of information on two different forms. Where both exist, cross-
referencing facilitates retrieval of one or both.

1. Incidents that shall be documented using the appropriate approved report include (15 CCR

1044):
(@)
(b)
()
(d)

(e)

(f)
9)
(h)
(i)

Non-criminal incidents of rule violations by inmates.
Attempted suicide or suicidal ideation on the part of an inmate, if known.
Non-criminal breaches of security or evidence of an escape attempt.

Non-criminal security threats, including intelligence related to correctional facility
activities.

Significant incidents related to medical issues, health or safety in the correctional
facility.

Discovery of contraband in the possession of inmates or their housing areas.
Detaining or handcuffing any visitor at the facility.
Traffic collisions involving office vehicles.

Risk management incidents to include injuries to staff, inmates, the general public and
lost or damaged property.

2. Inmate Injury Reports will contain the following information:

(@ Name of the injured inmate
(b) Inmate San Mateo County ID number
(c) Type of injury
(d) Time of injury
(e) Time injury was reported
()  Cause or possible cause of the injury
(g) List of any possible witnesses and statements
(h)  Whether or not the injury was associated a sanctioned work assignment
() Identify the cause of the injury and/or identify the person(s) who may be responsible
() Indicate if the injury was preventable
(k) Indicate if the injury was the result of a criminal act
() Indicate if criminal charges were filed; if not, indicate why they were not filed.
(m) Indicate if medical assistance was rendered and by whom.
(n) Describe any advanced medical assistance (Hospitalization, surgery,etc.).
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(o) Indicate the supervisor who was notified
(p) Include any remarks which are relevant to this incident

(@) The initial report is to be completed as soon as practical but no later than 24 hours
after the injury was reported.

()  Sign the report and submit it to the Housing Sergeant for approval and forwarded to
the Watch Commander for review.

3. The reviewing Sergeant will forward the completed report to:
(@) Watch Commander
(b) Division Captain
(c) The Inmate's jacket
(d) The Jail Medical Office.

211.3.3 DEATHS

All deaths shall be investigated and a report completed by a qualified investigating officer to
determine the manner of death and to gather information, including statements of inmates and
staff who were in the area at the time the death occurred.

Reporting of deaths will be handled in accordance with the Reporting Inmate Deaths Policy.

211.3.4 INJURY OR DAMAGE BY OFFICE PERSONNEL
Reports shall be taken if an injury occurs that is a result of an act of an employee. Reports shall
be taken involving damage to property or equipment.

211.3.5 USE OF FORCE
Reports related to the use of force shall be made in accordance with the Use of Force Policy.

211.4 GENERAL POLICY OF EXPEDITIOUS REPORTING

In general, all employees and supervisors shall act with promptness and efficiency in the
preparation and processing of all reports. An incomplete report, unorganized reports or reports
delayed without supervisory approval are not acceptable. Reports shall be processed according to
established priorities or according to special priority necessary under exceptional circumstances.

211.4.1 GENERAL POLICY OF HANDWRITTEN REPORTS
Some incidents and report forms lend themselves to block print rather than typing. In general, the
narrative portion of those reports in which there is a long narrative should be typed.

Supervisors may require, with the foregoing general policy in mind, block printing or typing of
reports of any nature for office consistency.

211.4.2 GENERAL USE OF OTHER HANDWRITTEN FORMS
County, state and federal agency forms may be block printed as appropriate. In general, the form
itself may make the requirement for typing apparent.
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211.5 REPORT CORRECTIONS

Supervisors shall review reports for content and accuracy. If a correction is necessary, the
reviewing supervisor should return it to the reporting employee for correction as soon as
practicable. It shall be the responsibility of the originating employee to ensure that any report
returned for correction is processed in a timely manner. It shall be the responsibility of the
supervisor rejecting the report to follow up on any report corrections not received in a timely
manner.

211.6 REPORT CHANGES OR ALTERATIONS

Reports that have been approved by a supervisor and submitted to the Records Bureau for filing
and distribution shall not be modified or altered except by way of a supplemental report. Reviewed
reports that have not yet been submitted to the Records Bureau may be corrected or modified by
the authoring employee only with the knowledge and authorization of the reviewing supervisor.
Reviewing supervisors should not alter reports. When modifications are required, these should be
the responsibility of the authoring employee.
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212.1 PURPOSE AND SCOPE

The control and accountability of facility keys and electronic access devices are vital factors in
maintaining a safe and secure environment for inmates, staff, volunteers, contractors and the
public (15 CCR 1029(a)(6)). This policy outlines the methods that the Office will use in maintaining
strict security of its keys and electronic access devices. For ease of reference, the term “key” as
used in this policy includes all physical means of access to or exit from the secure areas of the
facility.

212.2 POLICY

It is the policy of this office that all keys used to access secure areas of the facility or to exit
the secure areas of the facility are strictly controlled. Employees and supervisors will be held
accountable for the security and safety of the facility. All key control activities shall be accurately
documented on a daily basis (15 CCR 1029(a)(6)).

212.2.1 KEY IDENTIFICATION

All keys that open any doors within the facility shall be marked with a unique identification code
that will allow for quick inventory. Keys that are bundled together as a set shall be humbered
or coded with a tag to identify that set. The identifying numbers or code on each key shall not
correspond to numbers/codes on the locks.

