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1. PURPGSE AND SCOPE. To inplenent a conprehensive innmate
accountability programthat ensures every inmate is accounted for
whil e in Bureau custody.

2. PROGRAM OBJECTIVES. The expected results of this program
statenent are:

a. Continuous inmate accountability will be maintained through
a system of accurate counts, census checks, and a pass system

b. Al institution staff will have a thorough understandi ng of
i nmat e accountability processes.

c. Control Center staff will maintain accurate and conpl ete
records pertaining to inmate accountability.

d. Picture cards for all inmates at an institution wll be
mai ntai ned in the Control Center.

e. The public will be protected from undue ri sk.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 5511. 04 | nmat e Accountability (06/03/92)

b. Directives Referenced

PS 5324. 03 Sui ci de Prevention Program (05/03/95)
PS 5500. 07 Correctional Services Manual (01/31/95)
PS 6000. 05 Heal th Servi ces Manual (09/15/96)

TRM 005. 01 SENTRY General Use (06/01/94)
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4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4101, 3-4163, 3-4167, 3-4168,
3-4169, 3-4180, 3-4181, 3-4245.

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ADLF- 1F- 06, 3-ALDF-2G 01
3- ALDF- 3A- 01, 3-ALDF-3A-02, 3-ALDF-3A-14, 3-ALDF-3A-15, 3-ALDF-
3D- 08.

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 3A-01.

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Progranms: 1-ABC 2G 01, 1-ABC 2G 01, 1-
ABC- 3A- 01, 1-ABC-3A-02, 1-ABC-3A-02, 1-ABC- 3A-13, 1-ABC 3A-14.

5. PRETRI AL/ HO_LDOVER PROCEDURES. Procedures required in this
Program Statenent are applicable to pretrial and hol dover
i nmat es.

6. CONTRO. CENTER RECORDS. Picture cards on all inmates
assigned to the institution shall be on file in the Control
Center. Control Center records nust accurately docunent:

I housing assignnents,

j ob assi gnnents,

cust ody,

sentence i nformation, and

ot her necessary security and control information.

7. COUNTS. The count systemin all institutions shall provide
for at least five, and preferably six, official counts each
24-hour period. The 4:00 pmdaily count, and the 10: 00 am count
conducted on the weekends and federal holidays are stand-up
counts throughout the institution.

Staff conducting counts shall ensure the observance of a real
person and not a "dumry." Wen conducting a count, the staff
menber nust personally observe a living breathing human body for
each i nmat e count ed.

All counts shall be double counted by two staff nenbers and both
staff shall print and sign their nanmes to the count slip. Inmate
details of nore than five inmates shall al so be doubl e counted.

Al'l count slips are to be prepared in ink w thout error and
forwarded to the Control Center. The Control Center Oficer may
use the SENTRY generated printout naster count sheet. In the
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event the SENTRY termnal is down, the officer shall prepare an
error-free master count sheet in ink.

8. LOCK- DOANN ACCOUNTABI LI TY CHECKS. Each institution shal
conduct an institution-w de |ock-down accountability check at
| east nonthly.

I The accountability check is to be announced on the public
address systemat a randomtinme and date with no prior
notification.

Upon hearing the announcenent for an accountability check,
staff are to secure all entrances and exits. No inmate
novenent shall be allowed follow ng the announcenent.

Staff shall survey their areas of supervisory responsibility to
verify the foll ow ng

total nunber of inmates present who are authorized,

total nunber of inmates present who are unauthori zed,

i ncl udi ng nanes and regi ster nunbers.

total nunber of inmates who are unauthorized to be m ssing,
i ncl udi ng nanes and regi ster nunbers.

This procedure is used to determ ne whether inmates are in
aut hori zed areas.

If this is not acconplished within a reasonable |ength of tine,
the Warden may resune normal operations wth the understandi ng
that an accountability probl em exists.

A Li eutenant shall supervise the accountability check and
docunent the results (i.e., tinme involved, discrepancies noted,
action taken, etc.) in the Lieutenant's Log.

9. DETAIL ACCOUNTABILITY CHECKS. Accountability checks for
specific areas shall be conducted, at a mninmum for 15 innate
assignnment | ocations weekly, by a Lieutenant. Institutions with
fewer than 30 inmate assignnment |ocations shall conduct
accountability checks for at |east 50 percent of the total
assignnments. All details nust be checked wwthin a 30 day peri od.

! Area checks are to be limted to one area, such as paint
shop, one housing unit, hospital, education, or other areas
whi ch can be isolated and not interfere with the
institution's overall operation.

