CHAPTER 1

                                              GENERAL INFORMATION



TITLE:
INTAKE, IDENTIFICATION AND IDENTIFICATION AREA INMATE MANAGEMENT
Effective: 06/01/01 Revised: 01/31/02, 04/25/02, 07/10/02, 05/05/03, 09/01/03, 01/20/05, 07/11/05, 06/01/06, 02/12/09
POLICY:
Inmate admission procedures in the Corrections Bureau specify the steps to be taken by admitting and processing staff and require that specific written information be collected on incoming inmates.

See Corrections Bureau Policy -

Inmate Booking

Inmate Records

Inmate Property

Inmate Work Programs/Minimum Security Facility Housing

Video Court and Video Interviews

Contraband, Crime Scene and Criminal Evidence

Control Rooms

Custody Releases

Staff Safety
I. GENERAL INSTRUCTIONS
A. Universal bodily fluid precautions should always be used when searching inmates and their personal property. This is required when searching new arrestees and handling new arrestee(s) personal property.
B. When new arrestees are brought into custody on charges involving crystal meth labs the arresting officer should be questioned to determine if the suspect and suspects clothing are safe to handle. If it cannot be determined that the person and clothing are safe to handle, all clothing items should be placed in a bio-hazard bag (red) prior to storage and the new arrestee showered thoroughly.
C. Inmates wearing contaminated clothing (blood, urine, feces, etc.) should be dressed in jail clothing pending initial court appearance or remaining in custody. Contaminated items will be properly bagged and returned to the individual upon release from custody.
1. All inmates that have visible blood or other bodily fluids on their clothing or body should be evaluated by the booking medical staff and/or the intake nurse if necessary.
2. If needed, direct the inmate to take a shower to eliminate contamination. Place contaminated clothing in a red bio-hazard bag.  Provide the inmate jail clothing.
3. If an inmate has an open laceration/wound that is bleeding/draining, or a skin lesion that is draining, gauze dressing should be applied by the intake nurse to prevent cross contamination.
4. If an inmate contaminates benches, chairs, counters, etc., through sitting on the object or other contact, the contaminated area/items should be cleaned with a 1:10 bleach and water solution or other appropriate decontamination process by Environmental Services staff.
D. Intake/ID area security staff will provide for the safety and security of booking, medical, pre-trial services, inmate records and classification staff functions in the booking/intake area.
E. Intake area security staff will respond to the booking area and secure vehicle parking lot to provide assistance with combative inmates, as needed.
F. A minimum of two security staff members shall remain in the Intake/ID area any time there are any unsecured (not locked in a cell) inmates in the Intake/ID area.
G. Each new arrestee and individual remanded to PCSD custody (including individuals processed into the facility via the release/pre-release sallyport) will be fitted with a temporary identifying wrist band by the Medical staff member conducting the Booking Medical Screening. This wrist band is a temporary band used in the ID area to monitor, schedule and track completion of different activities (search, photographs, fingerprints, PTS interview, medical interviews, initial appearance, etc) required during the Intake process. The band is removed and destroyed before the inmate departs the ID area.
H. For inmates on Segregation or Isolation status, provide separation from other inmates as much as possible while going through the Booking and Identification processes. Keep separate inmates will be kept separate any time they are not under immediate physically control of a security staff member; when not under immediate control the inmates must be kept separate by physical barriers.
I. An Initial Identification and Intake Contact Information Form, PCSD 820, shall be initiated and completed on each inmate when processed into the facility.
1. Attach a copy of the inmate’s photograph to the form.
2. Forward the form to the ID/Intake area initial classification specialists for placement in the inmate’s classification file during the classification process.
3. If the inmate is moved to a housing area before the initial classification process is completed, ensure the form is forwarded to the housing unit with the inmate for placement in the inmate’s classification file.
J. Condition Orange
1. Due to the open construction design of, and possible high number of inmates who may be under the influence of various mind altering substances held in, the Common Lower Level Holding Area, the potential for disruptive behavior, volatile acts, fights/assaults/arguments, etc., is significantly greater than experienced in other areas of the facility.
2. The Intake and ID area will be adequately staffed to control and manage most situations of this nature and should not require the assistance of other staff members (Officer Needs Assistance). However, as a safety precaution, anytime any activity of this nature occurs, the Intake/ID staff will announce CONDITION ORANGE (involving one or two inmates) on the facility radio frequency to alert all facility staff members and central control of the potential for needing assistance in the Intake/ID/Booking area. Central control will monitor the situation.  If more than two inmates are involved in the activity or the need for additional staff is needed, an Officer Needs Assistance call will be made. Central control will announce the Officer Needs Assistance call on all frequencies. The Intake/ID sergeant will supervise and manage the situation. When the situation is over and controlled, the Intake/ID staff will announce Code 4 on the radio.
3. CONDITION ORANGE will be used only to signify the potential for needing assistance in the Intake/ID area. Upon hearing the CONDITION ORANGE, all available staff members should be on the alert to respond to the Intake/ID area if the situation escalates to an Officer needs Assistance call.
4. CONDITION ORANGE should never be used when the situation requires an Officer Needs Assistance response.
K. Uniform Color Code in the Intake/ID Area
1. Inmates placed on a suicide watch and remaining in the Intake/ID area will be dressed in dark forest green/dark grey shirts.
2. Inmates not on a suicide watch remaining in the Intake/ID area who need jail clothing prior to their initial court appearance (contaminated clothing, inappropriate clothing, clothing kept for evidence, etc.) will be dressed in white jail clothing.
II. PROCEDURE:
A. Combative or Physically Non-Cooperative New Arrestees
Refer to Policy and Procedure - Use of Restraints
B. Blood Draws (Conducted at the PCADC for Pima County Sheriff’s Department arrestees only)

