Section 0: Policy Manuals

Subject: Policy Manuals

Minimum Standard: 5120:1-8-18(E)
Revised: 05/1990, 01/2012, 09/2014, 10/2015

Authorized:

POLICY

Effective date:

Sheriff Paul A. Sigsworth

It shall be the policy of the Erie County Jail, through the Sheriff and his designee(s) to create, implement
and enforce the following policies and procedures concerning the operation of the Erie County Jail. The
purpose of this policy and procedure manual is to guide staff members in the safety and secure
operation of The Erie County Jail. Erie County Sheriff’s Jail Policies and Procedures shall be available
at all times to the entire jail staff, shall be reviewed annually by the Jail Administrator, and shall by
updated by the by the Sheriff as necessary.

PROCEDURE

Section 5120.10 of the Ohio Revised Code requires the Director of the Department of Rehabilitation
and Correction to promulgate Standards for Jails in Ohio to serve as basic criteria for the establishment
of this facility’s policies and procedures. This policy should reflect procedures to be the minimum
conditions necessary to ensure the safe, efficient, effective and legal operation of this jail. The Erie
County Sheriff's Office shall establish rules, regulations, policies and procedures that regulate the
personal conduct of employees, where a rational basis exists for restriction and where the regulated
conduct has an adverse effect on the Sheriff's Office or the officers ability to effectively perform his/her

duties. This

policy manual establishes and regulates the methods, processes or means and

establishes standards by which an officer carries out this Office’s services and programs.

A. Priorities

1.

The number one priority of this facility is the safe and secure detention of those persons
committed by lawful authority. The policies and procedures herein go into great detail
in delineating staff responsibility in all areas of jail management.

B. Review

1.

The Sheriff, Jail Administrator and designated staff personnel will be vigilant to observe
new court interpretations effecting the jail operations, legislative enactments that
influence jail operations and recommendations by various groups and organizations that
address themselves to local jail management. Should a procedure in practice at this
facility be affected by judicial or legislative dictates, corrections will be promulgated.
These interpretations will be gathered in the form of a Policy & Procedure Manual.

C. Maintenance of Manuals

1.

Every jail staff member will have computer access to this manual. Every staff person is
responsible for review of all information contained therein, not just those areas in
individual spheres of responsibility. When changes are made, jail staff will be notified in
accordance to the Agreement with the Erie County Sheriff and the FOP/OLC. It will be
the responsibility of each staff person to read and understand any policy changes. Any
item(s) in question should be immediately presented to a supervisor or jail administrator
for clarification. An electronic copy of the manual will be available on the “W” Drive. The
Jail Administrator will be responsible for the updating of this manual.



Section 0: Policy Manuals

Subject: Policy Manuals

Minimum Standard: 5120:1-8-18(E)
Revised: 05/1990, 01/2012, 09/2014, 10/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

D. Suggestions

1. Should any corrections officer become aware of documented evidence of a policy or
procedure in use at this facility that is in violation of law or legislation, he/she should bring
it to the immediate attention of the Jail Administrator. Any policy or procedure that appears
to unwieldy violate security, the Agreement between The Erie County Sheriff and The
FOP/OLC, or in any way is a hindrance to the performance of assigned duties should be
immediately brought to the attention of the Jail Administrator for clarification and possible
alteration.



Section 1: Reception and Release
Subject: Legally Committed

Minimum Standard: 5120:1-8-01(A)(1)
Revised: 05/90, 01/12, 09/2014, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing all inmates are legally committed to the Erie County Jail.

PROCEDURE

A. Prior to acceptance into the Erie County Jail, the Corrections Officer will verify that
commitments to the jail shall be accompanied by legal documents authorizing the detention
with exception of warrant less arrest done in accordance with Rules of Criminal Procedure,
Rule 4.

1. Such documents may include warrants, signed by the arresting officer or issued by the
courts, bond forfeiture papers, court orders or mittimuses, transfer papers or hold orders
from the appropriate government agencies.



Section 1: Reception and Release

Subject: Identification of Officer

Minimum Standard: 5120:1-8-01(A)(2)

Revised: 05/90, 01/12, 09/2014, 09/2015, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures, and produce documentation that
evidences compliance showing all arresting, transporting, or committing officers are identified by name
and department.

PROCEDURE

A. Prior to acceptation into the Erie County Jail, the Corrections Officer may require all arresting,
transporting, or committing officers produce a badge and appropriate credentials (preferably
photo I.D.) that verifies his or her authority to make the commitment to the jail. Any other such
identification as the admitting corrections officer deems necessary to establish positive
identification, may be required.

1. If the arresting, transporting, or committing officer cannot or will not produce proper
identification, or if the identification does not confirm the officer’s identity, the shift supervisor
my refuse to accept custody of the prisoner.

2. If custody is refused due to the inability of a transporting or committing officer to properly
identify himself/herself, or for any other reason, the jail shift supervisor, will complete an
Incarceration Denial Form (incorporated into this policy as Attachment A) detailing the reason
for the denial of the acceptance of custody of the arrestee.
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Mo amrestae without medical clearance from a physician and/or the Erie County Jail
medical staff will be accepted for custedial admission into the Erie County Jail who is
unconscious; has evidence of serious physical iliness or injury raquiring immediale
medical attention; appears to be an alcohol andior drug overdose risk; has suicidal
thoughts, a suicidal plan, or exhibits signs of any other serious mental health issug
requiring immediate intervention; has injuries requiring immediate medical attention due
to the use of a taser, pepper spray, andfor ather less lethal use of force during arrest;
has apparent foreign object(s) secreted intemally that cannot be readily removed by the
arrestee and as observad during a body scan; andfor for any other legitimate reason as
determined by the jail medical staff and/or the Erie County Jail supervisor.

Arrestee name

Agencyiagency representative requesfing jail admission:

Date and time of denial:

Reason(s) for denial

Jail supervisor signature:

www.eriecounty.oh. gov/sheriff




Section 1: Reception and Release

Subject: Booking and Identification Record
Minimum Standard: 5120:1-8-01(A)(3)
Revised: 05/90, 01/12, 09/2014, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance that a booking and identification record shall be made of every commitment
that includes:

Time and Date of Commitment

Name and Alias

Official Charges

Authority of Commitment

Date of Birth of Inmate

Sex and Race of Inmate

Height and Weight of Inmate

Marital Status of Inmate

Home Address and Telephone Number of Inmate
Spouse, Next of Kin, or Person to Notify in Case of an Emergency
Social Security Number

Identifying Characteristics (scars or marks)

FrRC-"IEMMUO®>»

This information shall be collected on each inmate during the booking process to assist in the
identification, classification, and service required by the inmate during confinement in the Erie County
Jail. All information will be recorded either on the Erie County Sheriff's Office Information for
Incarceration Form (See Forms: A: Incarceration Form) or entered into the Jail Management System
(IMS).

PROCEDURE

1. The arresting, transporting, or committing officer will complete the Incarceration Form prior to
arrival at the Erie County Jail. The Incarceration Form will include:

Inmate’s Name

Date of Birth

Social Security Number

Residence with City and State

Date, Time and Location of Arrest

Arresting Officer and Agency

Court Date and Time

Charge Code, Offense, and Level

Bond Amount and Type

Court and Agency

k. The Medical Pre-Screen (To be Completed by Health Trained Corrections Officer)
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Section 1: Reception and Release

Subject: Booking and Identification Record (Continued)
Minimum Standard: 5120:1-8-01(A)(3)

Revised: 05/90, 01/12, 09/2014, 09/2015

2. The booking officer will enter the information from the Incarceration Form into the JMS.

3. The booking officer will enter the following information in the JMS during the booking process:
Time and Date of Commitment

Alias (if any)

Sex and Race of Inmate

Height and Weight

Marital Status

Telephone Number

Spouse, Next of Kin, or Person to Notify in Case of an Emergency

Identifying Characteristics (scars or marks)
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4. The booking officer should make certain all information on the incarceration form is complete
and accurate.
a. In the event the form is not completed, the booking officer shall have the arresting,
transporting, or committing officer complete the form
b. The booking officer shall contact the arresting, transporting, or committing agency in the
event information provided is in question.

5. The booking officer will restrict questions to information necessary to complete the booking
and identification Record.
a. Under no circumstance will the officer question the inmate about the offense for which
the inmate is being incarcerated.

6. At no point during the booking and identification process will the inmate be permitted to have
the incarceration form in his/her possession.

7. If the booking officer suspects the information given by the inmate is inaccurate, the
corrections officer will notify the shift supervisor and attempt to verify the information by:
a. Checking LEADS
b. Calling other Law Enforcement Agencies
c. Calling Probation or Parole Agencies
d. Calling family members named by the inmate
e. Using on-line resources

8. At the completion of the booking and identification process, the records listed above will be
placed into a folder labeled with the inmate’s name in the designated file cabinet in the Jail
Sergeant’s Office.

9. The booking officer will make certain that no retainers, holders, or warrants are pending by
Checking through LEADS and Warrant Information at the Erie County Sheriff’'s Office



Section 1: Reception and Release

Subject: Booking and Identification Record (Continued)
Minimum Standard: 5120:1-8-01(A)(3)

Revised: 05/90, 01/12, 09/2014, 09/2015

10.All steps completed during the booking and identification process shall be documented by
initialing the Booking and Release Checklist on the back of the incarceration form.

11.The Shift Supervisor shall sign at the bottom of the checklist as verification that all required
steps in the booking and identification process have been properly completed.



Section 1: Reception and Release

Subject: Inmates ldentified by Photograph

Minimum Standard:’5120:1-8-0/1(A)(4)

Revised: 05/90, 01!1%9:’201 , 09/2015, 07/2017, 04/2022

Authorized: | / ZQ ﬁ{ Effective date: ‘4”/ 27/ EO R,
Sheriff Paul A’ Slgj,worth

POLICY

The Erie County Jail shall implement policies and procedures, and produce appropriate
documentation, that evidences compliance with the requirement that all inmates shall be identified by
photograph. Minimally, inmates being detained in excess of twelve hours and/or being placed into
general population shall be photographed for identification.

PROCEDURE

The booking officer is responsible for obtaining a photograph that meets the criteria of evidence
submission. Keeping in mind that any booking records may be used in a court of law and may be
used for future identification purposes, the booking officer will take care to obtain a clear and
appropriate photograph of the inmate. As these records may also be used for future criminal
investigations, these photographs will be consistent in nature.

1. The Booking Officer will:

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

b. Have the inmate remove any hats, caps, and/or sunglasses.

c. Take full-face photograph of the inmate. For consistency purposes, the prisoner will be
instructed not to smile or laugh in the photograph, and the booking officer will not take
the photograph until the inmate maintains a proper facial expression.

d. Two copies of the photograph will be printed.

i. One copy shall be attached to the preliminary health evaluation form and
forwarded to Medical Staff.

i. The second copy will be placed in the corresponding Inmate Identification Photo
Array. ldentification cards will be filed according to Jail Housing Location. There
will be a binder or ID card holder in the Sergeant’'s Office, Female Control and E
Control. Upon release, the Identification card is to be verified against the Inmate
being released and disposed of.

e. Photographs must be clear and show the inmate’s facial attributes with detail.
Photographs must be consistent with established criteria (lighting, background, contrast,
color).

g. In the event the inmate is unable to have his/her photograph taken, the booking officer
should enter an uncompleted appointment named PHOT (for Photograph) under the
inmate’s current record in the Jail Management System. The hold box should be check
on the book screen and in the hold details box, the reason for that hold (photograph
needed) will be stated. The corrections officer that takes the photograph at a later date
will uncheck the hold box in that record, and will note that the photograph was taken in
the hold details box.

-



Section 1: Reception and Release
Subject: Pepper Mace Contamination
Minimum Standard:

Revised: 7/2009, 12/2011, 09/2015

Authorized:
Sheriff Paul A. Sigsworth

POLICY

Effective date:

At times arresting officers find it necessary to deploy a pepper mace product in order to subdue a
subject prior to incarceration. It is the policy of the Erie County Jail to immediately treat all inmates
who have been contaminated with pepper mace in the proper way so that decontamination will
occur as soon as possible.

PROCEDURE

Oleoresin Capsicum (Pepper Mace or OC) is derived from a naturally occurring plant, cayenne
pepper, which is used in foodstuffs and pharmaceutical products. Its usage falls outside many
governmental regulatory guidelines that are applicable to synthetic man-made chemical agents,
such as CN and CS (tear gasses). There are no long-term health risks related to using OC as a
chemical agent.

A. The physical effects of OC use range from:

1.
2.

3.

4.

Severe twitching or spasmodic contraction of the eyes to involuntary closing of the eyes
Respiratory inflammation ranges from coughing and shortness of breath to gasping
for breath with a gagging sensation in the lungs, nose and throat.

Exposed skin inflammation, from a burning sensation to an acute burning sensation and
redness of the skin.

Some individuals experience a period of nausea and loss of upper body motor skills.

B. To decontaminate the individual, the following steps should be followed:

1.

Have the inmate bend over, standing. Cold-water should be run over the back of
prisoner's head. If long hair is involved, the prisoner should allow his/her hair hang in
front of them. Caution should be taken that contaminated water does not run down the
prisoner’s torso.

The prisoner should be discouraged from rubbing skin or eyes. This only aggravates the
effects of the spray. Washcloths, paper towels, etc. should not be used.

The inmate should not shower or use soaps. Warm or hot water will increase the
burning sensation. The film left on the skin by soap will tend to “Lock” the oleoresin
capsicum on to the surface of the skin. Plain cold water should be used for
decontamination.

Any clothes which have been contaminated should be properly recorded and sent
directly to the laundry to be washed prior to placing them in the property room.

The shift supervisor will see that a jail incident report is submitted to proper document
the decontamination in writing.

C. If severe symptoms continue without relief for more than 15 minutes the inmate should be
treated by medical personnel.

D. After decontamination, the inmate may be placed in a holding cell for further observation.



Section 1: Reception and Release

Subject: Telephone Calls at Booking
Minimum Standard: 5120:1-8-01(A)(5)
Revised: 06/1996, 07/2009, 12/2011, 09/2015

Authorized: Effective date:

Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing all arrested persons shall be provided access to telephones after the
reception process to retain an attorney, secure bond, or contact a person of their choice.

PROCEDURE

Following the initial pat down, the inmate will be allowed access to the inmate telephone located
outside the processing room. The inmate must be secured to the cuff bar while using the telephone.
The booking officer may assist the inmate in obtaining phone numbers of those person the inmate
wishes to call.

1.

During the booking process, all persons to be confined are permitted telephone calls to retain
an attorney, secure bond, or contact a person of their choice. Phone calls are not considered
completed until the party being contacted is actually reached.
If after several attempts the inmate fails to reach their party, the inmate will be permitted to use
the phone after the booking process and may have access to the phone in general population.
All inmate housing areas have a telephone accessible to inmates

a. Inmates are allowed to use the phone in their housing areas between the hours of 0700

— 1900 hours.

All phone calls made from inmate housing areas are outgoing collect calls only.

a. Inmates my purchase phone time from the jail commissary system.

b. Incoming phone calls cannot be received.
In the event a citizen advises the jail staff that they do not want to receive any calls from the
inmates housed in the Erie County Jail, the citizen should be directed to contact the billing
service used by the Erie County Jail. The owner of the phone can request the billing service to
block phone calls originating from the Erie County Jail. Citizens who have questions about the
phone system used by inmates at our facility will be directed to call the inmate phone billing
service.
Generally, messages for inmates to call a certain phone number are not accepted. Messages
for inmates to call their legal counsel may be delivered with the approval of a shift supervisor.



Section 1: Reception and Release

Subject: Inmate Property Release While in Custody
Minimum Standard:

Revised: 12/2008, 07/2009, 12/2011, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

Often an inmate, his/her family, or friends request to receive property that was collected when the
inmate was processed in the Erie County Jail. It shall be the policy of the Erie County Jail to release
a prisoner’s personal property only if certain criterion is met. Under extenuating circumstances the
shift supervisor or jail administrator may approve the release of a prisoner’s property not met by
these criteria.

