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U S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE AFFECTED:. 5800. 12

Change
Notice CHANGE NOTI CE NABER: 01, o5

1. PURPGSE AND SCOPE. This Change Notice incorporates
revisions to the Inmate Personal Property Program Statenent, and
clarifies the process for CIMS clearances. It also specifies that
a visual search of inmates will be conducted in all but m ni num
security institutions when inmates depart institutions. Also,
included is the Escorted Trip Authorization Form (BP-S502) for
Enmer gency Medi cal Overnight Trips where applicable and reference
is made to the optional use of a three-part Federal Prison Point
of Sale (FPPCS) formfor receipt of inmate funds.

2.  SUWNVARY OF CHANGES

a. Chapter 1, Page 7: Section 122. Changes weekly to nonthly.

b. Chapter 2, Page 7: Section 207. Includes option to use a
three-part FPPOS formfor receipt of
i nmat e funds.

c. Chapter 2, Page 7: Section 208. Adds reference for
religious itens.

d. Chapter 3, Page 2: Section 305. Renoves |anguage for court
clothing to be mailed to the
institution.

e. Chapter 3, Page 2: Section 305. dCarifies procedures that
a visual search of inmates shoul d be
conducted at all but m ninum security
institutions when inmates depart the
institution.

f. Chapter 3, Page 3: Section 308. Adds |anguage that a
second identification verification shal
be conducted by a person designated by
t he Warden.



g. Chapter 3,

h. Chapter 3,

i. Chapter 3,

j. Chapter 3,

k. Chapter 3,

| . Chapter 3,

m  Chapter 3,

n. Chapter 5,

0. Chapter 5,

p. Attachnent

g. Attachnent

3. TABLE OF CHANGES.
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Page 4: Section 310. Renoves | anguage
addressing court clothing to be mailed
to the institution.

Page 6: Section 313. darification nade to
process for CIMs O earances.

Page 6: Section 313. Wit Rel ease, Added
reference for religious itens.

Page 6: Section 313. Added | anguage--Use of a
Transfer Receipt, BP-283 (SENTRY Form
602) for nultiple inmtes noving on the
sane conveyance when rel eased on wits.

Page 7: Section 313. Interstate Agreenent on
Det ai ners. Added reference for
religious itens.

Page 8: Section 313: Energency Medical Overni ght
Trip. Escorted Trip Authorization Form
added.

Page 9: Section 313. Transfers-Bus/Van/Airlifts.
Added reference for religious itens.

Page 4: Mailing Property. This reference and
text revised to mailing/shipping.

Page 6: Paragraphs 6 and 8. Reference to
mai ling, revised to shipnent.

B, Page 2: Added to include religious itens.

C, Page 1: Added to include religious itens.

Renove

Program St at enent
Tabl e of Contents

Chapter 1,
Chapter 2,
Chapter 3
Chapter 5,
Chapter 5,
At t achnent
At t achnent

Repl ace and insert the foll ow ng pages:

| nsert
Program St at enent
Tabl e of Contents

Pages 7 & 8 Chapter 1, Pages 7 & 8

Pages 7 & 8 Chapter 2, Pages 7 - 8A
Chapter 3

Pages 3 & 4 Chapter 5, Pages 3 & 4

Pages 5 & 6 Chapter 5, Pages 5 & 6

B, Pages 1 & 2 Attachnment B, Pages 1 & 2

C, Pages 1 & 2 Attachnment C, Page 1
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4. ACTION. File this Change Notice in front of PS 5800.12,
Recei vi ng and Di scharge Mnual

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

C h a.n g e Dl RECTI VE AFFECTED:. 5800. 12

Notice

1

CHANGE NOTI CE NUMBER: 5800. 12
DATE: 12/31/97

PURPOSE AND SCOPE. To hi ghlight changes in the updated

Recei vi ng and Di scharge Mnual

2.

SUVMARY OF CHANGES. The new Receiving and D scharge Manua

has been prepared in WP 6.1 to neet the new Bureau standard. The
Program Qbj ectives, Directives Referenced, and Standards
Ref erenced sections have been updat ed.

In addition, Chapter 4 has been revised concerning:

. retention and storage of inmate personal property;

. transportation of essential daily prayer itens;

. i ssuance of di sposabl e headware for religious purposes
while in transit; and,

. shi ppi ng of inmate personal property.

SENTRY access codes were renoved and replaced with descriptive
i dentifications.

3.

ACTION. File this Change Notice in front of the Receiving

and Di scharge Manual

/s/
Kat hl een M Hawk
Di rector



U S. Departnent of Justice
Federal Bureau of Prisons

oPl:  CPD

Program i A
SUBJECT: Receiving and Di scharge
Statement

Manual

1. PURPGCSE AND SCOPE. To establish procedures for receiving and
di scharging i nmates and for handling i nmate personal property.

The Receiving and Di scharge (R&D) section of the Inmate Systens
Managenment Departnment has historically maintained the
responsibility for the novenent of inmates and inmate property in
and out of Bureau of Prisons institutions. Procedures for R&D
functions were previously contained in nunerous Bureau
directives. This Manual places R&D procedures in one directive.

2. PROGRAM OBJECTI VES. The expected results of this program are:

a. The operation of all Receiving and D scharge areas of
| nmat e Systens Managenent will be safe, secure, and uniform

b. Inmates will be commtted and di scharged accurately and al
i nmat e personal property will be processed w thout introducing
contraband into the institution.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 5800. 08 Recei ving and Di scharge (6/15/93)

b. Directives Referenced

PS 1210. 17 Internal Affairs, Ofice of (8/4/97)

PS 1232. 05 Personal Conputers (11/10/97)

PS 1600. 07 Cccupational Safety and Environnmental Health
Manual (5/30/96)

PS 2000. 02 Accounti ng Managenent Manual (10/15/86)

PS 4400. 03 Property Managenent Manual (2/27/96)

PS 4510. 04 Contributions, Inmate (10/28/92)

PS 5100. 06 Security Designation & Custody Cl assification

Manual (6/7/96)
PS 5230. 05 Groom ng (11/4/96)
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| nt ake Screening (8/11/97)

Correctional Services Manual (10/27/97)
Searching of Housing Units, |Inmates, and

I nmate Work Areas (6/30/97)

Pri soner Transportation Manual (10/24/97)
Escapes/ Deat hs Notification (9/17/97)

Use of Force and Application of Restraints on
| nmat es (7/25/96)

Personal Property, Innmate (9/30/96)

| nmat e Systens Managenent Manual (12/24/91)
Mai | Managenent Manual (11/3/95)

Transfer of Inmates to State Agents for
Production on State Wits (3/17/97)

SENTRY General Use Manual (6/1/94)

4. STANDARDS REFERENCED

a. Anmerican Correctional Association 3% Edition Standards for

Adult Correctional

I nstitutions: 3-4092, 3-4093, 3-4094, 3-4095,

3-4096, 3-4272, 3-4273, 3-4279, 3-4280, 3-4281.

b. Anerican Correctional Association 39 Edition Standards for
Adul t Local
3- ALDF- 1E- 03, 3-ALDF-1E-04, 3-ALDF-1E-05, 3-ALDF-1E-06
3- ALDF- 1F- 07, 3-ALDF-1F-08, 3-ALDF-4A-01, 3-ALDF-4A-02,
3- ALDF- 4A- 03, 3- ALDF-4A-04.

Detention Facilities: 3-ALDF-1E-01, 3-ALDF-1E-02,

c. Anerican Correctional Association 2" Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1A-02, 2-CO 1A-17,
2- CO 1E- 01,
2-CO 1E-06, 2-CO 1E-07, 2-CO 1E-08, 2-CO 1E-09, 2-CO4A-01,
2- CO- 4B- 02.

2-CO-1E-02, 2-CO-1E-03, 2-CO- 1E-04, 2-CO 1E-05,

d. Anerican Correctional Association Standards for Adult

Correctional

1- ABC- 1E- 08,
1- ABC- 4A- 01

Boot Canp Prograns: 1-ABC- 1E-01, 1-ABC 1lE-02,

1- ABC- 1E- 03, 1- ABC- 1E- 04, 1- ABC- 1E-05, 1-ABC- 1E-06, 1-ABGC 1E-07
1- ABC- 1E, 09, 1-ABC- 3A-17, 1-ABC- 3A-18, 1-ABC 3A-19
1- ABC-4A- 02, 1- ABC-4A-03, 1-ABC 4A-04.

5. | NSTI TUTI ON SUPPL ENMENT. Each institution shall establish an

Institution Supplenment (IS) for R&D procedures that are unique to

the facility,



PS 5800. 12
CN-01, 8/17/98

Page 3
# hours of operation,
# escorting inmtes to R&D
# court line procedures, etc.

The IS nust be forwarded to the appropriate Regional |nmate
Systens Adm ni strator for approval.

/sl
Kat hl een Hawk Sawyer
Director
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CHAPTER 1
DEFI NI TI ON AND RESPONSI BI LI TI ES

GENERAL | NFORMATI ON

101. | NTRODUCTI ON

| nmat e Systens Managenent is responsible for Receiving and

Di scharging (R&D) operations at all Bureau of Prisons facilities.
Speci al precautions are to be taken to maintain security, prevent
the introduction of contraband and nai ntain accountability of

i nmate property. Al commtnent docunentation nust be carefully
reviewed to prevent early or late rel eases, delivery of innates
to the wong facility, or identity m x-ups anong prisoners. R&D
staff nmust nmake every effort to protect the rights of inmates,
and identify any problens or significant facts regardi ng i nmates
duri ng processing.

Because policy cannot cover every possible situation, R&D staff
must exerci se good judgnment in their decisions. It is inperative
that supervisory staff be kept informed of activities in

recei ving and di schar ge.

102. SUPERVI SORY STAFF

The I nmate Systens Manager is accountable for all functions of

t he departnent including the receiving and di scharge of innmates,
physi cal processing, prevention of contraband introduction,
identification, safeguarding and di sbursing of personal property,
and cash nonies. |If the institution has an Assistant |Inmate
Systens Manager they shall ordinarily assist the Inmate Systens
Manager in providing direct supervision to Inmate Systens
Supervisors and nonitoring R&D operations. The Inmate Systens
Supervisor is responsible for the daily operation of receiving
new commtnents and court returns, ensuring they are processed
accurately and efficiently. The supervisor nmonitors
docunent ati on and recei pting of commtnents and supervi ses

di scharge functions to ensure all property, val uables and dress-
out procedures are handl ed properly.

