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PROCEDURES

I. SECURITY PERIMETER

A. ENTRY INTO THE FACILITY

1. Prior to facility entry, the transporting officer will alert dispatch or alternate facility staff that he/she will be entering the facility with a prisoner. The transporting officer will also identify whether the prisoner(s) in custody are male/female, adult/juvenile in order to remain adequately informed on whether a required sight separation[footnoteRef:1] and sound separation[footnoteRef:2] response is required should prisoner(s) already be detained within the facility booking or detention areas. (SDA.14, SDA.15) [1:  Sight Separation – Clear visual contact between incarcerated adults and juveniles within close proximity to each other.]  [2:  Sound Separation – Direct oral communication between incarcerated adults and juvenile offenders.] 

B. OFFICER’S FIREARMS

When inside the facility, an officer(s) dealing with a prisoner(s), at any stage, shall stow[footnoteRef:3] his/her firearm. This requirement shall remain in effect unless or until the prisoner is in handcuffs and placed in a transport vehicle. (SDA.11) [3:  Stow – For the purpose of this policy, to stow your firearm means to remove all firearms from your person and place them into secure storage in a location outside the security perimeter of the detention area.] 


Note: State of Maine Department of Corrections Detention Standards require that no firearms be permitted within the security perimeter of the detention area. The mere removal of the magazine from the weapon does not satisfy compliance with the applicable standard.

1. An officer initially entering the facility with a prisoner shall stow his/her firearm before the prisoner is removed from the transport vehicle. If the prisoner is walked into the facility, this will be done prior to the removal of any prisoner restraint equipment[footnoteRef:4]. [4:  Restraint Equipment – Any mechanical contrivance, appliance, or object designed or fashioned to physically control or incapacitate a person, such as handcuffs, leg irons, or straight-jackets.] 


2. Firearms shall remain secured during any and all phases of the booking process. If the booking process is interrupted, the officer(s) will secure his/her firearm(s) before resuming the booking process.

3. Officers from outside agencies must also secure their firearm(s) in accordance with the above guidelines. Any       Police Department officer in the presence of a prisoner is charged with the responsibility of enforcing this specific article. 

II. PRISONER SEARCHES (SDA.1.d)

Officer and employee safety is paramount when dealing with prisoners. When possible, prisoners shall be searched prior to incarceration or further entry beyond the booking process. Prisoners within the facility must be escorted by an officer. Other employees coming into visual or physical contact with the prisoner must have confidence that all measures have been taken to remove dangerous items from the prisoner. 

1. All searches of prisoners shall be conducted in private and in a manner that preserves the dignity of the prisoner, by a staff member of the same sex in an area completely free from members of the opposite sex. (SDA.16)

2. Pat-down searches will be executed using the back of the hands in private areas of the body to include buttocks, groin, and in the case of a female, the chest area.

3. Strip searches shall be conducted only during exigent circumstances[footnoteRef:5] in compliance with the rules promulgated by the Department of the Attorney General as required by 5 MSRA Section 200-G. At a minimum, strip searches shall: (SDA.17) [5:  Exigent Circumstance - An emergency situation requiring swift action to prevent imminent danger to life or serious damage to property, or to forestall the imminent escape of a suspect, or destruction of evidence.] 


a. Be conducted only by, and in the presence of, staff of the same sex as the prisoner;

b. Be conducted in private and in a manner that preserves the dignity of the inmate;

c. Be conducted at the time of arrest or admission to the facility; or when a pre-trial prisoner is charged or held for murder, or for a Class A, B, or C offense;

d. Not be conducted at the time of arrest or admission to a facility of a pre-trial prisoner charged with a Class D, E, or other misdemeanor offense unless the officer has reasonable suspicion to believe that the prisoner is concealing contraband[footnoteRef:6] and is about to come into contact with inmates of a facility. [6:  Contraband – Any item possessed by an inmate, in an inmates’ area, found within or outside the facility perimeter which is declared illegal by law or not specifically approved for inmate possession by those legally charged with the responsibility for administration and operation of the facility.] 


e. In the case of a person taken into custody for the execution of a sentence or already a prisoner of a detention facility, he or she may be subject to a strip search at any time, to include when the prisoner enters or leaves a security perimeter. 

f. All strip searches shall be recorded in the facility Detention Area Log(s), to include:

i. Name of prisoner and staff person conducting the strip search and other persons present;

ii. In the cases where required under 5 MRSA Section 200-G, justification for the strip search.