PROCEDURE

For authorized items to be released from a prisoner’s personal property, the inmate must agree to
release the items. If the inmate agrees to release the property the officer conducting the transaction
must indicate so on the Property Screen in the Jail Management System by creating a Partial
Release Property Form. It will indicate what was released, who received the property, and on what
date it was released. Inmate, person receiving the property, and the officer releasing the property
should sign the form. Officers should verify the identity of the person receiving the property prior to
receiving it. The printed copy of this form should be placed in the inmate’s jail file in the Sgt’s Office.

A. Only the following items are authorized for released from a prisoner’s personal property
1. Keys
2. Identifiable credit cards
3. Government issued assistance cards
4. Legal documents

B. Items NOT to be released include but are not limited to
1. Cash
2. Cell Phones, computers or electronic devices
3. Clothing items
4. Jewelry

C. If the prisoner is booked in with items such as identification cards, credit cards or any other
instrument bearing the name of another person and such items have been verified as not stolen;
the items may be released to the person whose name is on the document. The person claiming
the document must provide proper identification prior to receiving the items.



Section 1: Reception and Release

Subject: Recording Inmate Property

Minimum Standard:

Revised: 07/2001, 07/2004, 12/2008, 07/2009, 12/2011, 10/2014, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

All inmate property accepted into the Erie County Jail will be treated with respect and handled with
care to prevent loss or damage by all agency employees. No inmate shall possess any personal
property while incarcerated, except as otherwise authorized by this policy. The jail shift supervisor
or Jail Administrator must grant prior written approval for the possession of personal items by an
inmate.

PROCEDURE

If it is apparent that an inmate is not going to be released from custody immediately upon being
admitted to the jail, and the prisoner will then necessarily be integrated into general population, all of
the prisoner’s personal property shall be collected, inventoried, and stored in accordance with this

policy.

A. The admitting corrections officer will, during the admissions process, collect, inventory and
secure all personal property of the newly admitted inmate, including, but not limited to:

Money in any form; and

Belts, ties, hats, jackets, coats, and any other clothing article(s); and

All contents of an inmate’s pockets; and

Contents of purses, wallets, checkbooks; and

Contents of backpacks, suitcases, and any other container or luggage; and
Jewelry and/or watches; and

Keys and key chains; and

Any other personal property not covered by the above.

N>R~ WNE

B. In the event the inmate is too intoxicated or impaired to the point that he/she poses a danger to
self or others, an inventory of the prisoner’s property will be conducted at the time of booking.
This inventory will be done in the presence of two witnessing Corrections Officers. Both
witnessing Corrections Officers will legibly sign the property inventory sheet.

1. A notation shall be made on the property sheet that the inmate was not present during the
inventory, or was intoxicated to the point of impairment.

2. The impaired inmate’s property will be stored in the property room. Any property that cannot
be removed from the inmate’s possession at the time of booking due to the inmate’s condition
(i.e.: highly intoxicated) will be removed from the prisoner and properly inventoried and stored
at a later time when the inmate can be safely and properly processed.



Section 2: Reception and Release

Subject: Recording Inmate Property (Continued)

Minimum Standard:

Revised: 07/2001, 07/2004, 12/2008, 07/2009, 12/2011, 10/2014, 09/2015

C. All confiscated property [except American currency or any item that could be potentially used as a
weapon, such as pocket knives, tools, etc.] will be secured in a hanging locker bag located in the
Inmate Property Room. Any item that could be used as a weapon (pocket knives, tools, etc.)
shall be tagged with the inmate’s name and secured in Main Control in the prescribed location.
To determine if an item could be used as a weapon, Corrections Officers shall utilize their
training, experience, and common sense. All property placed in the prescribed location in Main
Control shall be properly documented.

D. In the appropriate records location, the admitting Corrections Officer will list and include an
objective description of each item in detail, being careful not to assess any value to an item(s);
i.e: “one gold tone colored ring with clear stones” rather than a “gold ring with diamonds” since
employees cannot determine the authenticity of purported precious metals or gems.

E. If a prisoner is unable to remove an item from his/her person, i.e. ring, medical tag, etc., the item
will be noted on the property inventory screen along with an indication that it was left on the
prisoner’s person. A narrative shall be submitted explaining the reason why the prisoner was left
wearing the item. All jewelry and small items will be placed in an envelope and sealed. The
envelope will then be placed in the inside upper portion of the storage bag.

F. All newly processed inmates will be assigned a property number. Most property, except
Money should be stored in the hanging garment bag on the corresponding number. This
property number must be included on the property inventory screen.

G. In order to expedite the release of prisoners, property hangars #1 thru #25 shall be used
exclusively
for female prisoners.

H. The inmate will be asked to sign the “Acknowledgement of Inventory Collected” on the
printed copy of the Inmate Property screen. The booking officer shall complete the property
number used and the inventorying officer's name. In the event the inmate is unable or
refuses to sign, the inventory should be witnessed by another officer. Both officers should
sign the sheet to indicate the inventory is accurate.

I. If the inmate is in possession of personal items that will not fit in the hanging garment bag, the
items should be clearly marked with the inmate’s name and placed on a shelf in processing.
This should be noted on the inmate property screen.

J. Bicycles or exceptionally large items will not be accepted for storage at the time of a prisoner
booking and will be left in the possession of the arresting agency. An exception can be made
by the supervisor if it appears the prisoner will be securing his/her release soon after being
processed.

K. Medications in the form of pills or tablets only that are prescribed to a prisoner and that are in
properly labeled and currently dated prescription bottles will be accepted, but will not be handled



Section 2: Reception and Release

Subject: Recording Inmate Property (Continued)

Minimum Standard:

Revised: 07/2001, 07/2004, 12/2008, 07/2009, 12/2011, 10/2014, 09/2015

by Corrections Officers. The transporting officer presenting a prisoner for incarceration will be
directed to place any such medications in the inmate medication deposit box located in the jail
vehicle sallyport prior to the prisoner being admitted into the jail proper. The Corrections Officer,
who is made aware of the presence of that medication, will be responsible for properly recording
the deposit of this medication such that the jail medical staff will be made aware of the existence
of the medication.

In the event that a transporting officer presents a prisoner for incarceration with liquid medication
that is not suitable for deposit in the jail vehicle sallyport medication deposit box, a Corrections
Officer may accept that medication and immediately report its receipt to any on-duty jail medical
staff employee. If no such employee is working, the Corrections Officer is authorized to accept
such medication, to properly document its receipt, and to properly store that medication in the
refrigerator provided until the medication can be retrieved by a member of the jail medical staff.

The keys for the medication deposit box will be placed on the jail nurse’s key chain with an extra
set of keys—to be used only in properly documented emergency situations by a Corrections
Officer—in the key locker in Main Control. A third set of keys will be placed in the key cabinet in
the Dispatch Center, again to be utilized only during a properly documented emergency
situation.

At no time will any medications be stored with an inmate’s personal property.

L. Any member of the public wishing to drop off medication for an inmate will be instructed to place
the medication in the inmate medication deposit box located in the Sheriff’'s Office lobby near the
jail access door. The deposit of that medication will be properly documented by the Corrections
Officer receiving such information so that the jail medical staff will be made aware of the
medication’s deposit. Keys for this deposit box are identical to the box in the jail sallyport and
will be handled in a like fashion.

M. The following medications discovered in the possession of an inmate upon booking or
processing will be considered evidence of a criminal offense:

1. Prescribed to another person; or

2. Unidentifiable or suspicious in nature; or

3. In an unmarked container; or

4. In a container holding various medications; or

5. Any loose medication(s) found in the possession of an inmate.

N. Perishable/Food items. If it is apparent that a prisoner will not be released within 4 hours, any
perishable items will be disposed of. A jail narrative should follow anytime a prisoner’s property
is disposed. This narrative should include a detailed description, amount and disposition of the
item(s).



Section 2: Reception and Release

Subject: Recording Inmate Property (Continued)

Minimum Standard:

Revised: 07/2001, 07/2004, 12/2008, 07/2009, 12/2011, 10/2014, 09/2015

O. Because it is a violation of policy of the Erie County Sheriff's Office to store or possess any
alcoholic beverages in this facility except for evidentiary purposes, alcoholic beverages shall not
be accepted from the transporting officer. In the event the alcoholic beverage discovered in the
possession of an inmate after the transporting officer has left the jail, the beverage and
container will be properly disposed of if the transporting officer or his/her agency representative
advise, after being contacted, that the beverage is not needed for evidentiary purposes.

P. An inmate incarcerated for more than 10 days will not be permitted to store property in an amount
deemed excessive by the Jail Administrator or his/her designee.

1. Any inmate who is deemed to have excessive property will be required to release any
excessive items to a person of his/her choice.

2. If excessive items need to be shipped by mail, parcel post, or by other method, the Jail
Administrator will see that all unnecessary items are shipped at the inmate’s expense. If
the inmate is determined to be indigent, the County will pay for shipping of excess

property.

Q. Officers should be suspect of any personal property item(s) an inmate possess which may be
the fruit(s) of a crime that yet to be discovered or reported. Items such as personal identification
documents, credit cards, smart cards, etc. in the name of another person (other than the inmate
being booked into the custody of the jail) should be confiscated and treated as evidence.

R. Electronic items such as cell phones and pagers may hold valuable information and evidence for
investigators that can be easily erased and/or altered. A prisoner shall not be allowed access to
any such items while in custody unless prior approval has been received from the Jail
Administrator.



Section 1: Reception and Release

Subject: Searches - Initial Frisk Search at Booking
Minimum Standard: 5120:1-8-01(A)(6)

Revised: 07/2009, 12/2011, 06/2015, 09/2015, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing upon admission into the Erie County Jail, the booking officer will
subject all prisoners to an initial physical search (frisk search) of the prisoner's person and all
unauthorized items shall be confiscated. Confiscated items shall be listed in an inventory by objective
description and secured. This search will be conducted before any restraining devices are removed
from the prisoner. This initial but vitally important search is conducted to maintain the safety and
security of any person present in the jail by ensuring that any weapons or other contraband articles
concealed on the prisoner’s person are properly removed from the prisoner’s possession and secured
prior to the prisoner’'s admission into the jail proper as an inmate. Contraband resulting from the
search shall be processed, documented, and secured with the inmate’s personal property or as
evidence.

PROCEDURE

The initial frisk search will be conducted with facility’s security first and foremost in mind, but will also
be conducted maintaining the greatest degree of personal dignity possible for the prisoner. At no time
will a Corrections Officer, or any other agency staff member, make any derogatory remarks or
comments regarding the prisoner’s attire or physical attributes during this process. Unless
documented dire exigent circumstances exist, a Corrections Officer shall not perform an initial frisk
search on a prisoner of the opposite sex.

A. To prevent the risk of injury, the admitting Corrections Officer will:
1. Wear protective gloves (rubber, vinyl, and/or leather) during the initial frisk search; and
2. Prior to commencing the initial frisk search, ask the prisoner being searched if he/she is in
possession of any sharp objects (or any other type of weapon) concealed in their clothing
that could cause injury to the admitting Corrections Officer; and
3. Be cautious of any sharp or pointed objects in the person’s clothing, even if the prisoner
denies possession of same.

B. The admitting Corrections Officer will generally conduct the initial frisk search in the designated

area in the jail sallyport in the following manner:

1. Instruct the prisoner to face the wall with feet apart.

2. Carefully examine the shirt or blouse collar.

3. Run hands down in inmate’s shirt, blouse, and/or coat front carefully, checking and removing
any items from the pockets.

4. Run hands over the prisoner’s back and small of the back to the belt line.

5. Carefully examine and check the prisoner’s waist and belt line, remembering that most
weapons are hidden in an individual’s front waistband area.

6. Run hands over the prisoner’s shoulders and down the outside of the arms to wrist and
carefully examine the shirt or blouse cuffs.

7. Move hands up the inside of the arms to the armpits, then down the prisoner’s sides.
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8. Recheck the waistband by moving fingers around the inside of the waistband. Feel for
any objects, which maybe concealed in or behind the belt. Remove the belt.

9. Move hands over the prisoner’s lower abdomen and crotch carefully to inspect for
contraband that may be hidden or taped to these areas.

10.Instruct the inmate to lift and extend one foot backwards, then remove and inspect each shoe
and sock for concealed articles

11.Place any legally possessed items removed from the prisoner’s person in a plastic property
box.

C. When the initial frisk search is completed, and the prisoner’s behavior will allow, the prisoner
will be subjected to a search by means of the full body scanner as outlined elsewhere in
this policy manual. Prior to the use of the full body scanner, the admitting Corrections
Officer will remove the prisoner’s handcuffs and/or other restraints and will proceed with the
full body scan process and the remainder of the inmate booking process.
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POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing the Erie County Sheriff's Office policy to seize as evidence all
items that are suspected to be illegal in nature that are in the possession of a prisoner being
presented for admission to the Erie County Jail. Any suspected illegal item(s) found in the
possession of a prisoner during the initial frisk search will be deemed as evidence. Suspected
illegal items found at the time of the initial frisk search will remain in the custody of the Erie County
Sheriff's Office, unless the transporting officer for the arresting agency is present at the time of the
discovery of the item(s) and agrees to accept the item(s) into his/her possession as evidence.

PROCEDURE

A. In the event that any suspected illegal item is found in the possession of a prisoner being
presented for admittance to the Erie County Jail, the employee discovering the item will
immediately notify the Jail supervisor and will proceed as follows:

1. The employee will take custody of the evidence. The evidence will remain in
the physical custody of the employee who discovered the item at all times,
except as listed below. The employee will properly package and label the
item(s) using established agency procedures. Evidence suspected of
containing blood or other body fluids will always be packaged in paper or
other material that “breathes” to prevent putrefaction of the biological
substance. Such evidence will not be packaged in plastic or other
impervious material.

2. Once the evidence is properly packaged and labeled, it will be secured in an
appropriate locker or other location pursuant to current agency procedure.
Any questions about the appropriate location to store the evidence should be
directed to the Jail supervisor. If the Jail supervisor is unable to provide an
answer, the question will be directed through the agency’s chain of command.

3. Any evidence seized will be thoroughly described in the appropriate report
format. That report will also include a detailed explanation of the facts that
led to the discovery of the evidence, the exact location of the evidence at the
time that it was discovered, a listing of the employee(s) that discovered the
evidence, and the exact storage location of the evidence.

B. EXCEPTION

1. If the transporting officer representing the agency that arrested the prisoner is still in the Jall
at the time of the discovery of the evidence, the evidence may be released directly to that
officer without



Section 2: Reception and Release

Subject: Searches — Contraband Found During Initial Frisk Search (Continued)
Minimum Standard: 5120:1-8-01(6)

Revised: 07/2009, 12/2011, 06/2015, 09/2015

following the packaging, labeling, or storage requirements listed above. An appropriate report
will still be completed as described above, and that report will include the name of the officer to
whom the evidence was released.

2. If the transporting officer has left the Jail vehicle sally port at the time of the discovery of the
evidence, or if the transporting officer refused to accept possession of the evidence, then
the item(s) will be handled as listed above and will not be released to the transporting
officer.

a. The name of any transporting officer refusing to take possession of evidence will be
appropriately documented.
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POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing money or any form of currency shall be confiscated and counted in
the inmate’s presence and secured. No inmate shall be permitted to possess currency in any form
during confinement in the Erie County Jail. Currency removed from the inmate at booking and any
funds subsequently mailed to the inmate shall be processed and secured in accordance with the
procedure of this policy. All forms of currency shall be counted in the inmate’s presence when
possible. The inmate’s signature shall be affixed to the completed inventory. The inmate will sign to
acknowledge its accuracy. If the signature cannot be obtained, the inventory shall be withessed by
another officer.

DEFINITIONS

Funds: includes United States or foreign currency, checks, money orders, savings bonds,
cashier's checks, debit cards, credit cards or any monetary instrument, with the exception of
debit or credit cards, issued to allow the inmate to access the jail commissary system.