103. STAFF RESPONSI VENESS
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R&D staff must conduct "QOpen House" at |east twice a week to
address R&D issues with the inmate population. It may be held in
conjunction with the mail roomor records office open house. R&D
staff nmust al so make regular visits to adm nistrative and speci al
housing units. Questions submtted via Inmate Request to Staff
Menber (BP-148) nust be answered in a tinely and professional
manner. It is suggested a copy of the response be placed in the
R&D file.

104. OFFI Cl AL UNI FORM

The prescribed Correctional Oficer uniformshall be worn by
Legal Technicians, Inmate Systens O ficers, and Supervisory
I nmate Systenms Oficers at all tines while on duty.

Uni formed staff are responsible for maintaining the uniformin a
neat, clean and serviceable condition. A necktie nmust be worn
with the blazer and with I ong sleeved shirts. The uniformis to
be worn in a professional manner and in accordance with

est abl i shed regul ati ons.

In the interest of professionalism unifornmed enpl oyees nay not
wear jewelry or ornanments that detract fromthe overal

pr of essi onal appearance of the uniform The official uniform
requi renents, as well as any authorized substitute clothing, is
listed in the Correctional Services Manual .

105. PROTECTI VE CLOTHI NG

Snocks or aprons may be worn while processing property to protect
the official uniform The snock or apron may not be worn outside
of the R&D area. Each institution should nmake provisions for the
i ssue of protective clothing to R&D staff.

106. STAFF EQUI PMENT

It is strongly recommended that R&D O ficers wear a radi o and
body alarm It is also suggested that a set of handcuffs and
cuff key be part of the regular issue. The keys for the R&D area
are to be "restricted" keys as defined in the Correctional

Servi ces Manual .
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107. LAW ENFORCEMENT OFFI CI ALS

Many | aw enforcenment officials have contact with R& staff. It
is critical that these individuals are properly identified prior
to allowng entrance into the facility and prior to their exit.
Credentials, badges and any advance paperwork authori zi ng
authority to act in their official capacity are to be closely

i nspected. Staff should be courteous, professional, and display
a neat appearance in their daily contacts with | aw enforcenent
officials. Special attention shall be given to ensuring that al
weapons and amrunition are properly secured prior to entry into
the facility.

108. PRI SONER COCRDI NATI ON

The Prisoner Transportation Division of the U S. Marshals Service
(USMS) schedul es the novenent and transfer of inmates. Trips are
ordinarily authorized in advance. A copy of the Trip

Aut hori zati on should be received by teletype by each institution
prior to nmovenent. This nessage includes the nanes, register
nunbers, destinations of the inmates bei ng noved, and the
approved hol dover points. It also serves as another confirmation
of the validity of the delivery and pickup of inmates. Prisoner
Transportation, Central Ofice, ordinarily issues a SENTRY EMS
message to authorize novenent of a special bus or van. |nnates
not listed on the Trip Authorization shall not be noved w thout
prior approval fromthe Prisoner Transportation D vision of the
USMS or from Prisoner Transportation, Central Ofice.

109. | NTAKE PROCESS

R&D staff serve a critical role as they are often the first point
of Bureau contact for new inmates. O fenders are often conmtted
whi l e under the influence or may be wwthdrawing fromthe effects
of drugs or alcohol. They may be psychol ogically unstabl e or
angry and upset over their current situation. Therefore, it is
inportant that staff be attentive and alert at all tinmes. R&D
staff nmust exhibit a professional and caring approach while
performng their duties. It is extrenely inportant for R& staff
to detect any unusual or volatile behavior and report it

i mredi ately to appropriate institution staff.
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110. | NVATE WORKERS

| nmat es may not be assigned clerical duties in R&D. Packagi ng
and i nventorying personal property, taking fingerprints, filing
forms, taking photographs, etc. shall be done by staff only.

| nmates nmay be used in R& for janitorial duties only. However,
they may be used for tailoring, if no other resources are
avai l able. Inmates shall not be allowed to performduties in R&D
unl ess under direct staff supervision at all tinmes. They may not
be in the area while other inmate(s) and property are being
processed. For additional information see section 122.

111. SENTRY

R&D staff shall enter all available | oad data i nto SENTRY, as
wel |l as performthe appropriate admt and rel ease transacti ons.
The SENTRY | oad/admt transaction shall be executed for each
inmate within one hour of the inmate's arrival at the
institution. The release transaction for departing i nmates shal
be perfornmed i medi ately upon rel ease.

112. TRAI NI NG

On-going training is essential to staff devel opnent and enhances
the security and safety of staff and inmates. | SM supervisory
per sonnel rnust schedul e a new enployee for ISMfamliarization
training as mandated by national policy and | ocal procedures.
New enpl oyees shoul d be assigned to work with experienced staff
for a mninmum period of two weeks of on-the-job training. See

t he Enpl oyee Devel opnent Manual for the specific training

requi renents regarding Inmate Systens O ficers.

When new R&D procedures or policies are published, supervisory
| SM staff nmust conduct |ocalized training for appropriate |ISM
staff. This training nust be reported to the Enpl oyee

Devel opnent Manager (EDM) so appropriate training credit can be
recor ded.

I nmate Systens O ficers shall be cross-trained in all areas of
| SMto provide coverage for staff vacanci es and pronote career
devel opnent .
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SENTRY
113. COWUTER SECURI TY

Conmputer security is outlined in the directive on Personal
Computers. Staff using SENTRY nust certify they have read and
understand the policy. It is the responsibility of each staff
menber using personal conputers and SENTRY termi nals to protect
data from access by i nmates or unauthorized personnel.

114. | NVATE ACCESS

Under no circunstances shall an inmate be permtted to use a
termnal or personal conputer that has access to SENTRY, or which
is connected to a nodem or any device permtting conmmunication
with another el ectronic device or conputer. Staff should ensure
that inmates are not allowed to view SENTRY screens while data is
di spl ayed.

115. PASSWORD

Access to SENTRY is password protected. The password is required
any tinme the "sign-on" screen is displayed. DO NOT use prograns
or other automated files (i.e. "macros") with your passwords as
they can be easily conprom sed. Before |eaving the SENTRY
termnal, staff nmust sign-off. The |ocal conputer specialist
shoul d be consulted if any problens or questions arise in the
operation of the equipnent.

SAFETY & SECURI TY
116. PHYSI CAL LAYOUT AND SECURI TY

In order to provide a safe and secure area for intake and rel ease
processi ng, the physical |ayout of the R&D area is of utnost

i nportance. The area nust be arranged in such a manner as to
prevent searched and unsearched inmates from com ng in contact
with each other. New commtnments and i nmates bei ng rel eased nust
al so be kept separated at all tines.
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There shoul d be an adequate nunber of holding cells or areas to
provi de for any necessary separation of inmates. All holding
cells or areas nust be searched prior to and after each use.

A private area for conducting intake and nmedi cal screening nust
be avail able. There nmust also be a secure area for the storage
of inmate personal property and court clothing. This area nust
be inaccessible to i nmates and unaut hori zed personnel .

An appropriate nunber of lavatories and toilet facilities nust be
available in R&D to accommbdate the nunber of inmates that may be
processed in the area at any given tine. Wsh facilities nust

i ncl ude an adequate nunber of sinks supplied with hot and cold
water. Hand soap and towels or air blowers nust be provided. It
is recomended that shower stall(s) be avail able for possible

i nmat e use.

117. SANI TATI ON

It is the responsibility of R&D staff to ensure a high sanitation
level in the R&D area is maintained at all tines.

118. SECURI TY | NSPECTI ONS

Daily security inspections shall be perforned and docunented in
accordance wth Institution Supplenents and the Correctional
Services Manual. Al areas of R&D are to be regularly inspected
to ensure security is not conprom sed.

119. TOALS

Quarterly and annual tool inventories shall be perfornmed. The
Tool Inventory Form (BP-219) nust be properly prepared and
submtted to the Captain as prescribed in the Institution

Suppl emrent on Tool Control. A copy nust be nmaintained in R& and
wth the ISM The original is maintained by the Captain's

of fice.

Box cutters, razor openers, scissors, etc., in R& nust be
properly accounted for and secured when not in use.
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120. FIRE DRI LLS AND | NSPECTI ONS

Fire/safety inspections and regular fire drills shall be
conducted in accordance wth Institution Supplenents and the
Cccupational Safety and Environnental Health Manual. Fire dril
docunentation nust be readily available for review

The | SM department nust conply with Safety, Occupational Health,
and Fire Codes as outlined in the Cccupational Safety and Health
Act (OSHA), and National Fire Codes published by the National
Fire Protection Association (NFPA), and American Correctional
Associ ati on Standards.

A witten Fire Evacuation Plan and di agram (Engli sh and Spani sh)
nmust be posted in visible location(s) in R&D

121. HAZARDOUS NMATERI ALS AND CHEM CALS

The location and quantity of all toxic, flanmmable or caustic
materials shall be known and properly controlled by | SM staff
menbers. The identification and storage of dangerous, hazardous
and non-hazardous chem cals are established in Institution

Suppl enents and in the Cccupational Safety and Environnental
Heal t h Manual

Material Safety Data Sheets (MSDS) nust be obtained for al
hazardous chem cals. MSDS sheets can be obtained fromthe
manuf acturer or institution Safety Departnent.

122. SAFETY TALKS

Upon assignnent to a job in R&D, each inmate nust receive initial
safety training by the detail supervisor. Mnthly training *
shall be given on relevant safety topics by the supervisor or R&D
staff. The nonthly training sessions shall be docunented

in accordance with national policy and | ocal procedures. The
original copy of the docunentation nust be forwarded to the
Safety Manager. For additional information see section 110.
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SEARCHES
123. CELL SEARCH AND METHODS OF | NSPECTI ON

Security inspections are necessary to control the introduction of
contraband, prevent escapes and ensure the security, safety, and
good order of the institution.