1. Corrections Officers will assist the Deputy(s), who have requested to conduct a blood draw on a new arrestee;

2. The Deputy(s) will be directed to bring the new arrestee to the Transport Unit sally-port and into cell #7;
3. A restraint chair will be provided, where the new arrestee will be fully secured;
a. Use of Force form completed indicating: Blood Draw
b. Restraint form completed
4. Video tape the blood draw;
a. Copy of the video goes to the arresting Deputy
b. Copy of the video goes to the ID Unit Commander
5. Have the new arrestee seen by medical staff for restraint assessment at the conclusion of the blood draw;
6. Document the incident and create a J#;
7. Evaluate the new arrestee after the completion of the blood draw;
a. If compliant, remove the new arrestee from restraints and complete the initial search process in the ID Unit
b. If non-compliant, the new arrestee will remain restrained in the restraint chair; (refer to Ch. 1, No. 17 II Procedure C. #14)
8. Document the blood draw in the Daily Briefing log;
9. Conduct a thorough search of Transport Cell #7 for any contraband.
C. Each combative or physically non-cooperative new arrestee presents unique challenges for controlling, booking and processing the new arrestee into custody. The bureau is usually made aware of a combative or physically non-cooperative new arrestee arriving in the secure parking lot by an arresting agency requesting assistance with the individual. Assistance with the combative or physically non-cooperative individual will be provided upon request.
1. The overall responsibility for the new arrestee (booking, medical condition, etc) remains with the arresting/transporting officers until the individual is booked into custody. The arresting officer shall be requested to remain with the new arrestee while Bureau staff are providing assistance until the inmate is secured in the facility or booked into custody.
2. The shift supervisor shall be notified and respond with a minimum of two corrections officers to the requested assistance area. The supervisor will supervise handling of the combative or physically non-cooperative new arrestee. When possible, the incident should be video recorded.
3. Staff members shall attempt use of communications skills to gain compliance with the individual before using physical force. Officer safety must remain the top priority and restraint devices shall be used to the extent necessary to maintain control of the individual.
4. The supervisor shall ascertain the situation, physical conditions, and behaviors exhibited (charges, known behavior characteristics, intoxication, medical/ mental/ suicidal condition, etc) of the new arrestee with the arresting officer prior to addressing the arrestee.
5. If reasonably possible, new arrestees with medical conditions likely to result in medical rejection should not be removed from the transport vehicle before they have been assessed by Medical staff. The supervisor may request the medical staff assess the inmate in the secure parking lot.
6. If the inmate is to be booked into jail, the arresting officer (unless assistance from ID staff is needed) should attempt to gain cooperation of the new arrestee and remove the individual from the vehicle. If the individual remains combative and refuses to physically cooperate, staff will use necessary means to control the individual (restraint chair, restraints, carry the individual, etc.) for movement to the ID area.
7. If the new arrestee remains combative, the individual should be taken directly to an ID holding cell and placed in a restraint chair to prevent escalation of combativeness to other new arrestees or staff.
8. Any new arrestee that is escorted from a transport vehicle for being potentially combative should be taken directly to the ID area for the search process.  If the new arrestee refuses to allow the intake process, the new arrestee should be placed in a restraint chair.
9. Any new arrestee placed in a restraint chair before the search process shall be searched for contraband. Prohibited items shall be returned to the arresting officer. Personal items (jewelry, pocket contents, money, belts, shoelaces, etc) shall be removed from the individual and given to the booking ISS for logging and generation of receipts.
10. Additional criminal charges for actions before booking, if any, are the responsibility of the arresting officer.
11. If the inmate is restrained, initiate an Inmate Restraint Check form, PCSD 901, and contact medical staff immediately and request a restraint check and inmate medical assessment.
12. If the booking Intake Support Specialist (ISS) or Pre-Trial Services (PTS) interviewer requires information from the restrained individual, they shall be escorted to the new arrestee to gather the information.
13. An inmate may be restrained in a restraint chair for up to two (2) hours while in the Intake/ID area.
a. After two hours in a restraint chair, the individual will be questioned to determine combativeness and willingness to cooperate. If the inmate has calmed and agrees to cooperate, the inmate will be removed from the restraint chair. If the inmate later reverts to a combative or uncooperative state, the inmate may again be placed into a restraint chair for an additional two hours (initiate a new Inmate Restraint Check form and supporting documentation).