PROCEDURE

A. All funds shall be immediately confiscated from Erie County Jail inmates during the initial
booking process.
1. All confiscated funds will be counted in the presence of the inmate and the amount
will be properly recorded.

B. United States currency will be recorded utilizing the inmate commissary system.
1. All other funds in the inmate’s possession at the time of booking shall be recorded
in the appropriate inmate property field.

C. Procedure for handling United States currency:

1. The officer collecting United States currency from an inmate will feed all paper bills into the
commissary bill collector for proper receipt and accounting. All coins will be counted, their
total amount logged on the inmate’s property sheet, and will be placed in the inmate’s
property bag; and

2. The officer will provide the inmate with one of two copies of a receipt for the total amount of
funds confiscated from the inmate. The second copy of the receipt will be placed in the
inmate’s file; and

3. The inmate commissary provider will collect and reconcile the deposited funds. The total
amount of funds in paper currency in the inmate’s custody will then be available for the
inmate for his/her use through the jail commissary.
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D. Procedure for handling money orders:

1. The employee receiving a money order will ensure that the money order is endorsed by the
payee; and

2. The amount of the money order will then be entered into the in-house commissary system
as a deposit for the inmate to whom the money order was issued; and

3. The endorsed money order, along with a printed receipt, will be placed in an envelope and
will be deposited in the drop safe located in the Inmate Processing Room. The funds from
the money order will then be available for the inmate for his/her use through the jall
commissary system.

E. Procedure for handling foreign currency:

The total amount of foreign currency, if such amount can be determined, will be documented and
all such currency will be placed in the inmate’s property bag. Such funds will not be available
for the inmate for his/her use through the jail commissary.

F. Procedure for handling checks:
Payroll, government issued, or personal checks in the possession of an inmate will not be

deposited into the inmate’s commissary account until the check has been determined to be
legitimate and that sufficient funds are present to cover the amount of the check.
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POLICY

It is the policy of the Erie County Sheriff to conduct reasonable, legally authorized strip searches of
newly received jail inmates to insure the safety and security of both the inmates and Sheriff's Office
employees, to prevent the introduction of contraband into the Erie County Jail, and to discover
contraband that may constitute evidence of criminal activity. It is also the policy of the Erie County
Sheriff to conduct legally authorized body cavity searches as necessary. Strip and/or body cavity
searches will be conducted under the authority outlined in Ohio Revised Code Section 2933.32 and
Standards for Jails in Ohio, using the procedures outlined in this policy and approved by the Erie County
Prosecutor.

REFERENCES

Ohio Revised Code Section 2933.32

Standards for Jails in Ohio

Florence v. Board of Chosen Freeholders; 132 S. Ct. 1510; decided April 2, 2012
Williams v. City of Cleveland; 771 F. 3d 945; 6! Circuit; decided November 10, 2014

PROCEDURE

A. Body Cavity Search - An inspection of the anal or vaginal cavity of a person that is conducted
visually, manually, by means of any instrument, apparatus or object, or in any other manner after
the person has been accepted for incarceration in and has been admitted as a prisoner to the
Erie County Jail.

B. Strip Search - An inspection of the genitalia, buttocks, breasts, or undergarments of a person
that is preceded by the removal or re-arrangement of some or all of the person’s clothing that
directly covers the person'’s genitalia, buttocks, breasts or undergarments and that is conducted
visually, manually, by means of any instrument, apparatus or object, or in any other manner after
the person has been accepted for incarceration in and has been admitted as an inmate to the
Erie County Jail.

C. Employee - includes any member of the Erie County Sheriff's Office assigned to perform inmate
intake duties in the Erie County Jail.

D. Contraband - includes narcotics, drug instruments, weapons, cellular telephones, tobacco
products and any other object that is prohibited by law or policy from being possessed by an
inmate in the Erie County Jail.



Section 1: Reception and Release

Subject: Strip and Body Cavity Searches (Continued)
Minimum Standard: 5120-1-08-01(A)(7)

Revised: 07/2009, 12/2011, 09/2015, 05/2019

A. All Erie County Jail inmates who have been afforded a reasonable opportunity to secure
release on bail or recognizance, who have failed to secure such release, and who will be
integrated into the general prisoner population of the jail and who are changing into the
required jail inmate uniform will be subject to strip search. [Ohio Revised Code Section
2933.32(A)(2); Florence v. Board of Chosen Freeholders, 132 S. Ct. 1510].

B. Only employees of the same sex as the inmate being searched will be in the presence of an
inmate being strip searched and will conduct such a search, unless an emergency situation
arises during the conduct of said search requiring immediate assistance from other employees
regardless of their sex (i.e.. medical emergency involving the inmate, inmate becomes
combative, etc.)

C. All strip searches will be conducted in the inmate processing room, immediately adjacent to
the shower stall. Inmates will be strip searched out of sight of any other inmate. (Williams v.
City of Cleveland, 771 F. 3d 945).

D. Strip searches will be conducted as follows:

1. The inmate will be advised to remove all of his/her clothing. The clothing will be placed on
the floor and the inmate will be advised to step away from the clothing for a sufficient
distance such that the inmate cannot reach the clothing during the conduct of the strip
search to access any hidden contraband.

2. Once the inmate has removed all of his/her clothing—and if the head hair is of sufficient
length—the inmate will be instructed to bend his/her head down and run his/her hands
vigorously through the scalp to dislodge or expose any contraband that may be present in
the hair.

3. The inmate will then be instructed to open his/her mouth wide and to stick out and lift up
his/her tongue. A visual examination will be made of the open mouth and under the tongue
to ensure that no contraband is secreted in the mouth.

4. The inmate will then be instructed to face the employee, and show his/her palms to the
employee conducting the search while extending the arms above the head to ensure that
no contraband was “palmed” during the scalp or oral examinations and that no contraband
is concealed under the armpits or inside the arms.

5. If physiologically appropriate, female inmates will be advised to lift their breasts and the
underside of the breasts will be visually examined for any contraband that may be taped
thereto or otherwise concealed between the breasts and the body.

6. Male inmates will be instructed to lift their genitalia and a visual examination will be made
to ensure that no contraband is taped or otherwise affixed to the genitalia.

7. If a female inmate is observed to have a tampon inserted vaginally, the inmate will be
instructed to remove the tampon. Once the tampon is removed, it will be visually inspected
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by the employee conducting the search to ensure that no contraband is attached thereto.
The inmate will then be advised to properly wrap and place the tampon in a suitable refuse
receptacle.

8. Once the inspection of the front of the body is completed, the inmate will be instructed to
turn around and face away from the employee conducting the search. The inmate will then
be instructed to bend over, grasp the buttocks with the hands, and pull the buttocks apart.
A visual inspection will be made to ensure that no contraband is concealed between the

buttocks.

9. While the inmate is bent over, he/she will be instructed to cough three times and an
observation of the inmate’s rectum will occur in an attempt to observe any contraband that
may be concealed therein.

10.The inmate will then be instructed to stand back up and will be instructed to show the
employee the individual soles of the feet to expose any contraband that may be taped or
otherwise hidden there.

11.The inmate will then be instructed to again show the employee conducting the search the
palms of the hand. If no contraband is observed, the strip search process is completed.

12. If an inmate is found to be in possession of any contraband during the strip search process,
the employee will utilize his/her judgment and training to determine how the contraband
should be initially handled. In most cases, it would be appropriate to have the inmate drop
the item on the floor and to continue the strip search process. Weapons must be
immediately secured prior to the strip search process continuing.

13.In the event that contraband is observed protruding from a body cavity during the strip
search process, the inmate will be instructed to remove the contraband, once removed
from the body cavity, the contraband will be handled by the employee as listed above.
Under no circumstances will an employee remove any contraband from the body cavity of
an inmate unless the situation poses a life-threatening risk to the inmate or an employee.
If the inmate refuses to remove the contraband from a body cavity, the inmate will be
immediately restrained as necessary and the shift supervisor and nurse and/or jail
physician will be contacted and a body cavity search will then be conducted.

BODY CAVITY SEARCHES

Unless there is a legitimate medical reason or medical emergency justifying a warrantless search, a
body cavity search shall be conducted only after a search warrant is issued that authorizes the search.
In any case, a body cavity search shall be conducted under sanitary conditions and only by a physician,
or a registered or licensed practical nurse, who is registered or licensed to practice in this state. [Ohio
Revised Code Section 2933.32(B)(4)].
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The procedure for conducting a body cavity search will be prescribed by the medical professional
conducting that search.

DELOUSING

All inmates, after being strip searched, will be immediately instructed to shower in the facility located in
the processing area. All such inmates will be required to be deloused by being issued individual
amounts of a liquid delousing product to be used for self-application (Florence v. Board of Chosen
Freeholders, 132 S. Ct. 1510).

_— i\27'_‘?24

Date

Reviewed and approved:

Gerpfard Gross
Chief, Civil Division
Erie County Prosecutor’'s Office
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POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing that after all inmates are afforded a reasonable opportunity to secure
release on bail or recognizance, they shall be integrated with the general population and shall receive
a shower and clean clothing. Inmates with soiled and/or infested clothing shall also receive a shower
and clean clothing. Inmates shall not be confined in the holding area for more than twelve hours
except when security, health, and/or mental health concerns are being addressed. Newly admitted
inmates should be kept separate from the general population during the booking process. Placement
into general population shall be a priority expect when immediate security, health, and/or mental
health concerns are being addressed in the holding area.

PROCEDURE

All inmates who are integrate with the general population and/or whose clothing is soiled or infested
shall be provided de-lousing shampoo, soap, and will be required to shower. The inmate will be
issued clean uniform clothing, towel, and bedding.

1. The inmate should be allowed to shower and exchange clothing in the processing room.
2. Inmates shall be observed by an officer of the same sex while changing into clothing that is
required to be worn by inmates of the Erie County Jail.
a. During this observation the booking officer will make note (either on Jail Incident Report
and/or the Preliminary Health Evaluation Form) of any abnormalities or unusual findings
(i.e. bruises, skin rashes, lesions, trauma markings) and forward such documentation to
shift supervisor.
3. The booking officer will instruct the inmate as to what personal items are permitted within the
jail. Those items inmates are allowed to keep include;
a. Eye Glasses
b. Dentures
c. Prosthesis
i. Any prosthesis must be removed and examined by the booking corrections
officer. Should the prosthesis have any type of attachment that could be used as
a weapon the shift supervisor will be notified prior to the prisoner being integrated
into general population.
All clothing items and personal property will be inventoried and secured in a hanging locker.
Inmates who are not changed into jail issued clothing shall be kept separate from those who
have been dressed in jail issued clothing.
6. The Shift Supervisor may elect to have the inmate’s personal clothing laundered (prior to being
stored) if it is soiled or infested condition presents and unsanitary condition.

oA



Section 1: Reception and Release

Subject: Integrated with General Population
Minimum Standard: 5120:1-8-01(8)(9)
Revised: 06/2000, 07/2009, 12/2011, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing that after all inmates are afforded a reasonable opportunity to secure
release on bail or recognizance, they shall be integrated with the general population and shall receive
a shower and clean clothing. Inmates with soiled and/or infested clothing shall also receive a shower
and clean clothing. Inmates shall not be confined in the holding area for more than twelve hours
except when security, health, and/or mental health concerns are being addressed. Newly admitted
inmates should be kept separate from the general population during the booking process. Placement
into general population shall be a priority expect when immediate security, health, and/or mental
health concerns are being addressed in the holding area.

PROCEDURE

All inmates who are integrate with the general population and/or whose clothing is soiled or infested
shall be provided de-lousing shampoo, soap, and will be required to shower. The inmate will be
issued clean uniform clothing, towel, and bedding.

1. The inmate should be allowed to shower and exchange clothing in the processing room.
2. Inmates shall be observed by an officer of the same sex while changing into clothing that is
required to be worn by inmates of the Erie County Jail.
a. During this observation the booking officer will make note (either on Jail Incident Report
and/or the Preliminary Health Evaluation Form) of any abnormalities or unusual findings
(i.e. bruises, skin rashes, lesions, trauma markings) and forward such documentation to
shift supervisor.
3. The booking officer will instruct the inmate as to what personal items are permitted within the
jail. Those items inmates are allowed to keep include;
a. Eye Glasses
b. Dentures
c. Prosthesis
i. Any prosthesis must be removed and examined by the booking corrections
officer. Should the prosthesis have any type of attachment that could be used as
a weapon the shift supervisor will be notified prior to the prisoner being integrated
into general population.
All clothing items and personal property will be inventoried and secured in a hanging locker.
Inmates who are not changed into jail issued clothing shall be kept separate from those who
have been dressed in jail issued clothing.
6. The Shift Supervisor may elect to have the inmate’s personal clothing laundered (prior to being
stored) if it is soiled or infested condition presents and unsanitary condition.
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POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidence compliance showing the jail shall develop, implement, maintain, and update as necessary a
set of generally applicable inmate rules. The rules shall be accessible to all inmates and shall provide
information regarding confinement including:

Sleep Hours

Meal Times

Work Assignment
Telephone Access
Visitation Times
Correspondence
Medical Care

Laundry Service
Recreation

10 Programs

11.Rules of Conduct

12. Disciplinary Procedures
13. Grievance Procedures

©oONOOhWN =

Every reasonable effort shall be made to translate the rules if the inmate has a literacy or language
problem. The jail shall maintain signed acknowledgement from each inmate acknowledging that the
rules were received by and/or explained to them.

PROCEDURE

The booking officer will;

1. Inform the inmate that the jails rules and regulations are provided to them in electronic format
through the kiosks located in the housing areas throughout the jail. The rules and regulations that
are viewed through the kiosk are attached to this policy for reference as Attachment A.

2. Obtain the signature of the inmate on the property form verifying that they know where
to find the jail policies and that they understand them.

3. Ensure that the inmate can read and understand the rules and regulations.

a. If the booking officer determines the inmate is unable to read the rules and regulations,
the officer should verbally review the rules and regulations with the inmate and it
should be noted in a jail narrative.

b. Ifitis determined that the inmate does not speak or understand English, every reasonable
effort shall be made to provide either a translator or a translated version of the rules and
regulations. On-line translation web sites are available.



ERIE COUNTY JAIL
RULES AND REGULATIONS

You are currently remanded to the custody of the Sheriff of Erie County, Ohio, and
have been incarcerated in the Erie County Jail, 2800 Columbus Avenue, Sandusky,
Ohio 44870. You are being held in custody pursuant to an order of a court, and you
will be released pursuant to the posting of sufficient court approved bond or as
otherwise authorized by that court.

These rules and regulations are furnished to you so that you may be aware of the
behavior that is expected of you as a county jail prisoner, as well as to make you
aware of certain services and privileges that you may be entitled to receive. The rules
and regulations contained herein are necessary to provide for the safe and sanitary
operation of the jail and have been approved by the Erie County Common Pleas Court.

The jail is operated pursuant to these rules and regulations, any applicable provisions
of the United States Constitution, any applicable provisions of the Ohio Revised Ccede,
and the Minimum Standards for Jails in Ohio as determined by the Ohio Department of
Rehabilitation and Correction.

ESCAPE

Do not attempt to escape from the jail. We will seek the maximum criminal penaity
possible for any prisoner who is convicted of attempting to escape from the jail, or for
any person who is convicted of assisting you in an escape attempt.

CRIMINAL ACTS

Do not commit any crimes while you are incarcerated. Along with jail discipline for
rules violations as listed below, you are subject to prosecution for any criminal acts that
you may commit while you are a prisoner.

JAIL RULES; DENIAL OF PRIVILEGES FOR VIOLATIONS.

To maintain the sanitation, safety, and security of the jail, and to protect individual
prisoners from abuse by other prisoners, you will be expected to follow the rules and
regulations listed. If you do not follow these rules and regulations, or commit
violations as outlined below, you will be subject to the listed discipline.