A separate secure document identifying all keys will be maintained by the Security Sergeant.

212.2.2 KEYSET CONTENTS

Keysets issued to staff for use within the secure perimeter of the facility shall not contain any
key that would permit access to areas outside the secure perimeter. The armory key shall not be
permitted inside the secure perimeter. Exterior door keys shall not be permitted inside the facility
except during an emergency requiring access to the exterior doors.

212.2.3 KEY CONTROL
Maguire Correctional Facility

1. Housing Units

2. Rover/Intake Keys

3. Fire Key Rings

4. Restricted Keys

5. Gun Locker Keys
212.2.4 LOCK POLICY

All security perimeter entrances, Central Control doors and cell doors shall be kept locked, except
when used for admission or exit of employees, inmates or visitors, and in an emergency. Operators
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of sallyports shall ensure that only one of the doors of a sallyport is opened at any time for entry
or exit purposes, except where the entry or exit of emergency personnel requires the operator to
override the doors and allow for rapid entry or exit. Each time the override function is engaged,
the officer must submit a written report to the on-duty supervisor prior to the end of his/her shift.

212.2.5 EXTERIOR DOOR AND ARMORY KEYS

Keys for exterior doors to the facility and the armory shall be kept in a locked cabinet in a secure
location. Supervisors shall, at the beginning and end of their respective shifts, inventory and
account for these keys.

212.2.6 MISSING KEYS

Any employee who discovers that a key or keyset is missing shall immediately make a verbal
report to a supervisor and shall prepare a written incident report as directed by the supervisor. The
supervisor shall immediately initiate a search for the missing key. If a reasonable effort to locate
the key fails, the supervisor shall order a limited lockdown of the facility. All inmates shall be locked
in their cells/housing units. Inmates shall not be allowed to pass into or out of the facility without
being thoroughly searched for the missing key. The supervisor shall, as soon as practicable, notify
the Division Captain via chain of command regarding the loss of the key, when it was discovered
and the circumstances involved.

A methodical and thorough search of the entire facility will be made by the on-duty staff.

Additional staff may be called to assist with the search. If, after a thorough search, the key or
keyset is not located, the Division Commander will determine whether to re-key any locks that
may have been compromised, and whether this should be done immediately.

The Division Captain shall initiate an investigation into the disappearance of the keys to reexamine
the procedures for key control, and shall notify the Sheriff of their findings. Based upon the findings
of the investigation and any recommendations, the procedures governing this policy may be
amended.

212.2.7 DAMAGED KEYS OR LOCK

Damaged keys or locks shall be promptly reported to a supervisor. No part of a broken key shall be
left in the lock. All portions of the damaged key must be turned in to the Watch Commander, who
will ensure duplicate keys are provided as needed. Damaged locks shall be replaced or repaired
as soon as practicable. Appropriate security measures shall be taken until such time as the lock
is properly restored. No lock to a security door or gate shall be permitted to be inoperable or left
in an unsuitable condition. No inmate shall be secured in a cell, detention room or area that has
inoperable locks.

212.3 KEY CONTROL RECORDS

A shift roster will be maintained for the accounting and security of all keysets. Each shift is
responsible for reporting any key malfunctions or missing keysets. Key control measures shall be
documented by the control room staff on logs and forms, and the records retained in accordance
with established records retention schedules.
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212.4 ELECTRONIC ACCESS DEVICES
Proximity cards, fobs or other devices may be issued to staff to allow access to restricted or

controlled areas of the facility. In the event of a lost or stolen device, an employee shall notify
his/her supervisor as soon as it is known the device is missing. The device shall be immediately
deactivated to prevent unauthorized use.
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213.1 PURPOSE AND SCOPE
Accurate and legible records are vital to the management of the facility. They provide a means for
managers to review events and emergency situations that have occurred within the facility.

This policy provides guidance for creating and maintaining accurate and legible records necessary
for the management of the facility.

213.2 POLICY

This policy establishes the requirement for the preparation, maintenance, and retention of
permanent logs and shift reports to provide a record of both routine activities and unusual events
such as emergencies or other notable occurrences.

213.3 PROCEDURES

Allmembers assigned to a security post shall prepare an accurate daily activity log and shift report.
The daily activity log and shift report is a permanent record of daily activities. Members who falsify
any official document may be subject to disciplinary action, up to and including termination, as
well as criminal prosecution.

213.4 SHIFT ACTIVITY LOG/A.T.LLM.S,
All pertinent activities should be documented in the daily activity log and in A.T.1.M.S. Ata minimum
this includes:

. Personnel on-duty
. Bookings and releases
. Formal counts

. Well-being checks, security checks and inspections and routine activities

o All searches/shakedowns

. Inmate movement within the facility and inmates received at a housing assignment
. Meal service
. Professional visits to the housing units, including maintenance work and tours

. Alarms and security equipment tests

. Medication delivery, sick call or inmate complaint of illness or injury and the action
taken

. Locking and unlocking of inmate cells

. Disciplinary actions

. Supervisor rounds to the housing area and/or to specific inmates

o Unusual inmate behavior
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Discovered contraband

Activities and programs offered and the attendees
Unusual occurrences

Sanitation inspections

Use of emergency equipment

Any use of force

Key counts

The daily activity log will be retained in accordance with established records retention schedules.