Accountability checks are to be staggered to avoid any
predi ctable pattern. Docunentation concerning al
accountability checks shall be filed and mai ntained for 30
days.
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10. DAILY CHANGE/ TRANSFER SHEET. A list which indicates al
changes in an inmate's status shall be published each regul ar
work day. The list shall include:

I changes in housing unit,
I job assignnent, and
I nedical idle or conval escence which exceeds one day.

A SENTRY generated docunent is to be nade avail able to each
person supervising inmate details, and persons responsible for
preparing the list of changes, where SENTRY is not avail abl e.

I Inmates shall not be involved in the process of publishing
t he change |ist.

11. I NVATE CALL-QUTS. The call-out sheet is produced by SENTRY
frominformation entered by staff and lists the reporting tinme
and physical area where inmates are scheduled to report. This
informati on shall be nmade available to all concerned staff and
posted in inmate housing units.

Speci al precautions shall be established to ensure that no i nnate
is able to circunvent the procedures or nake additions/del etions
to underm ne the accountability system

The enpl oyee who places an innmate on call-out nust ensure the
requested inmate arrives at the specified tine.

I If the inmate does not arrive as schedul ed, the requesting
staff menber shall contact the staff nmenber responsible for
the inmate's accountability.

If efforts to locate the inmate fails, the inmate shall be
i mredi ately reported to the shift |ieutenant as m ssing and
appropriate action initiated to |locate the inmate.

12. PASS SYSTEM Al institutions which adopt a pass system
shal |l ensure the follow ng:

Institutions are to establish a nethod of accounting daily for
every pass issued.

An enpl oyee shall check the used passes agai nst the stubs or non-
carboni zed copies remaining in the book. A log shall be

mai ntained in a | og book or binder to identify discrepancies.

Al |l pass system di screpancies shall be reported to a Lieutenant,
who shall submt in witing to the staff, with copies to the
Capt ai n, and Associ ate Warden, of the failure to conply with the
procedures outlined and note any action taken in the | og.
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Frequent entries shall be brought to the attention of the
Captain, who shall notify the respective departnent head.

Fol | ow-up and accountability for each pass are key elenents in
any effective pass system

13. FERONT/ REAR ENTRANCE PASS. Any inmate, including satellite
canp inmates requiring passage through the front or rear entrance
of a secure institution, nmust have an approved gate pass card
(BP-326) which bears the inmate's picture, custody
classification, work assignnent, offense, and sentence.

! The card shall be signed by the Captain and the Associate
War den responsi ble for Correctional Services.

I Each card shall be stanped with an inprint seal and
| am nated for durability.

The inprint shall cover a portion of the inmate's picture to
prevent tanpering with the gate pass.

I Blank gate passes nust be strictly accounted for and
mai ntained in a | ocked safe or file cabinet.

14. DETAI L/ CREW KI T CARDS. Control Room O ficers shall maintain
a card for each inmate included in a crew kit. At a m ni num
crew kit cards shall contain

nanme of the inmate,

regi ster nunber,

current photo (a new photo nust be nmade whenever an

i nmat e' s appear ance changes),

j ob assi gnnent, housing assignnent, custody |evel, and
any special conditions.

Detail supervisors are held responsible for inmtes whose cards
are included in the respective crew kits, and for accountability
of the crew kit while checked out from Control Center.

| nmat es shall never be allowed to handl e detail/crew kit cards.

15. SPECI AL ACCOUNTABILITY. A staff nmenber shall observe any
inmate confined in continual |ocked status, such as

adm nistrative detention or disciplinary segregation, at |east
every 30 mnute period, but on an irregular schedule. Al
observations nade shall be docunented. C oser observation may be
required for each inmate who is nentally ill, or who denonstrates
unusual or bizarre behavior.

For suicidal innates see the Health Services Manual and the
Program St atenment on the Suicide Prevention Programfor specific
i nstructions.
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16. I NSTITUTI ON SUPPLEMENT. The Warden at each institution
shal | develop an Institution Suppl enent inplenenting the
requi renents of this Program Statenent which, at a m ni num
shal | :

Clearly delineated | ockdown accountability check procedures;
Specify procedures to ensure all Daily Transfer and Transfer
Sheet entries are correct;

Defi ne procedures which shall account for the use and
accountability of institution passes and pass books; and
Speci fy procedures which shall be used for destroying

out dat ed gate passes.

\ s\
Kat hl een M Hawk
Di rector