Minor rule violations include, but are not limited to: loud profanity; derogatory
remarks or gestures to any officer, visitor, or other prisoner; verbal harassment
directed toward any officer, visitor, or other prisoner; failure to perform routine
duties expected of a prisoner, to include routine attention to personal hygiene
needs and routine cleaning of a housing area or individual jail cell; failure to wear
proper uniform at all times. Those who are determined to have committed minor
jail rule violations will be subject to denial of privileges (including commissary,



visitation, television, telephone, recreation, and library) and placement in isolation
for up to forty-eight (48) hours.

Major rule violations include, but are not limited to: repeated minor rule violations;
disobedience of, or lying to, an officer; minor vandalism to jail property; abusing
commissary, visitation, telephone, and/or recreation privileges; disruption of any
jail program; attempting to control the behavior of any other prisoner through
coercion or threat of force; attempting to and/or assigning work to other prisoners;
placing foreign material into any plumbing facilities; failure to properly ingest any
prescribed medication upon distribution; placing any type of graffiti on any surface
in the jail, by any means; possession of any item not specifically authorized by

these rules or by a jail officer (contraband); abuse or misuse of food service, to
include hoarding of food or commissary items and/or creating a health hazard due
to failure to properly dispose of food items; creation of a health hazard by failing to
maintain sanitation; communicating with or attempting to communicate with, by
any means, any other person through your cell window. Those who are
determined to have committed major jail rule violations will be subject to denial of
privileges (including commissary, visitation, television, telephone, recreation, and
library) and placement in isolation for up to one hundred-twenty (120) hours.

Serious rule violations include, but are not limited to: repeated major violations;
assaulting another prisoner and/or a jail officer; escape, attempting to escape, or
aiding in any fashion another prisoner in an escape or escape attempt; possession
of alcoholic beverages (commercially manufactured or self-made within the jail), or
possession of any substance with intent to manufacture an alcoholic beverage; any
type of theft; serious vandalism to jail property; interference in any fashion with any
jail security device or procedure; arson; possession of any type of weapon or any
instrument that has been modified to be used as a weapon; possession of any
chemical substance used, or with intent to be used, as a weapon; rioting, or inciting
to riot; altering in any fashion or misusing in any way any jail property; violating any
rules relating to work release, community service, or furlough; and tampering with
and/or removing jail issued identification bracelet. Those who are determined to
have committed serious jail rule violations will be subject to denial of privileges
(including commissary, visitation, television, telephone, recreation, and library) and
placement in isolation for up to two hundred-forty (240)
hours.

Those prisoners who are facing the denial of privileges and/or placement in isolation
for major or serious rule(s) violation(s) will be advised of the specific rule(s) violation(s)
alleged to have been committed, the maximum penalty possible, and his/her right to an
impartial hearing. If, during the hearing, the prisoner admits to the rule(s) violation(s),
then the hearing officer—generally the Sheriff or Jail Administrator—will impose
appropriate discipline. If the prisoner denies the commission of the rule(s) violation(s),
or questions the fairness of the alleged rule(s) violation(s), the Sheriff or Jail
Administrator will conduct a fair and impartial hearing and will make a final



determination, at the conclusion of that hearing, regarding any disciplinary action to be
taken against the prisoner.

Qualified prisoner rights, which may be suspended if the rules violation poses a
serious threat to jail security or when jail property is seriously abused and/or damaged
include: at least one requested visit per week; two (2) hours of requested recreation
per week; access to uniforms and bedding; and unlimited access to toilet, sink, or
shower facilities. The suspension of any of these qualified rights will be reviewed
weekly to determine if any of the suspended rights should be returned.

Fundamental prisoner rights, which cannot be suspended regardless of the nature of
the rules violation, include: visits from or phone calls to attorneys or clergy; provision of
adequate food, light, ventilation, temperature control, and medical care.

Corporal punishment in any form is unlawful and is strictly prohibited.
BOOKING PROCEDURE

Certain procedures will be/were followed in conjunction with your admission
(“booking”) into the jail. These procedures include the following:

You will be/were thoroughly searched to ensure that you are not in possession of any
weapons or contraband that could endanger your safety or the safety of officers or
other inmates. You will or did have your photograph and/or fingerprints taken. All of
your personal property will be/was surrendered, inventoried, and securely stored until
your release. Any money in your possession will be/was credited to your jail
commissary account and will be returned to you--less any funds deducted for
purchases from the jail commissary, for the posting of a bond or fine, or for medical
expenses—upon your release from the jail in the form of a debit card or check. You
will be issued a receipt for all property taken from you.

You will be required to wear an identification bracelet containing your personal
information and photograph at all times while you are incarcerated.

If you are being or were placed in the jail's general prisoner population, you will
be/were required to be strip-searched in the presence of an officer or officers of the
same sex. You will also be/were required to shower and to be deloused using a
shampoo-like delousing cream. You will be/were issued jail clothing. You will not
wear any of your own personal clothing in the jail.

You will be/were given a reasonable opportunity to contact persons to secure your
release, seek legal counsel and notify family and/or friends of your incarceration.

To the extent practicable, you will be/were assigned a cell according to your custody
classification.



UNIFORMS, TOWELS, AND BEDDING.

Issued jail uniforms will be worn properly and in their entirety at all times, except while
using the shower or toilet facilities. Due to security concerns, the wear of any clothing
item that covers any part of the head or face is prohibited.

Uniforms, towels, and bedding are exchanged for clean laundered items twice a week.
Scheduled days and times vary according to housing assignments. Inmates are
allowed to possess only one issue uniform, and only the number of towels and bed
linens issued at one time.

CELLS AND HOUSING AREAS

You will be assigned to a cell, either individually or with another prisoner. Only you or
another prisoner assigned to that cell are authorized to be in that cell at any time. No
other inmate is authorized to be in your cell at any time. You and/or another inmate
assigned to your cell are responsible to keep that cell clean and neat. You will
generally be confined to your cell during sleep hours from 7:00PM to 7:00AM, and your
cell door will be locked during this time period. Cell doors are opened at
approximately 7:00AM and will remain open during the day. All bedding (mattresses
and blankets) will not be removed from your cell. Writing is not permitted on walls or
any other surface. Items are not to be stuck to, taped to, or otherwise placed on cell
walls. You are prohibited from covering your cell window or your cell’s light fixture
with any object, you are also prohibited form placing any object on your cell's window
ledge. You will assist in cleaning their common housing area each morning with
furnished cleaning supplies. Each inmate is responsible for cleaning of their
mattresses with supplied cleaning supplies, this is to be accomplished at a minimum of
once every 30 days. Clothing items are not to be hung on the stairs or railings.

HEADCOUNT

You will report to your cell to be confined therein at approximately 1:45PM daily for
headcount, which is a physical count of all jail inmates required by state standards.
Your cell door will reopen upon completion of headcount. [f you are housed in a
dormitory, you will be required to be on your assigned bunk for all headcounts.
headcounts.

SHOWERS

All prisoners are required to shower daily. Bars of soap are provided to each prisoner
during the booking process. If you are indigent and need more soap, notify an officer
of your request. In general prisoner housing areas, the showers are available at all
times while prisoners are released from their cells. Showering after recreation is
encouraged.



RAZORS

Razors are made available to you every morning. Once you receive a razor, you are
personally responsible for its use and return to the jail staff when requested to return it.

ACCESS TO MEDICAL CARE

You will be seen by the jail nurse within 48 hours of your incarceration in the jail. A
basic physical examination will be conducted at that time. At the time of your initial
appointment with the nurse, be prepared to provide him/her with any and all pertinent
medical information. Regardless of your condition, your basic medical needs will be
met while you are incarcerated. Advise an officer or nurse immediately—any time of
the day or night—if you believe that you are in need of emergency medical treatment.
Report any non-emergency medical complaints to the nursing staff through the use of
an inmate request, which can be completed using the kiosk in your housing area. If
you are taking medication that has been approved for administration to you by the jail
medical staff, a nurse will distribute that medication to you. Medication will be
immediately consumed at the time that it is received. Inmates found “holding” or
“hoarding” medication will be subject to disciplinary action. If you are a sentenced
inmate, nominal co-pays for certain medications distributed by the nurse may apply.
The nursing staff will be able to supply you with co-pay amounts upon request.

MEALS AND COMMISSARY

Meals are served three times per day. Any request for a special diet must be
forwarded to the jail nurse and must be approved by the jail administration based upon
confirmation of the need for the special diet by your physician. Special diets and
serving times may be requested based upon religious beliefs and will be considered for
approval on a case-by-case basis. For sanitary reasons, food served as part of a jail
meal cannot be stored in your cells All food that is part of a jail meal must be
consumed when served or collected with meal trays. A licensed dietitian approves all
menus.

A jail commissary is made available to you to purchase certain food and/or other items
that are not provided to you as a necessity. Commissary orders are placed through
kiosks located in housing areas throughout the jail, and the items ordered will be
received within a few days. Any officer can provide you with computer ordering
instructions for the commissary. Each inmate will be given a unique Inmate Account
and pin number for access to the jail kiosks. You will also be supplied with a unique
pin number for the phone. It is your responsibility to maintain your pin number and not
share it with other inmates. Inmates who use other inmate’s kiosk or phone pin
number shall be disciplined and/or face possible criminal charges. If you are released
from the jail prior to the delivery of your commissary order, that order must be picked



up at the jail within three business days or it will be discarded and/or donated to a
charity. You cannot transfer an unclaimed commissary order to another prisoner.
You cannot hoard commissary items in your cell.

Any funds that were in your possession upon your incarceration in the jail have been
placed for your use in your commissary account. Additional funds may be placed on
your account by friends or family, either by the deposit of cash in the kiosk in the jail
lobby, or by credit card through the commissary website, www.inmatecanteen.com.

PROGRAMS

Various religious, mental health counseling, and substance abuse counseling
programs are offered on a regular basis in the jail. Submit a request through the kiosk
in your housing to attend the program(s) of your choice. Attendance at programs may
be limited due the number of interested inmates in attending that particular program
and/or discipline.

RECREATION

You will be allowed to participate in recreation activities (“rec”). Indoor rec in the jail's
gym is available year-round. Outdoor rec will be scheduled at the discretion of the jail
shift supervisor based primarily upon weather conditions. Gym shorts, t-shirt and
tennis shoes must be worn when participating in rec. Towels, cups, bottles, food and
liquids are not allowed. All inmates will report to, and leave from, rec areas as a
group.

VISITATION

Licensed practicing attorneys may visit with an inmate at any time. Members of the
clergy may visit with an inmate during non-sleep hours. Attorneys and/or members of
the clergy will be required to provide suitable identification prior to a visit being
approved by the on-duty jail staff.

Other professional visits will be approved on a case-by-case basis by the Jail
Administrator and/or the jail shift supervisor.

All other inmate visits will be conducted through the kiosks accessible to you in the
dayrooms. Your visitors, after being approved for visitation, may visit with you either
through the kiosks located in the Sheriff's Office lobby, at no cost, or from any remote
location through a suitably equipped electronic device for a minimal fee. Persons
under the age of 18 are not authorized to visit, or be present with any adult visiting you,
from the kiosks in the Sheriff's Office lobby. You may participate in video visitation at
any time during non-sleep hours, except during headcount lockdowns, provided that a
kiosk is available. You are limited to a total of one hour of visitation, regardless of the
number of visitors, per seven (7) day period.



Through the video visitation system, you may also send and receive text messages,
emails, and picture mail.

All communication through the video visitation system is recorded and is subject to
review at any time by the jail staff as well as by members of various law enforcement
agencies, and may be considered a public record.

TELEPHONES

If you are assigned to a general housing area, a telephone will be available for your
use during non-sleep hours for a fee. Telephone time is purchased through the
commissary. All telephone calls are recorded and, as with the video visitation system,
telephone calls are subject to review at any time by the jail staff as well as by members
of various law enforcement agencies, and may be considered a public record.

MAIL

All mail, both outgoing and incoming, is subject to search upon receipt or prior to
release from the jail. You may send an unlimited number of letters from the jail. Any
letter that you wish to mail out must be sealed in an envelope and must have your
name in the return address section of the envelope. Due to jail safety and security
concerns, you are only allowed to receive mail that is in the form of a postage paid
postcard that does not contain a stamp. No other type of mail—including any item in
an envelope or any mail with a stamp—will be accepted. Any such mail received is
always subject to be checked for contraband, will not be distributed to you, and will be
placed in your property to be received by you upon your release from the jail. Postage
paid envelopes, writing paper, and pencils are available for purchase through the
commissary kiosk.

Incoming mail must contain the sender’s complete return address, as well as your full
name. Mail must be sent to you in care of the Erie County Jail; 2800 Columbus
Avenue; Sandusky, Ohio 44870.

GRIEVANCES

If you disagree with any of the conditions placed upon you as a jail inmate, you are
entitled to file a grievance concerning that issue. Your grievance will be filed through
the kiosk in your housing area. You grievance will be promptly and fairly addressed
by the jail staff. If you are not satisfied with the initial response received concerning
your grievance, you may appeal that response to the Jail Administrator who will make
the final decision concerning the issue.

FURLOUGHS



Certain emergency situations or medical appointments occur periodically that may
make an inmate suitable for a furlough (temporary release without supervision) from
confinement in the jail to attend to that personal situation. Any request for a furlough
must be directed to the court that has remanded you to the custody of the jail. We
must have a written order from that court prior to releasing you on a furlough.

TRUSTEES AND COMMUNITY SERVICE WORKERS

If you have been convicted of a non-violent criminal or traffic offense, and have been
sentenced to serve a term of incarceration in the jail pursuant to that conviction, you
may apply—through the kiosk in your housing area—to be selected as a trustee or
community service worker. Trustees are utilized to perform various tasks in the jail,
including working in the kitchen, working in the laundry, and/or performing routine
janitorial work. Community service workers perform various general labor tasks
throughout the community under the supervision of a Deputy Sheriff. If you are
named as a trustee or community service worker, that privilege may be revoked due to
violation of jail rules or medical concerns.

“GOOD TIME” CREDIT

If you have been convicted of a criminal or traffic offense, and have been sentenced to
serve a term of incarceration in the jail pursuant to that conviction, you may receive
“good time” credit at the discretion of the court and provided that you do not violate any
jail rules. If you are placed in general population, you will receive a one-half (1/2) day
credit for each seven (7) days of jail time served. If you are selected as a
trustee/community service worker, you will received one and one-half (1 %2) days credit
for each seven (7) days of jail time served.

Approved by:

Signature on file
Sheriff Paul A. Sigsworth Date

Signature on file
Honorable Tygh M. Tone Date
Administrative Judge; Erie County Common Pleas Court




Section 1: Reception and Release

Subject: Separation by Gender During Booking
Minimum Standard: 5120:1-8-01(A)(11)
Revised: 06/2004, 01/2008, 12/2011

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing that during booking, and at all times in jail, male and female inmates
shall not be placed in the same cell or unsupervised area together. Jail staff is responsible to prevent
physical and verbal contact between male and female inmates at all times.

PROCEDURE

In the event that a male and female booking are brought to the jail at the same time, or are waiting to
be processed into jail at the same time, the shift supervisor will determine who is to be processed
first. If a female is to be processed first the male inmate will be placed into a holding cell in the
holding area or a place separate from female inmates. If the male is to be processed first the female
inmate will be placed into the Congregate Holding Cell or a place separate from male inmates.

A. At no time shall a male or female be processed at the same time.
B. Male and female inmates must be housed completely separated by sight, touch, and out of
range of normal conversation.



Section 1: Reception and Release

Subject: Admitting Juveniles

Minimum Standard: 5120:1-8-01(A)(12) / 5120:1-8-02(B)(4) / 5120:1-8-04(K)
Revised: 06/2000, 07/2004, 01/2008, 12/2011, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing Juveniles will only be accepted at the Erie County Jail under court
order, when all other alternative placements have been considered and rejected, and after the jail
provides the juvenile court with information regarding the conditions under which the youth shall
be held in the jail and the jail's ability to comply with juvenile specific standards including
5120:1-8-01(A)(12), 5120:1-8-02(B)(4), and 5120:1-8-04(K) of the Administrative Code. Status
Offenders (i.e. runaways, curfew violators) are prohibited from the facility. Every effort shall be made
to ensure that juveniles are held in the jail for the minimum amount of time necessary and kept
separate from adult inmates. Juvenile and adult inmates are to be separated in a manner pursuant
to section 2151.311 and 2152.26 of the Revised Code.

