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1. PURPCSE AND SCOPE. To provide continuous manageri al coverage
at tinmes other than the normal workday at the institutions,
Regi onal O fices, and Central Ofice.

The Duty O ficer assignnent provides institutions with continuous
monitoring of operations. It also serves as a training
experience and opportunity for supervisory staff to viewthe

br oader operation of an institution.

Institution Duty Oficers provide significant manageri al support
after the normal workday, weekends, and holidays. Duty Oficers
may contribute to inproved institution operations by review ng
and reporting on prograns as directed by the WAarden and ot her
institution Executive Staff.

O Duty Oficers at the Regional and Central Ofice levels
serve a different purpose. Their primary responsibility is
to receive and report information.

2.  SUWNVARY OF CHANGES

O

Added reporting requirenment for an escape from m ni nrum
security institution to be reported the sane as escape from
a secure institution.

O

Attachnent E has been revised to include Sentence Length and
Rel ease Date.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Institutions, Regional offices, and Central Ofice wll
have managerial coverage 24 hours a day, seven days a week.

b. Significant incidents will be reported to appropriate



PS 5502. 09
1/ 28/ 2003
Page 2
officials pronptly and consistently.

c. The nedia and Congress wll receive responses to inquiries
at any time they are request ed.

4, Dl RECTI VES AFFECTED
a. Directive Rescinded
PS 5502. 08 Duty O ficers (3/27/02)

b. Directives Referenced

PS 1351. 05 Rel ease of Information (9/19/02)
PS 1480. 05 News Media Contacts (9/21/00)
PS 5566. 05 Use of Force and Application of Restraints on

| nmat es (7/25/96)
5. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4177 and 3-4178

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ALDF- 3A-11 and 3- ALDF-3A-12

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: None

6. RESPONSI BI LI TIES AND PROCEDURES. All institutions, regional
offices and the Central O fice nust devel op procedures for
assigning Duty Oficers.

The Chi ef Executive Oficer at each conponent will appoint a Duty
O ficer Coordinator to train and brief Duty Oficers and to

mai ntain the Duty Oficer Kit which contains references,

gui del i nes, and instructions needed to ensure the Duty Oficer
fully understands the responsibilities.

Communi ty Corrections Managers (CCMs) nust report to the
respective Regional Duty O ficer any significant incident
affecting inmates in community prograns or contract facilities.

Additionally, CCMs nmust report significant incidents to Community
Corrections Regional Adm nistrator (CCRA) as outlined in the
Communi ty Corrections Manual or directed by | ocal reporting

pr ocedur es.

Attachnments A through C provide requirenents and gui dance for:
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# Institution Duty Oficer (1DO),
# Regional Duty Oficer (RDO,
# Central Ofice Duty Oficer (CODO

Quidelines for Duty Oficer Reporting to H gher Levels
(Attachnment E), will be used by Duty Oficers at all |evels.

The Duty O ficer Incident Report (Attachnment F) is used to
prepare a witten report.

A sanple Institution Duty Oficer Report is provided as
Attachment G

7. DUTY OFFI CER KIT AND EQU PMENT. Each Duty O ficer Kit nust
contain, at a mnimm the foll ow ng:

a. Reference Materi al
# current Duty Oficer schedul e,

# nanmes and tel ephone nunbers of personnel and | ocal
officials to contact in case of specific incidents
and/ or energencies, and the DQJ Command Center
t el ephone nunber, and

# rel evant Program Statenents, guidelines, and
i nstructions.

b. Equi prent and Supplies

witing material,

standard reporting forns,

t el ephone credit card (1 DO and RDO only),

necessary communi cati on ai ds (pagers and/or two-way
radi os), and

cel l ul ar phone (which nmust not to be taken into secure
facilities).

* HHEHFH

8. TRAI NI NG

# At each site, the Duty Oficer Coordinator nust provide
orientation for each Duty O ficer before that person
assunmes those duties for the first tine.

# Each site wll provide annual refresher training for
the Duty Oficers.

# Each site’s training is to be guided by the standard
training outline distributed fromthe Central Ofice.
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9. PROGRAM REVI EW GUI DELI NES. CGuidelines for the Duty Oficer
program are included in the Correctional Services Program Revi ew
Guidelines for all |evels.

/sl
Kat hl een Hawk Sawyer
Director
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DUTY OFFI CER
| NSTI TUTI ON LEVEL

Each institution nust establish a Duty O ficer programto provide
manageri al coverage after the normal work day and on weekends and
hol i days.

