San Francisco Sheriff's Department
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MISSION STATEMENT
The San Francisco Sheriff's Department works with the public, and criminal justice and community

stakeholders to safeguard the lives, rights, and property of all people we serve. We strive to
complete our mission in a manner that maintains the trust and confidence of the people of San

Francisco.
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LAW ENFORCEMENT CODE OF ETHICS

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

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

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

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

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

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my
chosen profession . . . law enforcement.
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Authority and Legal Assistance

100.1 PURPOSE AND SCOPE

This policy acknowledges and reflects the legal authority under which the San Francisco Sheriff's
Department shall operate and maintain local detention facilities in this state. In addition to the
authority vested by state law, the San Francisco County jails operate in accordance with these
laws, constitutional mandates, regulations, and local ordinances.

100.2 POLICY

It is the policy of this Department that San Francisco County jails will be maintained by all
lawful means for the incarceration of persons suspected of violating the law or who have been
adjudicated as guilty of committing a crime or civil offense by a competent legal authority, as
prescribed by law, and for the involuntary commitment of persons subject to civil commitments.

100.3 LEGAL FOUNDATION

The San Francisco Sheriff's Department recognizes and respects the value of all human life and
the expectation of dignity without prejudice toward anyone. It is also understood that vesting law
enforcement personnel with the authority to incarcerate suspected law violators to protect the
public and prevent individuals from fleeing justice requires a careful balancing of individual rights
and legitimate government interests.

100.4 LEGAL ASSISTANCE
The following are examples of areas where the services of the Sheriff's Legal Counsel and City
Attorney assist the Department:

(@) Analyze and alert the Custody Operations Division (COD) Chief Deputy to county jail-
related case law.

(b) Serve as a legal consultant in the construction and review of new county jail policies
and procedures.

(c) Serve as a legal consultant on issues related, but not limited to:
1.  Use of force
2. Faith-based requests
3. Complaints and grievances
4.  Allegations of wrongdoing by staff
(d) Serve aslegal counsel in legal matters brought against this department and the Sheriff.
100.4.1 LEGAL LIAISON
The Sheriff will designate the Sheriff's Legal Counsel to act as a liaison between the Department
and the City Attorney’s Office. The Sheriff's Legal Counsel will maintain an open relationship with

the City Attorney’s Office in order to move quickly on emerging facility issues that could have
significant legal implications for the Department.
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Annual Review and Performance-Based Goals
and Objectives

101.1 PURPOSE AND SCOPE

The San Francisco Sheriff's Department is dedicated to the concept of continuous improvement in
the services provided on behalf of the public and in accordance with applicable laws, regulations
and best practices in the operation of its jail facilities. This policy establishes review criteria to
measure and evaluate the success of achieving established goals and objectives.

101.2 POLICY

The San Francisco Sheriff's Department shall strive to continually improve the operation of its
facilities to ensure they are safe, humane, and protect incarcerated persons' constitutional and
statutory rights. To this end, the Department shall conduct an annual (calendar) review to evaluate
its progress in meeting stated goals and objectives.

101.3 ANNUAL REVIEW
The Custody Division Chief should ensure that annual management reviews are conducted of,
at a minimum:

(@) Statutory, regulatory, and other requirements applicable to the operation of its jail
facilities.

(b) Lawsuits and/or court orders/consent decrees.

(c) Department policies, procedures, directives, and post orders that guide the operation
of its jail facilities.

(d) Fiscal operations and accounting procedures.

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

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

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

(i)  Incarcerated person profiles and trends that measure:

Incarcerated person population (Average Daily Population).
Incarcerated person population by gender.

Highest one-day count.

Bookings/releases.

Percentage of male incarcerated persons.

o 0k~ w NP

Percentage of female incarcerated persons
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()

(k)

10.
11.
12.
13.
14.
15.
16.
17.
18.

Juveniles in custody.

Felony and misdemeanor incarcerated persons in custody.
Pretrial and sentenced population.

Medical and mental health beds.

Meal counts (regular, medical, court meals).

Early releases.

Alternative-to-incarceration participants.

Special needs incarcerated persons.
Classification issues.

Incarcerated person grievances (founded/denied).
Demographics (age, race, gang affiliation).

Court movement.