b. If after two hours it is determined by security and medical staff that continued restraint is the only reasonable alternative for managing the inmate(s behavior, the following will apply:
1. Pending opening of pod 1S, mentally ill or adult males on suicide watch and all female inmates will be moved to the Mental Health Unit (MHU) and placed into soft restraints on a bunk or restraint bed.
2. Pending opening of pod 1S, other adult male inmates will be moved to a main jail tower segregation housing unit and placed into soft restraints on a bunk or restraint bed.
3. After pod 1S is opened, mentally ill inmates and inmates on a suicide watch will be moved to the Mental Health Unit (MHU) and placed into soft restraints on a bunk or restraint bed.
4. After pod 1S is opened, other adult male inmates will be moved to pod 1S (South) and placed into soft restraints on a bunk or restraint bed.
5. After pod 1S is opened, other adult female inmates will be moved to pod 1S (North) and placed into soft restraints on a bunk or restraint bed.
6. Juvenile inmates will be moved to a juvenile housing unit (MHU if on a suicide watch) and placed into soft restraints on a bunk or restraint bed.
14. Any use of physical force incidents (no matter the degree) shall be documented on an incident report. Video tapes and/or photo discs, with a copy of the incident reports, shall be forwarded to Security Services via the facility commander for disposition.
D. Management of Inmates Placed on a Suicide Watch while in the Intake/ID Common Lower Level Holding Area 
1. Inmates initially placed on a suicide watch are automatically on a High Risk - close observation level with welfare and activities visually observed at intervals not greater than every five (5) minutes. All clothing is removed, the inmate is provided a canvas smock and blanket, the inmate is denied access to his/her personal property and any sharp items (this is commonly referred to as a 5 minute strip out). See Corrections Bureau Policy - Suicide Watches
2. Inmates placed on a suicide watch during the Booking, Medical Assessment and Intake/ID process may remain in the Intake/ID area pending initial court appearance or moved to the Mental Health Unit (MHU). This decision will be made by the Medical staff and the Intake/ID supervisor.
3. For inmates being moved directly to the MHU, remove all clothing and property from the inmate and dress in a smock. Move directly to the MHU as soon as possible after the Intake/ID processes are complete.
4. For inmates on a suicide watch remaining in the Intake/ID area, the following guidance applies:
a. The inmate will immediately be placed in a dark forest green/dark grey uniform shirt as a visual aid to identify an inmate on a suicide watch. All other upper torso clothing items (undershirt, t-shirt, bra, etc.) will be taken from the inmate to prevent removal of the issued shirt and eliminate potential self harm clothing items. Removed items will be stored with the inmate(s property.
b. The inmate may not use the area private restrooms. These inmates must use the toilet facilities in one of the area holding cells. This prevents the inmate from being unobserved at any time.
c. Except when using the restroom, the inmate will remain in the lower level area in clear view of staff.
d. The inmate will be advised of the shirt and restroom restrictions.
e. If the inmate requests additional clothing to prevent cold, issue an additional forest green/grey shirt(s) if available. If the inmate requests to sleep, they will be moved to the MHU for appropriate housing.
f. Any inmate on a suicide watch who needs to be placed in a holding cell to control his/her activity will be moved to the MHU for appropriate housing.
g. The forest green/grey shirts are for use in the Intake/ID area only. If the inmate is moved to a different location, the inmate will be changed into appropriate clothing for the area being moved.
5. The Intake/ID shift supervisor will ensure all assigned officers are advised of the inmate on a suicide watch and the supervisor will designate one of the assigned officers to monitor and document the inmate’s activity on a 24 Hour Unit Activity Log at intervals not greater than every five minutes.
6. A plastic wrist band secured with a metal clip and rivet will not be placed on an inmate on a suicide watch.
7. For any inmate moved out of the Intake/ID area, the provisions of Corrections Bureau Policy - Suicide Watches apply.
E. Searches
See Corrections Bureau Policy - Search of Persons and Places
1. As soon as possible after the inmate is booked into custody, the inmate will be brought into the Intake/ID area. At minimum, every inmate entering the Intake area from outside the facility (via booking or the release/pre-release sallyport) will be pat searched and hand held metal detector scanned. The officer will notify the medical staff immediately if any obvious medical conditions or physical defects on the inmate are noticed which could result in the inmate being medically rejected.