A.  COORDI NATI ON. The Warden nust appoi nt an enpl oyee to
coordinate the Duty O ficer program

B. ASSIGNMENTS. At the institution level, there nust be both a
designated Institution Duty Oficer (1DO and an Adm nistrative
Duty O ficer (ADO).

# The 1 DO nust be at the Departnment Head/ Assi stant Departnent
Head | evel and schedul ed for duty as outlined in Section C
The IDOis on call for any incident that occurs other than
t he normal wor kday.

# The ADO will maintain regular duty hours, but be avail able
eveni ngs, weekends, and holidays to nmake deci sions when the
Warden or Acting Warden is unavailable. If the Warden or
Acting Warden cannot be |ocated, the ADO is del egated the
authority to nmake deci sions and sign docunents as the Acting
War den.

Ordinarily, the ADO nmust be at the GS-14 grade |evel; however,
regardl ess of grade level, all Associate Wardens, Assistant
Superintendents of independent Canps, Superintendents of

| ndustries, Canp Adm nistrators, Jail Adm nistrators, and
Executive Assistants nay be assigned as ADOCs.

The Regional Director’s approval is necessary to assign any other
enpl oyee as ADO.

C. SCHEDULI NG Each institution nust submt a schedule of Duty
O ficer assignnents to the Regional Ofice regularly.

Changes in assignnments should occur on the sane day each week.

Unl ess there is a conpelling reason for a different schedul e,
Duty Oficer assignments will begin on Tuesday of each week at
the end of the regular workday and continue through the begi nning
of the workday on the foll ow ng Tuesday.

| f Tuesday is a holiday, the assignnent of a new Duty O ficer can
be deferred until the beginning of the workday on Wdnesday.
Ordinarily, the schedule affords the enpl oyee three days off at
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t he begi nning and conclusion of the Duty Oficer duty (e.g.,
Fri day, Saturday, and Sunday).

D. I NSPECTI NG THE FACI LITY. To supplenment the Shift
Lieutenant's daily tour of the entire facility, the I1DO nust al so
visit areas of major activity or special interest daily.

The IDOwW Il visit every area of the institution at |east once
during the week. Matters requiring further attention, such as
significant staff or inmate concerns of unsafe or unsanitary
conditions, should be reported imediately to the appropriate
Depart ment Head the next workday. At the end of the tour of
duty, the IDO nust prepare a witten report for the Warden (I ocal
use only). A sanple report is provided in Attachnent G

E. REPORTI NG | NCI DENTS TO REA ONAL DUTY OFFI CERS

# Incidents during regular work hours nust be reported by the
Captain to Regional or Central Ofice Correctional Services.
The Captain’s office routinely reports all incidents,
whet her significant enough to be reported i medi ately by
t el ephone or not, through a BOPNet G oupW se Report of
| nci dent (BP-583).

# Mnor incidents during other than regular work hours need
not be reported imediately to the RDO  The Duty O ficer
must provide a Duty Oficer Incident Report (Attachnent F)
t he next workday norning. The Captain’s office is
responsible for transmtting a BOPNet G oupW se Report of
| nci dent .

# Significant incidents during other than regular work hours
are to be reported as foll ows:

# The Operations Lieutenant notifies the Captain and | DO

# Institutions will outline reporting procedures to
ensure tinely tel ephonic notification to the ADQ
War den, and RDO.

| DOs and ADOs are to be guided by the general GU DELI NES FOR DUTY
OFFI CER REPORTI NG TO HI GHER LEVELS (Attachment E) keeping in mnd
that all incidents will be reported routinely to the Regional and
Central O fices Correctional Services Adm nistrators by BOPNet

G oupW se the next workday.



PS 5502. 09
1/ 28/ 2003
Attachnent A, Page 3

The exanpl es provided in the GU DELI NES may not cover every
situation. \When in doubt, it is best to notify the RDO but
frequent tel ephonic reporting of mnor incidents is not the
i ntent.

For each incident, the IDOwWII prepare a Duty Oficer Incident
Report (Attachnment F) as a guide for tel ephonic reporting.

F. MEDI A CONTACTS. Calls frommedia representatives nust be
handl ed as professionally and expeditiously as possible.

Rel easabl e information wll be given cooperatively in accord with
the Program Statenent on Rel ease of Information

More conplex inquiries will be brought to the attention of the
Warden or institution Public Information Oficer (PIO, who wll
respond to the nmedia representative(s) in a tinmely manner
(Reference the Program Statenent on News Media Contacts).