Security issues that include:

o 0k~ w NP

Incarcerated person-on-incarcerated person assaults.
Incarcerated person-on-staff assaults.

Major disturbances.

Deaths in custody (natural/suicide/homicide/accidents).
Suicide attempts

Escape and escape attempts (15 CCR 1030).

Incarcerated person programs including:

1.

2
3.
4

Education.
Commissary.
Drug and alcohol programs.

Faith-based services.

101.4 CRITERIA TO MEASURE PERFORMANCE
The following items will be used to measure and evaluate the level of success in achieving the
department's stated goals:

(@)
(b)
(©)
(d)

(e)

Fiscal year budget surpluses or successful operations even with budget reduction

Findings from independent financial audits

Incarcerated person grievances

Documentation that department investigators have completed the required specialized

training in conducting sexual abuse investigations (28 CFR 115.34)

Documented training hours received by staff
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Annual Review and Performance-Based Goals and Objectives

(H Completed audits of the policy and procedures manuals

() Review of safety cell log sheets

101.5 MANAGEMENT REVIEW RESULTS
The COD Chief Deputy may employ several methods to assess performance, including the
following:

(@) Performance analysis - Performance analysis attempts to discover discrepancies
between the expected and actual levels of performance. This analysis should focus
on whether the practices in its jail facilities are meeting the mission of the Department
and whether department policies and procedures are in alignment with statutes,
regulations and court orders.

(b) One-to-one interviews - Scheduled interviews with COD staff held in private to
encourage candid responses to help identify issues or conditions that should be
targeted for review or correction.

(c) Questionnaires - Questionnaires should be used as a group method to solicit
suggestions and information about what operations are in need of adjustment or where
program resources should be directed.

(d) Staff debriefing - Staff should be periodically debriefed, especially after an
emergency operation or incident, to identify aspects of facility operations that may
need to be addressed by the Facility Commander and supervisors.

(e) Inspection findings - The Department is subject to a variety of administrative
inspections (standard-setting authorities, command staff, grand jury, jail advocates).
These annual inspections should be used to identify ongoing issues in the operation
of its facilities.

101.6 MANAGEMENT REVIEW RESULTS

To the extent practicable the individuals responsible for the development of a COD management
review should follow the guidelines established in the Administrative Communications Policy and
Annual Facility Inspection Policy to document and support the findings. A complete report of the
review results should be submitted to the appropriate level in the chain of command for final
approval.

The results of COD management reviews should be used in the ongoing process of continuous
improvement. They should be used to direct changes in the operation of its jail facilities to identify
successful operations that might be replicated in other facilities. They should not, however, include
specific identifying information of incidents or involved individuals.

The results of management reviews may be used in full or in part to respond to inquiries from
interested groups, such as the local legislative body, courts, grand jury or others, to provide
information on issues concerning the operation of its facilities, including action planning whenever
appropriate.

Copyright Lexipol, LLC 2023/06/27, All Rights Reserved. Annual Review and Performance-Based Goals
Published with permission by San Francisco Sheriff's and Objectives -12

Department



San Francisco Sheriff's Department

102 Custody and Court Operations Policy Manual

Division Commander Role

102.1 PURPOSE AND SCOPE
To define the assignment and authority of the Custody Operations Division Commander.

102.2 POLICY
The San Francisco Sheriff's Department has a single administrator for the Custody Operations
Division (COD) who is responsible for the administration, control and management of the county

jails.

102.3 CUSTODY OPERATIONS DIVISION ROLE

(@)

(b)

The Custody Operations Division Commander is appointed by the Sheriff with the rank
of Chief Deputy.

Assignment to or transfer from the position of COD Commander will be at the discretion
of the Sheriff. Tenure in this position will be at the discretion of the Sheriff.

102.4 CUSTODY OPERATIONS DIVISION COMMANDER RESPONSIBILITIES

(@)

(b)

(©)

(d)

The COD Commander shall be responsible for the safe, efficient and lawful
administration, operation, control and management of all the county jails.

All jail facilities, personnel, and incarcerated persons are the responsibility of the COD
Commander and are accountable to the COD Commander.

Upon approval from Sheriffs Administration, it shall be incumbent on the COD
Commander to respond promptly to all lawful requests from federal, state and local
legislative and executive bodies for information about the San Francisco County Jail
system.