The R&D area nust provide adequate holding cells for the vol une
and types of inmates processed through the institution. Al

areas nmust be regularly inspected. |Inspections nust al so be nmade
prior to and follow ng each occasion an inmate(s) is placed in
the holding cells. Wndows should be screened to deter the

i ntroduction of contraband. No areas hol ding i nmates shoul d
contain false ceilings or loose furniture. Holding cells should
be situated so that staff have visual contact at all times. |If

t he physical plant prevents such visual contact, other
alternatives such as mrrors or canera equi pnent shoul d be used.
Canps are exenpted from having holding cells, provided they have
areas designated to separate searched and unsearched i nmates, and
are able to maintain order and security in processing/di scharging
inmates. Holding cells in canps are al so exenpted fromthe fal se
ceiling requirenent.

Frequent inspections of all areas in R&D accessible to i nmates
must be conducted. |Inspections should be done at various tines
So as not to set a definite pattern. Such inspections are

desi gned to detect contraband, prevent escapes, maintain
sanitation standards, and elimnate fire and safety hazards.

Staff conducting the inspection nust pay special attention to
plunbing facilities and traps, ventilators, security bars,
grills, doors, walls, windows, toilets, sinks, chairs, and other
hard-to-reach or view areas.

| nspections should focus on bent, spread, cracked or cut bars,
broken wel ds, and any sign of steel filings. Any other evidence
of tanpering or weakness, such as fresh paint or discolored
areas, is to be thoroughly investigated and brought imedi ately
to the attention of the Inmate Systens Manager and the Captain.

A mallet is recomended for tapping security bars and sashes to
set up vibrations which, by their deviation fromnormal sound,
woul d indicate tanpering or weakness. This procedure shall be
acconplished in accordance with |ocal security procedures and the
Correctional Services Manual. A thin instrunment such as a putty
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knife or knife blade can be passed al ong sashes or bars to |ocate
cuts or depressions which m ght suggest tanpering. The

i nstrunment can al so be used as a probe to uncover cuts filled

W th soap, putty, or other substances. A mrror is an effective
device for exam ning areas that would ordinarily be difficult to
i nspect .

124. VI SUAL (STRIP) SEARCH OF | NVATES

| nmat es shall be visually searched and screened with a hand-held
metal detector while in R&D. Normally, restraints shall be
renmoved before a visual search is conducted. R&D staff may be
asked to assist custodial officers in renoving restraints from
inmates. Special care should be taken to renobve restraints
safely. Al restraints should be accounted for and i medi ately
renmoved fromthe area. Restraints are not to be placed in an
area accessible to inmates. Staff should be extrenely alert
during the visual search to detect hard contraband such as:
handcuff keys, weapons, drugs, or other paraphernalia. They may
be hi dden under arns, the testicles, the breasts, or the tongue,
in the hair, ear, nose, or body cavities. Staff nust strive to
preserve the dignity of the individual being searched.

In all but mninumsecurity institutions, inmtes shall undergo a
vi sual search when departing the institution. This is a visual

i nspection of all body surfaces and cavities. Under nornal

ci rcunst ances, staff shall not touch the inmate. Staff should be
professional, civil, alert, and give direct verbal conmands while
conducting the search. Vi sual searches shall be routinely
performed by officers of the sane sex as the inmate.

The physical |ayout of R&D should be conducive to privacy during
vi sual searches. This inspection should be conducted in a well
lighted area. The use of a flashlight is recommended when

sear chi ng i nmat es.

Speci al care nust be taken when renoving inmates fromthe hol ding
cell to the strip area. The nunber of inmates that can be
searched at one tinme shall depend on the nunber of strip stalls
avai |l abl e and the nunber of staff on duty. The nunber renoved at
one tinme should not jeopardize the security of the area.

Di sruptive or high security inmates should only be processed when
adequate staff are avail abl e.
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| nmates are to enpty pockets, renove jewelry and all cl othing,

i ncl udi ng shoes, underwear, dentures, hair pieces, and clips.
Property nust be placed where other inmates do not have access.
Personal property shall be secured for inventory and appropriate
processi ng (see Chapter 4 on processing i nmate property). The
inmate is not to have contact with clothing or other property
after the visual search has begun

The inmate shall stand with feet shoul der width apart facing the
officer. The hair nust be thoroughly exam ned. Hair may not be
clipped, braided, or secured with a rubber band. The inmate
shall be requested to turn his/her head in order to vigorously
shake hair on each side and pull his/her fingers through the

hai r.

The ears, nose cavity, and nouth nust be thoroughly inspected for
contraband. If the inmate wears dentures, they are to be
removed. The inmate is to nove his/her head so that staff may
visually inspect these areas. The inmate shall be instructed to
pul | his/her ears forward and hair back to assist the officer.
Staff shall look in the ear canal and nose to ensure there are no
capsul es or containers |lodged. The inmate shall be instructed to
pull his/her bottoml|ip down and the upper lip up to inspect the
gum area, and nove his/her tongue up, down, right and left to
inspect the nmouth itself. A flashlight is recomended to aid the
sear ch.

Staff shall instruct the inmate to raise his/her arns straight to
the front. The top of hands are to be inspected and the hands
turned over to inspect the palns. Fingers, palns of hands and
fingernails are to be inspected.

The inmate shall be instructed to raise his/her hands over
hi s/ her head. The arnms and the armpits are to be thoroughly
searched. If extrenely hairy, the inmate shall be instructed to
vigorously run their fingers through the hair. Staff should
continue the visual inspection down the chest and side.

Staff shall instruct the inmate to |lift or nove any body fol ds or
creases, to include penis and testicles, or breasts, and excess
skin folds. Staff shall ensure the inmate is not concealing
contraband with his/her hands as the inmate is hol ding these

ar eas.
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The inspection shall continue by |ooking at the | egs, ankles,
feet, and toes. Staff shall instruct the inmate to w ggle the
toes to allow for inspection between them Special care shall be
made to detect any contraband conceal ed between the toes.

The inmate shall be asked to turn around, facing away fromthe
officer, wwth the arnms extended to the side and the feet about
shoul der wi dth apart.

Staff shall conduct a thorough visual search of the shoul ders and
down the back and sides to the waist. Al skin folds and the
spine are to be visually searched.

The inmate shall be instructed to bend over as far as possible,
reach behind and pull buttocks apart to expose the crevice area.
Staff shall be alert for anything that may protrude fromthe
body. Ml e inmates are to be instructed to cough deeply. Fenale
i nmates shall be instructed to face the officer, squat and cough
deeply. A flashlight shall be used for a visual search of these
ar eas.

A thorough visual search shall be nmade of the entire foot and
toes. The inmate shall be instructed to |ift his/her feet so the
bottom of the feet can be inspected.

A hand held netal detector should be used at this point. Wand
the entire body, paying special attention to the head area.
During searches, staff shall give special attention to identify

any prisoner who exhibits bruises, cuts or contusions. |If
noticed, R&D staff should imediately notify health services and
the Inmate Systens Manager. |f supervisory |ISMstaff are not

avai l abl e, the Operations Lieutenant should be alerted.

The Captain or Special Investigative Supervisor (SI'S) should be
notified when tattoos are observed which identifies an individual
as being associated with known gangs or disruptive groups.

After the visual search is nmade, the inmate shall be issued
appropriate clothing and shoes as authorized in the Institution

Suppl enent on Inmate Clothing. Inmates shall dress in front of
staff. Inmates are to be placed in a separate holding cell that
has been designated as a clean cell. They shall not cone in

contact with other unsearched inmates or property.
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Wen there is reasonable belief that an inmate has conceal ed
contraband in a body cavity, staff conducting the search should
contact their immedi ate supervisor, or Operations Lieutenant in
t he absence of | SM supervisory staff, for further action. The
inmate shall be kept under constant nonitoring until appropriate
supervisory staff arrive.

125. PAT SEARCH

Any inmate entering the institution fromthe community, court, or
transfer where they nay have cone into contact with the public,
shall be given a pat search prior to entering the institution
Local procedures nmust be devel oped to designate a place for this
sear ch.

The pat search is used nore often than any other search and nust
be properly perfornmed. The pat search is an inspection of an
inmate that does not require the inmate to renove clothing. The
i nspection includes a search of the inmate's clothing and
personal effects. Before starting a pat search, the inmate shal
be required to renove any head gear and the contents from al
pockets. The head gear and personal effects shall be closely

i nspected. The pat search shall be conducted as outlined in the
Correctional Services Manual. Staff shall do the foll ow ng:

Exam ne hair, ears, nose and nouth for contraband. Dentures are
to be renmoved

Have the inmate face away fromyou with arns extended and feet
apart, at l|least six or eight inches.

Search the shoul ders and down the back and sides to the belt
line. Search the belt line, all pockets, and chest area. Use
bot h hands and start at the base of the neck, follow a direct
course across the back of the arns to the hands, then across the
front of the arns to the shoul ders.

From the back at the waistline proceed down the back and si des of
the legs to the shoe tops. Check the shoe tops, trouser cuffs,
and socks, and then inside of the legs well up to the groin,
payi ng particular attention to seans and wai stband. Sone
institutions may require the renoval and inspection of shoes/
footwear, belt, headgear, etc.
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CHAPTER 2
| NTAKE PROCESSI NG

GENERAL | NFORMATI ON

201. SUI TABI LI TY FOR COW TMENT

Institutions are classified by security level for various types
of inmates. An inmate's security level is based on the sentence
| ength, type of offense, degree of crimnal sophistication and
other relevant factors. Inmate Systens staff nust be famliar
with the criteria for receiving inmates at their facility.

Vol untary surrender inmates or inmates delivered for conmm tnent
W t hout a designation, or who do not neet the nedical or security
criteria of the facility, nust be closely reviewed. The final
decision to accept or refuse a commtnent shall be nmade by the
Warden or his/her designee. However, designations fromthe
regional or central office may take precedence over other
criteria.