Regi onal and Central Ofices PIOCs nust be notified i mediately
when a potential negative or national story concerning Bureau
operations or prograns may be broadcast or published.

# The RDO nust notify the Regional PIO and the Central Ofice
Duty O ficer (CODO).

# The CODO nust contact the Central Ofice PIO enpl oyee
specified on the Media Enmergency Contact List in the Duty
Oficer Kit, directly or through the Departnent of Justice
Command Center.

Pronpt notifications provide the Bureau and Departnent of Justice
time to prepare for additional inquiries.

Refer to the Program Statenents on News Media Contacts and
Rel ease of Information for further information.
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REGA ONAL OFFI CE
DUTY OFFI CER

Each Regional O fice nust establish procedures and issue
guidelines for the Regional Duty Oficers.

A.  COORDI NATI ON. The Regional Director must appoint an enpl oyee
to coordinate the Duty O ficer program

B. ASSI GNMENTS. The Regional Director nust designate a Regi onal
Duty Oficer (RDO) and an Adm nistrative Duty O ficer (ADO).

C. SCHEDULI NG  Changes in assignnments should occur on the sane
day each week. Unless there is a conpelling reason for a

di fferent schedule, Duty Oficer assignnments will begin on
Tuesday of each week at the end of the regular workday and
continue through the begi nning of the workday on the foll ow ng
Tuesday.

| f Tuesday is a holiday, the assignnent of a new Duty O ficer can
be deferred until the beginning of the workday on Wdnesday.

The Regional Ofice Duty Oficer schedule nust be transmtted to
the Central Ofice by BOPNet G oupWse on the proceedi ng
Wednesday to allow sufficient time for publication.

D. REPORTI NG | NCI DENTS TO THE CENTRAL OFFI CE DUTY OFFI CER ( CODO)

# Incidents during regular work hours nust be reported by the
Regi onal Correctional Services Admnistrator, to the Central
O fice Correctional Services Branch through tel ephonic and
BOPNet G oupW se Report of Incident (BP-583).

# Mnor incidents during other than regular work hours need
not be reported i mediately to the RDO or CCODO.

# Significant incidents during other than regular work hours
are to be reported as foll ows:

# The I1DO notifies the RDOO The CCMw Il notify the RDO
of incidents involving Conmunity Corrections.

#H The RDO notifies the RADO.
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# | f the RADO determines the CODOis to be notified, the
RDO t el ephones the CODO. If the CODO cannot be
reached, the Central O fice Admnistrative Duty Oficer
must be contacted. As a last resort only, the
Department of Justice Conmand Center operator will be
cont act ed.

RDOs and RADCs are governed by the general GUI DELI NES FOR DUTY
OFFI CER REPORTI NG TO HI GHER LEVELS (Attachment E), keeping in
mnd that all incidents will be reported to the Regional and
Central O fice Correctional Services Adm nistrators by BOPNet
G oupW se the next workday. For exanple, fights or assaults

W t hout serious injuries, and enmergency nedical trips for |ess
t han maxi mum cust ody i nnates are anong the exanples the

GUI DELI NES suggest not be reported to the CODO

The exanpl es provided in the GU DELI NES may not cover every
situation. Wien in doubt, it is best to notify the CODO but
frequent tel ephonic reporting of mnor incidents is not the

i ntent.

E. MEDI A CONTACTS. Calls frommnedia representatives nust be
handl ed as professionally and expeditiously as possible.

Rel easabl e information wll be provided cooperatively in accord
with the Program Statenent on Rel ease of Information. Mre
conplex inquiries should be brought to the attention of the
Warden or institution Public Information Oficer (PO who w |
respond to the nmedia representative(s) in a tinmely manner.

Regi onal and Central O fices PIGCs nust be notified i mediately
when a potentially negative or national story concerning Bureau
operations or prograns may be broadcast or published.

# The RDO nust notify the Regional PIO and Central Ofice Duty
Oficer (CODO) .

# The CODO nust contact the Central Ofice PlIO enpl oyee
specified on the Media Enmergency Contact List in the Duty
Oficer Kit, directly or through the Departnent of Justice
Command Center at (202) 514-5000.

Pronpt notifications provide the Bureau and Departnent of Justice
time to prepare for additional inquiries.

Refer to the Program Statenents on News Media Contacts and
Rel ease of Information for further information.