Facilitate required monthly COD meetings with all Facility Commanders, Jail Health
Services, the Classification Unit, Central Records and Warrants Unit, and SFGH
Ward 7D/7L. Ensure minutes from the meetings are documented and distributed to
all participants.
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Facility Commander Role

103.1 PURPOSE AND SCOPE
To define the assignment and authority of the Facility Commander.

103.2 POLICY
It is the policy of the San Francisco Sheriff's Department to assign to each jail facility a Facility
Commander who is responsible for the 24-hour operations of the jail facility.

103.3 FACILITY COMMANDER ROLE
(@) Facility Commanders are appointed by the Sheriff with the rank of Captain.

(b) Assignment to or transfer from the position of Facility Commander at a specific facility
will be at the discretion of the Sheriff.

(c) Facility Commanders report directly to the Custody Operations Division (COD) Chief.
103.4 FACILITY COMMANDER RESPONSIBILITIES
The Facility Commanders will be responsible for:

(&) The overall safe operation of the assigned jalil facility.

(b) The overall safety of staff and incarcerated persons assigned to the facility.

(c) Reviewing and responding to employee and incarcerated person grievances and other
inquiries that may be made by lawful authorities.

(d) Coordinating all Programs, Health Care, and PLS access in the facility with the
Program Administrator and other responsible entities.

(e) Ensuring compliance with all Department policies, procedures and practices, Title 15
and Title 24 of the California Code of Regulations, and all related laws governing local
detention facilities.

(H  Promoting management objectives and cultivating teamwork by all persons working
within the facility and across the Division.

(g) Attend required monthly COD Chief Deputy and management meetings.
(h) Facilitate required Facility Commander meetings as follows:

1. Regularly meet with Facility assigned supervisors.

2. Meet with union representatives as needed.

3. Monthly, meet jointly with Facility supervisors and the Jail Health Services
Manager. Meeting times should be flexible to enable all to attend. Minutes from
these meetings will be documented.

4, Regularly schedule meetings with the Food Service Manager and Programs
staff.
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Watch Commanders

104.1 PURPOSE AND SCOPE

Each shift must be directed by supervisors who are capable of making decisions and
communicating in a manner consistent with department policies, procedures, practices, functions
and objectives. To accomplish this goal, a Watch Commander (WC) heads each watch and is
supported by the Assistant Watch Commander.

104.2 WATCH COMMANDER

The Watch Commander for a San Francisco Sheriff's Department Facility, Section or Unit
reports to the Facility, Section, or Unit Commander, and is responsible for the safe and efficient
management of all assigned department members and functions of that Facility/Section/Unit for
an assigned shift.

Watch Commanders must prioritize daily tasks, and direct and support subordinates assigned
to those tasks, ensuring their job responsibilities are completed in the safest and most efficient
manner. The Watch Commander provides direction and coordination of shift objectives and tasks
for completion to the Assistant Watch Commander.

In some Facility/Section/Units, a Watch may not be staffed with a supervisor, and in this case the
most senior Deputy Sheriff on the Watch will be the acting Watch Commander. In those instances,
that person shall:

. Manage incidents that arise during the shift/watch

. Ensure staffing for the on-coming watch is sufficient
. Brief the on-coming watch

. Process requests for PTO when appropriate

Procedural links:

. Custody and Court Operations Procedure Manual: 104.1 WATCH COMMANDER
PRIMARY DUTIES

. Custody and Court Operations Procedure Manual: 104.2 WATCH COMMANDER AT
WARD 7D/7L

104.3 ASSISTANT WATCH COMMANDER

The Assistant Watch Commander for a San Francisco Sheriff's Department Facility, Section, or
Unit reports to the Watch Commander and is responsible for the safe and efficient management
of all assigned staff and to assist in the operations of the watch.

Procedural link:

Custody and Court Operations Procedure Manual: 104.3 ASSISTANT WATCH COMMANDER/
BOOKING SUPERVISOR AT IRC
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San Francisco Sheriff's Department
Custody and Court Operations Policy Manual

Biennial Facility Inspection

105.1 PURPOSE AND SCOPE

Biennial facility inspections are the collection of data designed to assist administrators, managers,
and supervisors in the management of the custody facilities by means of establishing a systematic
inspection and review of its operation. This policy provides guidelines for conducting the biennial
facility inspection.