213.5 SUPERVISOR RESPONSIBILITIES

Supervisors shall review the daily activity logs and shift reports during the course of each shift.
Supervisors shall sign and include the date and time of review on each log or report. When
appropriate, supervisors should include comments in the logbook with regard to an incident or
unusual occurrence in the facility.

Whenever a major event in the facility requires a coordinated command response, the Incident
Commander (IC) should designate someone to keep a running log that identifies, at a minimum,
the following:

Date and time the incident began

Specific location of the incident

Times of significant response measures taken during the incident
Name, identification number and time of arrival of personnel on-scene
Orders issued by the IC

Significant events that occurred as a result of the incident

The above information should remain available to the IC throughout the event to assist with
ongoing response planning.
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214.1 PURPOSE AND SCOPE

The purpose of this policy is to establish a process for reviewing compensation and benefit
levels for all facility personnel when a labor organization process, Memorandum of Understanding
(MOU ) or other methodology does not exist. The goal of a compensation and benefit package
should be to establish competitive salary and benefits to ensure the ability to recruit, hire, and
retain qualified employees.

214.2 POLICY

It shall be the policy of this office to strive for parity of compensation and benefits with similar
occupational groups in the state or region, whenever fiscal conditions permit, to ensure the ability
to recruit, hire and retain qualified employees. Employee compensation and benefits should be
equal to those for other employees working in the same organization or at the same level of
government.

All compensation actions shall be in accordance with civil service rules, labor codes and MOUs
for pay and benefits, and subject to fiscal conditions.

214.2.1 DUTY HOURS/OVERTIME
PURPOSE:

To establish duty hours for all employees assigned to the Corrections Division and to clearly define
the procedure for the signing up and working of overtime by staff.

POLICY:

Duty hours will be worked as specified in this section by all administrative and operational
personnel. Overtime will be issued, assigned and volunteered for by following the procedures
outlined.

DUTY HOURS:

The duty hours for administrative personnel will be set by the Corrections Division Captain.
Administrative offices will be open and staffed between 0800 to 1700 hours; Monday thru Friday.

Employees assigned to shift teams will work 12-hour shifts with rotating days off. Day shifts will
be on a two-week cycle and night shifts will be on an eight-week cycle. Team | and Il will work
0600 to 1800 hours and Teams Il and IV will work 1800 to 0600 hours. Duty hours are subject to
change based on staffing needs, jail population and emergencies.

214.2.2 TIME OFF REQUESTS
Personnel who wish to take time off in addition to vacations must follow the following procedures:
(@) Forward a written request to the facility sergeant in charge of scheduling.

(b) The facility sergeant will notify the employee as soon as practical whether the request
is approved or denied.
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(c) Requests for shift trades are permitted at the descretion of the Watch Commander.
All requests must be submitted in writing.

(d) Non-sworn personnel (L.O.S., Purchasing Officer, and Utility Workers) that are not
assigned to one of the four teams will request their vacation during the annual sign-up
conducted by Jail Administrative. Time off requested in addition to the annual vacation
will be handled as outlined for sworn staff.

214.2.3 MEALS AND BREAKS

PURPOSE: The purpose of this section is to set policy and establish procedures and guidelines
to ensure that all Sheriff's Office employees working within the Corrections Division area provided
with adequate opportunities for breaks and meals.

POLICY: lItis the policy of this facility to allow adequate opportunities for all Sheriff's staff working
in the Corrections Division to take breaks and meals.

PROCEDURES: Employees assigned to the Corrections Division are encouraged to take breaks
when needed and when possible.

Breaks will be approximately 15 minutes. Meal breaks will be approximately 45 minutes.

(@ Itis recommended that employees be given the opportunity to take their main meal
break while hot entrees are available in the staff dining area. Day shift hot entrees
are available from 1130 to 1430 hours. Night shift hot entrees are available from 1900
to 2400 hours.

(b) Breaks for civilian personnel will be coordinated through the appropriate team
supervisor.

(c) Breaks for sworn personnel will be coordinated through a team sergeant. At the
Maguire Correctional Facility priority for breaks will be given to those assigned to
general housing pods (working alone) and when there is a shortage of relief personnel.

Sworn employees are required to remain on the premises during their meals and breaks unless
previously cleared with their supervisor.

Cereals, fruits, breads, cookies, coffee, milk and juice are available to staff in the Staff Dining
Room. Snack food and sodas area available through vending machines located in the Staff Dining
Room.

Any employee wishing to leave the premises for any reason is required to request permission from
a facility sergeant. The sergeant will consider staffing levels when making his/her decision.

Food provided to staff is not to be taken outside the facility.

214.2.4 SICK LEAVE
PURPOSE: To assure Office procedures are followed for the use of sick leave by personnel

assigned to the Corrections Division.

POLICY: The use of sick leave by a Sheriff's Office employee assigned to the Corrections Division
will be accomplished in accordance with Sheriff's Office Policy.
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PROCEDURE: Employees who are unable to work because of personal iliness, family illness or
any other reason will contact the on duty sergeant in person or by telephone.

Notification will be made as soon as possible before the employee's shift is to begin.