2. Each inmate entering the ID area from the booking area must pass through a walk-thru metal detector (or scanned with a hand held device if the walk-thru is not available). Any inmate activating the metal detector will routinely have a more exhaustive search.
3. As soon as the search process is completed, the inmate will be directed to proceed to the nurses station for the booking medical screening.
a. These inmates will be directed to sit in close proximity to the nurses station for easy availability for the nurses assessments.
b. Pending completion of the booking medical screening and suicide assessment, these inmates will not be allowed unrestricted access to restrooms. These inmates will be closely monitored and allowed access to an Intake/ID area cell for restroom usage.
c. Any inmate rejected during the assessment process will remain in this area pending return of the arresting officer or transport to a medical treatment facility.
4. Allow inmate to shower upon entering the Intake area, if necessary for decontamination.
5. For all inmates who will not have an initial court appearance (e.g. probation violations, in-transit/courtesy hold inmates, temp-out returns, remands to custody, writs from DOC, etc.) and will be remaining in the main jail complex, after the Intake/ID processes are completed:
a. Ensure the classification process is completed and the inmate is moved to the assigned housing unit.
b. Ensure the inmate is dressed in (orange) jail clothing (except inmates that will be moved to the MSF). Place the inmate’s clothing and the pink copy of the Inmate Personal Property Receipt form, PCSD 839, in a plastic bag. The pink copy serves as property ownership identification for items placed in the bag. Deliver the property to the Property unit.
c. Ensure the inmate is moved to the assigned housing unit.
d. Ensure temp-out returns are dressed in jail clothing and returned directly to their housing unit.
6. For all juvenile inmates and adult inmates placed on an administrative segregation status, dress in lime green jail clothing as part of the ID processes and move directly to the appropriate housing unit as soon as possible after ID process are completed.
7. Conduct an area search of the Intake/ID and Booking areas, holding cells, common inmate holding areas, inmate toilets and pre-release and release sallyports for contraband and damage periodically during each shift. Report any findings to the shift supervisor and appropriate arresting agency if necessary.
8. For property items (inappropriate shirt, shorts, other personal items, etc.) taken from an inmate during the search process who will have an initial court appearance, place the item(s) in a plastic bag, ensure items are noted on an Inmate Personal Property Receipt form, PCSD 839, and give to the booking staff for consolidation with other items taken during the booking process. The inmate will be given outer jail clothing (white) to replace items taken from the inmate, if needed
9. If criminal contraband is discovered during these searches, more exhaustive searches may be conducted. The discovery will be documented on an incident report and the arresting officer notified and requested to return to the facility to take control of the contraband and file additional criminal charges, if appropriate.
10. If prohibited items, e.g., knives, tools, lighters, and similar items, are discovered during these searches, more exhaustive searches may be conducted. The discovery will be documented on an incident report.  These items will be returned to the original booking ISS for disposition.
III. Medical Screening
See Corrections Bureau Policy - Booking Medical Screening and Clearance/Rejection of New Arrestees or Inmates Reporting to Jail Custody
A. The initial medical screening will be completed by the medical staff member assigned to a Main Jail complex booking area window. This medical assessment is performed before the inmate is taken out of the initial booking area.
B. A Booking Assessment, Intake Mental Health Screening, and Standard Intake Screening, will be performed by medical staff. These are not required for individuals coming into custody for booking, identification, and immediate release.
C. Any inmate giving responses indicating possible suicide will be managed per medical staff guidance, i.e. placed on a suicide watch and housed in the MHU or remain in the Intake/ID area.
D. When an incoming inmate is too intoxicated or combative to respond to the Booking Assessment, Standard Intake Screening and Mental Health Screening questions, the inmate will not be moved out of the ID area (except juveniles and inmates placed on administrative segregation or inmates placed on a suicide watch and moved to the MHU) until the inmate is compliant and these processes are complete. The inmate will be assessed by medical staff. After the medical screenings, the inmate may be classified and moved to a housing unit.
1. The medical shift supervisor will be notified by the Intake/ID area supervisor, or designee, of any inmate moved to a housing unit prior to completion of the medical assessments.
E. Medical Rejection of an Arrestee
See Corrections Bureau Policy - Booking Medical Screening and Clearance/Rejection of New Arrestees or Inmates Reporting to Jail Custody and Inmate Booking and Inmate Releases