105.2 POLICY
This department will use a formal biennial inspection process of its facilities, whenever practicable

and consistent with local, state and federal law, to ensure practices and operations are in
compliance with statutes, regulations, policies and procedures and best practice standards (15
CCR 1029(a)(2)). Inspections will be used to help identify the need for new or revised policies
and procedures, administrative needs, funding requirements, evaluation of service providers and
changes in laws and regulations. This process shall include all Sheriff incarcerated person housing
and temporary holding facilities.

105.3 COD CHIEF DEPUTY RESPONSIBILITY

The COD Chief Deputy is responsible for collecting performance indicators and other relevant data
to generate and provide a biennial inspection of all custody facilities. The Chief Deputy and each
Facility Commander will ensure inspections are conducted whenever practicable and consistent
with local, state, and federal law, as outlined below for each facility type on a biennial basis.

biennial inspections may be used in preparation of inspections by outside entities, such as
inspections by a government inspection authority, professional organization, or accreditation body.
In this case, the local inspection will serve as a pre-inspection review that will prepare each facility
for the outside or third-party evaluator.

105.4 INSPECTION AREAS
The biennial inspection should include the following areas in the assessment process:

(@) Pre-assessment briefing - The pre-assessment briefing should begin with a meeting
of the Facility Commander, key program staff and service providers. The individual
conducting the assessment will need to advise key personnel of the areas they will be
inspecting so the appropriate materials will be brought up to date and made available
to the assessment team.

(b) Policy review - A review of all county jail policies and procedures should be conducted
to ensure that policies are up to date and accurately reflect the requirements and
activities related to the jail operation.

(c) Record review - A review of the records that support jail activities, medical records,
and the facility's financial records should be conducted to ensure that contractual
benchmarks are being met and that any discrepancies are documented and reported
as part of the assessment report in an effort to mitigate harm from improper access
to or release of records.
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(d)

(e)

(f)

(@)

(h)

Benchmark review - A review of the Department-stated goals and objectives should
be discussed with each Commander, program managers, and other key providers
of programs. This will provide the opportunity to identify any areas that require
correction additional resources or that reflect a successful performance that should
be acknowledged and possibly replicated.

On-site inspections - The assessment team should conduct on-site inspections of
each facility to verify that activities in the facility are in alignment with goals and
objectives and compliant with policies and procedures. Any discrepancies, as well as
exceptional efforts on the part of management and staff, should be reported as a part
of the jail assessment. An inspection checklist should be used to guide the inspection
process and to ensure consistency.

Develop an action plan - After the fact-finding described in the previous sections has
been accomplished, notes, records, and recommendations should be analyzed and
an action plan developed to initiate any needed correction. Documenting successful
practices is important to determine if they can be replicated in other areas.

Reporting - The results of the inspection should be compiled into a report and
should include recommendations and action plans necessary to ensure continuous
improvement in the operation and management of the county jail system. The
completed report and any analysis and documentation required to justify costs, policy
revisions, or any other administrative requirements should be submitted to the Sheriff.

Monitor progress - The COD Chief Deputy and each Facility Commander will ensure
that approved recommendations are being instituted by the responsible program
providers.
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Post Orders/Procedures

106.1 PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the development of post orders/procedures
and the training of members assigned to each post to include a pre-established department
approved format.

106.2 POLICY

To develop comprehensive post orders /procedures for every position. Copies of the orders/
procedures are maintained at each post or available electronically. Members shall be familiar with
the post orders before working a position.

106.3 DEVELOPMENT

Clear procedures shall be incorporated into post orders for regular daily activities including, but
not limited to, safety checks, head counts, meals, sick call, out of cell time, clothing exchange,
mail distribution and response to emergencies, such as fires, natural disasters and criminal acts.

106.4 REVIEW AND UPDATE

Post orders and procedures shall be reviewed annually and updated by the Facility Commander
or the authorized designee. Post orders should also be reviewed whenever there is a change in
command at a Facility. The Department will notify affected union(s) of any creation of or changes
to post orders/procedures to the extent required by the Meyer Milias Brown Act.