F.  NOTI FYI NG THE REG ONAL DI RECTOR. Instructions for contacting
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the Regional Director at times other than the normal workday nust
be included in the Regional Ofice Duty Oficer Kit. Wile
notification regarding routine assaults and escapes from m ni nrum
security facilities or outside details can wait until the next
wor kday, major incidents and those of significant interest nust
be reported to the Regional Director inmediately.
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CENTRAL COFFI CE
DUTY OFFI CER

A.  COORDI NATI ON

# The Correctional Prograns Division is responsible for the
devel opment and oversight of the Duty O ficer program

# The Assistant Correctional Services Adm nistrator serves as
the Central Ofice Duty O ficer Coordinator.

# The Executive Assistant to the Director maintains the
Central Ofice Duty Oficer (CODO) Kit. The CODO roster
must be conpiled in advance all owi ng enpl oyees sufficient
opportunities to schedul e or reschedul e other activities.
CODCs may receive a variety of calls; therefore, only staff
who have a good understandi ng of Bureau policy and
procedures may be assigned as CODCs.

B. SCHEDULI NG

# Length of Duty. Each CODO serves from5:30 pmon Tuesday of
each week until the follow ng Tuesday at 9:00 am |If
Tuesday is a holiday, the duty is to be extended until 9:00
am on Wednesday. The incomng Duty Oficer wll begin at
5:30 pmthat Wednesday.

# Exchange of Duty. |[If a CODOis unable to neet this
comm t mrent because of an unavoi dable conflict, that person
is responsible for making the necessary arrangenents to
exchange wi th another approved Central O fice enployee.

Any exchange in assignnent nust be docunented by a
menor andum si gned by both parties to the Executive
Assistant, Ofice of the Director, at |east one week in
advance.

C. INSTRUCTIONS. Each CODO nust becone thoroughly famliar with
reference material, supplies, and equipnent in the Duty O ficer
kit and know edgeabl e about the follow ng requirenents.

1. Briefing. Each CODO nust understand the CODO
responsibilities fully before beginning duty. The Assistant
Correctional Services Adm nistrator, Correctional Prograns
Di vision, nust provide a briefing.
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2. Duty Oficer Availability. The CODO nust plan to remain in
t he Washi ngton area during the week of duty. To ensure that the
Department of Justice operator can reach the CODO a copy of the
National Duty O ficer Schedule with the CODO s hone tel ephone and
pager nunbers is provided to the Departnent of Justice
swi t chboard and Command Center.

3. Telephone Calls. It nmay be necessary to contact
institutions, Regional O fices, other agencies, or private
citizens.

# Justice Qperator (Preferred). The Justice Departnent
provi des operator service on a 24-hour basis. The
operator will place calls for Duty O ficers.

D. REPORTI NG | NCI DENTS TO THE CENTRAL OFFI CE ADM NI STRATI VE DUTY
OFFI CER (COADO). Duty Oficers at all levels nust be governed by
t he general GUI DELINES FOR DUTY OFFI CER REPORTI NG TO H GHER
LEVELS (Attachnment E) keeping in mnd that institutions report
all incidents to the Regional and Central Ofice Correctional
Services Adm nistrators by BOPNet G oupWse the next workday.

The exanpl es provided in the GU DELI NES may not cover every
situation. Wen in doubt, it is best to notify the COADO, but
frequent tel ephonic reporting of mnor incidents is not the
intent. Wen an unfamliar situation arises, the CODO should
contact the COADO or Assistant Adm nistrator of Correctional
Services for clarification.

# Incidents during regular work hours are reported by Captains
to Regional or Central Ofice Correctional Services through
t el ephoni ¢ and LAN Report of |ncident.

# Mnor incidents during other than regular work hours need
not be reported i Mmediately to the Regional Duty Oficer
(RDO) or the Central Ofice Duty Oficer (CODO,).

# Significant incidents during other than regular work hours
are to be reported as foll ows:

# Institution Duty Oficer notifies the Regional Duty
Oficer (RDO). The CCMis responsible for making this
notification for incidents involving Community
Corrections.