(@) If asergeantis not available, the person receiving the sick call will obtain a telephone
number or location of the person who is calling in sick and inform the Security Sergeant
as soon as practical.

(b) If the employee is to be replaced, the overtime replacement will be charged to the
facility in which the employee is assigned.
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215.1 PURPOSE AND SCOPE

The purpose of this policy is to establish both regularly scheduled and unannounced inspections
of the facility's living and activity areas. This is to encourage contact with on-duty personnel
and inmates and to observe inmate living and working conditions. Inspections may be useful in
identifying deficiencies, which can be corrected, as well as processes working properly, which
may be replicated elsewhere in the facility.

215.2 POLICY

Tours and inspections shall be conducted by administrative and supervisory staff throughout
the correctional facility at least weekly to facilitate and encourage communication among
administrators, managers, supervisors, staff employees, inmates and the visiting public.

215.3 INSPECTIONS
The Division Captain is responsible for ensuring that scheduled and unscheduled inspections,
visits and contacts are implemented to minimally include:

(a) The general conditions and overall climate of the facility.
(b)  The living and working conditions of inmates.

() Communication between administrators, managers, supervisors, staff, inmates and
the visiting public.

(d) Compliance with policies.
(e) Safety, security and sanitation concerns.
(H  Inmate concerns.

() Meal services.

215.3.1 AREAS TO BE INSPECTED

Supervisor inspections should occur in all occupied areas of the facility on a daily basis, including
weekends and holidays. Inspections should be conducted randomly and special effort should be
given to tour and informally inspect the following areas:

. Inmate housing areas
. Booking and receiving areas, including holding cells
. Exercise yard and recreation areas

. Visiting and program areas
. Medical and dental service areas
o Vocational work areas, e.g., the kitchen, janitorial closets

. Sallyports and transportation staging areas
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215.4 INSPECTIONS OF SECURITY EQUIPMENT

The Division Captain shall be responsible for designating a qualified person to conduct weekly
inspections of all security devices, identifying those in need of repair or maintenance and providing
a written report of the results of the inspection. The Division Captain shall document all action taken
to correct identified deficiencies, including maintenance records, and shall retain those records in
accordance with established records retention schedules.

215.5 DOCUMENTATION AND REPORTING

Each employee conducting the inspection or tour shall document the activity in the appropriate
station form or facility log. The log should include any significant findings that indicate remedial
action or training may be needed. Significant issues of security or safety shall be addressed
promptly. Commendable or successful actions that should be replicated elsewhere in the facility
should also be noted in the log.

The Watch Commander shall review the logs daily and ensure that any deficiencies noted are
addressed or forwarded through the chain of command, as appropriate, and that commendable
actions are also appropriately addressed.

Copyright Lexipol, LLC 2024/11/04, All Rights Reserved. Administrative and Supervisory |nspecti0ns -
Published with permission by San Mateo County Sheriff's 78

Office



San Mateo County Sheriff's Office

Corrections Procedures Manual

Perimeter Security

216.1 PURPOSE AND SCOPE

The purpose of this policy is to establish this facility's perimeters, to ensure that incarcerated
inmates remain inside the perimeters, and that visitors, vendors, volunteers and employee access
is granted only with proper authorization and through designated safety vestibules and sallyports.
The secure perimeter of this facility will provide protection from the escape of persons being
processed, held or housed, and will act as a defense against the entry of unauthorized persons.
It shall be maintained to prevent contraband from entering the secure areas of the facility (Title
15 CCR § 1029(a)(6)).

216.2 POLICY

All entry points to the secure perimeter of the facility shall be monitored and controlled continuously
by Central Control staff. The entire perimeter shall be inspected, maintained, monitored and
continuously assessed to ensure its physical integrity and prevent unauthorized entry, inmate
escape and contraband from entering the facility.

216.2.1 VISITORS

This facility shall be maintained as a secure area and no person shall enter any portion of the inner
perimeter without specific authorization from the Division Captain or the authorized designee. All
visitors shall be required to provide satisfactory identification, such as a valid driver's license, valid
passport or military identification. Visitors shall be required to sign in on the visitor log and state
the reason for the visit. Visitors must wear a visitor's badge at all times and shall be escorted by
one or more staff members at all times while they are in the secure areas of the facility.

216.3 PROCEDURE

The secure perimeter shall be maintained by a Security Rover. The Division Captain or the
authorized designee shall ensure that a staffing plan is in place to monitor the secure perimeter
of this facility. Suspicious activity at or near the perimeter shall immediately be reported to the
Watch Commander and the Central Control. The Central Control staff shall initiate an appropriate
law enforcement response.
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217.1 PURPOSE AND SCOPE

This policy is intended to ensure that staff and the general public have access to the facility, in
compliance with the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation
Act (29 USC § 794).

217.1.1 DISABILITY DEFINED

A disability is any physical or mental impairment that substantially limits one or more major life
activities. These include, but are not limited to, any disability that would substantially limit the
mobility of an individual or an impairment of vision and/or hearing, speaking or performing manual
tasks that require some level of dexterity. Additionally, disability includes a physical or mental
impairment that would inhibit a person’s ability to meet the requirements established by the Office
for conducting visitation or other business in the facility.