F. Management of Inmates in ID Holding Cells, Property Area Holding Cells or Common Lower Level Holding Area.
See Corrections Bureau Policy - Housing and Direct Supervision of Inmates
1. Intake/ID staff will oversee and manage inmates in the ID area using procedures similar to an inmate housing unit.
2. Intake/ID staff will maintain a unit Tie-In-Log, a Photo and Print Log, a roster of inmates assigned to the ID area, and a 24 hour Unit Activity Log.
3. Ensure all intake processes are completed on each inmate.
4. Control inmate movement and activities in the holding cells and common lower level holding areas.
5. All inmates moved to the ID section or property area for in/out processing, video court appearance, etc. will be monitored (rounds) (24 Hour Unit Activity Log) at 15 minute intervals.
6. Any inmate(s) placed in holding cells in the Transportation or Property areas must be managed and monitored by the ID staff (or arrangements made with other security staff to monitor these inmates).
7. Manage Keep Separate inmates and other classification restrictions, e.g. no phone calls, etc., as required.
G. Inmate Meals
Sack lunch items (fruit, milk, sandwiches) will be available for incoming inmates. Incoming inmates may request food items at any time. The assigned inmate worker will distribute food items as requested.

H. Intake Area Holding Cells, Booking Area and Common Holding Area Cleaning
See Corrections Bureau Policy - Sanitation and Hygiene

1. One inmate worker housed at the Minimum Security Facility (MSF) will be assigned to the ID area each shift to provide routine cleaning capability each shift.
2. The inmate worker should be transported to the ID area with routine transports from or to the MSF.
3. The inmate worker shall be under the supervision and control of the ID staff.  The ID staff will determine the duties and routine of the inmate worker.
I. Identification Photographs, Fingerprints, and Wrist Bands
1. Identification photographs and fingerprints will be taken of the inmate by facility Intake/ID staff after the inmate has been booked into custody, searched by a corrections officer and processed into the ID area.
2. During the Intake and ID processes, the inmate will be randomly asked questions about their date of birth, name, and address to confirm the identity of the inmate. The response shall be compared to the Booking Form entries for confirmation.
3. Fingerprints and photographs include notation of identifying marks/unusual characteristics by the ID staff, and notation of any birthmarks or tattoos (entered into SUMMIT by the booking staff). Any photographs taken of identifiable gang tattoos, etc., are forwarded to the Security Services Section.
4. A photo ID card and an encoded wrist band will be prepared as part of the identification photograph process. EXCEPTIONS: A wrist band will not be created or placed on individuals placed on a Suicide Watch during the Booking and Intake process and those reporting to the facility for Booking, Identification and Release (see para O) only.
5. The encoded wrist band will be placed on the inmate’s left wrist (unless an injury or other impairment prevents placement on the left wrist) and secured.
6. Inmates returning to custody from a temporary or hardship release will have a new wrist band prepared and placed on the inmate’s wrist and secured.
7. After placed on the individual’s wrist, the wrist band may only be removed by a staff member.  Inmate removal, destruction or other improper use of the wrist band will result in in-house disciplinary charges and sanctions.
8. For inmates placed on a suicide watch and moved from a general population or segregation housing unit to the Mental Health Unit (MHU):
a. The MHU staff will remove the wrist band from the inmate when he/she enters the MHU. Removed wrist bands will be destroyed (shred, cut into pieces, etc) and disposed of by a staff member.
b. When the suicide watch is removed from the inmate, the inmate will be taken to the ID unit where a new wrist band will be prepared and secured to the inmate.
c. All inmates not on a suicide watch in the MHU will have the wrist band secured to his/her wrist.
J. Print and Photograph Refusals
See Corrections Bureau Policy - Inmate Records
1. All inmates entering the custody of the Corrections Bureau should be photographed (frontal and profile views with shroud around the neck to reduce identifying characteristics [clothing/body markings, etc.] from the photo) and fingerprinted as part of the intake process if medically feasible.
2. Notify the Inmate Records supervisor, or designee, of any inmate who refuses to be photographed and/or fingerprinted prior to the inmate’s scheduled initial court appearance/ arraignment so the court can issue a court order requiring the inmate to submit to fingerprinting and/or photographs prior to custody release.
3. If the court refuses to issue a court order requiring the inmate submit to fingerprinting and/or photographs prior to custody release, the inmate will not be held in custody solely for fingerprinting and/or photograph if all other release conditions are met unless a court order directs otherwise.
4. Inmates pending initial appearance or arraignment who refuse photographs and fingerprints may be held in the intake area pending completion of the identification process. The length of time the inmate is held in this area is determined by the shift supervisor. The inmate may be placed in administrative segregation, Status III/IV, until the identification process is complete. A shift supervisor will complete a Classification Action Form, PCSD 331, and Classification Alert, PCSD 864, detailing why the inmate was placed in this status. The basis for holding the inmate in an Administrative Segregation III/IV status will be the inability of corrections staff to accurately identify the inmate while in facility custody.
5. The inmate will be scheduled for and afforded an administrative segregation hearing according to Bureau policy.
6. The inmate will not be reassigned to a lower custody level until the identification process is completed. When the identification process is completed, the Inmate Records supervisor will be notified.
K. Facility Entry via the Release and Pre-release Sallyports
See Corrections Bureau Policy - Inmate Booking and Inmate Release
1. Inmates reporting to custody for Book to Serve Time, Book/ID/Release, temp-out returns, self turn-ins, bond surrenders, recovery agent turn-ins, etc., are approved for entry to the facility via the Release and Pre-release sally ports by the Booking staff. The booking staff verifies authorization for entry and requests central control allow entry into the release sallyport (door 1859). The booking staff notifies the ID staff of the inmate reporting into custody.
2. An ID staff member will escort the individual from the release sallyport to the booking area for booking.
a. As a minimum, each individual will be pat searched and metal detector scanned prior to being granted facility entry via the pre-release sallyport and prior to being escorted to the booking area.
b. If criminal contraband is discovered during these searches, more exhaustive searches may be conducted and a deputy will be summoned and requested to complete a case report and file appropriate charges.
c. After the individual is searched, the individual will be escorted to the booking area for processing. For temp-out returns, dress in jail clothing and returned to the assigned housing unit.
L. Added Charges - In-Custody Inmates
See Corrections Bureau Policy - Inmate Booking and Inmate Release and Video Court and Video Interviews
M. Video Court, Video Arraignments and other Video Conferences
See Corrections Bureau Policy - Video Court and Video Interviews
Assist escort officers as needed to identify inmates in the Intake/ID areas scheduled for a video appearance and with inmate movement into and out of the video activities.