4. Circumstances in which items identified as contraband are discovered, potential weapons and incendiary devices shall be removed. Thus would include:

a. Assaultive weapons such as knives, bars, etc.;

b. Fire hazards such as lighters, matches, etc.;

c. Suicide implements such as shoelaces, belts, and/or other.

5. Evidence and contraband shall be retrieved and handled in accordance with Departmental policy.

6. If a complete search is not conducted because of an inter-gender or other circumstance, at least the following will be done:

a. A cursory and visual search for dangerous weapons will be conducted; and

b. The prisoner will be guarded by an officer in an interview room until he/she is bailed or fully searched.

C. PRISONER PROPERTY (SDA.1.h)

1. Property removed from the prisoner shall be treated as follows:

a. Placed in a locker or other secure storage compartment. 

b. Itemized on an inmate property receipt, to be signed by the prisoner upon release or transfer.

2. Evidence or contraband removed shall be treated as follows:

a. Properly tagged and forwarded to the appropriate staff member or placed in the designated evidence compartment (locker).

b. Officer shall advise prisoner of the seizure.

c. Seizure shall be recorded on the officer’s report.

III. MEDICAL TREATMENT FOR PRISONERS

1. Emergency medical care shall be available at all times. (SDA.1.j) (SDA.19)

2. Prisoners in need of medical attention shall be tended to by Rescue Personnel, and transferred to a medical facility, if necessary. An officer will accompany the Rescue.

3. A First Aid Kit is located      . (SDA.1.i)(SDA.18)

IV. KEY CONTROL

A. CELL KEYS

1. All officers will be responsible for becoming familiar with the locking system of the detention area. (SDA.10)

2. Cell keys shall be located at a place that affords the officer easy and immediate access to the cell(s), but not accessible to the prisoner, or any other unauthorized person. 

3. A duplicate set of cell keys will be kept      .  (SDA.10)

V. PRISONER PROCESSING

A. BOOKING (SDA.1.f)

1. The booking officer shall obtain some form of identification from the prisoner (documented if possible).

2. All persons arrested, excluding traffic violations, shall be photographed and fingerprinted. 

3. The prisoner shall be permitted phone call(s) for the purpose of securing bail.

4. IF NECESSARY, the prisoner will be placed into a cell. 

5. The arresting officer shall complete the following:

a. Arrest reports;

b. Begin written documentation on the Detention Area Log, also known as a Prisoner Check Sheet; 

c. Run a check through NCIC for any outstanding warrants on prisoner.

B. JUVENILE ARRESTS

1. Notify parent(s), legal guardian(s), or legal custodian of juvenile prisoners, as well as the local JCCO (Juvenile Community Corrections Officer). 

a. Circumstances of which the arresting officer will not be requesting detention, the JCCO must be notified within 12 hours following the arrest.

2. If it is the judgment of the arresting officer that the juvenile should be detained prior to an initial court appearance, detention must be requested within 2 hours after arrest or the juvenile must be released. 

3. After the arresting officer has notified the JCCO and requested detention, the JCCO shall order the conditional or unconditional release or shall effect a detention placement.

4. Under no circumstance may a juvenile having committed a status offense[footnoteRef:7] be placed into a cell, handcuffed to a stationary object, or placed in secure custody. Doing such would violate Federal Regulations.  [7:  Status Offense – Truancy, Curfew Violations, Runaway, Underage Possession/Consumption of Tobacco.] 


Note: Every effort should be made to detain a juvenile in the least restrictive environment possible. A juvenile should only be securely detained and/or placed into a cell when officer safety is at risk.