217.2 POLICY

The San Mateo County Sheriff's Office prohibits discrimination of persons with disabilities. The San
Mateo County Sheriff's Office adheres to the ADA and all other applicable federal and state laws,
regulations and guidelines in providing reasonable accommodations to ensure that the facility is
reasonably accessible to and usable by individuals.

217.2.1 ACCOMMODATIONS

As part of the compliance with the ADA and the commitment to provide access to persons with
disabilities, the Office will provide reasonable accommodations in areas that include, but are not
limited to:

. Vehicle parking areas that accommodate cars and vans or other vehicles with
wheelchair lifts.

. Public areas that are wheelchair accessible.
. Drinking fountains that can accommodate wheelchairs or other mobility devices.

. ADA-compliant elevators.

. Restroom areas that are wheelchair compliant and meet ADA standards for
accessibility.
. Search areas and metal detection devices, including private areas where alternative

search methods may be performed.
. Services and equipment for the deaf and hard of hearing.
. Visitor check-in areas.

. Visitation areas, including attorney interview rooms that can accommodate
wheelchairs and other mobility devices.
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217.2.2 ADA COORDINATOR

The Division Captain should appoint a staff member to serve as the ADA Coordinator, whose
primary responsibilities include, but are not limited to, coordinating compliance with ADA
requirements. The ADA Coordinator should be knowledgeable and experienced in a variety of
areas, including:

(a) The office structure, activities and employees, including special issues relating to the
requirements of the correctional facility.

(b) The ADA and other laws that address the rights of people with disabilities, such as
Section 504 of the Rehabilitation Act, 29 USC § 794.

(c) The accommodation needs of people with a broad range of disabilities.

(d) Alternative formats and technologies that enable staff, inmates and the public with
disabilities to communicate, participate and perform tasks related to correctional
facility activities.

(e) Construction and remodeling requirements with respect to ADA design standards.
(f)  Working cooperatively with staff, inmates and the public with disabilities.
(9) Local disability advocacy groups or other disability groups.
(h)  Negotiation and mediation.
217.2.3 TRAINING

The ADA Coordinator should work with the Training Manager as appropriate, developing training
regarding issues specifically related, but not limited to:

(@) The requirements of Section 504 of the Rehabilitation Act, 29 USC § 794.
(b) Office policies and procedures relating to ADA requirements.
217.3 ACCOMMODATIONS

As part of the compliance with the ADA and the commitment to provide access to persons with
disabilities, the Office will provide reasonable accommodations that include, but are not limited to:

. Vehicle parking areas that accommodate cars and vans or other vehicles with
wheelchair lifts.

. Public areas that are wheelchair accessible.
. Drinking fountains that can accommodate wheelchairs or other mobility devices.

. ADA-compliant elevators.

. Restroom areas that are wheelchair compliant and meet ADA standards for
accessibility.
. Search areas and metal detection devices, including private areas where alternative

search methods may be performed.

. Services and equipment for the deaf and hard of hearing.
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. Visitor check-in areas.

. Visitation areas, including attorney interview rooms that can accommodate
wheelchairs and other mobility devices.

217.3.1 MEMBER RESPONSIBILITIES
Members receiving a request for accommodation should make reasonable attempts to do so. If a
request cannot be reasonably accommodated, a supervisor should be notified.

Members becoming aware of any potential ADA violation should document the issue in a
memorandum and forward the memorandum to the Division Commander with a copy to the ADA
coordinator.

Members receiving a complaint of disability discrimination or inability to reasonably access the
facility, or any other complaint related to the ADA, should document the complaint and refer the
matter to the ADA coordinator.

217.4 ADA COORDINATOR

The Division Commander should appoint a staff member to serve as the ADA coordinator,
whose primary responsibilities include, but are not limited to, coordinating compliance with ADA
requirements. The ADA coordinator should be knowledgeable and experienced in a variety of
areas, including:

(@) The office's structure, activities and employees, including special issues relating to the
requirements of the correctional facility.

(b) The ADA and other laws that address the rights of people with disabilities, such as
Section 504 of the Rehabilitation Act (29 USC § 794).

(c) The accommodation needs of people with a broad range of disabilities.

(d) Alternative formats and technologies that enable staff, inmates and the public with
disabilities to communicate, participate and perform tasks related to correctional
facility activities.

(e) Construction and remodeling requirements with respect to ADA design standards.

(H  Working cooperatively with staff, inmates and the public with disabilities, as well as
with local disability advocacy groups or other disability groups.

() Negotiation and mediation.

217.4.1 DISSEMINATION OF INFORMATION
The ADA coordinator will be responsible for the dissemination of information to staff and visitors
on issues specifically related, but not limited to:

. Services available to members of the public who are disabled.
. Accessing services to accommodate disabilities.

. Registering complaints or grievances relating to issues involving the ADA.
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217.5 TRAINING

The ADA coordinator should work with the Training Manager as appropriate, developing training
regarding issues specifically related, but not limited to:

(@) The requirements of Section 504 of the Rehabilitation Act (29 USC § 794).

(b) Office policies and procedures relating to ADA requirements.
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218.1 PURPOSE AND SCOPE
This policy provides guidelines for media releases and media access to this facility's incidents and
general public information.