N. Inmate Classification
See Corrections Bureau Policy - Classification Process and Inmate Orientation
1. Oversee and manage (with assistance of an escort officer) inmate Initial Classification actions.
2. Newly arrested inmates sentenced to serve a county sentence of up to twelve (12) days at their initial court appearance shall immediately be classified by the Intake/ID area corrections specialist and moved to the Minimum Security Facility (MSF) to serve their sentence.
3. Ensure inmates are dressed out in jail clothing and moved to the appropriate housing unit by an escort officer after the classification process is completed.
O. Dress Out of Inmates Not Released After Initial Court Appearance
See Corrections Bureau Policy - Inmate Property
1. An escort officer will oversee and manage inmate dress out into jail clothing for all inmates not released at their initial court appearance.
2. Ensure each inmate(s personal property is turned in to the property unit for storage.
P. Booking, Identification and Release
See Corrections Bureau Policy - Inmate Booking and Inmate Release
1. Individuals reporting to the facility only to be booked, identified and released on a summons, will follow the same intake procedures as for any other booking.
2. If at any time during the entire Booking and Identification process, the individual wants to leave the facility, the corrections officer or other staff member must stop the process and facilitate release of the individual. EXCEPTION - If an outstanding warrant(s) is found during the booking process, the inmate will not be allowed to depart the booking or ID area. The warrant will be confirmed and the appropriate law enforcement agency requested to respond to place the person under arrest and book the person on the outstanding warrant.
3. If the individual decides to leave before being admitted into the facility and booking area, the individual will be allowed to exit the facility.
4. If the individual decides to leave after being admitted to the booking area and before the booking process has started, the individual will be escorted to the pre-release sallyport by an ID officer for processing out of the facility.
5. If the individual decides to leave after the booking and/or ID process has started and there are no outstanding warrants, notify the Inmate Booking supervisor. A computer generated Release Inmate form (jmrelese screen) (formerly Release of Inmate Form, PCSD 840 Blue) will be initiated and, signed by the Booking supervisor, and the individual is administratively released(.
a. The individual will be escorted to the pre-release sallyport for processing out of the facility.
b. The form and inmate(s ID card (if created) is given to the Booking staff.
Q. True Name Booking
See Corrections Bureau Policy - Inmate Booking and Inmate Release
1. State law (ARS ( 41-1750.A & C) requires that all state criminal justice agencies provide accurate and complete personal identification data, fingerprints and related data to the Department of Public Safety on all persons arrested for or convicted of a felony or misdemeanor offense for which incarceration occurs.
2. When an individual is booked into the facility as a John Doe or Jane Doe, that individual should have a name change ordered by the court and be fingerprinted and photographed with the true name before he/she is released.
3. The ID officers will photograph and fingerprint all John/Jane Doe inmates prior to their initial court appearance.
4. At the initial court appearance or arraignment the court should issue a true name for John/Jane Doe inmates. These inmates will be re-photographed and re-fingerprinted with the corrected name.
5. If the court does not issue a true name, the John/Jane Doe will not be held in custody solely for a name change if all other release conditions are met unless a court order directs otherwise.
R. Claims of Mistaken Identity
See Corrections Bureau Policy - Inmate Records and Inmate Booking and Inmate Releases
Claims of incarceration due to mistaken identity will be thoroughly investigated. If an inmate indicates to a staff member that he/she has been arrested due to mistaken identity, the Inmate Records supervisor will be notified immediately.