106.5 TRAINING

The Facility Commander shall ensure that all members assigned to posts are properly trained
to perform all of the duties and responsibilities described in the post orders/procedures. This is
particularly true in fire, life-safety and the emergency response procedures.
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Prohibition on Incarcerated Person Control

201.1 PURPOSE AND SCOPE

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

201.2 POLICY

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

201.3 EDUCATION, DRUG, OR ALCOHOL PROGRAM ASSISTANTS

Nothing in the policy is intended to restrict the legitimate use of incarcerated persons to assist
a facilitator/teacher in the instruction of educational, violence prevention, or drug and alcohol
programs. Any program that uses incarcerated persons to assist in legitimate program activities
will be closely supervised by facility employees or vocational instructors. Nothing in this section
is intended to authorize an incarcerated person program assistant to engage in disciplining other
incarcerated persons.
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Equipment Inventory and Supplies

202.1 PURPOSE AND SCOPE

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

202.2 POLICY

The Facility Commander shall ensure that all county jail property and fixed assets are inventoried
annually. Sheriff's Financial Services shall ensure that all supplies purchased are reconciled with
the invoice prior to payment.

The County Jail maintains secure storage areas for the purpose of storing food, supplies and
equipment. The Facility Commander shall maintain oversight of all storage areas. The contracted
food service entity will work in conjunction with the Facility Commander regarding food storage
areas.

With the exception of medical supplies, which are ordered by the medical staff, and food items
which are ordered by the contracted food service agency, financial services is responsible for the
purchasing and acquisition of materials and equipment for all facilities under the Sheriff's control.
Supplies and equipment that are not needed for immediate use should be stored in a secure
storage area.

Requisition forms from the requesting party should be completed and sent to the storekeeper.
Any encumbrance to each facility's budget requires review and approval by the Custody Division
Chief and the CFO.

The CFO, in conformance with established policies, is responsible for negotiating all other
purchases and ensuring they are paid in a timely manner.

202.3 PURCHASING

The Facility Commander, along with the Storekeeper and the CFO, are responsible for managing
the purchasing process to ensure that amounts and types of purchases fall within budget
parameters. The Storekeeper must also ensure that facilities purchasing process complies with
applicable laws, regulations, and department policies.

With approval of the Facility Commander, small purchases of under $200 that are a critical need
may be procured by way of a petty cash fund or Department credit card.

Personnel with spending authority and SBBS should adhere to the following strategies:

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

(b) Provide information describing the types of goods and services required to operate
the facilities/units.
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(©)

(d)
(e)

(f)

(9

Ensure that staff with spending authority follow procedures that outline the process for
submission and approval of purchase requisitions.

Review purchase requisitions to verify the need, urgency, and priority.

Monitor service contracts to ensure facilities are receiving the scope and quality of
services specified in the contract.

1. Finance will ensure that all service contracts that involve the Custody Division
are supplied to the Chief of that Division. Finance will also ensure that contract
compliance training is provided.

Regularly monitor expenditures to make certain the purchase of goods and services
are charged to the appropriate accounts and within budget limits.

Keep purchase records as required by the Records Retention Policy to maintain the
integrity and availability of purchasing documents, including requisitions, purchase
orders, receiving reports, and invoices.

202.4 EQUIPMENT INVENTORY

The Storekeeper will conduct an audit on all supplies quarterly. The results of the audits will be
forwarded to the Sheriff via the chain of command. The CFO may also conduct an interim audit
on all fixed assets in order to maintain a complete and accurate accounting of equipment and

its location.
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Tool and Culinary Equipment

203.1 PURPOSE AND SCOPE

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

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

(6)).

203.3 CUSTODY TOOLS

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

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

Any time tools are brought into a secure area where incarcerated persons are present, staff
supervising the area shall count the number of tools brought in to ensure that the same number
of tools is taken out and the condition of the tool is the same as when the tool was issued.

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

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

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

The deputy responsible for the supervision of the use of the missing tool will prepare and
submit a memo to the Watch Commander documenting the specific tool that is missing and the
circumstances of the disappearance. The memo will be forwarded to the Facility Commander.
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203.4 MAINTENANCE OR CONSTRUCTION TOOLS

Maintenance or construction tools are those tools and equipment that are brought into and out of
the secure perimeter of the facility by employees or contractors to facilitate repairs or construction
of the physical plant. Only the tools and equipment needed specifically for the intended work will
be permitted into each facility.