218.2 POLICY

It is the policy of this Office that the ultimate authority and responsibility for the release of
information to the media shall remain with the Sheriff. However, in situations not warranting
immediate notice to the Sheriff, the Public Information Officer is the Sheriff's designee for the
management of media related requests and inquires in accordance with this policy and applicable
law (15 CCR 1045). The Public Information Officer will report to the Undersheriff but may also
utilize the expertise of the Investigations Bureau Lieutenant on a day to day basis.

218.2.1 MEDIA REQUEST

Any media request for information or access to this facility shall be referred to the designated
Public Information Officer, or if unavailable, to the first available supervisor. Prior to releasing any
information to the media, employees shall consider the following:

(@) Atnotime shall any employee of this Office make any comment or release any official
information to the media without prior approval from the Public Information Officer or
other designated Sheriff's Office media representative..

(b) Inany situation involving a law enforcement agency, reasonable efforts shall be made
to coordinate media releases with the authorized representative of each involved
agency prior to the release of any information by this Office.

(c) Under no circumstance should any employee of this Office make any comment to the
media regarding any law enforcement or corrections-related incident that does not
involve this office without prior approval of the Sheriff or the authorized designee.

218.3 MEDIA ACCESS

Authorized members of the media shall be provided access to scenes of disasters, investigations,
emergencies and other law enforcement activities related to this facility, subject to the following
conditions:

(@) Media representatives may be prevented from interfering with emergency operations
and investigations.

1. In situations where media access would reasonably appear to interfere with
the facility's security, emergency operations and/or an investigation, every
reasonable effort should be made to provide media representatives with
information regarding the incident in such a manner that does not compromise
the safety and security of the inmates, staff or the facility itself. All data released
to the media should be coordinated through the Public Information Officer or
other designated spokesperson.
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(b)  No employee of this Office shall be subjected to media visits or interviews without the
consent of the involved employee.

(c) Media interviews with individuals who are in custody shall be permitted during regular
visiting hours and are subject to the same rules and regulations that govern civilian
custodial visits.

(d) Only the Sheriff, the Division Captain or their designee may grant approval for an
in custody media interview that utilizes photography, audio or video recordings.
Interviews shall only be conducted with the express consent of the person in custody.
A supervisor shall obtain a signed waiver from the inmate acknowledging their consent
to be interviewed, photographed and/or videotaped.

218.3.1 PROVIDING ADVANCE INFORMATION

To protect the safety and rights of employees working in this facility, advance information about
planned actions by law enforcement personnel, such as movement of persons in custody or the
execution of a mass arrest in which field booking is arranged, should not be disclosed to the news
media nor should the media be invited to be present at such actions except with the prior approval
of the Division Captain or their designee.

218.4 SCOPE OF INFORMATION SUBJECT TO RELEASE

The Sheriff's Office will maintain a daily log of individuals who are currently in custody or were
recently booked. Unless restricted by law and except to the extent that disclosure of a particular
item of information would endanger the safety of a person involved in an investigation or would
endanger the successful completion of the investigation or a related investigation, the following
information on inmates and persons booked is considered public information and can be released
upon request:

(@) The full name and occupation of the inmate

(b) The inmate's physical description, including date of birth
(c) Date and time of arrest

(d) Date and time of booking

(e) Location of arrest

()  The factual circumstances surrounding the inmate's arrest

(g) All charges the inmate is being held on, including outstanding warrants, probation/
parole holds

(h)  Amount of bail

() The time and manner of the inmate's release or the location where the inmate is
currently being held

()  Court appearance dates

(k)  Arresting agency
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Information on any Sheriff's Office facility policy or procedure regarding non-security related
matters, (i.e., programs, facility rules and regulations, visitation, health care, religious services)
can be released to the general public by any employee. A copy of the applicable portions of this
facility's policy and procedures manual can be made available for public review with the approval
of the Sheriff.

Any information related to the applicable portions shall be redacted before being provided to
the general public. Applicable regulations for the operation of a corrections facility can be made
available for review by the public and inmates. Inmates can request a copy through the inmate
programs staff.

Information related to escapes, suicides or crimes occurring in this facility shall only be released
with the approval of the Division Captain or their authorized designee via the Public Information
Officer.

Identifying information pertaining to a juvenile detainee shall not be publicly released except as
otherwise authorized by legal statute or a court of law. Information concerning incidents involving
certain sex crimes and other offenses set forth in all applicable laws shall be restricted.

Identifying information concerning deceased individuals shall not be released to the media until
notification of next of kin or until otherwise cleared by the coroner's office or otherwise required
by law.

Media requests for booking photos shall be forwarded to the Public Information Officer for
assessment. The Public Information Officer shall obtain the approval from the District Attorney's
Office prior to releasing a booking photo. The District Attorney's Office is the ultimate authority on
whether or not a booking photo will be released.

218.4.1 RESTRICTED INFORMATION

It shall be the responsibility of the Division Captain or their designee to ensure that restricted
information is not inappropriately released to the media by this Office. When in doubt, County
Counsel should be consulted.

Examples of such restricted information include, but are not limited to:

(&) Confidential personnel information concerning employees and volunteers of the
Office.

1.  The identities of corrections personnel involved in major incidents may only be
released to the media pursuant to consent of the involved personnel or upon a
request processed in accordance with the Public Records Act.

(b)  Criminal history information.

(c) Information that would tend to endanger the safety of any individual or jeopardize the
successful completion of any ongoing investigation.