PROCEDURE

1. The booking officer will exercise every available means to determine the age of inmates who
may be juveniles, before accepting such inmates into custody. Such means may include, but
not limited to:

a. Inspection of inmate’s personal identification.
b. Questioning of inmate and escorting officer.
c. Telephone calls to relatives and others, named by the inmate, to determine age.

2. If the inmate is found to be a juvenile and if the commitment documents do not specify that the
inmate is a juvenile to be detained at the Erie County Jail, the booking officer will direct the
escorting officer to the Juvenile Detention Center.

3. If an inmate is determined to be a Juvenile they:
a. Are subject to special requirements because of their age and shall be handled
consistent with sections 2151.311, 2151.312, and 2152.26 of the Ohio Revised Code.
b. Must be kept out of the sight and sound of adult inmates.
c. Shall not be physically secured to any stationary furnishings.
d. Are only to remain in the booking area for no more than the length of time it takes to be
fingerprinted and photographed.



Section 2: Reception

Subject: Admitting Juveniles (Continued)

Minimum Standard: 5120:1-8-01(A)(12) / 5120:1-8-02(B)(4) / 5120:1-8-04(K)
Revised: 06/2000, 07/2004, 01/2008, 12/2011, 09/2015

4. Juvenile inmates shall have access to all care given to adult inmates including but not limited
to access to: communication, visitation, medical care, mental health care, dental care, and
recreation and programming.

a. The jail administration will set a schedule for any inmate housed in the Erie County Jail
for visitation, phone access, recreation, and programs.

5. Status Offenders (charged with a crime an adult cannot be) shall not enter the Erie County Jail.

6. The admission of a juvenile for temporary detention will be recorded in a Jail Incident Report in
the Jail Management System and forward to the Jail Administrator.



Section 1: Reception and Release

Subject: Identifying Juveniles

Minimum Standard: 5120:1-8-01(A)(12)

Revised: 06/2000, 07/2004, 01/2008, 12/2011, 09/2015

Authorized: Effective date:

POLICY

Sheriff Paul A. Sigsworth

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing the Erie County Jail will make every effort to avoid inadvertent or
mistaken detention of juveniles as adult offenders. Every effort will be made by the staff of the Erie
County Jail to determine the correct age of all persons incarcerated.

PROCEDURE

When an inmate professes to be a juvenile and is not being held by court order or when an inmate is
identified as a juvenile by any credible source, the corrections officer who first hears or receives such
information will immediately segregate the inmate from other adult inmates. The officer shall notify
the Shift Supervisor and/or the Jail Administrator. The Shift Supervisor will attempt to determine the
true age of the inmate by:

1. Questioning the inmate

a.

b.

Obtaining from the inmate the names, addresses and telephone numbers of parents or
relatives who may confirm the inmate’s age.

Contacting the parents or relatives, advise them that the inmate is in custody, and ask them
to verify the inmate’s age.

c. Contacting the Erie County Juvenile Court to determine if the inmate has a juvenile record.
d.

If the inmate is not determined to be a juvenile, the Shift Supervisor will prepare a jail
narrative of all conversations and attempts to determine the true age of the inmate. This
written report will contain the following:
1. Name of the inmate
2. Name and relationship of each person contacted
3. The date of the inmate’s birth as given by each
person contacted
4. Other pertinent data and aspects of the conversation
5. The Shift Supervisor will then attach a copy of this
narrative to the inmate’s paper file and forward a
copy to the Jail Administrator. The inmate will be
returned to the appropriate housing area as
classified.

2. If the person contacted confirms that the inmate is a juvenile, the Shift Supervisor should request
that the person bring proof of the inmate’s age to the Jail as soon as possible. Proof of age could
include any of the following documents:

a. A certified copy of the inmate’s birth certificate

b.
C.

School records
Other official documents



Section 1: Reception and Release

Subject: Identifying Juveniles (Continued)

Minimum Standard: 5120:1-8-01(A)(12)

Revised: 06/2000, 07/2004, 01/2008, 12/2011, 09/2015

3. If Juvenile Court records indicate the inmate is a juvenile, the Shift Supervisor will advise the
Court that the inmate is presently being held in the Erie County Jail and will be transported to the
Erie County Juvenile Detention Center as soon as possible by the arresting agency or the
Sheriff's Office.

4. The juvenile inmate shall be segregated from all other inmates pending transfer of custody to the
Erie County Juvenile Detention Center.

5. Upon receipt of proof of age the shift Supervisor will prepare a jail narrative and include copies of
the documents used to prove age.

6. The Shift Supervisor shall:

a. Notify the arresting agency that the inmate placed by them in confinement at the Erie
County Jail is a juvenile and that they will be transported to the Erie County Juvenile
Detention Center. (Note: Determination of whether or not the juvenile subject may be
released will be made by the Erie County Juvenile Detention Center).

b. Advise the arresting agency to contact the appropriate court, in which charges are pending,
of the fact that the defendant is a juvenile.

c. Request the arresting agency to obtain and furnish disposition of the case to the Jalil.



Section 1: Reception and Release

Subject: Identification and Release Documentation
Minimum Standard: 5120:1-8-01(A)(13)

Revised: 05/2005, 01/2008, 12/2008, 12/2011

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing inmate’s identification and release documentation shall be verified.
Inmates shall not be released, removed, or otherwise transferred from the Erie County Jail unless
proper written documents are available to authorize the release or removal. Such documents include
bond papers, courts orders, docket entries, written release orders, warrants, and/or other similar
verification. The inmate’s identification shall be verified by photo identification prior to release. It shall
be the policy of the Erie County Jail to hold an inmate for a minimum of 4 hours in the event he
inmate is displaying erratic, violent, and/or unruly behavior that could be harmful to the public. After
the 4 hour period, the shift supervisor will have the option to release the inmate to a responsible,
competent adult. This person will be required to co-sign the bond.

PROCEDURE

Any inmate who was arrested on an alcohol related charge or appears to be under the influence of
alcohol must test below .08 prior to release from custody without a co-signer. Such test will be
conducted using a portable breath tester or the BAC Datamaster. When using the PBT or Datamaster
the officer conducting the test should attach the printed ticket to the inmate’s file.

1. All documents or information provided for the release of an inmate shall be forwarded
immediately to the Shift Supervisor prior to release of the prisoner.

2. Before the formal release, the Shift Supervisor must verify the legality of the action.

3. No inmate of the Erie County Jail shall be released unless:

They have met bond requirements set by the court.

They have fulfilled their obligations of sentence as set forth by the court.

There is a written court order or verbal directive from the court of record.

If the Corrections Officer has reason to question the validity of the documents or
instructions presented for the release the Jail Administrator will be called.

apop

4. The Corrections Officer assigned to release the inmate will satisfy all required information
concerning the release of the inmate noting time, disposition, and/or reason for release on all
jail forms and/or computerized records. The release section of the incarceration form shall be
completed. The shift supervisor will review all data and sign the bottom of the checklist to
indicate all release steps have been properly completed (See Forms: A: Incarceration Form).
This is to be completed prior to the prisoner’s release from custody.

5. The releasing Corrections Officer will make certain that no detainer, hold or warrants are
pending by checking through LEADS, NCIC, and warrant information at the Erie County
Sheriff’'s Office.



Section 1: Reception and Release

Subject: Releasing an Inmate to Another Agency
Minimum Standard: 5120-1-8-01(A)(14)

Revised: 05/2019

Authorized:

POLICY

Effective date:

Sheriff Paul A. Sigsworth

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing upon an inmate’s release to another agency the jail shall document:

a. The identity of the receiving officer and agency taking custody of the inmate.
b. The date and time of release to the agency taking custody of the inmate.
c. The authority for the release.

No inmate of the Erie County Jail will be released unless the legality of the action is clearly established
and the identity of the inmate is certain.

PROCEDURE

A. The Corrections Officer who is to release an inmate on a holder, detainer, warrant, or other legal
document to the custody of another law enforcement agency, detention facility, or other
jurisdiction will:

1.

2.

Have the Shift Supervisor confirm the proper documentation and ensure that all
necessary waivers of the extradition or court entries are in order.

The releasing officer will then make arrangements for the transfer by notifying the agency
from which the holder or detainer originated by notifying them through a LEADS
communication.

In the event that there are multiple holder or detainers on the inmate, the Shift Supervisor
will contact the agency closest to the Erie County Jail that has a holder or detainers on
the inmate.

Before transferring custody of any inmate to another agency the Corrections Officer
escorting the agents or officer inside the security perimeter will verify their identity.

Prior to the release of an inmate to the care and custody of another agency the officer
receiving the inmate shall sign for receipt of the inmate pursuant to the form generated
by the current jail Records Management System. The form containing the receiving
officer’s signature will be placed in the inmate’s document file.



Section 1: Reception and Release

Subject: Physical Release / Property Signature

Minimum Standard: 5120:1-8-01(15)

Revised: 05/2005, 01/2008, 12/2008, 12/2011, 04/2020, 04/2020

Authorized: Effective date:

Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation
that evidences compliance showing upon an inmate’s release of transfer, the jail shall
obtain a receipt for all property returned at the time of release or transfer from the inmate
or receiving officer. If an inmate complains about confiscated, allegedly missing or
damaged property, and the complaint cannot be resolved prior to his/her release, the
inmate shall be required to submit specific details of the complaint in writing.

PROCEDURE

1.

When release procedures are initiated, the Corrections Officer monitoring the
particular housing area shall instruct the inmate to gather his/her belongings from
the cell (including all issued and personal items) and to step forward to the front of
the housing area.

The officer will then inspect the cell where the inmate to be released was assigned.
It will be the responsibility of the officer to inspect the cell for cleanliness and
immediately report to the Shift Supervisor any damage to county property.

The officer shall mist the plumbing fixture with an approved disinfectant before the
cell is re-assigned to another inmate.

The officer will officially identify the inmate using the inmate’s photo ID. The
Corrections Officer will then escort the inmate to the processing room.

The Corrections Officer will begin the release process by:

a. Observing the inmate change into street clothes in order to detect any
contraband, physical injury, illness or other abnormality, which may have
occurred during confinement.

b. Any abnormality will be documented and forwarded to the Shift Supervisor

prior to release.

A staff member of the same sex as the inmate shall conduct this observation.
Inspecting and accounting for all issued linens and uniforms and placing the
same in the proper area to be picked up for laundry.

e o



Section 1: Reception and Release

Subject: Physical Release / Property Signature (Continued)
Minimum Standard: 5120:1-8-01(15)

Revised: 05/2005, 01/2008, 12/2008, 12/2011

6. The releasing Corrections Officer will secure all of the inmate’s property
from the designated area.

7. When the inmate has received all items, he/she will be instructed to sign the
property/money forms to acknowledge receipt of the same. If the inmate is
being released other than to another agency or institution, any funds in the
inmate’s property will be released to the inmate by the issuance of a debit
card. If the inmate is being released to another agency or institution, any
funds in the inmate’s property will be released to the inmate by the issuance
of a check made payable to the inmate.

8. Any discrepancies in the return of inmate property will be properly
documented and forwarded to the Shift Supervisor prior to the release of
the inmate.

9. In the event the inmate refuses to sign to verify receipt of money or property, the
releasing Corrections Officer will summon the Shift Supervisor to witness the return
of said items.

10.If the inmate wishes to complain in any way about allegedly missing or damaged
property/money, the inmate shall be informed that he/she must register the
complaint in writing with the Jail Administrator within 48 hours. If requested, the
inmate shall be furnished paper, pencil and an envelope to write the complaint
immediately. Such complaint will be forwarded to the Shift Supervisor
immediately.



Section 1: Reception and Release
Subject: DNA Collection

Minimum Standard:

Revised: 12/2011, 09/2015, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

It shall be the policy of the Erie County Jail that all individuals meeting a qualifying offense pursuant
to O.R.C. 2901.07 and O.R.C. 2152.74 submit to a DNA specimen collection. Individuals meeting this
criterion whose identity has been verified through fingerprint verification and/or through referencing a
government-issued photo identification and whose computerized criminal history is marked “DNA is
registered in the Ohio DNA databank”, need not resubmit a DNA sample. An individual’s computerized
criminal history shall be checked each time the individual is identified as having a qualifying offense.
This will be done by searching the OHLEG web site. Supervisors will have access to this on line
feature.

DEFINITION

The DNA specimen collection duty set forth in this section applies to any person who is eighteen years
of age or older and who is arrested on or after July 1, 2011, for any felony offense. Once a subject has
provided a DNA sample (possibly on an arrest at an earlier occasion) he/she does not need to re-submit
a sample.

PROCEDURE

Officers will follow procedures outlined in the DNA collection kit provided by the Erie County Sheriff’s
Office. Officers collecting DNA sample should wear rubber gloves to prevent cross contamination of
DNA.

A. Complete the CMP-402-00 enclosed form.

B. ITN & BCI numbers should be available from the computerized finger scan.

1. In the event an ITN or BCI number is not available, the officer collecting the sample
should write the individual’s last 4 numbers of the social security number

C. Obtain the arrestee’s signature and the four right fingerprint flats pressed in ink in the two
bottom square boxes. The ridges must be visible.

1. Afingerprint ink pad will be available in the processing room of the jail.



Section 2: Reception and Release
Subject: DNA Collection (Continued)
Minimum Standard:

Revised: 12/2011, 09/2015, 05/2019

D. If after sealing the mailing envelope, it is discovered that the Bode buccal collector or
Demographic Information Card are not in the envelope, reopen the envelope, make the
necessary corrections, and re-seal the envelope. On the outside of the mailing envelope,
state why it was reopened, initial and date. The officer’s initials and date should be written
over half the seal.

E. DNA collection will be noted in the appropriate field of the current jail Records Management
System.



Section 1: Reception and Release
Subject: Fingerprints

Minimum Standard:

Revised: 05/90, 01/12, 09/2014, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures and produce documentation that
evidences compliance showing all inmates will be fingerprinted in accordance with the following
procedure.

PROCEDURE

The booking officer is responsible for obtaining fingerprints that meets the criteria of evidence
submission. Keeping in mind that any booking records may be used in a court of law, the booking
officer should take care to obtain clear and concise fingerprints. These records may also be used as
an investigative tool and should be consistent in nature.

1. The Booking Officer will create a fingerprint record of the following:
a. Those booked in on a felony charge.
b. Those booked in who are charged with a Reportable Misdemeanor.
I. The officer in charge of fingerprints shall maintain a current copy of Reportable
Misdemeanors posted by the fingerprint station in processing.

2. The Officer in charge of fingerprints is responsible for proper distribution, storage, and filing
fingerprint cards.



Section 1: Reception and Release

Subject: Photograph, Fingerprints, DNA Collection, Bond Refusal
Minimum Standard:

Revised: 12/2011, 09/2015

Authorized: Effective date:

Sheriff Paul A. Sigsworth

POLICY

Accurate identification is required of all prisoners booked in and out of the Erie County Jail. A
detainee shall not be released until complete and verifiable information is provided.

PROCEDURE

Proper Identification may include submitting:
1. Photograph
2. Fingerprints
3. DNA sample if charged with a felony
4. Signature on a bond if required

A. In the event a prisoner refuses to provide corrections staff with complete and proper
identification information:

N

o

The shift supervisor will be notified of the refusal

The court of record should be notified as soon as possible

A narrative should be submitted, providing details of any incident of refusal

The prisoner shall not be released until complete and accurate identification criteria is satisfied
(unless otherwise ordered by the court of record)

The booking officer should enter an uncompleted appointment named NDNA (for DNA), PHOT
(for Photograph), and/or PRNT (for Fingerprints) under the inmate’s current record in the Jail
Management System. The hold box should be check on the book screen and in the hold
details box, it should state that the reason for the hold (such as DNA needs taken prior to
release). The officer that takes the Photograph, Fingerprints, or DNA will uncheck the hold box,
and advise that they took the Photograph, Fingerprints, or DNA in the hold details box



Section 1: Reception and Release
Subject: Bond Refusal

Minimum Standard:

Revised: 12/2011, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

Accurate identification is required of all inmates that are to be booked out of the Erie County Jail. An
inmate shall not be released until complete and verifiable information is provided.