202. TYPE OF COW TMENTS

JUVENI LE OFFENDERS

Speci al procedures apply to individuals sentenced under the
Federal Juvenile Justice and Del i nquency Prevention Act.
Juvenil e offenders are to be placed in non-federal juvenile
facilities. Regular contact wth inmates sentenced under adult

statutes is not permtted. |In no instance should a designated
juvenile be placed in a federal facility wthout the Director's
prior approval. Exceptions to placing juveniles in federal

facilities are described in the Program Statenment on Juvenile
Del i nquents and Juvenil e Justi ce.

G VIL CONTEMPT COF COURT COWVM TMENT

An inmate admtted to a BOP facility to serve a civil contenpt
comm tnent shall be treated the sane as a person awaiting trial
For further guidance, refer to the Program Statenent on

Comm tnents, Cvil Contenpt of Court. Normally, an order from
the court authorizing the conditions of civil contenpt is
conveyed by the official delivering the inmate.
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UNSENTENCED PRI SONERS, MARSHALS HOLDOVERS AND I NS PRI SONERS

Usual Iy, m nimal docunentation is available on an unsentenced
inmate being held for arraignnent. The Prisoner Remand or Order
to Deliver (BP-377), may be used to docunent detention of USMS
hol dovers, unsentenced inmates, and prisoners | odged tenporarily
for the convenience of the USMS or the U S. Inmmgration Service.

203. COWMM TMENT DOCUMENTATI ON

Al comm tnent docunentation must be carefully reviewed to ensure
inmates with short sentences and hol dover inmates are not held
past their release date. Staff shall ensure the consolidated
inmate file is received with all transfers and the conpl et ed
Inmate File Accountability Sheet (BP-499) is attached (see I nmate
Systens Manual for additional information).

Comm t ment paperwork nust be used to verify the delivery of
inmates to the correct facility and to alert institution staff of
significant facts regarding the inmate being conmtted.

The followng is a list of docunentation which is nornmally used
to conmt prisoners to BOP facilities.

JUDGVENT AND COVM TMENT ORDER (J&C)

This docunent is issued by a federal court on a sentenced innate.
It prescribes the specific sentencing provisions of the court.

It is a statutory requirenent that a certified copy of the J&C
acconpany the initial arrival of a sentenced inmate at hi s/ her
designated institution [old law - Title 18, U S.C. 4084; SRA -
Title 18, U S. C. 3621(c)]. This docunent nust bear the
signature of the judge and the court seal. The Return on the
reverse side nust be properly executed by staff. |If the
certified copy of the J&C has not been executed, staff at the
designated institution shall execute it upon the inmate's
arrival. The USMS has been requested to include the date of
original commtnment to jail prior to sentencing on the Return
information. This is essential in determ ning the anount of
credit to be allowed for tinme in jail or prior custody before
sentencing. If this information is not available fromthe
Return, it should be obtained fromthe USM 129, Prison Popul ation
Managenent System form or through contact with the USMS.
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The nane appearing on the J&C is the exact nane to be used when
admtting a sentenced inmate to the designated facility. It nust
appear on all paperwork, files, and on SENTRY exactly as it
appears on the J&C  Nane changes shall only be accepted by a
federal court order. It is the responsibility of the Inmate
Systens Manager, or designee, at the institution where the innate
is located to ensure the nane on SENTRY is exactly as the nane on
t he J&C.

U.S. DEPARTMENT OF JUSTI CE PAROLE COWM SSI ON WARRANTS ( PV, MRV,
SPTV), PAROLE FORM (H 21)

The U. S. Parole Conmmi ssion issues violator warrants for the
purpose of returning a violator to custody. The warrant contains
the signature of a parole executive, the U S. Parole Conm ssion
seal and date. On the reverse, there is space to execute the
warrant. Follow ng the execution of the warrant, the original is
returned to the U . S. Parole Commi ssion. The institution retains
copies are for the J&C file and the Inmate Central File.

TRANSFER ORDERS - (BP-399)

This docunent is the authority to transfer inmates between Bureau
of Prisons facilities and is usually signed by the Warden of the
transferring institution. It is normally executed by | SM staff
upon the inmate's arrival at the receiving institution. This
docunent is also used for transfers to Community Corrections
Centers and non-Bureau nedical facilities.

WRI T RETURNS

A copy of the original wit should acconpany the inmate when
returning fromfederal or state wits. It is to be executed by
the returning agent to indicate the wit has been satisfi ed.
However, if the returning agent does not execute the wit, R&D
staff shall do so. The execution nust include the tinme and date
returned, a statenent that the wit was satisfied and the

signature of the staff nenber performng this function. |If the
wit was for the purposes of prosecution, a Judgnent and
Comm tment Order may al so acconpany the inmate. In the case of

inmates returning fromlinterstate Agreenent on Detainers, a copy
of the Disposition of Charges (Form1X) nay al so acconpany the
inmate. Further information is contained in the Program
Statenments on Interstate Agreenent on Detainers and Transfer of
Inmates to State Agents.

COURT _ORDERS

Court Orders for civil contenpt, to direct confinenent as a
condition of parole or probation, to return to confinenent froma
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court appearance or other tenporary absence, or for pretrial
services conmmtnment may be used as conm tnent docunentation
These orders nust bear the signature of the judge, the court seal
and include the exact nane of the inmate. 1t should be executed
in the sanme manner as the Judgnent and Comm tnent Order.

PRI SONER REMAND OR ORDER TO DELI VER, (BP-377)

Federal |aw enforcenment agencies use this formoften to comm t
prisoners to Bureau custody (e.g. pretrial, holdover, INS
detainees). It is a two part formconsisting of four copies.

The first part of the formis conpleted when an inmate is
remanded into Bureau custody. The original is given to the
federal officer delivering the inmate and one copy is used as the
comm tent receipt by the facility.

It is the agent's responsibility to conplete the formwth as
much detail as possible prior to Bureau staff accepting the
prisoner. A right thunbroll fingerprint shall be rolled onto the
Pri soner Remand or Order to Deliver (BP-377) upon acceptance of
the newwy admtted inmate. Each detention facility shall use
the information on this formto key the inmate into SENTRY.
Areas of the formare designed for the prisoner's photograph and
fingerprint, so that, in some instances, the formcan be used in
lieu of the Rel ease Authorization Form (BP-392). A conparison
shall be made by staff of the fingerprints on the formwth the
fingerprints on file, prior to release to ensure the rel ease of
t he proper individual.

PRI SONER REMAND OR ORDER TO DELI VER AND RECEI PT FOR UNI TED
STATES PRI SONERS, (USM 41)

When the USMS commts an inmate to Bureau custody, they may use
the USM 41 to transfer custody to the Bureau. Staff shall sign
the remand as accepting the inmate. The U S. Mrshal shall keep
the original signed copy. The receiving Bureau facility may
retain a copy as the commtting receipt.

REMAND OF FEDERAL PRI SONER, ( BP-386)

The Remand of Federal Prisoner (BP-386) formis used to accept
custody of inmates from any agent or agency. This form can be
used as comm tnent docunentation on inmates being housed for safe
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keepi ng, overni ght hol dovers, or other simlar situations. As
this formallows for the collection of only limted data, its use
for new arrests woul d not be appropriate.

The following is a list of itenms which my be used to provide
additional information on incomng inmate(s).

PRI SONER POPULATI ON MANAGEMENT SYSTEM FORM ((USM 129)

This formis prepared by the USMS and provides vital information
regardi ng prior custody or pre-sentence tine credits.

TRI P_AUTHORI ZATI ON FROM USM5 PRI SONER TRANSPORTATI ON DI VI SI ON

This is a conputer generated |list fromthe USMS Pri soner
Transportation Division, Kansas City, Mssouri. It lists
transportati on and novenent infornmation.

SENTRY SECURI TY DESI GNATI ONS

This is a SENTRY transaction that comuni cates needed information
bet ween Comunity Corrections Manager, Regi onal Designator and
Medi cal Designator O fices. It authorizes the commtnent of an
inmate to a particular facility.

AUTHORI ZED UNESCORTED COVM TMENT AND TRANSFERS CARD ( BP- 385)

This identification card is used for voluntary surrenders and
unescorted transfers, (i.e., transferring an inmate from an
institution to a conmmunity corrections center). It specifies the
destination and contains a photograph and a thunbprint to be used
for conparison upon an inmate's arrival at a designated facility.

RECEI PTS
204. | NMATE RECEI PTS

The transfer or tenporary rel ease of any prisoner in BOP custody
shal | be docunented through the use of receipts. The receipt
transfers direct responsibility for the inmate to the person and
agency who signs the receipt. By signing the receipt, the
receiving official accepts full custody of the inmate. The
transferring authority shall retain the original receipt with the
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original signature of the receiving authority. The receiving
authority retains a legible copy. Al receipts shall docunent a
m ni mum of :

Nanme of the | nmate(s)

Regi ster Nunmber of the inmate(s)

Dat e of custody transfer

Ti me of custody transfer

Nane and custodial authority relinquishing custody of
the i nmate

Name, agency and signature of person accepting custody
of the inmate

205. MARSHALS RECEI PT (BP-378)

A Marshal s Recei pt (BP-378) is used to docunent the transfer of
an inmate's custody from one agency or person to another and upon
recei pt of a voluntary surrender. As a general requirenent, only
the inmate's nanme and regi ster nunber need be entered on the
recei pt. However, if additional information, such as offense,
sentence, race, and age is required to determne initial housing,
and a copy of the receipt is the nost efficient way to transmt
such information, then that information should be included on the
receipt. The officer relinquishing custody receives the original
receipt. The remaining copies are usually distributed within the
receiving institution to those |ocations requiring inmedi ate
notification, such as the Control Center, Conmm ssary, Hospital,
R&D, and the Records office.