C. RELEASE (SDA.1.f)

1. The prisoner shall be advised by the booking officer of the following:

a. Charges are repeated so that they are understood;

b. When bail is permitted, the officer will determine whether he/she can make bail. Prisoners arrested for Class D & E crimes may be released using the personal recognizance form. (Exceptions: Cases involving domestic violence, FTA warrants, warrants that have a set bail, or when conditions must be set by a bail commissioner and/or the prisoner is uncooperative)

c. If the prisoner is able to make bail, a bail commissioner will be contacted to respond to the facility. Once the bail commissioner has completed the required paperwork, the prisoner shall be escorted to the bail commissioner, so the required documents can be signed. Once bailed, the officer will escort the prisoner out into the lobby.

d. Prisoner is advised that he/she will be transported to the County Jail pending bail for court appearance if bail cannot be made. 

VI. INCARCERATION

A. ENVIRONMENTAL CONDITIONS

1. Detention area temperatures shall be no less than 65°F and no more than 85°F. (SDA.22)

2. Toilets, wash basins with hot and cold water, and other sanitary equipment shall be kept clean and in working order. (SDA.21)

3. Cells shall be cleaned after each use. There shall be a sanitation inspection of each cell after each use, including careful check for vermin. Each sanitation inspection shall be documented on the Detention Area Log. (SDA.20)

B. DETENTION AREA LOG(S)

1. Shall be maintained by each shift and contain the following (SDA.1.a)(SDA.4):

a. Personnel on duty who are responsible for the holding facility;

b. Time and results of prisoner supervision and counts;

c. The date, time, and names of all prisoners booked/released, and the reason for the same;

d. Shift activities, including any action taken on handling routine or unusual incidents or occurrences; and

e. Notation of problem, disturbances, and distribution and use of emergency and security equipment.

C. PRISON RAPE ELIMINATION ACT (PREA)

1. Pursuant to the PREA standards signed by the US Attorney General, which took effect  on August 20, 2012, this agency will maintain and enforce zero tolerance toward all forms of sexual abuse and sexual harassment. 

2. A copy of the PREA Lockup[footnoteRef:8] Standards will be maintained and available at all staff detention posts. [8:  Lockup – Means a facility that contains holding cells, cell blocks, or other secure enclosures that are:
(1) Under the control of a law enforcement, court or custodial officer; and
(2) Primarily used for the temporary confinement of individuals who have recently been arrested, detained, or are being transferred to or from a court, jail, prison, or other agency.] 


3. The procedures necessary to implement this mandate shall be outlined in the additional directives of these Standard Operating Procedures.

D. STAFF SUPERVISION (SDA1.e)

1. The prisoner shall not be left unsupervised at any time during processing.

2. The booking officer shall be responsible for the prisoner during processing and until such time as the prisoner is incarcerated, and he/she (booking officer) directly notifies the on-duty supervisor that he/she has completed processing the prisoner.

3. The shift supervisor is ultimately responsible for the prisoner after incarceration and must ensure that the prisoner is physically checked at least every fifteen (15) minutes. Each safety check will be documented on the Detention Area Log or Prisoner Check Sheet. (SDA.13)

4. During incarceration, the prisoner shall not be left unsupervised. There shall be an employee near the detention area, with the ability to respond immediately to any crisis or emergency. (SDA.12)

E. PRISONER SEPARATION (SDA.1.g)

1. Adequate sight and sound separation between juvenile and adult prisoners must be maintained at all times. (SDA.15)

2. Adequate sight and sound separation between male and female prisoners must be maintained at all times. (SDA.14)

Note: The       Police Department has been classified as a Short-Term Detention Facility by the Maine Department of Corrections, and as such, is prohibited from securely detaining any individual beyond six (6) hours. 

VII. DETENTION AREA EVACUATION

A. PREPARATION (SDA.1.c)

1. A written evacuation plan shall be developed and shall show the means of egress from the detention area and facility. Appropriate sections of the evacuation plan shall be posted in the detention area. (SDA.7)

B. LEVEL OF RESPONSE

1. If the situation requiring evacuation is considered NON-LIFE THREATENING, a cruiser will be directed to enter the sally port[footnoteRef:9] or park outside a point of entry. An officer will place restraint equipment on the prisoner(s), and immediately remove them from the area. The prisoner(s) will be transported and secured at the nearest available detention facility.  [9:  Sally Port – An enclosed area situated either in the perimeter wall or fence of the facility or within the interior of the facility, containing gates or doors at both ends, during normal operation only one of which opens at a time. This method of entry and exit ensures there will be no breach in the perimeter or interior security of the facility.] 