(d) Information pertaining to pending litigation involving this Office.

(e) Information obtained in confidence.
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(H  Any information that is otherwise privileged or restricted under state or federal law.

All media inquiries concerning investigations that involve employees of the San Mateo County
Sheriff's Office will be forwarded to the Public Information Officer and/or the Professional
Standards Lieutenant for assessment.
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219.1 PURPOSE AND SCOPE

This policy provides guidelines to employees when dealing with the general public or interested
groups when requests are received to share information generated within the facility (15 CCR
1045). It guides employees in their interactions with the community and inmates.

This policy is intended to provide employees with guidelines for processing information requests
during routine contacts, as well as in the event of an incident or emergency. (See the News Media
Relations policy for guidance on media releases.)

219.2 RESPONSIBILITIES
The Division Captain is responsible for ensuring that the following information is public and
available to all who inquire about it. It includes:

(@) \Visitation schedule; This should include days and times visiting is allowed and how
many visits inmates may receive, as well as reasons why visiting may be restricted.

(b) Telephone and correspondence rules and availability to inmates.

(c) A brief description of the education programs.

(d) Facility rules and limits of discipline.

(e) Access to personal care items for the indigent inmate.

() Access to medical, mental health and dental care.

(@) The process by which inmates are oriented to the facility.

(h) A copy of 15 CCR Minimum Standards for Local Detention Facilities.

This information is to be made available at the facility's front desk and assembled into a binder
or clearly posted for public viewing. Additionally, a copy should be made available in this facility's
library or provided by other means for use by inmates. At the discretion of the Sheriff, the
information may also be made available electronically. No information will be released on persons
whose booking process is not completed.

219.3 PROHIBITED MATERIALS

Policies, procedures and other information and materials related to the safety and security of
inmates, employees, the facility or the maintenance of order should not be provided as a part of
the public information material unless directed by the Sheriff.

219.4 CORRECTIONAL FACILITY TOURS
PURPOSE:

To establish a policy and set procedures for scheduling and conducting jail tours in Sheriff's
Correctional Facilities.

POLICY:
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Facility tours will be scheduled by Jail Administrative Office and conducted at a time and manner
in which disruption to the normal operations of the facility is minimal.

PROCEDURES:
The following guidelines will be used when scheduling and conducting facility tours:
1. All requests for tours will be referred to the Jail Administrative Office for scheduling.

2. Tours will be scheduled at a time when there is the least amount of inmate movement within
the facility and if possible, will not be scheduled during meals, movement for court, count, etc.

3. Once scheduled, a memo or e-mail will be forwarded to the Watch Commander of the shift that
will be working on the day the tour is scheduled. Copies will also be forwarded to the Division
Captain, the person requesting the tour and the front lobby personnel.

4. All tour participants will be advised of the following:
(@) Proper attire is required; Orange, red or revealing clothing is prohibited.
(b) Meet promptly in the lobby at the date and time the tour is scheduled.

(c) No personal property is allowed into the facility. Tour participants may use the lobby
visitor lockers to secure car keys and personal property.

(d)  Tour participants will be issued a Red Access Card.

(e) All minors will be required to have a signed parental consent form before entering the
facility. (Forms provided by School Resources or Jail Administrative Office.

()  San Mateo County Sheriff's Correctional Facilities have a "no hostage policy." In the
event of an emergency, incident, riot, escape, etc., the person(s) leading the tour will
contact Central Control and seek immediate instructions. The Security/Duty Sergeant
will decide if the group should remain in place, relocate to a secure area, or exit the
facility. The Security/Duty Sergeant will designate the safest evacuation route.

5. Tours of the facility will consist of:

(@) Intake, Booking, Releases, holding cells, Special Housing pod, a General Housing
Pod, CHOICES pod.

(b) A facility sergeant or designee will provide general information about the facility and
answer questions.

(c) Tours that include those below high school age will be limited to the vehicle sally port
and Central Control.

6. Inmate(s) may be allowed to address tours only when prior permission is obtained from a Watch
Commander or the Jail Administrative Office The following guidelines should be followed when
an inmate is scheduled to speak during a tour.

(@ Inmate(s) speakers should reflect the same demographic as the group they are to
address.

(b) A general population inmate may be chosen to address the tour. However, a Choices
Program Inmate is preferable.
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(c) Ifafemale inmate is selected to speak, WCC will be notified to have the inmate ready
for transportation to the pre-arranged location at the requested time.

(d) The selection process will include a review of the inmate's classification (to include
a check of keep aways), prior housing locations and in-custody behavior. The
final decision on the selection of the inmate(s) speaker will be determined by the
Classification Unit with the approval of the Watch Commander or designee.

7. Photos may be taken of the Facility with approval the Watch Commander. Photos of an inmate
will require the permission from the inmate(s).

Copyright Lexipol, LLC 2024/11/04, All Rights Reserved. Community Relations - Public Information Plan
Published with permission by San Mateo County Sheriff's -90
Office



San Mateo County Sheriff's Office
220 Corrections Procedures Manual

Victim Notification of Inmate Release

220.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure victims of crimes receive notice when an inmate held for
those crimes is released, and that victims receive any other notification required by California law.