PROCEDURE

A. Proper Identification may include submitting:
1. Signature on a bond if required.

B. In the event an inmate refuses to provide corrections staff with complete and proper
identification information:
1. The shift supervisor will be notified of the refusal.
2. The court of record should be notified as soon as possible.
3. Ajail incident report should be submitted, providing details of any refusal.
4. The inmate shall not be released until complete and accurate identification criteria
is satisfied (unless otherwise ordered by the court of record).



Section 1: Reception and Release
Subject: Bonds and Fines
Revised: 02/2016

Authorized: Effective date:

Sheriff Paul A. Sigsworth
POLICY

Under certain circumstances, agency employees may accept bonds posted on behalf
of an Erie County Jail inmate to the appropriate court, potentially allowing for the
inmate to be released from custody. This policy has been developed to provide
employees with appropriate guidelines to ensure that bonds are properly accepted and
that inmates are then properly released.

DEFINITIONS

Employee—includes the Sheriff, any Deputy Sheriff, and any Corrections Officer
whose job duty at any time would require that employee to engage in activity covered
by this policy.

Bond—a written obligation between a jail inmate and the court through which the
inmate/defendant is charged with a violation of law, wherein the inmate is bound to
appear in court at a future time—and to abide by other conditions that may be set by
the court—in exchange for the inmate providing cash or other item of value to the court
as collateral for release from custody.

Recognizance—a written obligation in which a jail inmate/defendant wherein the
inmate/defendant acknowledges future responsibility to the court through with the
inmate/defendant is criminally charged.  Generally used to refer to a “personal”
recognizance bond, executed upon the order of a court that allows the
inmate/defendant to be released from further custody upon the execution of his/her
signature, with the understanding that the inmate/defendant must appear at all future
court proceedings as ordered by the court.

Cash bond—a bond that is satisfied by the surrender of the inmate/defendant of a
court-ordered amount of currency (or money order) to that court in exchange for the
defendant’s release from custody.

10% bond—a bond that is satisfied by the surrender of the inmate/defendant of a
court-ordered amount of currency (or money order) in the amount of 10% of the
amount of the full bond in exchange for the defendant’s release from custody.

Property bond—a bond that is satisfied by the promised surrender of certain real
estate, valued at an amount set by the involved court, to that court if a defendant does
not follow the dictates of bond conditions in exchange for the inmate/defendant’s
release from custody.



Section 1: Reception and Release
Subject: Bonds and Fines (Continued)
Revised: 02/2016

Surety bond—a bond that is satisfied by the issuance of an insurance certificate in the
name of the inmate/defendant in an amount equal to, or exceeding, the amount of the
required bond as set by the court. Surety bond certificates are issued by bail bond
agents, who have a fiduciary responsibility to the court to which the certificate is
issued, to ensure the future appearance of the jail inmate/defendant as ordered by the
court.

BOND ACCEPTANCE

Employees will only accept bonds posted through a court having jurisdiction in Erie
County, and only on behalf of a jail inmate, and only at the Erie County Jail, as follows:

A. Personal recognizance and surety bonds for any offense—felony or
misdemeanor—will be accepted at any time.

B. In felony cases filed in the various municipal courts or the Erie County Common
Pleas Court, cash bonds cannot be accepted and must be posted with the Clerk
of that Court.

C. In misdemeanor cases requiring the posting of a cash bond, the bond must be
posted with that particular court’'s Judge, Magistrate, or Clerk if they are
available. If they are not available, then an employee is authorized to take
such cash bond (money order) on behalf of the court in accordance with a bond
schedule published by that court, unless the specific amount of the bond is
noted on the charging document, i.e.. arrest warrant, bench warrant.
Employees will consider the Judge, Magistrate, or Clerk unavailable for
purposes of this policy of the court is closed.

D. An employee will not accept any bond for an inmate for the Vermilion Municipal
Court at any time, unless specifically requested to do so by the Judge, any
Magistrate, the Clerk, or any Deputy Clerk of that Court. Anyone wishing to
post a bond through the Vermilion Municipal Court will be referred by the
employee to that Court during its business hours, and to the Vermilion Police
Department if that Court is closed. Vermilion Police Department dispatchers
are Deputy Clerks of the Vermilion Municipal Court.

PROCEDURES

An employee accepting a bond and/or completing a bond form prior to the release of an
inmate will follow the procedures listed below.

A. The charge screen will be checked to determine the amount and type of bond
that is required for release of the inmate. The inmate’s file should also be
checked to determine if the bond type and amount is correct.



Section 1: Reception and Release
Subject: Bonds and Fines (Continued)

Revised: 02/2016

B. Personal Recognizance bond.
1. If the inmate may be released on his/her own recognizance:

a.

The appropriate bond form shall be properly completed.

1. The box indicating a personal signature and an amount

will be marked.
2. It will be the responsibility of the releasing employee to
ensure the bond is accurately completed.

The releasing employee shall explain the bond to the inmate
emphasizing that this is a personal recognizance bond and the
inmate may be held responsible for the amount should he/she not
appear for a court date.
The inmate will sign the bond, including address and phone number
if available, on the lines provided on the right side of the bond
marked defendant.
The releasing employee will sign the bond on the line above
Deputy/Corrections Officer.
The inmate will be given a Bond Release Information Form with the
name and address of the court, phone number of the court, date
and time of scheduled court date, and any conditions of release set
by the court.
The releasing employee will place the bond in the box in Main
Control to be forwarded to the court.

C. Personal Recognizance bond with co-signer.
1. If the inmate may be released on his/her own recognizance
with a co-signer:
a. The appropriate bond form shall be properly

completed.

1. The box indicating a personal signature with co-signer
and an amount will be marked.

2. The co-signer's name should be typed (or written) in
after “along with the following named person(s)” on the
bond form.

3. It will be the responsibility of the releasing employee to
ensure the bond is accurately completed.

b. The employee shall determine if a specific person has been

designated by the court to be the co-signer. The employee will
verify through acceptable photo identification that the co-signer is
the person designated by the court. If a specific person has not
been designated by the court, the non-designated co-signer’'s
photo identification will also be verified. All co-signers, prior to co-
signing a bond, will be checked through LEADS/NCIC to ensure
that no outstanding warrants exist for the co-signer, and to also
ensure that there are no outstanding protection orders that prevent
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Subject: Bonds and Fines (Continued)

Revised: 02/2016

the co-signer from having contact with the inmate. An employee
will not allow an individual who appears to be under the influence
of alcohol or drugs, who appears to be mentally ill, or who
otherwise appears to be unfit to assume the responsibility for the
inmate as a co-signer, to co-sign a bond.

The releasing employee will explain the bond to the co-signer,
emphasizing that both the inmate and the co-signer may be held
responsible for the bond amount in the event the inmate does not
appear for the scheduled court date.

The co-signer will sign the bond, including address and phone
number if available on the lines provided on the left side of the
bond marked Co-Signer / Bond Posted By.

The releasing employee shall explain the bond to the inmate,
emphasizing that both the inmate and the co-signer may be held
responsible for the bond amount in the event the inmate does not
appear for the scheduled court date.

The inmate will sign the bond, including address and phone
number if available, on the lines provided on the right side of the
bond marked Defendant.

The releasing employee will sign the bond on the line above
Deputy/Corrections Officer.

The inmate and/or the co-signer will be given a Bond Release
Information Form with the name and address of the court, phone
number of the court, date and time of scheduled court date, and
any conditions of release set by the court.

The releasing officer will place the bond in the box in Main Control
for forwarding to the court.

D. Property bond.
1. Property bonds will not be accepted by an employee at the Erie County

Jail.

2. All arrangements for a property bond must be done at the court of
jurisdiction.

E. Cash and/or 10% bond.

1. If an inmate is posting money to be released on bond, either 10% or full
amount, or for fines:

2. Funds for bonds or fines must be posted in the form of a money order(s)
totaling to the exact amount. Cash, personal checks, and/or money
orders or cashier’s checks from foreign banks will not be accepted.

a. Money orders will be made out to the Court through which the

charge the inmate is being held on was filed.
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1. The person posting the bond/fine will sign the money

order.
2. It will be the responsibility of the releasing officer to
ensure:
a. The money order is made out to the correct
court.

b. The amount of the money order matches the
Bond/Fine amount.
c. The money order is not expired.
b. The officer accepting the money order will issue a receipt to the
person posting the bond/fine. The receipt must include:

1. Date and court.

2. Money order number and amount.

3. Defendant’s name and name and address of the person

posting the bond.

4. Indication of type of payment (bond, fine, etc.).

5. Signature of the officer accepting the bond or fine.
c. The officer accepting the money order will complete a deposit

envelope for the bond/fine. The deposit envelope must include:

1. Date and court.

2. Receipt number.

3. Defendant’'s name and name and address of the person
posting the bond.
The amount of bond/fine being posted.
Indication of type of payment (bond, fine, etc.).
Signature of the officer accepting the bond/fine.
The deposit envelope will be attached to the bond, if a
bond is required. In the event that cash is being posted
for the payment of a fine, a bond form will not be
completed. The envelope will be placed in the lock box
in Main Control.

No ok

F. Inmate posting cash/10% bond or fine from his/her commissary account.

1. If an inmate is using his/her commissary money to post a bond or to pay a
fine, a check payable to the court shall be generated. The releasing
employee officer will follow the above listed procedure listing the inmate
as the person posting the bond/fine.

G. Completion of bond form for cash/10% bond.

1. If the inmate may be released after cash or 10% bond is posted, the
appropriate bond form shall be properly completed by checking the box
indicating that the bond is either a cash bond or a 10% bond. The
completed deposit envelope will be attached to the bond form. It is the
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responsibility of the releasing employee to ensure that the form is
accurately completed.

2. The releasing employee shall explain the bond to the inmate emphasizing
that this bond money may be forfeited if he/she fails to appear for a court
date, and will also be advised that, at the discretion of the court, all or
some of the funds posted may be levied as fines or court costs.

3. The inmate will sign the bond, including address and phone number if
available, on the lines provided on the right side of the bond marked
Defendant.

4. The releasing employee will sign the bond on the line above
Deputy/Corrections Officer.

5. The inmate will be given a Bond Release Information Form with the name
and address of the court, phone number of the court, date and time of
scheduled court date, and any conditions of release set by the court.

6. The releasing employee will place the bond in the box in Main Control for
forwarding to the court.

H. Surety Bond.
1. Prior to releasing a prisoner on a bond written by an bail bond agent, the
releasing employee shall:
a. Determine the authority of the person representing the bail bond
company.
1. The employee will verify the identification of the bail
bond agent.
b. The employee will determine if the bonding company is acceptable
to the court.
1. A list of acceptable bonding companies for all of the
courts in Erie County, issued by the Clerk of the Erie
County Common Pleas Court, will be kept in the bond
book in the Jail Sergeant’s Office for necessary
reference.
c. The releasing employee will check the bond for accuracy before
accepting it from an agent.
1. Bond agents will provide all necessary forms for release
of the inmate.
2. The releasing employee will place the bond in the box in Main Control for
forwarding to the court.

End of policy



RECOGNIZANCE OF ACCUSED

(Ohio Revised Code Sec.2937.31/2937.44)

THE STATE OF OHIO
VS.
Court:
Case Number:
Charge(s):

BE IT REMEMBERED, that on this date of  the above named defendant,_personally appeared before me
Along with the following named person(s):

acknowledge to owe The State of Ohio the total sum of: Dollars
$

to be secured in the following manner:

( ) Surety Bond in the amount of $

( ) Personal Signature in the amount of $

( ) Personal Signature and Co-Signer in the amount of $

( ) 10% deposit of total bond or an Amount of $

( ) Cash in the Amount of $

( ) Real Estate as approved by The Court

Other Conditions of Bond:
The condition of this Bond is that the above named Defendant appear, personally, before the Court, on

at , in this matter on such day and thereafter as directed by the Court.
The defendant shall not depart without permission of the Court, under penalty of Sections 2937.29 & 2937.99 of the
Ohio Revised Code. This Recognizance Bond shall remain in effect until the final determination and provided that
all conditions have been met, then this Recognizance Bond shall be void, otherwise it shall remain in full force and
virtue in law.

DEFENDANT CO-SIGNER / BOND POSTED BY
Name Name

Street Address Street Address

City/State and Zip Code City/State and Zip Code

Area Code & Phone Number Area Code & Phone Number

Taken and acknowledged before me on the date first written

Clerk

Deputy / Corrections Officer



Section 1: Reception and Release

Subject: Commitment Release Time
Minimum Standard:

Revised: 05/2005, 01/2008, 12/2011, 09/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall implement policies and procedures for the release of inmates who are
serving jail commitments in the Erie County Jail.

PROCEDURE

1. If no specific release time is noted on the authorizing document, the inmate shall be released
at 0500 hours on the date of the scheduled release.

2. In accordance with O.R.C. Section 4511.99.1, all persons serving 3 days for DUI charges
(4511.19) shall be credited with one day equal to twenty-four actual hours of incarceration
beginning at the actual time of booking. Therefore, a person committed to jail for three days on
an OMVI charge would serve seventy-two hours of actual jail time and would be released 72
hours from the time of book in.

3. The release of jail commitments shall follow the policy and procedures outlined in Releasing an
Inmate — Physical Release of Erie County Jail Policies and Procedures.



Sect
Subj

ion 1: Reception and Release
ect: Prison Property

Minimum Standard:

Revi

sed:

Authorized: Effective date:

Sheriff Paul A. Sigsworth

POLICY

The

personal property of all inmates who have left the Erie County Jail for prison will be logged and

stored by the Inmate Property Officer. The inmate will be granted a fourteen-day opportunity to have

their

property claimed. Any property not claimed in fourteen days will be disposed of.

PROCEDURE

No personal property will be transported to any Ohio Prison from the Erie County Jail. The officer
preparing the inmate for transport will:

1.
2.

3.

A.

Place all personal property into a plastic bag with the property sheet stapled to the bag.

Have the inmate fill out a Property Release Form A (See Forms: A: Property Release Form A)
making sure the inmate has placed the person’s full name and address of the person he/she
would like the property released to. The inmate can also acknowledge that there is no
preference as to whom the property will be released to.

The form will be stapled to the marked bag, which will be placed in the property storage room.

Storage - It will be the responsibility of the releasing officer to store all prison property
waiting to be claimed. The Inmate Property Officer will place the bag and label it Property
Release Form A.

Releasing property - When an individual comes to claim inmate property the releasing officer
will verify using photo ID and the Form A to ensure that the correct person is claiming the
property. The releasing officer will have the person claiming the property sign to verify they are
receiving the property. The prisoner can elect to release their property to any unspecified
person. In that event the prisoner’s property will be released to any adult (claiming the property)
who displays proper identification. The signed form will be placed into the Inmate Property
Officer's box in Property Room Storage. The Inmate Property Officer will file all paperwork
dealing with said property into the completed file. Property can be claimed and released at any
time.

Records - Once the property has been claimed or disposed of, the Property Release Form
A will be placed into the completed prison property file. The Inmate Property Officer will be
responsible for keeping the record of property claimed, unclaimed, and disposed.

Unclaimed Property - If the fourteen days have passed since the inmate was transported or
released from the Erie County Jail the unclaimed property will be disposed of. All unclaimed
property will be sent to the Erie County Landfill for proper disposal. The Inmate Property Officer
will label the Property Release Form A as destroyed and sign. A second officer will also sign
the form to verify property has been destroyed properly. The form will then be placed into the
completed file.