206. TRANSFER RECEI PT (BP-283) OR ( SENTRY FORM EMS 602)

The Transfer Receipt (BP-283) or the SENTRY generated formis
used for the transfer of all inmates between Bureau institutions
on airlifts, bus noves, or other Bureau novenent. Wen an
institution is receiving inmates, the copy of the Transfer
Recei pt (BP-283), or SENTRY form EMS 602, with the original
signature (fromthe receiving institution) shall remain with the
transporting officers. One copy may be used at the receiving
institution to docunent commtnent. |If one is not received, a
new copy may be prepared, or a Marshals receipt may be used to
docunent the receipt of the prisoner(s).
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207. TEMPORARY RECEI PT (BP-197) (TRUST FUND RECEI PT)

R&D staff shall prepare a Tenporary Receipt (BP-197) for nonies
recei ved upon commtnent. The original receipt is provided to
the inmate. The yellow copy, along with the noney is placed in a
seal ed envel ope. The inmate's nane, register nunber, and the
anmount of noney are witten on the outside of the envel ope. The
signature of the staff nenber preparing the receipt shall be
witten across the seal of the envel ope. The envel ope is then
pl aced in a secure depository. The blue copy of the receipt is
left attached to the recei pt book. Wen the receipt book has
been conpletely used, it shall be returned to the appropriate

Fi nanci al Managenent staff.

Option: In lieu of the Tenporary Receipt, staff in R&D may use
the three-part form Federal Prison Point of Sale (FPPOS) form
BP-643(20) to receipt funds received. The third copy of this
formshall be given to the inmate as his or her receipt. *

PROCESSI NG
208. PROCESSI NG | NCOM NG | NVATES
The following list is a guide for use when processing a prisoner.

Specific instructions for these procedures can be found in
chapters referenced.

a. Verify comm tnment docunentation (Chapter 2)

b. Verify identification of inmate (Chapter 2 - Section 213)

c. Pat search the inmate (Chapter 1 - Section 125)

d. Separate inmate from property and funds (Chapter 2 - Section
217)

e. Load into SENTRY (Chapter 2 - Section 215)

f. Notify other departnents involved in adm ssion process

(Chapter 2 - Sections 209, 219)

g. Visual search (Chapter 1 - Section 124)

h. Intake processing to include: institution and conm ssary
photos, fingerprints (Chapter 2 - Sections 220 - 227)

i. Inventory and/or |ssue property (Chapter 4)

] . Ensure social and nedical screening conpleted (Chapter 2 -
Section 219)

k. Ensure inmates are provided with religious itens (where
applicable) (Chapter 4 - Section 407) *
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209. NOTI FI CATI ON OF MOVEMENT

The intake process begi ns when Myvenent staff becone aware of an
inmate's pending arrival. Staff can determ ne incom ng and
outgoing inmates with rosters and daily logs. It is recommended

that | SMstaff produce daily destination |ogs (DST) to nonitor
pendi ng designations to the facility. SENTRY Security

Desi gnati ons transactions can then be generated to produce
adm ssion packets. In the case of Metropolitan Correctional
Centers and hol dover facilities, advance notice of arriving
inmates may be very mninmal.

210. ADM SSI ON PACKET

Staff are encouraged to prepare an adm ssion fol der for

desi gnated i nmates consi sting of the designati on packet and the
R&D fol der. An adm ssion folder nay be prepared for other types
of conmtnments (i.e., pre-trial, holdover, transfer, court
commitnment). The forns included in the packet shall be

determ ned by the status of the inmate.

The R&D fol der for adm ssion of designated i nmates may i ncl ude
fingerprint cards, SENTRY Print Inmate Labels, social and nedi cal
i ntake screening forns, inmate account card, A&O handbook/
mat eri al s, and Acknow edgnent of Inmate. Contents of packets for
ot her than designated i nmates may include any or all of the above
forms, as needed by the institution. These fornms should include
the inmate's nane, register nunber and the nane of the

i nstitution.

The desi gnation packet nmay contain the Presentence |Investigation
Report, Prisoner Managenent System Report (USM 129), Judgnent and
Comm tment Order (AO 245), any warrants or detainers, and the
SENTRY Security Designation form Packets should be filed in the
| nmat e Systens Departnment in a pending file until the inmate
arrives at the facility.

211. DESI GNATI ON | NFORMATI ON

Movenent staff nust review the SENTRY Security Designations for
comm tment dates, sentence |ength and any special notations. A
tracki ng system shoul d be established to nonitor voluntary
surrender dates. If inmates do not arrive by the surrender date
and tinme, tel ephonic contact shall be nade to the U S. Marshals.
The inmate may have had the voluntary surrender date/tine
extended or the U S. Marshals may have i ssued other instructions.
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If the reporting tine is after the I SMstaff have departed,
follow up shall be perfornmed the next work day. (See Program
Statenent on Unescorted Transfers and Voluntary Surrenders, for
additional information and follow up tel etype notification.)
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If an inmate arrives at the institution and a designation packet
has not been received, |SMstaff shall contact the Conmunity
Corrections Manager to request pertinent information be faxed and
t he packet nmiled as soon as possible. Special housing
arrangenments and deci si ons regardi ng accepting i nmates w t hout
proper paperwork, or accepting themother than on the prescribed
date, shall be made by the Warden or designee. Conmunication

bet ween the Record O fice, especially the Muwvenent Coordinator,
and R&D staff is critical.

212. | DENTI FI CATI ON OF COW TTI NG OFFI CER

Oficers of any federal or mlitary agency who are comm tting
prisoners to BOP facilities shall be required to display official
identification upon arrival as specified in Section 107.
Credenti al s, badges and ot her rel evant paperwork authorizing the
agents to performin their capacity shall be closely inspected
prior to allowing entry into the facility. Non-federal officers
assigned to a Joint Task Force nust possess federal task force
identification or be acconpanied by a federal official. The nane
of the delivering officer should appear on the comm tnent
docunent ati on and nmust coincide with their personal
identification. Wenever possible, the nanes of escorting
officers shall be obtained in advance of their arrival. Inmate
Systens staff shall ensure that all amunition and weapons have
been appropriately secured prior to allowing entry into the
facility.

213. | DENTI FI CATI ON OF | NVATE

The positive identification of each inmate is critical. It shal
be acconplished as soon as possible. In addition to the
verification of an inmate's identity upon entry into the
institution, identity shall again be verified when the inmate is
removed fromthe holding area for intake processing. The
identification process includes verbal questioning of the inmate
as to nane, date of birth, offense, and register nunber. A
conpari son agai nst the existing photograph, fingerprints, and
physi cal description data should be nade when avail abl e.

If an inmate exhi bits unusual or aggressive behavior, R& staff
shal | contact Health Services personnel, the Psychol ogy
departnent, or the Captain for assistance.
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214. ESCORTI NG | NVATES | NTO THE | NSTI TUTI ON

| nmat es shall be pat searched before entry into the institution.
A hand held netal detector shall be used as soon as restraints
are renoved. Inmate(s) shall be escorted to R& by ISMstaff if
they are on duty. |If possible, staff shall use a route that
shall not allow visual or verbal contact with i nmates al ready
confined at the facility. Odinarily, all entrances to R&D shal
be secured during the intake process. Inmate orderlies or

wor kers shall not be present in R& during the intake process.

215. I NCLUSI ON I N THE SENTRY DATA BASE

The SENTRY Load/ Admt transaction shall be executed for each
inmate within one hour of the inmates' arrival at the
institution. Except in an energency and when approved by the
War den or designee, an inmate may not be released to the general
popul ati on before conpletion of this transaction.

Staff are to be extrenely alert for inmates detected as "Most
Wanted by the FBI or U S. Marshals Service" during the Load/ Adm t
transaction. If a match is indicated, a profile or |oad data
shoul d be reviewed for nore descriptive information. The of fense
remarks shall provide detailed instructions for further action.
See the SENTRY Ceneral Use Manual and the Central |nmate

Moni toring Manual for specific instructions.

216. ASSI GNMENT OF REG STER NUMBER

An inmate's register nunber is assigned by the USMS when t he
prisoner first enters into USM5S custody. This nunber is
docunented on the USM 129. The regi ster nunber shall remain with
the i nmate throughout USMS custody, Bureau custody, and during
any supervision for the current offense. The register nunber
consists of five digits, a hyphen, and three nore digits.

Speci al purpose nunbers are used when there is no opportunity to
obtain a nunber fromthe USMS. Institutions housing pretrial

i nmat es, saf ekeepers, or presentence adm ssion cases shall be

i ssued a bl ock of nunbers by the USMS' office of the district in
which the institution is |located. These nunbers shall be used
when an inmate i s remanded wi t hout a previously assigned nunber.
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A Nane Search transaction shall be perforned before | oading an
inmate into SENTRY. Special care should be taken when performng

t he nane search for inmates with hyphenated nanes. If an inmate
is in SENTRY under an old or incorrect nunber, staff nust correct
the problemimrediately. In no case allow the sane inmate to be

entered under a second register nunber. Staff should be alert to
this type of problem See the SENTRY General Use Manual for
additional instructions. It is the responsibility of |ISM staff
at the institution where the inmate is |located to ensure each
inmate's regi ster nunber is correct.

Al violators, escapees, study returns after sentencing,

uncomm tted separatees, and wit and furl ough returnees shal
retain their nunber fromthe original conmtment. |If an inmate
is returned to the institution by the USM5S and has been assi gned
a new nunber, the institution nust use the previously assigned
nunber. Inmates received fromstate institutions who are enroute
to a foreign country shall be assigned a register nunber by the
Regi onal Designator. The Regional Designator shall obtain this
nunber fromthe Regional Community Corrections Adm nistrator.

I nstitutions having speci al purpose nunbers shall assign their
own register nunbers. Inmates received fromforeign countries
shal | be assigned a register nunber at the first Federal
institution by the Regional Designator.

The Regi onal Designator shall assign the register nunber for al
state, territory, comonwealth, and mlitary prisoners designated
to serve their sentences in Federal institutions. This register
nunber shall appear on the Security Designation form

217. ADM SSI ONS AND CONTRABAND

At the earliest possible tinme, new adm ssions shall be separated
fromtheir property and thoroughly searched, consistent with the
physi cal arrangenent of the receiving facility. Inmates should
be separated according to gender and classification separation
needs.

Any personal property that acconpanies the inmate is to be
t horoughly searched before allowng it inside the secure area of
the institution.
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218. PERSONAL HYG ENE/ CLOTHI NG | SSUE

| f deened appropriate, new arrivals shall have access to a shower
prior to the issuance of intake clothing. Staff nust have an
adequat e supply of clothing and shoes appropriate for the season
and climate for new comnmtnents. A variety of sizes nust be

mai ntained in R&D to ensure proper fit. Special arrangenents
must be made to obtain the proper fit if unavailable in R&D. On
t hese occasi ons, supervisory ISMstaff, or, in their absence, the
Operations Lieutenant, shall be contacted for assistance and
further instruction.