# The RDO notifies the Regional Adm nistrative Duty
O ficer (RADO) .

# |f the RADO determnes the CODOis to be notified, the
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RDO t el ephones the CODO. If the CODO cannot be
reached, the RDO may contact the COADO directly or, as
a last resort only, the Departnent of Justice Command
Center operator.

| f Regional Duty Oficers are applying the GUJ DELI NES
FOR DUTY OFFI CER REPORTI NG TO H GHER LEVELS correctly,
relatively mnor incidents will not be reported to the
CODO. For exanple, fights or assaults w thout serious
injuries, and energency nedical trips for inmates with
| ess than maxi mum cust ody are anong the exanpl es the
GUI DELI NES suggest not be reported to the CODO

Since all incidents will be reported to the Regional
and Central O fice Correctional Services Adm nistrators
by BOPNet G oupWse the next workday, the intent is to
report, through the Duty O ficer program significant

i ncidents that warrant inmedi ate comruni cati ons.

For each reported incident, the CODO nust prepare a
Duty O ficer Incident Report (Attachnment F). It is
inportant to record information accurately and
conpletely. Al relevant blanks on the form shoul d be
conpleted, even if a return call to the RDO is needed.
The CODOis to deliver all conpleted forns at the

begi nning of the CODO s next workday to the Assistant
Adm ni strator of Correctional Services.

When the CODO decides to report an incident to the
COADO t el ephonically, the CODO nust al so send a tel e-
nmessage to the Assistant Adm nistrator of Correctional
Services and tel ephone the Assistant Adm nistrator to
alert himor her to listen to the tel e-nessage. The
Assi stant Adm nistrator may decide that the situation
warrants notification to the Director’s Executive
Assi st ant.

The COADO must detern ne whet her and when to cont act
the Director or other Executive Staff.



PS 5502. 09
1/ 28/ 2003
Attachnent C, Page 4

E. MEDI A CONTACTS. Calls frommnedia representatives nust be
handl ed as professionally and expeditiously as possible.

Rel easabl e i nformati on nust be provided cooperatively in
accordance with the Program Statenent on Rel ease of | nformation;
however, the CODO often may not have that information. Mre in-
depth inquiries will be referred to the Central Ofice Public
Information O ficer (PIO.

Regi onal and Central O fices PIGCs nust be notified i mediately
when a potential negative or national story concerning Bureau
operations or prograns may be broadcast or published.

# The RDO nust notify the Regional PIO and Central Ofice Duty
Oficer (CODO) .

# The CODO nust contact the Central Ofice PlIO enpl oyee
specified on the Media Enmergency Contact List in the Duty
Oficer Kit, directly or through the Departnent of Justice
Command Center.

Pronpt notifications provide the Bureau and the Departnent of
Justice tinme to prepare for additional inquiries.

Refer to the Program Statenents on News Media Contacts and
Rel ease of Information for additional infornmation.

F. CONGRESSI ONAL CONTACTS. If a nmenber of Congress or
Congressional staff contact the CODO, the CODO nust refer the
call imrediately to Congressional Affairs staff listed as
"Congressi onal Energency Contacts” in the Duty Oficer kit. If
unabl e to reach that person, the CODO should contact the Deputy
Assistant Director, Information, Policy, and Public Affairs

Di vi si on.
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DUTY OFFI CER REPORTI NG TO H GHER LEVELS

. . Regi onal Central Ofice
Institution Duty O ficer Duty O ficer
Duty Oficer . . . .
. . Odinarily Odinarily
. Odinarily
Type of Incident Reports to Reports to Reports to
meqional . Dut Central COADO and
gO‘ficer y Ofice Duty Correctional
Oficer Servi ces
Activation of Disturbance
Control or SORT Team ves ves ves
Di st urbance i ncl udi ng gang
activity, group
demonstration, food boycott, Yes Yes Yes
work strike, enployee
wor kpl ace vi ol ence, civil
di st ur bance or protest.
Full_or partlal | ockdown of Yes Yes Yes
institution.
Fight or assault on staff or
inmates resulting in life-
t hreat eni ng or other very ves ves ves
serious injuries.
Injuries not likely to result
in death, permanent injury or Yes Yes
di sability, and successfully Yes Qutside trip Qutside trip
treated in institution or only only
out si de hospital.
Enmer gency outsi de nedi ca
trip for MAXI MUM cust ody Yes Yes Yes
i nmat e.
Enmer gency out si de nedi ca
trip for less than MAXI MUM
custody inmate, only if it No No No
may result in unusua
publicity.
Escape or attenpted escape
frominside a secure Yes Yes Yes