Section 1: Reception and Release
Subject: Prison Property (Continued)
Minimum Standard:

Revised:

E. Claims of Lost property- All claims of lost or missing property must be submitted in writing to
the Jail Administrator. If the inmate who is being released or transported claims to have
property missing or damaged he/she must immediately advise the officer of their claim. The
officer releasing or preparing the prisoner for transport should make an attempt to locate the
property said to be missing. In the event the property cannot be located the officer should
indicate, in writing on the property inventory sheet, exactly what the prisoner claims is missing
from their property. The prisoner should sign the receipt indicating that he/she is stating that
property is missing. The prisoner will be directed to submit a written statement outlining the
details of their claim. This statement should be submitted to

Erie County Jail Administrator
2800 Columbus Ave.
Sandusky, Ohio 44870

The Jail Administrator will then forward the claim to the Inmate Property Officer who will conduct
an investigation as to the disposition of the property. This Officer will then submit a written
statement of findings to the Jail Administrator.



Section 1: Reception and Release

Subject: Releasing a Violent/Combative Inmate
Minimum Standard:

Revised: 05/2005, 01/2008, 12/2008, 12/2011, 10/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

Any prisoner who is displaying violent, erratic, or dangerous behavior should be incarcerated at the
Erie County Jail for a minimum of 4 hours. After this 4-hour period, and after the inmate has met the
criteria for bond, the supervisor or officer in charge will have the option to release the inmate to a
responsible, competent adult. The person taking charge of the inmate must act as a co-signer on the
bond.

PROCEDURE

A. Any inmate who was arrested on an alcohol related charge or appears to be under the influence
of alcohol must test below .08 blood alcohol level prior to release from custody without a co-

signer.
1. Such test shall be conducted using the Portable Breath Test (PBT) or the BAC
Datamaster.
2. In the event the PBT is utilized, after taking the test the Corrections Officer administrating
the test will:

Plug the USB cord marked BAC in processing into the PBT.

Open the data 500 icon on the desktop.

Click the option tab

Click clear instrument data afterword.

Click the read instrument tab.

Click on the print button at the bottom of the box.

. Place the results in the inmates file.

3. If the Datamaster is used the officer conducting the test shall attach the printed evidence
ticket to the inmate’s file.

NoOokwNE

B. The following shall apply to any inmate, who has been placed in restraints because of violent,
assaultive, or dangerous behavior:
1. The inmate must remain in custody 4 hours after restraints are removed.
2. Officers shall continue to monitor and document the inmate’s behavior after being
released from restraints.
3. The inmate’s conduct must be such that he/she no longer poses a danger to themselves,
staff, or the public prior to their release.

C. Whenever an Action Force Response (striking, punching, kicking or use of aerosols, electrical
devices, or less-lethal projectiles as outlined in the Action Force Continuum) are applied to an
inmate:

1. The inmate shall remain in custody until seen by jail medical staff.

2. The medical staff shall document injuries or complaints of injury, if any.

3. After being examined by medical personnel and the inmate no longer appears to be a
threat to himself or others, he/she may then be released, if bond criteria are met.



Section 2: Classification

Subject: Classification System

Minimum Standard: 5120:1-8-02(A) / 5120:1-8-02(B)(1)(2)(3)(4)
Revised: 09/2007, 06/2008, 12/2011, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

Inmates housed at the Erie County Jail will be classified to determine the level of custody required,
special needs, housing assignment, and participation in programming in order to provide the inmate
and staff with the maximum amount of safety and security. The NIC Decision Tree Classification form
(Section 4, Page 9) will be used. All classifications shall be objective and non-discriminatory. Non-
discriminatory classification is required by law and shall be practiced at the Erie County Jail. Housing
will not be determined on the basis of race, creed, color of skin, national origin or religion. Any
classification action that deprives an inmate of privileges afforded to others must be documented as
outlined in 5120:1-8-15 of the Standards for Jails in Ohio. The Erie County Jail shall have written
policies and procedures, and practices which evidence compliance with male and female inmates are
housed separately by sight, touch, and out of the range of normal conversation, violent and non-violent
inmates are not placed in the same cell or unsupervised areas together, male and female are
supervised if placed together for purposes of programming, transportation or other similar activities,
and juvenile and adult inmates are separated in a manner pursuant to sections 2151.311 and 2152.26
of Revised Code.

PROCEDURE

1. The booking officer who processes the inmate will collect and record any and all information
regarding the immediate medical, mental, or emotional needs of the inmate. The booking officer
will use this information to ensure that the inmate is housed in an area that is safe and secure
for the inmate.

2. The Classification criteria shall be implemented to the maximum extent consistent with the
design and capability of the Erie County Jail. Criteria used to classify an inmate will include, but
not limited to;

1. Sex — Male and Female inmates are housed separately by sight, touch, and out of range
of normal conversation with each other. Male and female prisoners must be directly
supervised if placed together for purposes of programming, transportation or other similar
activities.

2. Behavior — Violent and non-violent inmates are not to be placed in the same cell or
unsupervised area together.

3. Age — Juvenile and adult inmates are separated in a manner pursuant to sections

2151.311 and 2152.26 of Revised Code.

Special Needs - Physical and/or Mental Handicaps

Case Status — Sentenced/non-sentenced

a A

3. All inmates will be classified within 72 hours of incarceration.



Section 2: Classification

Subject: Classification System (Continued)

Minimum Standard: 5120:1-8-02(A) / 5120:1-8-02(B)(1)(2)(3)(4)
Revised: 09/2007, 06/2008, 12/2011, 05/2019

4. Classification - During the classification process the booking officer will:
1. Obtain as much information as possible from the following sources;

a. CCH

b. LEADS

c. OHLEG

d. Previous Booking Records at Erie County Jalil
e. Initial Medical Observations

f.  Other online sources
Interview the inmate to obtain further information and verify the information obtained
Use the Classification Tree to determine the inmate’s custody status
Review the following with the inmate--
a. Answer any guestions about the rules and regulations of the jail that the inmate
may have; and
b. Instruct the inmate to complete a request through a kiosk to apply for participation
in any jail programming; and
c. Check the available housing and assign the inmate to a cell; the booking officer
will log the inmate’s housing assignment as required in the current RMS.
5. All documentation relating to the classification of an inmate will be placed into the inmate’s
jail file by the booking officer.

rpwn

5. Juvenile — Juveniles will only remain in the booking area for the amount of time it takes to
fingerprint, photograph, and complete the booking process. Once the booking process is
completed, the juvenile inmate will be housed in a medical cell. Prior to this, any adult inmate
housed in the medical area will be moved to a holding cell. Any time an inmate is moved from
one area to another, the escorting officer will make certain that adult inmates are not in the area
the inmate is being moved through and too.

6. Jail Uniforms — After a custody status is determined the inmate should be changed in to a jail
uniform that corresponds to the inmate’s classification status, if the appropriate color and size
is available for the inmate in question:

1. Orange Uniforms — Maximum Security

2. Green Uniforms — Medium Security

3. Tan Uniforms — Laundry and Cleaning Inmate Workers
4. White Uniforms — Kitchen Inmate Workers

If the appropriate size is not available, the inmate will be issued a uniform in a different color
than the color that would correspond to the inmate’s classification. Corrections Officers will
not rely solely upon an inmate’s uniform color to determine the inmate’s classification.

7. Reclassification — Inmates will be reclassified:
1. Upon change in legal status
a. Convicted of a crime
b. Additional charges



Section 2: Classification

Subject: Classification System (Continued)

Minimum Standard: 5120:1-8-02(A) / 5120:1-8-02(B)(1)(2)(3)(4)
Revised: 09/2007, 06/2008, 12/2011, 05/2019

2. Upon notification of any behavior problems
a. Documented disciplinary action for events such as fighting, making threats,
disobeying staff.

b. Documented medical or mental health problems such as attempted suicide,
medical emergency, or injuries.

8. Any classification action which significantly deprives an inmate of privileges afforded other
inmates or in any way placed them in a lesser status shall be justified in writing.
1. The booking officer classifying the inmate will document the reason for depriving rights in
a Jail Incident Report. This report will be forward to the Jail Administrator for review.
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Section 2: Classification

Subject: Inmate Workers

Minimum Standard: 5120:1-8-02(B)(5) / 5120:1-8-03(B)(13)(14)
Revised:

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have written policies and procedures, and practices which evidences
compliance showing inmate workers are evaluated and selected based on established criteria. Only
sentenced inmates who meet the criteria will be eligible to be classified as an inmate worker. No
inmate, including inmate workers, will be given any responsibility that permits them to direct or control
the activities of other inmates. Inmates are not allowed to supervise other inmates, use keys, or
perform any security post duties. Staff shall search all inmate workers and the areas where they are
working. No inmate shall be given control of or authority over any other inmate, security function, or
service activity.

PROCEDURE

A. Definition: Any inmate who is sentenced to serve time in the Erie County Jail and is assigned
to perform certain work duties. This will include, but not limited to, kitchen, laundry, and/or
general cleaning duties.

B. Criteria: The following criteria will be taken into consideration in assigning an inmate work:
1. Classification Status

Nature of Offense

Sentence

Inmate’s ability to understand directions

Inmate’s behavior

Physical limitations

o0k WD

C. Assignment: Any inmate sentenced to the Erie County Jail and is interested in becoming an
inmate worker should submit an Inmate Request indicating so. The booking officer will receive
and review the request. If it is determined that the inmate meets the criteria and a position is
available the booking officer will:

1. Reclassify the inmate to Inmate Worker

Assign a specific job

Review and explain the appropriate Inmate Worker Duties and Responsibilities Form

Have the inmate sign and date the form indicating they understand it

Change the inmate into the appropriate color uniform
i. Tan Uniform — Cleaning and Laundry Inmate Workers
ii. White Uniform — Kitchen Inmate Workers

6. Move the inmate in the Jail Management System to Dorm 042

7. Physically move the inmate to Dorm 042
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Section 2: Classification

Subject: Inmate Workers (Continued)

Minimum Standard: 5120:1-8-02(B)(5) / 5120:1-8-03(B)(13)(14)
Revised:

D. Community Service: Any inmate that is assigned to work outside the security perimeter of the
jail will be directly supervised by whom they were assigned to.

E. Searches: The Erie County Jail staff shall search all inmate workers prior to them returning to

their housing unit from their job assignment. Contraband should not be allowed in housing
areas.

F. Authority: No inmates, including inmate workers, are to be given any responsibility that
permits them to direct or control activities of other inmates. Inmates shall not be able to
regulate other inmates’ access to telephones, food, jobs, or other jail services. Inmates shall
not be allowed to supervise other inmates, use keys to security doors or areas, or perform any

security post duties. Inmates cannot be used to supplement or replace jail staff in maintaining
jail security.



Section 2: Classification

Subject: Special Needs

Minimum Standard: 5120:1-8-03(B)(8)
Revised: 11/2022

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall recognize the special needs of inmates. Housing will be made available for
inmates with medical, psychiatric needs, suicidal, sexually aggressive, or those at high risk for
victimization. Inmates with violent or mental health issues shall receive more frequent observations.
Handicapped accessible furnishings shall be made available for those in need (e.g. wheel chairs,
toilets, showers, etc.).

PROCEDURE

1. Identification
a. ldentification of inmates who need alternative housing shall be made available by jail
staff, medical staff, and mental health staff. Once an inmate’s needs are identified, the
shift supervisor will be notified so the inmate can be assigned to alternative housing.

2. Housing
a. Medical / Physical Handicapped
i. Inmates deemed to have a medical or physical handicapped shall be housed in

the medical cells in the medical ward. Criteria for this placement into this housing
location may include:

Need for chronic care.

Need for convalescent care.

Those who are physically handicapped.

Have or suspected to have a contagious disease of infection.

It is determined necessary by medical staff.
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b. Close Observation
i. Inmates who require close observation housing shall be housed in the holding
cells. Close observation includes those inmates on:

1. Ten minute suicide watch.
2. Ten minute non-specific watch (i.e. restraints).

ii. Criteria for this placement into this close observation may include:
1. Suicide Risk.
2. Mental Health Status (requires separation from General Population)
3. Withdraw Risk.
4. Are determined by staff to have a valid need to be separated from General

Population.



Section 2: Classification

Subject: Special Needs (Continued)
Minimum Standard: 5120:1-8-03(B)(8)
Revised:

3. Rights and Privileges
a. Inmates placed in medical and/or close observation housing will receive the same rights
and privileges granted to those inmates in general population with few exceptions:
I. Inmates at risk of suicide will receive a suicidal smock and blanket and nothing
else allowed in their cells.
ii. Out of cell time may be limited and/or some activities restricted due to inmate
safety or the safety of others. This time may be used at the inmate’s discretion for
exercise, showering, phones calls, etc.

4. Review
a. Inmates placed in medical and/or close observation housing will be reviewed by the
medical/mental health staff.
b. Only a medical or mental health professional may remove an inmate from medical
and/or close observations housing.

5. Training
a. New employees will be review this policy with a training officer.



Section 2: Classification

Subject: Classification System

Minimum Standard: 5120:1-8-02(A) / 5120:1-8-02(B)(1)(2)(3)(4)
Revised: 09/2007, 06/2008, 12/2011, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

Inmates housed at the Erie County Jail will be classified to determine the level of custody required,
special needs, housing assignment, and participation in programming in order to provide the inmate
and staff with the maximum amount of safety and security. The NIC Decision Tree Classification form
(Section 4, Page 9) will be used. All classifications shall be objective and non-discriminatory. Non-
discriminatory classification is required by law and shall be practiced at the Erie County Jail. Housing
will not be determined on the basis of race, creed, color of skin, national origin or religion. Any
classification action that deprives an inmate of privileges afforded to others must be documented as
outlined in 5120:1-8-15 of the Standards for Jails in Ohio. The Erie County Jail shall have written
policies and procedures, and practices which evidence compliance with male and female inmates are
housed separately by sight, touch, and out of the range of normal conversation, violent and non-violent
inmates are not placed in the same cell or unsupervised areas together, male and female are
supervised if placed together for purposes of programming, transportation or other similar activities,
and juvenile and adult inmates are separated in a manner pursuant to sections 2151.311 and 2152.26
of Revised Code.

PROCEDURE

1. The booking officer who processes the inmate will collect and record any and all information
regarding the immediate medical, mental, or emotional needs of the inmate. The booking officer
will use this information to ensure that the inmate is housed in an area that is safe and secure
for the inmate.

2. The Classification criteria shall be implemented to the maximum extent consistent with the
design and capability of the Erie County Jail. Criteria used to classify an inmate will include, but
not limited to;

1. Sex — Male and Female inmates are housed separately by sight, touch, and out of range
of normal conversation with each other. Male and female prisoners must be directly
supervised if placed together for purposes of programming, transportation or other similar
activities.

2. Behavior — Violent and non-violent inmates are not to be placed in the same cell or
unsupervised area together.

3. Age — Juvenile and adult inmates are separated in a manner pursuant to sections

2151.311 and 2152.26 of Revised Code.

Special Needs - Physical and/or Mental Handicaps

Case Status — Sentenced/non-sentenced

a A

3. All inmates will be classified within 72 hours of incarceration.



Section 2: Classification

Subject: Classification System (Continued)

Minimum Standard: 5120:1-8-02(A) / 5120:1-8-02(B)(1)(2)(3)(4)
Revised: 09/2007, 06/2008, 12/2011, 05/2019

4. Classification - During the classification process the booking officer will:
1. Obtain as much information as possible from the following sources;

a. CCH

b. LEADS

c. OHLEG

d. Previous Booking Records at Erie County Jalil
e. Initial Medical Observations

f.  Other online sources
Interview the inmate to obtain further information and verify the information obtained
Use the Classification Tree to determine the inmate’s custody status
Review the following with the inmate--
a. Answer any guestions about the rules and regulations of the jail that the inmate
may have; and
b. Instruct the inmate to complete a request through a kiosk to apply for participation
in any jail programming; and
c. Check the available housing and assign the inmate to a cell; the booking officer
will log the inmate’s housing assignment as required in the current RMS.
5. All documentation relating to the classification of an inmate will be placed into the inmate’s
jail file by the booking officer.
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5. Juvenile — Juveniles will only remain in the booking area for the amount of time it takes to
fingerprint, photograph, and complete the booking process. Once the booking process is
completed, the juvenile inmate will be housed in a medical cell. Prior to this, any adult inmate
housed in the medical area will be moved to a holding cell. Any time an inmate is moved from
one area to another, the escorting officer will make certain that adult inmates are not in the area
the inmate is being moved through and too.