219. | NTAKE SCREEN NG

The staff nmenber responsible for processing the new adm ssions
shal |l ensure the Health Services departnent clears each innate
and he/ she receives a social interview consistent with the
requi renents of the Program Statenent on | ntake Screening prior
to placenent in general population. Therefore, to avoid
processi ng del ays, appropriate intake staff are to be
expeditiously notified when new adm ssions are received.

220. ACKNOALEDGVENT OF | NVATE

Al inmates entering a Federal institution are to conplete
Acknow edgment of Inmate forns (BP-407 and BP-408). These forns
provi de informati on on correspondence, authorization for

di sposition of funds, nonitoring of tel ephone calls, notification
in case of death/illness, and di sposition of property in case of
death. A space is provided in each section for the inmate's
signature. Intake screening staff who witness the inmate's
conpletion of the formnust also sign the form If the inmate
refuses to sign, the witnessing staff shall so indicate in the
space provi ded.

Once conpl eted, the Acknow edgnent of Inmate fornms shall remain
in effect throughout the inmate's confinenment. Unit staff are to
review this format the inmate's programreview team neetings to
ensure any changes are noted on subsequent forns.

The mail room shall be notified by copy of the formif the inmate
signs Part 1 of the "Correspondence"” section, thereby el ecting
not to have general mail opened and inspected. The nail room
staff, Cashier, and Comm ssary Supervisor shall also be notified
by copy of the form if the inmate refuses to sign the section
"Aut hori zation for Disposition of Funds."” Negotiable instrunments
requi ri ng endorsenent shall be returned to the sender by mai
roomstaff for inmates who refuse to sign this section (see the
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Program St at ements on Correspondence, Trust Fund Managenent
Manual , and the Mail Managenent Manual). Inmates who are unable
to provide appropriate information in the section "Notification
in Case of Death/Illness, Disposition of Property,"” shall be

gi ven a reasonable amount of time to obtain the needed

i nformation.

PHOT OGRAPHS

221. | DENTI FI CATI ON PHOTOGRAPH

Phot ographs of inmates shall be of a quality that provides an
easily recogni zed |ikeness. The photographs nust include the
inmate's regi ster nunber and date of commtnent. The nunber of
phot ographs to be taken shall vary dependi ng upon the
institution's needs. Most institution needs will be satisfied
by frontal view photographs. A digital photography systemfor
i nmat e photos is required for all institutions, including
satellite canps. An additional video camera or multiple-view
canera shoul d be avail abl e as a backup.

| dentification photographs are to be taken full face front, eyes
open, w thout glasses or head coverings. Side photos and photos
of inmates wearing prescription glasses nay be taken at the
Warden's option. The staff nmenber taking the pictures should
review the conpleted photos to ensure they are identifiable. At
a mnimm all photos nust indicate the inmate's regi ster nunber
and date of conm tnent.

An i nmat e phot ograph nmust be attached to the R&D file. R&D staff
are normally responsible for creating crew kit cards, bed book
cards, and other cards maintained at the institution per |ocal
procedures. Extra photographs are to be stored in the inmate's
central file for use at a later date. At |east one extra photo
must be maintained in the inmate's J&C file for energency use
(escape flyer, escorted trip, etc.).

New phot ographs are to be taken if the inmate's physi cal
appearance changes. Unit Managers shall review inmate

phot ographs sem annually to determne if the physical appearance
has changed enough to warrant new photographs. The Unit Manager
shal | al so ensure that when the R& O ficer takes new phot os,
proper distribution is made, and extra copies are stored.

| nmates are not normally allowed to have identification

phot ographs in their possession. Locally approved exceptions,
approved by the CEOQO (Il nmate Account Cards, Controlled Access
Entry Systemcards, etc.) wll be allowed.
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222. | NMATE ACCOUNT CARD

An I nmate Account Card (BP-467) is prepared for each newy
designated inmate. Wen the inmate is received in transfer and
the account card is in good condition, R& staff shall return the
card to the inmate during the intake screening process. A new

| nmat e Account Card shall not be prepared on transfer cases until
a thorough check of the J&C file is nmade to |locate the old
account card (see Inmate Systens Managenent Manual for additiona
information). If the institution does not use Inmate Account
Cards, the card shall remain in the J& file for future
transfers. A SENTRY | abel is placed on the I nmate Account Card
(BP-467), and is signed by the inmate before the photograph is
taken. Al identifying data nust be clearly reflected on the
card and nmust not be altered in any way. The inmate's photograph
is taken with the video canmera against a |ight-col ored
(preferably white) background. A lam nating machine is used

to seal the picture. The card is given to the inmate after

he/ she signs the acknow edgnent of Receipt of Inmate Account Card
(BP-480) and agrees to pay for replacenent of the card if it is

| ost or danmaged.

Upon the inmate's release, ISMstaff shall collect the Innmate
Account Card (BP-467) and destroy it.

FI NGERPRI NTS
223. GENERAL | NFORMATI ON

It is inperative that legible fingerprints be expeditiously
submtted on all Federal inmates to the Federal Bureau of

| nvestigation (FBI). A conplete and accurate classification
formul a nust be obtained for each set of prints submtted to the
FBI. This exact formula can only be obtained if a clear and
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di stinct inpression of each fingerprint is obtained. Should one
or nore fingerprints on a card be found too indistinct to
accurately interpret, the prints will be rejected by the FBI and
returned to the institution for resubm ssion.

Fingerprints shall be taken at the tinme of a commtnent. The
appropriate identification data shall be entered on the cards.
It is critical that fingerprint cards be filled out conpletely.
After review ng for accuracy, the cards shall be mailed to the
FBI on inmates with felony and m sdeneanor charges within five
wor ki ng days after commtnent. Two full sets of fingerprints
shall be taken on the initial commtnent of designated (A-DES)
inmates. This includes the commtnent of violators, escape
returns and study cases. Only one full set of fingerprints shal
be placed in the J&C file. The other conpleted set of
fingerprints shall be forwarded to the FBI

One full set of fingerprints shall be taken on the initial

comm tnent of Immgration and Naturalization (A INS), Hol dover
(A-HLD) or Pretrial (A-PRE) inmates. The SENTRY | nnmate Label
transaction may be used in lieu of typed or printed information.
This shall assist in the identification and notification process
in the event the inmate rel eases, escapes from custody or dies
prior to arrival at the designated facility. These fingerprint
cards are not to be mailed to the FBI and should be stored with
ot her appropriate file material (holdover files, etc.).

Wien an inmate is received as a transfer from another federal
institution, or returns fromWit or IAD, and the FBlI nunber is
known, only the inpression of the right thunb need be taken.
This print shall be conpared with the card on file to verify
identity. Previous fingerprint cards, excluding the initial ful
set of fingerprints, shall be purged fromthe file and be

repl aced by the new card.

The FBI supplies fingerprint cards, mailing envel opes, order

bl anks, as well as the Final D sposition Reports and the Wnt ed-
Fl ash- Cancel | ati on Notice. Institutions can request forns on the
appropriate order blank supplied by the FBI. |If they are not
avail able, forns may be requested by witing to:

Assi stant Director

| dentification Division

Federal Bureau of Investigation
Washi ngton DC 20537-9700
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224. FI NGERPRI NTI NG PROCEDURES

The inking surface should be elevated to a sufficient height to
allow the inmate's forearmto assune a horizontal position when
the fingers are being inked. A cleaning fluid and necessary
cloths used to clean fingers before and after rolling should be
avai lable. Inmate fingerprints shall be taken only on the Arrest
Fi ngerprint Card (FD 249).

Staff should have the inmate sign the fingerprint card prior to
printing to avoid snearing. There are two types of inpressions
taken on the FBI fingerprint card; individual rolling and

si mul taneous printing. The upper 10 prints are taken
individually. These are rolled inpressions, and are obtained by
individually rolling each finger fromside to side in order to
obtain all available ridge details. The smaller inpressions,

| ocated at the bottom of the card, are taken by simultaneously
printing by pressing down all of the fingers. The thunb is then
printed.

The person taking the fingerprints should nove the inmate in a
position where they shall be confortable during printing. The
inmate should stand in front of and at a forearmis length from
the inking plate. In taking the rolled inpressions, the side of
the bulb of the finger is placed upon the inking plate, and the
finger is rolled. Each finger should be inked evenly fromthe

tip to belowthe first joint. It is better to ink and print each
finger separately, beginning wwth the right thunb and foll owed by
the index, mddle, ring, and little fingers. It is easier to

print if the thunbs are rolled toward and the fingers rolled away
fromthe center of the inmate's body. This process relieves
strain and | eaves the fingers rel axed upon the conpl etion of
rolling so that they may be lifted easily fromthe card w thout
danger of slipping, which may snudge or blur the prints. The
official taking prints should apply |ight pressure and maintain
control of the inmate's hand during the process. The degree of
pressure to be exerted in inking and taking rolled inpressions is
inportant. The inmate should be cautioned to relax and refrain
fromtrying to help by exerting pressure. It is often helpful in
getting the inmate to relax their hand by instructing themto

| ook at sone distant object and not at their hands.
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225. CAUSES OF UNSATI SFACTCORY PRI NTS

Belowis a list of the nost common reasons for fingerprint card
rejections by the FBI

a. The finger has not been fully rolled fromone side to
t he ot her.

b. The bul b of the finger has not been conpletely inked.

C. The fingers were allowed to slip.

d. The wong type of ink was used.

e. There was a failure to thoroughly clean the fingers or

i nki ng apparatus of foreign substances and/or
perspiration
f. Excessive or insufficient ink was used.

Rej ected fingerprint cards nust be immedi ately redone and
returned to the FBI in the next weekly mailing.

226. UNUSUAL FI NGERPRI NT S| TUATI ONS

Staff may encounter situations due to permanent or tenporary
physi cal characteristics which call for different fingerprinting
techni ques. These situations include crippled fingers (bent,
broken), deformties (webbed or extra fingers), lack of fingers
at birth, anputations, and advanced age of the innmate.