Prior to entering the secure perimeter of the facility, the contractor shall be instructed to maintain
personal possession of the tools at all times. When it is necessary to complete a task in an
area where incarcerated persons are present, the incarcerated persons shall be locked down or
removed from the area by staff supervising the area.

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

203.5 KITCHEN EQUIPMENT
Culinary tools are located in the kitchen and include common tools used in the preparation, service
and delivery of meals.

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

The deputy assigned to the kitchen shall inventory all kitchen tools at the beginning of their shift and
prior to the arrival of incarcerated workers. Kitchen tools will only be issued to incarcerated persons
who have been classified as incarcerated workers. Staff will supervise incarcerated persons at all
times when the they are using tools.

Each tool issued will be assigned to an individual incarcerated worker and logged. When an
incarcerated worker is finished with a tool, the tool shall be checked in and documented.
Incarcerated workers shall not be permitted to pass tools between each other except under the
direct supervision of staff.

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

In the event that a kitchen tool is missing, the deputy shall immediately notify the on-duty
supervisor, who shall initiate immediate action to locate or account for the missing tool. A thorough
search for the tool will be undertaken and the deputy responsible for the supervision of the use
of the tool shall document the event. The documentation with all relevant information shall be
forwarded to the Facility Commander.
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Garbage and Refuse Removal

204.1 PURPOSE
To ensure incarcerated persons do not use the removal of garbage or refuse as an opportunity
for escape or to retrieve contraband.

204.2 GARBAGE AND REFUSE REMOVAL

All items, carts, containers and boxes (large enough to hide an incarcerated person) being
removed from a facility shall be thoroughly searched by the deputy prior to taking the garbage to
an outside location to ensure no one is secreted in the cart.

(@) Facility garbage will be sealed in clear plastic bags.

(b) Garbage from the housing units will be delivered to a designated location identified
by each facility. Once at the designated location, all garbage shall be searched under
the direct supervision of a deputy. Facility items that should not be thrown away will
be retrieved under the direction of a deputy.
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Incarcerated Person Records

205.1 PURPOSE AND SCOPE
This policy establishes the protocols required to create and maintain accurate records of all

persons booked and confined in San Francisco County Jail facilities.

205.2 POLICY

It is the policy of this department that all records shall be complete and comprehensive, resulting
in reliable data that provides information about each incarcerated person's period of confinement,
as well as histories of previous confinement in San Francisco County. incarcerated person records
are official department documents and should be used for official business only. incarcerated
person records are a vital component of the criminal justice system and should only be released
to authorized persons.

205.3 RECORD MAINTENANCE

It shall be the responsibility of the Custody Operations Division (COD) to ensure records, both
electronic and physical, on all persons who have been committed or assigned to each jail facility
are maintained, including but not limited to the following (15 CCR 1041):

. Information gathered during the booking/intake and admission process as provided in
the incarcerated person Reception Policy

. Photographs and fingerprints cross-referenced to the booking number

. Duration of confinement

. Cash and property inventory and receipts

. Classification records, including incarcerated person classification levels and housing

restrictions.

. Housing history records and housing cards. Housing cards shall be maintained in a
secure area where the incarcerated person is currently housed. Housing cards shall
follow the incarcerated person when they are transported outside the facility (i.e. to
court, hospital/clinic appointments/ emergency care, to another jail, etc.).

. Reports of disciplinary actions and dispositions (i.e. Request for Discipline, Loss of
Time, Breach of Contract and Appeal forms for Major Rule Violations, etc.).

. Grievances and dispositions

. Reports of incidents or crimes committed during confinement

. Request forms

. Special visit forms
. Court orders, appearances, documents, and the disposition of hearings
. Work documentation

. Program documentation
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. Visitation records
. Telephone records

Nothing in this policy restricts records being stored electronically in lieu of physical copies.

205.3.1 COURT ORDERS OF NAME OR GENDER CHANGE

In addition to any Departmental transgender policies or procedures, when a court order is received
that involves a name or gender change of an incarcerated person, the CRW shall document the
change in the incarcerated person's records.