220.2 POLICY
It is the policy of this Office to act in accordance with all laws regarding victim notification.

220.3 PROCEDURE
The Division Captain shall ensure that a system is in place for individuals to request release
notification on any inmate housed in this facility.

Notification requests or requirements that are known during the booking process should be
documented in the appropriate designated section of the inmate's booking file.

In the event that an individual contacts this facility and requests notification on any inmate housed
in this facility, employees should notify a supervisor, who will determine whether notifications are
required or appropriate, and ensure the notification request and determination is documented in
the inmate's file.

220.4 NOTIFICATION
Employees tasked with the release of an inmate or investigating an escape shall verify whether
there is a required release notification in the inmate's file.

Employees shall document notification efforts in the inmate's file.

Unless ordered by the court or a supervisor, no victim information shall be provided to any
inmate by any employee or volunteer of this facility. Any unauthorized access or release of victim
information is a direct violation of victim confidentiality and applicable policies, and may subject
the person releasing the information to disciplinary action, up to and including termination from
employment and/or criminal prosecution.

220.4.1 REQUIRED NOTIFICATIONS
The Watch Commander or the authorized designee shall make a reasonable and good faith effort
to make all notifications required by law including:

(a) Notice to any person a court identifies as a victim of the offense, a family member of
the victim, or a witness to the offense not less than 15 days prior to the release of
any person convicted of stalking under Penal Code 8§ 646.9 or convicted of a felony
involving domestic violence (Penal Code § 646.92(a)).

(b)  Notice to any person a court identifies as a victim of the offense, a family member of
the victim, or a witness upon escape and capture of any person convicted of violating
Penal Code § 646.9 or convicted of a felony offense involving domestic violence (Penal
Code § 646.92(d)).
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(©)

(d)

(e)

(f)

Notice to any victim or other affected person who has requested notification that
an inmate convicted of the offenses listed in Penal Code § 692.02(a)(13) has been
ordered placed on probation and the proposed date of release (Penal Code 8§
679.02(a)(14)).

If the crime was a homicide, notice to any victim or the next of kin of the victim within
60 days of an inmate's placement in a reentry or work furlough program, or of the
inmate's escape (Penal Code § 679.02(a)(6)).

Notice of the release of any inmate to victims of crime who have requested to be
notified

Notice to law enforcement agencies known to be involved with the case upon any
escape and capture of an inmate.

Notification should be made by telephone, certified mail, or electronic mail, using the method of
communication selected by the person to be notified, if that method is reasonably available. In
the event the person's contact information provided to the Office is no longer current, the Office
shall make a diligent, good faith effort to learn the whereabouts of the victim in order to comply
with these natification requirements. Notification shall only be left on a messaging system if the
person has indicated in the notification request that such notification is acceptable or if staff has
attempted and cannot make other contact with the person.

If contact cannot be made and no means exist to leave a message with the person, the Watch
Commander or the authorized designee should request the law enforcement agency having
jurisdiction where the person resides perform a welfare check. Subsequent and continuing
attempts shall be made to contact the person using the numbers listed in the notification request.
All attempts to contact shall be documented on the victim notification request form.
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221.1 PURPOSE AND SCOPE

The purpose of this policy is to establish a comprehensive staffing plan and analysis to
identify staffing needs sufficient to maintain the safety and security of the facility, staff, visitors,
incarcerated persons, and the public.

221.2 POLICY

It is the policy of the San Mateo County Sheriff's Office to ensure the safety, security and efficient
operation of this facility by assigning custody personnel according to a detailed staffing plan that
is developed and maintained in accordance with law.

221.3 STAFFING PLAN REQUIREMENTS

The Division Commander shall ensure that a staffing plan conforming to the class type and size
of this facility is prepared and maintained as described in the following section. The plan should
detail all custody personnel assignments, including work hours and weekly schedules, and should
account for holidays, vacations, training schedules, and other atypical situations (15 CCR 1027).

At minimum, the staffing plan will include the following:

. Facility administration and supervision
. Facility programs, including exercise and out of cell time
. Incarcerated person supervision and custody

o Support services including medical, food services, maintenance, and clerical

. Other jail-related functions such as escort and transportation of incarcerated persons

221.4 STAFFING ANALYSIS

The Sheriff or the authorized designee shall complete an annual comprehensive staffing analysis
to evaluate personnel requirements and available staffing levels. The staffing analysis will be used
to determine staffing needs and to develop staffing plans.

This analysis shall include information gathered in collaboration with the health care provider in
each facility regarding staffing requirements. The analysis relating to health care personnel shall
be annually reviewed for adequacy by the health authority.

The Division Commander, in conjunction with the PREA coordinator, should ensure that staffing
levels are sufficient to consistently and adequately fill essential positions, as determined by
the staffing plan (28 CFR 115.13). Relief factors for each classification and position should be
calculated into the staffing analysis to ensure staffing levels will consistently meet requirements.
Staff should be deployed in an efficient and cost-effective manner that provides for the safety and
security of the staff, incarcerated persons, and the public.

The staffing analysis should be used to identify whether required activities are being performed
competently and in compliance with current laws and office policies. If deficiencies are noted, the
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staffing analysis should also include recommendations regarding what corrective measures may
be needed, including the following:

(@)
(b)
(©)
(d)
(e)

Operational change
Equipment req