In instances where the inmate to be fingerprinted has crippled or
deformed fingers, it is not sufficient to nmerely indicate on the
fingerprint card the condition of the fingers such as "bent,"
"broken," or "crippled." In these circunstances, the
fingerprints shall still be taken. Only in those cases where the
fingers are so badly bent or crippled that they are touching the
pal nr8 and cannot be noved is such a notation appropriate. The
use of the special inking devices simlar to those used to
fingerprint deceased inmates nmay be necessary to obtain clear,

| egible fingerprints frombent or crippled fingers.

Not ati ons should be entered on the fingerprint card in unusual
i nstances such as: "mssing at birth", "anmputated,” or "tip
anput ated. "

Tenporary disabilities such as wounds, blisters and broken
fingers and hands nmust be printed as soon as possible after
heal i ng.
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227. PHYSI CAL DESCRI PTI ON

The foll ow ng personal history data nust be recorded on the FB
Arrest Fingerprint Card (FD 249) during the conm tnment process.
Speci al procedures are outlined in the CIM Manual for the
handl i ng of W TSEC cases.

Sex: Age:

Race: Date of Birth:

Hei ght : Pl ace of Birth:

Wi ght : Scars, marks, tattoos:

Eye Col or: (full description)

Hai r Col or: (i ndicate on the card

if there are none)
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OUT PROCESSI NG

GENERAL | NFORMATI ON

The followng list is a guide to use for rel easing i nmates.
Specific instructions are referenced behind each step.

a. Revi ew ng rel ease docunents (Chapter 3 - Section 301)

b. Rel ease checkout (Chapter 3 - Section 302)

C. Property inventory (Chapter 4)

d. Search/dress out (Chapter 3 - Section 305; Chapter 1 -
Section 124)

e. | dentification process (Chapter 3 - Sections 304, 308)

f. Funds and nedi cations (Chapter 3 - Sections 306, 307)

g. Second identification (Chapter 3 - Section 308)

h. Escorting frominstitution (Chapter 3 - Section 312)

i

SENTRY transactions (Chapter 3 - Section 309)

There are two types of releases fromfederal institutions:
tenporary and pernmanent rel ease. Exanples of tenporary rel eases
are furloughs, local escorted trips, tenporary nedical transfer,
wits, |AD, and court appearances. Exanples of permanent rel ease
include transfers to other institutions, expiration of sentence,
and parol e.

301. REVI EW OF RELEASE PAPERWORK

R&D staff nust review rel ease paperwork to ensure all forns
necessary for release are present. Any fornms requiring the
inmate's signature should be executed and the appropriate
distribution nmade. The forns required for each type of rel ease
are noted in the Inmate Systens Manual

302. RELEASE CHECK OUT

Institutional departnments may request notification of an inmate's
release. This procedure, commonly referred to as a "nerry-go-
round", is ordinarily acconplished one work day prior to rel ease.
| nmates may bring their personal property to R& for pack-out at
this time. Local procedures specifying departnents and net hod of
notification should be established. R&D staff nust al so ensure
the inmates |listed on the Notice of Ensuing Rel eases (SENTRY) are
properly processed. Coordination is critical between R& staff
and the Record Ofice Legal Technicians. (See Innate Systens
Managenment Manual for additional information.)
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303. DAY OF RELEASE

On the date of release, R& staff shall have the inmate report to
R&D. Anple time should be allowed to conplete the required

rel ease steps to include: search, formconpletion, dress out,
medi cation, funds, receipt of property and final clearance.

Staff nmust ensure all processing is conpleted prior to the
inmate' s schedul ed departure tine.

304. | DENTI FI CATI ON

Staff nust ensure that all prisoners are properly identified

prior to release. ldentification is done by fingerprint and
phot o conparison, and verbal questioning of the inmate as to
name, date of birth, offense, and register nunber. It is

critical that at the tine of release, a thunbprint be taken of
the rel easee and pl aced on the Rel ease Authorization (BP-S392).
The thunbprint nust be conpared with the thunbprint in the J&C
file to verify the identity of the inmate by the releasing staff
menber (see | nmate Systens Managenment Manual).

305. SEARCH DRESS OUT

R&D staff in all but mninmmsecurity institutions shall conduct?*
a visual search of the inmate. Cothing worn to R&D shoul d be
taken fromthe inmate and he/ she should be dressed in appropriate
clothing for the type of release. Wen escort and nedical trips
are processed through R&D, special care should be taken to ensure
the inmate(s) are dressed in institution clothing and shoes
(excludi ng canps). Local procedures nust be devel oped to handl e
furlough rel eases. Inmates may have release clothing mailed to
the institution as provided in Institution Suppl enents. *
The inmate shall be placed in a secure area separated from
unsearched i nmates while awaiting departure.

306. MEDI CATI ON

| nmates often require nedication upon tenporary or permnmanent

rel ease. Health Services personnel shall nmake a determ nation
regardi ng nedication. R&D staff must ensure that the rel easing
i ndi vi dual has been provided authorized nedications prior to

| eaving the institution.
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307. FUNDS

The inmate is provided a gratuity and/or personal funds as
provided in the Program Statenent on Rel ease Gratuities,
Transportation and Cothing. Funds are generally distributed by
the cashier's office or through the control center, if after

nor mal wor ki ng hours. Local procedures are to be established for
di spensing funds to the rel easee.

308. SECOND | DENTI FI CATI ON

A second identification verification shall be conducted by a *
person the Warden designates. The person meking the second
identification is to sign the Rel ease Authorization (BP-S392) in
t he space provided.

309. RELEASE | NVATE VI A SENTRY

A SENTRY rel ease transaction shall be executed when the i nmate
departs fromthe institution. Care should be taken when keying
this transaction to ensure that the proper release codes are used
and the inmate's rel ease destination is entered. |In order to
provide this information, all release paperwork used in R&D as
source docunentation for keying the rel ease (Rel ease

Aut hori zation, Transfer Receipt, etc.) shall indicate the rel ease
met hod as it should be keyed on SENTRY. See the SENTRY Cener al
Use Manual for specific instructions on executing the rel ease
transacti on.

Prior to releasing an inmate on wit, bond, release due to

nodi fication of sentence, or other type of release resulting from
notices received fromother federal agencies that directs the

rel ease of inmate being housed by the Bureau of Prisons, a SENTRY
Nanme Search Transaction shall be perforned. This search shall be
a soundex of the last and first nanes and shall be [imted to
only the facility making the inquiry. |[|f the search reveals
inmates with identical or simlar nanes, additional research and
verification shall be acconplished by ISMstaff. After the
proper inmate has been identified, special care shall be taken to
ensure the appropriate comnmtnent file is used and that al

proper release identification requirenents, as outlined in the

| SM Manual , are closely foll owed.
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310. RELEASE FOR COURT APPEARANCES (WRI T, | AD, ETC.)

| nmat es renoved fromthe institution for court proceedi ngs shal
be permtted to retain essential |egal material, appropriate
clothing for court purposes, and personal hygiene itens. The
institution shall provide a set of clothing which shall allow *
a neat and cl ean appearance in court. Inmates ordinarily shal

be permtted to take prescription eyegl asses, dentures,

prescri bed nedi cal devices, or nedication. Property renoved from
the institution wwth the inmate should normally fit in a

10 x 12 x 15 inch box. Oher personal property shall be stored
as di scussed el sewhere in this Manual. (See Chapter 4, Section
407, Religious Itens.)

| nmat es having noney in their Trust Fund Accounts may be
permtted to take a reasonabl e amount with them as determ ned by
their unit staff (ordinarily no nore than $50). Staff may "cl ose
out" the inmate's Trust Fund Account when it is known that the
inmate shall not return to the institution

| nmat es not scheduled to return fromcourt the sanme day of

rel ease nmust conplete a Disposition of Mail Wiile Innate is

Rel eased Tenporarily on Wit (BP-S398), before |eaving the
institution. R&D staff are responsible for ensuring this is
acconpl i shed (see the Program Statenent on Correspondence and the
Mai | Managenent Manual for further information).

311. TEMPORARY TRANSFER TO A LOCAL MEDI CAL FACI LI TY

I nmates transferring to a local nedical facility ordinarily shal
be permtted to take prescription eyegl asses, dentures,

prescri bed nedi cal devices or nedication. O her personal
property and funds ordinarily are not all owed.

312. RELEASE TO U.S. MARSHALS OR OTHER LAW ENFORCEMENT AGENT

Bureau staff nust provide information regarding the inmate's
crimnal and nedical history as well as institutional behavior to
transporting officials. This information is critical in

mai nt ai ni ng custody and control of the inmate enroute to the new
destination. It also provides for the welfare of the inmate and
enhances an at nosphere of cooperation with the transporting
agency.

The Program Statenents on Releasing Inmates to Transporting
O ficers via Escort or Bus and Transferring Innates to State
Agents provide additional instructions on the subject.
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Law enforcenent officials may arrive at an institution to pick up
an inmate with other prisoners already in their custody for
delivery to other destinations. |If permtted by | ocal

procedures, |aw enforcenent officials may bring their prisoners
into the institution to provide for their confort and security
whi l e conducting transactions within the institution. Staff nust
be cooperative and provide an area for the prisoners' confort and
all ow for supervision of the prisoners, as necessary. The
inmates allowed tenporarily into the facility must undergo the
same shakedown as regular commtnents prior to entry into the
facility.

Staff nust exercise extrene caution when processing i nmates for
transfer to other |aw enforcenent agencies. A thorough visual
search shall be conducted by R& staff on the inmate and hi s/ her
clothing prior to relinquishing custody of the inmate. A hand
held netal detector shall be run over the inmate's body by R&D
staff prior to departure. Special procedures nmay be inpl enented
for maxi mum security and other inmates having special security
needs. The Captain and I SM shall be consulted in these cases as
additional staff may be necessary. It is recommended that the
receiving |law enforcenent officials also conduct their own
security search prior to accepting the inmte(s) for departure.
An area shall be provided for the receiving officials to
personal ly search the inmate. |If the inmate is to be ready for
departure imedi ately upon the transporting official's arrival,
R&D staff shall conduct the search, dress out the inmate and

pl ace himher in a holding cell or room which had been previously
searched. These procedures do not relieve the transporting
officers of any search and security responsibilities their agency
may prescri be.