205.4 RELEASE OF INCARCERATED PERSON RECORDS

Incarcerated person records are confidential and shall be used for official business only. Any
release of incarcerated person records shall be made only in compliance with a lawful court order
or as authorized by state and federal law to persons having a legitimate criminal justice need,
or with a consent form signed by the incarcerated person (15 CCR 1045). A copy of the release
authorization document shall be maintained in the incarcerated person record file.

205.5 ELECTRONIC RECORD MAINTENANCE

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

205.6 RECORDS RETENTION
Incarcerated person records shall be maintained consistent with the established records retention

schedule.
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Key and Electronic Access Device Control

206.1 PURPOSE AND SCOPE

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

206.2 POLICY

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

206.2.1 KEY IDENTIFICATION

All keys that open any doors within a facility/building shall be marked with unique identification
codes that will allow for quick inventory. Keys that are bundled together as a set shall be numbered
or coded with a tag to identify that set and the number of keys on the ring. The identifying numbers
or code on keys shall not correspond to numbers/codes on locks. Keys are not to be referred to by
their identification code in front of incarcerated persons or visitors. Keys attached to a permanent
ring will not be removed by any employee.

A separate secure document (master index) identifying all keys of a Facility, Section, or Unit will
be maintained by the Facility/Section/Unit Commander or designee.

206.2.2 KEYSET CONTENTS

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

206.2.3 KEY CONTROL

Facility/building keys shall be maintained within a secure room or multiple secure rooms
designated by each facility and work location. These rooms shall have controlled access for
designated employees only. Within each facility or work location, each Watch will designate an
individual to be responsible for key control and collection/distribution.

Issued keys must remain in the employee's physical possession at all times. Under no
circumstance are issued keys to be placed on a surface, left in a drawer or left unattended for any
period of time. Employees shall not possess any key for which they have not been authorized.
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When it is necessary to pass keys between employees, keys are to be handed to another person
and not slid on the ground or tossed in the air.

Employees shall not duplicate, mark, alter or manufacture any key without written authorization
from the Facility, Section or Unit Commander or the authorized designee.

Watch Commanders or supervisors shall ensure that all keys are accounted for at the beginning
and end of each shift. In the event that all keys are unaccounted for by the oncoming Watch
Commander, the off-going Watch may not be relieved until the missing keys are accounted for.

Under no circumstances will security keys be made available to incarcerated persons regardless
of their status.

206.2.4 LOCK POLICY

All security perimeter entrances, Control Room doors and cell doors shall be kept locked, except
when used for admission or exit of employees, incarcerated persons or visitors, and in an
emergency. Operators of sally ports shall ensure that only one of the doors of a sally port is opened
at any time for entry or exit purposes, except where the entry or exit of emergency personnel
requires the operator to override the doors and allow for rapid entry or exit. Each time the override
function is engaged, the deputy must notify the watch commander.

206.2.5 TESTING

Locks to security doors or gates shall be tested for proper function at least weekly to ensure
proper operation. This testing shall be documented and a weekly report forwarded to the Facility
Commander.

206.2.6 EXTERIOR DOOR AND ARMORY KEYS
Keys for exterior doors to a facility/building and the armory shall be kept in a locked cabinet in a
secure location, outside of the facility's incarcerated person housing area.

Emergency evacuation keys are only to be removed with permission of the Incident Commander
or Watch Commander. Emergency evacuation keys shall never be in an incarcerated person
housing unit or area where incarcerated persons are present unless authorized by the Incident
Commander or Watch Commander in an emergency.

206.2.7 MISSING KEYS

Deputies who discover a key or keyset is missing, misplaced or stolen shall immediately make a
verbal report to a supervisor, shall prepare a written memo prior to the end of the watch and shall
document the daily logbook. The supervisor shall immediately initiate a search for the missing
key(s). If a reasonable effort to locate the key fails, the supervisor shall order a lockdown of the jail
facility, Ward 7D/7L or courtroom. All incarcerated persons shall be locked in their cells/housing
units or in holding cells. incarcerated persons shall not be allowed to pass into or out of the facility or
leave the court holding cell without being thoroughly searched for the missing key. The supervisor
shall, as soon as practical, notify the Facility/Section Commander regarding the loss of the key
when it was discovered and the circumstances involved.
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A methodical and thorough search of the entire facility or courtroom area will be made by the
deputies.