6. Jail Uniforms — After a custody status is determined the inmate should be changed in to a jail
uniform that corresponds to the inmate’s classification status, if the appropriate color and size
is available for the inmate in question:

1. Orange Uniforms — Maximum Security

2. Green Uniforms — Medium Security

3. Tan Uniforms — Laundry and Cleaning Inmate Workers
4. White Uniforms — Kitchen Inmate Workers

If the appropriate size is not available, the inmate will be issued a uniform in a different color
than the color that would correspond to the inmate’s classification. Corrections Officers will
not rely solely upon an inmate’s uniform color to determine the inmate’s classification.

7. Reclassification — Inmates will be reclassified:
1. Upon change in legal status
a. Convicted of a crime
b. Additional charges



Section 2: Classification

Subject: Classification System (Continued)

Minimum Standard: 5120:1-8-02(A) / 5120:1-8-02(B)(1)(2)(3)(4)
Revised: 09/2007, 06/2008, 12/2011, 05/2019

2. Upon notification of any behavior problems
a. Documented disciplinary action for events such as fighting, making threats,
disobeying staff.

b. Documented medical or mental health problems such as attempted suicide,
medical emergency, or injuries.

8. Any classification action which significantly deprives an inmate of privileges afforded other
inmates or in any way placed them in a lesser status shall be justified in writing.
1. The booking officer classifying the inmate will document the reason for depriving rights in
a Jail Incident Report. This report will be forward to the Jail Administrator for review.



Erie County Jail
Inmate Work Duties and Responsibilities
Cleaning

Work Hours:
As needed

Personal Hygiene:
Clean Clothes
Teeth Brushed, Hair Clean and Combed, Hands and Nails Clean, Shower Daily

Cleaning Duties, including but not limited to:

Sweep and mop of floors throughout the jail

Cleaning windows throughout the jail

General cleaning of jail as directed by staff

Preparing cleaning supplies for housing areas as directed by staff

Issuing and collecting cleaning supplies from housing areas as directed by
Retrieving and cleaning mops and mop buckets

Assist staff in moving items (chairs, tables, etc.) throughout the jall

Cleaning Rules:

Must wear a tan uniform at all times when outside the dorm

Tennis shoes must be worn when performing cleaning duties

No loud or boisterous behavior

Cleaning Workers are not to pass messages (written or verbal) to those in other housing areas
Cleaning Workers are not to hold conversations with inmates in other housing areas

No profanity

Cleaning Workers are not allowed to enter the processing room without permission and direct
supervision of staff

Cleaning Workers are not to leave the dorm unless ordered to by staff
Cleaning Workers are to report any contraband items found to staff

Failure to complying with these duties, responsibilities and rules will result in disciplinary
action to include loss of good time, privileges and isolation.

| have read and will comply with the above written rules and regulations.

Cleaning Inmate Worker’s Signature Date



Erie County Jail
Inmate Work Duties and Responsibilities
Laundry

Work Hours:
As needed

Personal Hygiene:
Clean Clothes
Teeth Brushed, Hair Clean and Combed, Hands and Nails Clean, Shower Daily

Laundry Duties, including but not limited to:

Retrieve laundry baskets as directed by staff

Take dirty laundry to the laundry room as directed by staff
Wash, dry, and fold laundry

Sort and Store laundry

Sweep and mop the laundry room floor

Collect garbage in the laundry room

Clean machines, sinks, and any equipment in the laundry room
Daily cleaning of the dryer lint traps

Advise staff of any equipment in need of repair

Monitor and advise staff of needed laundry chemicals

Advise staff on any contraband items that have been found
Assist staff in collecting and passing out laundry to inmates in housing areas
Mark clothing items as directed by staff

Laundry Rules:

Must wear a shirt and long uniform pants at all times in laundry

No loitering in the laundry room

No arguing or fighting

No loud or boisterous behavior

Do not enter the kitchen or storage rooms unless directed by a staff member
Do not leave washers or dryers running when leaving the laundry room
Laundry Workers are required to be searched before returning to the dorm

Laundry Workers are not allowed to enter the processing room without permission and direct
supervision of staff

Laundry Workers are not to pass messages (written or verbal) to those in other housing areas
Laundry Workers are required to report any contraband items found to staff

Failure to complying with these duties, responsibilities and rules will result in disciplinary
action to include loss of good time, privileges and isolation.

| have read and will comply with the above written rules and regulations.

Laundry Inmate Worker’s Signature Date



Section 2: Classification

Subject: Standard Issue Items

Minimum Standard: 5120:1-8-02(D)

Revised: 07/2004, 01/2008, 12/2011, 09/2015, 7/2017, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have written policies and procedures, and practices which evidence
compliance that any inmate who is confined for more than twelve hours, and prior to being placed in
general population (expect when security, health, and mental health concerns are being addressed)
will be:

1. Assigned a bed

2. Issued a clean mattress, blanket, bed linens, and towels

3. Provide with articles to maintain personal hygiene (toothbrush, toothpaste, feminine hygiene
items and soap)

PROCEDURE

After being admitted to the custody of the Erie County Jail and confined for longer than twelve hours,
the booking officer will provide the prisoner with standard issue items

A. Standard Issue uniform items include one of each item. Inmates may also receive gym clothing
at time of classification.

Uniform shirt

Uniform Pants

Two pairs of underwear

Shower shoes

Towel
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B. Standard issue bedding items (one each unless otherwise indicated)
1. Mattress
2. Blankets (2)

C. Standard hygiene items issued, one each

Toothbrush

Toothpaste

Bath soap

Comb

Females shall be provided with feminine hygiene items as needed
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D. Standard issue gym clothing (one each unless otherwise indicated)
1. Two orange T-Shirts
2. Gym Shorts
3. Tennis shoes
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Section 3: Security

Subject: Security Perimeter
Minimum Standard: 5120:1-8-03(A)(1)
Revised: 09/2007, 06/2008, 12/2011

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have an established security perimeter to provide a secure environment for
inmates and staff alike.

DEFINITION

Security Perimeter:

a. The secure boundary, which encloses the entire portion of the facility which prisoners
are confined, including the following areas:
i. Booking and Release

ii. Any Inmate Housing Area
iii. Recreation Areas
iv. Visitation Rooms
v. Laundry and Kitchen Area

vi. Court Room

vii. Interview Rooms

viii. Medical Area

ix. Holding Area
x. Classroom

b. Any area beyond the below listed doors will be considered outside the security
perimeter;

I. 403 Sally Port Door (Lobby Entrance)
ii. 444 Sally Port Door (Kitchen/Laundry Area Lobby Entrance)
iii. 453 Sally Port Door (Kitchen Emergency Doors)

iv. 448 Sally Port Door (Kitchen Dock Entrance)
v. 427 Sally Port Door (E Control Emergency Door)

vi. 501 Door (Work Release Door)

vii. 503 Sally Port Door (Vehicle Sally Port Entrance)

viii. 508 Sally Port Door (A Control Emergency Door)



Section 3: Security

Subject: Controlled Movement

Minimum Standard: 5120:1-8-03(A)(2) / 5120:1-8-03(B)(12)
Revised: 9/2015, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

Passage through the security perimeter shall be strictly controlled and monitored. Any public access to
the security perimeter will be controlled and monitored. Inmate movement from one area to another is
controlled by staff.

PROCEDURE

A. Vehicle Gate
1. It shall be the responsibility of the officer assigned to the Main Control Board Operator to
keep the vehicle gate closed when not in use.
2. Admittance will not be granted if the board operator is uncertain of the identity of the person
requesting entrance.
a. In the event their identity is in question, the person at the gate should be directed to
the 401 lobby door for identification.

3. After being allowed through the gate the officer will be directed to the Sally Port Garage.
a. Only under emergency circumstances should more than one vehicle be allowed in the
sally port garage

B. Entry/Exit from Security Perimeter
1. It shall be the responsibility of the officer operating the Main Control Board to identify those
wishing to enter or exit the security perimeter.

a. When the Female Control Board Operator is assisting the Main Control Board
Operator with entrance/exit of the security perimeter through the 403 Sally Port Door
it shall be the responsibility of that officer to identifying those who wish to enter and
exit through that door.

2. Only authorized personnel shall be granted entrance or exit from the security perimeter.

a. If the identify of any person(s) wishing to enter or leave the security perimeter is in
question, the board operator will not allow entrance or exit to the jail perimeter. A
corrections officer will be notified and personally confirm the identity of the person(s)
in question.

Inmates

a. Inmates brought into the Erie County Jail should be in restraints prior to being allowed access
into the security perimeter. In the event there are circumstances that the inmate cannot be
restrained due to a physical condition, the shift supervisor should be advised prior to the
inmate and law enforcement escort being allowed into the security perimeter.



Section 3: Security

Subject: Controlled Movement (Continued)

Minimum Standard: 5120:1-8-03(A)(2) / 5120:1-8-03(B)(12)
Revised: 9/2015. 05/2019

Professional Visitors

a. Professional visitors are defined as any person(s) acting in an official capacity wishing to gain
access into the security perimeter to have direct contact with an inmate. This can include but
not be limited to:

a. Attorneys

b. Officials from other law enforcement agencies

c. Medical Personnel

d. Counselors of the same sex, except for mental health counselor(s) assigned to jail
duties.

e. Tutors

b. Upon request and prior to being allowed entrance into the security perimeter, the professional
visitor must present credentials that identify them in their official capacity.

a. The shift supervisor may refuse any professional visitor if the visit/visitor appears
suspicious in nature.

c. If allowed access into the security perimeter, the officer allowing the access will log such in
the Jail Management System Jail Log

a. Using the PROV Code in the Jail Log the officer will list the date, time, location, reason,
and name of visitor(s) and inmate(s) involved.

d. Unless unusual circumstances exist, professional visits should be conducted between the
hours of 0800 through 1900. With the exception of bonding agents, the shift supervisor must
approve professional visits during general population lock down hours.

C. Movement inside the Jail
1. Inmate and staff identities are verified prior to opening doors.
a. It shall be the responsibility of the officer operating the Control Board controlling the
door to be opened to identify those wishing to enter or exit through that door.
2. Corrections Officers will escort inmates for safety and security when necessary.
3. Movement in and out of the housing unit is to be logged.



Section 3: Security

Subject: Secure Booking and Release Area
Minimum Standard: 5120:1-8-03(A)(3)
Revised: 9/20015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have a secure booking and release area.

PROCEDURE

1. The booking and release area will consist of the area past the 014 Door to include:
a. Processing Room
b. Property Storage Room
c. Change Out Area
d. Finger Print / BAC Area
2. No inmate will be allowed into this area unless under direct supervision of a Corrections
Officer.
3. Inmate access to this area will be restricted by ensuring the following doors are kept secure:
a. 405
b. 412 (473)
c. Main Door (475)
d. Booking Door(414)
4. Property Storage Room Door (015) must be kept secure when not in use.



Section 3: Security

Subject: Weapons in Security Perimeter
Minimum Standard: 5120:1-8-03(4)
Revised: 10/2008, 12/2011, 09/2015

Authorized: Effective date:

Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have temporary weapons storage lockers as each point of entrance to the
jail's security perimeter to ensure the safety and security of the jail. No firearms or weapons shall be
brought into the security perimeter of the jail, unless under emergency situations and then only under
the authorization of the Sheriff or Jail Administrator.

PROCEDURE

1.

The Board Operator controlling access into the security perimeter of the jail shall be
responsible for advising any Law Enforcement Officers to secure any weapon they may have
prior to entering the security perimeter.
Items not allowed in the security perimeter of the jail shall include but not limited to;
Firearms
Ammunition
Chemical Weapons
Conducted Energy Devices (Taser)
Any Striking Devices (ASP, PR-24, Baton)
Knives
Law Enforcement Officers should use the weapon storage lockers to secure their weapons
a. Weapon Storage Lockers will be located at:
i. 401 Lobby Door
ii. 503 Vehicle Sally Port
b. Law Enforcement Officers may elect to secure the weapons in the trunk of their
vehicles.
Anyone refusing to secure their weapons shall not be permitted inside the security perimeter.
a. The shift supervisor should immediately be advised if any person is refusing to comply
with this policy and procedure.
b. The shift supervisor shall write a Jail Incident Report in the Jail Management System of
any incident of a person refusing to secure their weapon prior to entrance to the security
perimeter.
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Section 3: Security

Subject: Video Recording Systems
Minimum Standard: 5120:-1-8-03(A)(5)
Revised: 8/2015, 10/2015, 05/2019

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have an operational closed circuit video recording system that precludes
monitoring of shower, toilet and clothing exchange areas. Only authorized personnel may view the
video recording system’s monitors.

PROCEDURE

Standard Video Recording — All security cameras sense and record any and all movement in an area.
The master recording unit is located in the Main Control Room. This device records video only. All
video equipment shall be kept in proper working condition. Any malfunctions should be reported to the
jail administrator. At no time will a video recording device be used to monitor an area used for disrobing,
showering or the use of toilet facilities.

Booking Video Recording — All booking area video cameras record with audio and without interruption
and are automatically overridden with new recordings (“loop” system), as noted in this agency’s
Records Retention Policy.



Section 3: Security

Subject: Two-Way Communications
Minimum Standard: 5120:1-8-03(A)(6)
Revised: 8/2015, 9/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have a two-way communication system between staffed control boards and
inmate occupied areas that allows inmates to verbally contact corrections staff by speaking at a
normal conversational level. All cells and entrance/exit ways in the Erie County Jail will have two-way
communication that can be answered by Main Control, E Control, and/or B Control Rooms. At least
one of these control rooms is to be manned by a Corrections Officer at all times.

PROCEDURE

1. Any cell that an inmate is placed into will have an intercom.
a. Inmates will have access to initiate communication with a Corrections Officer via the
intercom.
2. Every entrance/exit order in the Erie County Jail will have an intercom on either side of the
door.
3. Each Control Room (Main, A, and B) will have a Control Board that allows the Corrections
Officer to initiate communication with an inmate via the intercom.
4. It will be the responsibility of the Corrections Officer assigned to the Board to monitor the
intercom system.
a. Main Control Board will be an assigned post 24 hours a day
b. E Control Board will be an assigned post from 0600-1900 hours
c. B Control Board will be an assigned post as needed or as staff levels allow
5. Any malfunctioning parts of the intercom system will be immediately reported.
a. The Board Operator will advise the Shift Supervisor of the issue
b. The Board Operator will submit a Work Order to the Erie County Jail Facilities and
Maintenance Department.



Section 3: Security

Subject: Equipment (Generator)
Minimum Standard: 5120:1-8-03(A)(7)
Revised: 9/2015

Authorized: Effective date:
Sheriff Paul A. Sigsworth

POLICY

The Erie County Jail shall have equipment necessary to maintain utilities, communications, security,
and fire protection in an emergency. Equipment shall be tested quarterly and repaired and/or
replaced as needed.

PROCEDURE

1. The Erie County Facilities and Maintenance Department is responsible for maintain, testing,
and repairing and/or replacing the Generator.

2. The Generator is housed in the Boiler Room of the Erie County Sheriff's Office, outside the
security perimeter of the Erie County Jail.



FErie County Jail
Inmate Observation Log

Date:

Name of Person Being Observed:

Authority Recommending Observation:

Reason for Observation:

An officer of the Erie County Sheriff’s Office — Jail Division shall observe the above-
mentioned inmate every _10 _minutes. Time of observation, signature of the officer,
and the inmate’s condition shall be recorded below.

Observations

Time Signature of Officer Inmate’s Condition

If the inmate requires to be restrained longer than 2 hours due to being a threat to
themselves or others, the Shift Supervisor must document the reasons in a Ja