2. If the situation requiring evacuation is considered LIFE THREATENING, and immediate evacuation is necessary, an officer will remove the prisoner(s) from the detention area, and place restraint equipment on them if at all possible. The prisoner(s) will then be removed from the building through the nearest exit, and taken to the edge of the department parking lot. A mobile unit will be directed to pick up the prisoner(s), who will be transported and secured at the nearest available detention facility. Depending on the nature and length of the emergency, it may be necessary to bail the prisoner from the alternate facility.

3. Under an extreme emergency where time is of the absolute essence, it may be necessary to release the prisoner(s) from the detention area, and allow the prisoner(s) to exit the building through the nearest exit while forgoing restraint equipment. That being the case, the prisoner(s) will be placed in restraint equipment as soon as there is a viable opportunity to do so. 

VIII. TRANSPORTING PRISONERS

1. Vehicles and restraint equipment used for transporting prisoners must be kept in good working order.

2. Prisoners must be controlled to prevent any contact with weapons or contraband. Restraint equipment should be used to ensure such.

3. Injured or ill prisoners must be cleared by medical authorities prior to transporting to the County Jail or Youth Development Center.

4. Required affidavits will be completed prior to transport. 

IX. RECORDS

1. Records personnel shall maintain a record of all persons who have been subject to secure detention[footnoteRef:10] within the facility. These records shall include at minimum: [10: 

 Secure detention facility. “Secure detention facility” means a facility characterized by physically restrictive construction that is intended to prevent a person who is placed in or admitted to the facility from departing at will.] 


a. Name of prisoner;

b. Date of birth;

c. Adult or Juvenile court jurisdiction;

d. Most serious offense;

e. Gender

f. Race and Ethnicity;

g. Date/Time placed into secure detention;

h. Date/Time released from secure detention;

i. Who the prisoner was released to.

2. These records will be compiled into a monthly report, referred to as Holding Facility/SDA Monthly Population Report (SDA.1.b)(SDA.5). It shall be completed at the conclusion of each month and forwarded to:

Maine Department of Corrections
Attn: Ryan Andersen
111 State House Station
Augusta, ME
04333-0111

X. ADMINISTRATIVE RESPONSIBILITIES

1. The standards set forth in the NFPA Life Safety Code, published by the National Fire Protection Association and adopted by the Maine Department of Public Safety, shall be followed. Documentation of compliance from the State Fire Marshal’s Office shall be kept on file. (SDA.6)

Note: State of Maine Department of Corrections, Inspections Division is currently accepting documentation of compliance from the municipal fire chief, as long as NFPA standards are being followed. 

2. There shall be a security perimeter that prevents access to or egress from the detention area by unauthorized persons. (SDA.8)

3. There shall be audio/communication system between a 24 hours manned staff post and prisoner detention areas. (SDA. 9)

4. All cells shall be designed and used for single occupancy and shall have a minimum of 40 square feet of floor space. (SDA.23)

5. Each cell in detention areas built or renovated after December of 1992 shall have a toilet. In those cells where toilets are not provided, there shall be no less than one toilet for every six prisoners, and staff shall provide prisoners ready access to toilets and wash basins at all hours. (SDA.24)

6. Each cell shall have a bed and/or chair/bench. (SDA.25)

7. The county or municipality shall conduct preliminary research into current practices and available resources prior to committing funds for design or construction of renovations or new facilities. Key planning and design documents shall be submitted to the Department for review and comment during the planning and design process. The Department shall review all documents to determine whether compliance with standards is achieved and shall certify compliance in writing. 

8. The Department shall be informed in writing when construction is 75% completed so that an on-site inspection can be made to determine standards compliance. Final inspection of the completed facility shall be made, and the Department shall certify compliance before a new facility is placed in use or a renovated area is occupied.  (SDA.27)