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

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

Keys must be returned/collected before the end of the Watch or prior to leaving a facility or work
location. If keys that are inadvertently taken home or locked in an employee's locker, the employee
shall return to their worksite immediately or allow access into their locker for retrieval of the keys.

206.2.8 DAMAGED KEYS OR LOCK

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

206.2.9 KEY CARDS
Key cards may be issued for each employee assigned to a facility/building.

(@) Temporary key cards will be available for employees on a temporary assignment.

206.3 KEY CONTROL RECORDS

A shift roster will be maintained for the accounting and security of all keysets. Each shift is
responsible for reporting any key malfunctions or missing keysets. Key control measures shall be
documented by designated staff on logs and forms, and the records retained in accordance with
established records retention schedules.

206.4 ELECTRONIC ACCESS DEVICES

Proximity cards, fobs or other devices may be issued to staff to allow access to restricted or
controlled areas of a facility. In the event of a lost or stolen device, an employee shall notify
their supervisor as soon as it is known the device is missing. The device shall be immediately
deactivated to prevent unauthorized use.
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Daily Activity Logs and Watch Reports

207.1 PURPOSE AND SCOPE

Accurate and legible records are vital to the management of each Facility, Section and Unit in the
department. They provide a means for supervisors to review events and emergency situations
that have occurred.

This policy provides guidance for creating and maintaining accurate and legible records necessary
for the management of specific functions and the operation of a Facility, Section or Unit.

207.2 POLICY

This policy establishes the requirement for the preparation, maintenance and retention of
permanent logs and Watch Reports to provide a record of both routine activities and unusual
events such as emergencies or other notable occurrences. The term “deputies” throughout the
Department policy and procedure manuals refers to all sworn staff of every rank.

207.3 PROCEDURES
Deputies assigned to specific positions and posts shall prepare an accurate accounting of daily
activities and shall document those activities in the daily activity log. The daily activity log and
Watch Report is a permanent record of daily activities and assignments. Deputies who falsify any
official document may be subject to disciplinary action, up to and including termination, as well
as criminal prosecution.

Deputies will adhere to the following procedures when preparing entries into a daily activity log
or Watch Report:

(@) Unless entries are logged into an electronic record, entries will be in ink.

(b) Entries should be legible and provide sufficient detail to ensure that the log entry or
report properly reflects the events of the day.

(c) Entries shall include the name and badge number of the individual making the entry.
(d) Entries shall reflect the date and time of the event logged.

(e) Entries created and stored electronically shall not be maodified. If corrections or
changes become necessary, they shall be done by way of a supplemental entry,
leaving the original entry unaltered and retrievable.

(H  Handwritten log entries requiring modification shall be crossed out with one line and
a new entry made, noting that it is a correction.

207.4 DAILY ACTIVITY LOGS

Facilities/Sections/Units have logs that serve to document pertinent activities. These logs should
be updated at least daily. There are logs that encompass the overall functions on the Facility/
Section/Unit and others that focus on discreet parts of the Facility/Section/Unit.

These logs include, but are not limited to:
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. Bookings and releases

. Formal incarcerated person count at the beginning and end of each shift

. Key count and exchange

. incarcerated person safety checks, security checks, Safety Cell placements, pill call,
inspections, and routine activities

. incarcerated persons received and/or moved from a housing unit

. Unusual incarcerated person behavior and disciplinary actions

. Hospital runs or coverage at the hospital for an incarcerated person/arrestee

. All searches and discovered contraband

. The times the supervisor made rounds

. Engineer/building infrastructure problems and/or inspections

. Alarms and security equipment tests

. Unusual occurrences or issues that affected or may affect operations
. Use of emergency equipment

. Any use of force

The daily activity log information for each Facility/Section/Unit will be brought to each muster
briefing whereby the past 24 hours of activity, and anticipated future activities, shall be reviewed to
the oncoming shift. At the start of a team's workweek, the supervisor shall summarize the activities
that occurred on their regular days off. The daily activity log will be made available to Sheriff's
employees to review. The daily activity log will be retained in 