S. In-Absentia Booking
See Corrections Bureau Policy - Inmate Booking and Inmate Releases
In-absentia bookings occur when an arrestee is hospitalized and cannot physically be brought to the jail facility. These bookings are done only for Pima County Sheriff's Department arrests.

T. In-transit Inmates and Courtesy Hold Inmates
See Corrections Bureau Policy - Inmate Booking and Inmate Releases
Inmates in the custody of a commercial prisoner transport company or law enforcement officers of another jurisdiction that are in the process of being transported from one facility to another are "in-transit" inmates. When traveling long distances or during non-business hours, it is sometimes necessary for the individuals transporting the inmate to place the inmate in a local jail facility to enable the transporting individuals to rest or sleep before continuing on to their destination. In-transit inmates are temporarily held under ARS (13-3852, and are not charged a housing fee as a professional courtesy to the transporting agency.
Courtesy Hold inmates are inmates being held in PCADC as a courtesy for another law enforcement jurisdiction. Accepting these inmates requires the facility commander(s approval. These could be an inmate(s) being held because the owning agency does not have some specific capabilities for the inmate or because of the inmate(s notoriety it would be advantageous to house the inmate in another jurisdiction.  The Inmate Records commander will be notified of any inmates being held as a courtesy for another agency. These inmates will be booked into custody and managed (classification, privileges, etc.) like all other PCADC inmates.
1. In-transit inmates will enter the facility through the booking area from the secure vehicle parking lot.
2. Before booking the inmate(s) as "in-transit", the intake support specialist will notify the on-duty Intake/ID area shift supervisor and request permission to book the in-transit inmates.
3. The shift supervisor will contact the transporting officer(s) and discuss information regarding the in-transit inmates, e.g. escape risk, suicide risk, combative, etc., to ensure appropriate housing and precautions are observed.
4. The shift supervisor will notify the Facility Commander any time in-transit inmates are housed in the facility.
5. An in-transit inmate will be booked and searched in the same manner as other incoming inmates except that the transporting officer(s) will be given all of the inmate’s personal property. These inmates will be photographed only; fingerprinting and PTS interview is not required.
6. If the in-transit inmate(s) will be in the facility for less than twelve (12) hours, the inmate(s) will be secured in an ID area holding cell(s). These inmates will not be dressed in jail clothing. Note - If there is not enough space available to secure the inmates in an ID area holding cell(s), manage as in para 7 below.
7. If the in-transit inmate(s) will be in the facility for more than twelve (12) hours, the inmate(s) will be dressed in jail clothing, an ID card will be created, and a wrist band will be placed on the inmate. In-transit inmates will:
a. Be housed in a segregation housing unit or transition/reclassification pod.
b. Not be housed in the same cell with Pima County inmates.
c. Not be allowed routine dayroom time access.
d. Not be allowed telephone access (unless approved by the transporting agency).
e. Be permitted to take a shower and shave prior to the scheduled departure from the facility.
f. Be served meals in the assigned cell.
8. Financial responsibility for any emergency medical care that may be needed while the inmate is in PCADC custody will be the responsibility of the transporting agency.
9. Procedures for release of in-transit inmates are the same as for any other inmate.
10. In-transit inmates will be escorted out of the facility by transporting agency officers via the Transportation area after release approval and release processes are completed.
11. The above procedures do not apply to law enforcement agencies and companies making short rest stops to use restroom facilities or when short stops are necessary to pick up prisoners. Prisoners entering the facility for restroom usage will enter through the booking area for metal detection and pat search by Intake/ID officers and proceed to, and be confined in the Intake/ID area holding cells. Prisoners exiting the facility will exit through the booking area. Transporting company personnel will remain with these prisoners at all times. These prisoners will not be allowed physical or verbal contact with inmates in the Intake/ID area.
U. Intake Processing of Juveniles