perinmeter institution.
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. . Regi onal Central Ofice
Instltuplon Duty Oficer Duty Oficer
Duty Oficer . . . .
. . Odinarily Odinarily
. Odinarily
Type of I ncident Reports to Reports to Reports to
Re J%nal Dut Central COADO and
gO‘ficer y Ofice Duty Correctional
Oficer Servi ces
Escape froma m ni num
security facility, furlough, Yes Yes Yes
or hal fway house.
Hom ci de, suicide, attenpted
sui ci de, or other death by Yes Yes Yes
unusual circunstances.
Death by natural causes
(particularly at nedical ves No No
centers).
Deat h by natural causes of
any “high profile” inmate. ves ves ves
Hunger strikes when nedi cal Only if only if
intervention i s needed. seri ous seri ous
medi cal nedicgl
Voo consiﬂifnces consequences
. . are I mm nent,
i mm nent, or
or there may
there may be b I
unusual € unusua
publicity. publicity.
Adver se weat her or other
environmental, or facility
problemthat significantly
i mpacts institution security Yes Yes Yes
or operations (fence damage,
power outage, severe
fl ooding, etc.).
Bonb t hreat. Yes Yes Yes
Transportati on acci dent that
result in death, serious Yes Yes Yes

injuries or significant
property damage.
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. . Regi onal Central Ofice
Sl,lrlsytlct)}:‘tilcoer:’ Duty O ficer Duty O ficer
O di nari | Odinarily Odinarily
Type of Incident Report s t)é Reports to Reports to
me iponal out Cent r al COADO and
gO‘ficer y Ofice Duty Correctional
Oficer Servi ces
Arrest or any other serious
event involving a visitor. ves ves ves
Any adverse incident which
may attract unusual interest Yes Yes Yes
or publicity.
Use of force, with injury Yes Yes Yes
Use of force, without injury Yes
or other special concerns. only if it may
Yes Yes result in
unusual
publicity
Pl acerrpnt of an inmate in Yes Yes Yes
restraints.
Cont i n_uatl on of an inmate in Yes Yes Yes
restraints.
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DUTY OFFI CER | NCI DENT REPORT

DATE: DUTY OFFI CER: LOCATI ON:

CALLER: LOCATI ON: Tl ME:
X Tl ME:

| NCI DENT: I NSTI TUTI ON

PERSON(S) NOTI FI ED:

OFFENDER #1 OFFENDER #2 OFFENDER #3

NANVE

SENTENCE
LENGTH

RELEASE
DATES

REG NUMBER

AGE

OFFENSE

SL/ CUSTCDY

Cl M STATUS

SUMVARY OF THE | NCI DENT:

Complete and submit form by 8:00 am the following day. Incidents of major significance should be immediately reported.
Distribution: Institution/CEO  Region/Reg. Director  Central Office/Corr. Svcs. Administrator

(CONTINUE ON BACK OF FORM IF NEEDED)
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SUGGESTED FORVAT FOR | NSTI TUTI ON
DUTY OFFI CER REPORT

DATE: 3/27/ 2002
FROM , Institution Duty O ficer

RE: Duty Oficer Report, [dates]

TGO ., Warden

1. OPERATIONS:  Briefly coment on any unusual activities or significant
occurrences in: construction/projects, safety/sanitation, visiting,
noral e, and/or atnosphere of the institution.

2. PROGRAMS & ACTIVITIES: Briefly cormment on visitors or nmajor
institutional prograns/activities which took place during the tour of
duty.

3. EMERGENCI ES & UNUSUAL SI TUATIONS: Briefly comment on inmate deaths,
maj or assaults/fights resulting in serious injury or disruption, and
any other significant energency or unusual situation (routine fights,
or other itens reported in Lieutenant's Log, etc., need not be
reported).

4. STATI STI CAL | NFORVATI ON:
Count at Begi nni ng/ End of Tour: /

# of Visitors: Mon___ Thur Fri Sat Sun

Comm ssary Sal es During Tour:

# of Incident Reports During Tour:

# of Volunteers During Tour: Chapel _  ED/Rec__ Oher__

5. LOCATOR CENTER TESTI NG RESULTS: Provide the results of the |ocator
center testing conducted at |east once during the tour of duty.

6. SUGGESTI ONS/ RECOMVENDATI ONS:  Provi de any recommendati ons or
suggestions for inprovenent based on the tour of duty.

Not e: Institution Duty O ficer Report formats are to be determ ned
locally and reports retained at the institution. Each
institution is to determ ne appropriate intra-institution
distribution (i.e., Warden and/or Executive Staff only,
Depart ment Heads, etc.).