See Corrections Bureau Policy - Inmate Booking and Inmate Release, Inmate Records, and Juvenile Females - Transfer, Transport and Courtesy Housing by the Juvenile Court Center
1. Juveniles will be kept out of sight and sound of adult inmates and new arrestees as much as possible while going through the Intake/ID processes.
2. For juveniles transported by PCJCC staff, if there are booking delays, the ID staff will be requested to move the juvenile into an ID holding cell until the juvenile can be booked into custody. The Booking staff will request the juvenile be returned to the booking area for processing as soon as possible.  During the booking process in the booking area, a staff member must stay with the juvenile anytime there are adult inmates in the booking area.
3. Juvenile inmates will be moved out of the booking area by ID officers immediately after completion of the booking process.
4. Any time a juvenile inmate is placed in an ID cell, a red magnetic sign ( juvenile in cell( will be placed on the cell door.
5. Juvenile inmates will not be held in the Intake area longer than is necessary to complete the Intake processes. Juvenile inmates will be dressed in jail clothing, have an ID card created, have a wrist band placed on the left wrist, and be moved to a juvenile housing unit as soon as possible.
6. Inmates booked as adults later claiming to be a juvenile, or vice versa, will be separated from other inmates until his/her status as a minor or adult can be verified by Inmate Records. If space is available, males will be held in an ID area holding cell.  Females will be locked down in a single room in the female housing unit. A detailed report which lists the adult housing areas the inmate has been housed in will be forwarded to the facility commander.
V. Book to Serve Time - Minimum Custody Sentenced Inmates
See Corrections Bureau Policy - Inmate Booking and Inmate Release
1. Some individuals reporting to the jail as Book to Serve Time per court orders may be physically accepted into custody at the Minimum Security Facility (MSF). For these individuals, all medical assessments, booking and intake/identification requirements will be completed at the MSF. Adjustments to the ID/Intake processes may be made to accommodate the physical layout and environment at the MSF.
2. Booking of first time weekenders, inmates booked to serve time, and lower court misdemeanants sentenced to serve time at the Bureau, and excluding persons booked to serve time being held for the Arizona Department of Corrections, will be processed as follows:
a. The ISS will contact the ID unit and request the individual be escorted from the release sallyport to the booking area for processing.
b. The Intake process for Book to Serve Time inmates is the same as all other bookings except as follows:
1. When the Intake and ID process is completed, these inmates will be segregated in an ID area holding cell waiting transport to the MSF. If a medical problem, warrant, or other problem is found which prevents housing in the MSF, the person will be held in ID pending classification and appropriate housing.
2. The sealed property bag is held in the booking area for transport to the Minimum Security Facility at the same time as the inmate.
a. An intoximeter test is done on all inmates booked to serve time after transfer to the Minimum Security Facility. For inmates under the influence of intoxicants, provide a copy of test results to the sentencing court and probation officer. Inmates appearing too intoxicated (alcohol or drugs) may be housed in a Main Jail complex until capable of being moved to the MSF.

b. An officer from the Minimum Security Facility will be periodically sent to ID to pick up MSF transfers and their property and transport them to the Minimum Security Facility. The transporting officer will maintain control of the inmate’s property during the transfer. The property will be secured in the MSF Property room or a front desk locker depending on the type of sentence.

c. On arrival at the MSF, the inmate will be searched, will change into standard issue MSF shirt and trousers, and will be assigned to the appropriate housing unit. The inmate’s street clothing will be placed in a marked bag and held in the MSF Property Room or front desk locker depending on type of sentence. The housing change (jmintake) from Main Jail Complex to MSF will be done by the MSF pod officer where the inmate is assigned.

W. Release of Inmate from Custody

See Corrections Bureau Policy - Custody Releases and Inmate Property
X. Emergency Alternative Booking Area Locations and Guidance

See Corrections Bureau Policy – Inmate Booking
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