Staff shall escort the transporting officials and the departing
inmate(s) to the institution entrance to ensure that contact is
not made with other inmates prior to departure.

313. RELEASE PAPERWORK

Any rel ease from custody requires proper docunentation.
Verification of the Central Inmate Mnitoring C earance Form shal
al ways be checked within 24 hours prior to releasing an inmate. *
Belowis a list of special procedures and paperwork required for
various types of releases. A conplete listing for every possible
release is not practical. |If situations arise that are not
covered by policy, the Inmate Systens Manager shoul d be

consul t ed.
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Wit Rel ease -

Di sposition of Mail Wiile Inmate i s Rel eased
Tenporarily on Wit (BP-S398)

CIM C earance (if CI M case)

Daily Prayer Itens Transport Authorization form and/or
di sposabl e head covering (when applicable) *

To be given to transporting officials:

Not e:

Copy of wit

In Transit Information (prepared by Unit Tean)

Medi cal Record of Federal Prisoner In Transit (BP-S149)
(Prepared by Health Services Departnment)

Rel ease Aut horization (BP-S392) (Properly signed by

| nmat e Systens Manager) (gol denrod copy)

Envel ope containing religious itens with Daily Prayer
Itens Transport Authorization form (prepared by the
Chapl ai n and the Captain) (when applicable) *

A Transfer Receipt BP-283 (SENTRY Form 602) may be used for

mul ti ple inmates schedul ed for novenent on the sane conveyance. *

| nterstate Agreenent on Detainers -

a.

P aooT

TPae ™

Di sposition of Mail Wiile Inmate i s Rel eased
Tenporarily on Wit (BP-S398)

Acknow edgnment of | nmate (BP-450)

Prosecutor's Certification (BP-449)

CIM C earance (if CI M case)

Daily Prayer Itens Transport Authorization form and/or
di sposabl e head covering (when applicable) *

To be given to transporting officials:

In-Transit Information form- Conpleted by Unit Team
Medi cal Record of Federal Prisoner In Transit (BP-S149)
Rel ease Aut horization (BP-S392) (gol denrod copy)

Envel ope containing religious itens with the Daily
Prayer Itenms Transport Authorization form (prepared by
the Chapl ain and the Captain) (when applicable)

The original, or a copy of the original "Evidence of Agent's
Authority to Act for Receiving State" Form VI, shall be avail able
to conpare signature of agents and to identify the agents

aut hori zed to assune custody. |If a discrepancy is found, the

| nmat e Systens Manager shall be notified i mediately and the
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inmate shall not be rel eased until proper approval is given.
(See the Program Statenents on Interstate Agreenent on Detainers
and | nmate Systens Managenent Manual for additiona
instructions.) The Rel ease Authorization formis prepared for

| AD i n cases where the USMS transports inmates on behal f of
states. The USMS shall be required to sign the Rel ease

Aut hori zation as receiving the inmate for the state.

Furl ough -

a. Furl ough Application and Approval Record (BP-S291)
(Copy to inmate, copy kept in R& suspense file,
original and copy to ISM copy to control. The
original shall be forwarded to the Inmate Central File
at the conpletion/termnation of the furlough.)

b. CIM C earance (if CI M case)

Local Hospital Day Trip -

There are occasions that require inmates to receive specialized
medi cal care fromresources in the |local community. Trips of
this nature are generally coordinated by nedical staff who nmake
t he appointnment with |ocal health care professionals. Hospital
day trips generally require staff escort to and fromthe nedi cal
appoi ntnment. The below list of release docunents should be used
to effect an inmate's rel ease, but nay be nodified based on | ocal
needs and requirenents.

a. Escorted Trip Authorization Form (BP-S502)
b. CIM C earance (if CI M case)

Ener gency Medical Overnight Trip -

a. Escorted Trip Authorization Form (BP-S502) - When
applicable (Chapter 2 - Section 207) *

b. Transfer Order (BP-S399) - If custody is relinquished
t o non- Bureau personnel or contract guard service, two
sets of Transfer Orders are required. The first set is
used to transfer the inmate to the nmedical facility and
the second returns the inmate to the institution.

C. CIM C earance (if CI M case)

d. Transfer Receipt (BP-283) - to be prepared for each
change in custody.

e. In-Transit form- if custody is relinquished to non-
Bur eau per sonnel
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Not e In an energency, forns nmay be conpleted after the
inmate's departure. However, every effort nust be
taken to secure a thunbprint prior to renmoval. The
Operations Lieutenant or Captain shall assune
responsibility and give authority for release in
energency situations. (See Program Statenents on
Escorted Trips and the I nmate Systens Managenent Manua
for additional information.)

Bond -

The USMS may forward a certified copy of the bond order. This
order nmust be verified for authenticity with the USMS or C erk of
the Court. Special care shall be nmade to ensure that other
charges are not still open and that the correct inmate is
identified and processed. A nane search is to be made i n SENTRY
since inmates often have simlar nanmes. The court docket or

ot her docunentation nmust also be reviewed. |n sone instances,
inmates may be released directly fromCourt. In the case of
"Pre-Trial" and sentenced "Hol dovers", the I SM shoul d establish

| ocal procedures to secure one of the following forns fromthe
USMS prior to releasing the prisoner:

a. Prisoner Remand or Order to Deliver (BP-S377).
b. Local formordering rel ease of USMS pri soner
C. Tel etype ordering rel ease of USMS pri soner

&

Sinply providing a copy of a bond order is insufficient
to rel ease anot her agency's prisoner, as additional
charges may be pending in other districts. The Bureau
is without authority to rel ease another agency's
prisoner in the absence of their concurrence. It is
recommended that an effort be nmade to have the USMS
assune custody of the inmate and effect the actual

rel ease on bond. 1In this case, they would assune
custody fromthe BOP on the basis of a Prisoner Renmand
or Oder to Deliver (BP-S377).

Furl ough Transfer -

a. Fur |l ough Application and Approval Record (BP-S291) -
properly prepared with all required signatures
b. Rel ease Aut hori zati on (BP-S392)

After releasing the inmate from SENTRY, R&D staff shall send a
SENTRY generated standard notification formto the appropriate
Communi ty Corrections Manager (CCM advising of the inmate's
departure fromthe institution and travel schedul e.
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Transfers-Bus/Van/Airlifts -

a. Desi gnated | nmat es
1. In-Transit Information form (Conpleted by Unit
Tean)

2. CIM C earance (if CI M case)
3. Transfer O der (BP-S399)
4 Medi cal Record of Federal Prisoner In Transit

(BP- S149)

5. Envel ope containing religious itens and the Daily
Prayer Itens Transport Authorization form (when
appl i cabl e)

6. Di sposi bl e head covering (when applicabl e) *

b. Hol dovers, Pre-Trial |nmates

1. In-Transit Information form (Conpleted by Unit

Teanm)

2. CIM C earance (if CI M case)

3. Judgnent & Commitnent Order; Parole Violator
Warrant; Warrant of Renoval, etc. (whichever is
applicable in each case)

4. Medi cal Record of Federal Prisoner In Transit
(BP- S149)

5. Envel ope containing religious itens and the Daily
Prayer Itens Transport Authorization form (when
appl i cabl e)

6. Di sposabl e head covering (when applicabl e) *

Complete files on each inmate shall be placed in special

envel opes and given to the transporting officials. The Inmate
File Accountability Sheet (BP-S499) shall be attached to the
outside of the envelope. |If R&D staff acconpany custodi al
personnel to the airlift site, they should assune responsibility
for all receipts and file accountability.

Fi nal Rel eases - See Chapter 9, Methods of Final Release, in
| SM Manual
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CHAPTER 4
PERSONAL PROPERTY

GENERAL | NFORMATI ON

401. RECEI VI NG AND DI SCHARGE FI LE

A file shall be maintained in R&D for each i nmate housed or
commtted and is prepared upon commtnent. Contents should

i ncl ude Personal Property Records (BP-383 or BP-S383), return
mail receipts, certified mail receipts, and any ot her
docunentation regardi ng i nmate personal property. Optional | ocal
procedures may be used for certain docunentation deenmed necessary
for the operation of that institution. A photograph of the
inmate nust be affixed for Iimted identification purposes. This
pi cture shall not be used for identification purposes at the tine
of release in lieu of the Rel ease Authorization (BP-392 or
BP-S392). The file shall be noved to the inactive section after
the inmate has departed fromthe institution and should be
destroyed two years after the date of the inmate's final rel ease
or transfer.

402. PERSONAL PROPERTY

R&D staff are responsible for processing i ncom ng and out goi ng
inmate property according to the Inmate Personal Property Program
Statenent. Sufficient secure space in R& for stored i nmate
property is required.

Personal property consists of clothing; itens identified as

val uabl es, such as watches, rings, etc.; and m scell aneous itens
such as eyegl asses, photographs, Social Security cards, |egal
docunents, orthopedic or other nedical devices, etc.

Sel ective Service cards, Social Security cards, drivers’
Iicenses, and other fornms of identification will be forwarded to
the central file within 24 hours of receipt on i nmates who are
desi gnated for service of sentence. Special care nust be given
to detect contraband that may be secreted in personal property.

Donat ed cl othing and itens consi dered unusabl e shall be destroyed
according to the Property Managenent Manual. Special care shal
be made to ensure those itens do not conme in contact with
inmates. Itens of considerable value shall be referred to the
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Warden through the I1SM for appropriate disposition. Al such
val uabl es shall be item zed on the Inmate Personal Property
Record and stored in a secure cabinet or safe until disposition
i's made.

Married inmates may retain a plain weddi ng band that contains no
st ones.

R&D staff shall conplete an Innmate Personal Property Record upon
adm ssion of all innmates.

An Aut hori zation to Recei ve Package or Property is used to

aut hori ze incom ng i nmate packages containing rel ease clothing or
approved itens as outlined in the Inmate Personal Property
Program Statenent. The conpleted original Authorization to
Recei ve Package or Property formis used in lieu of the Inmate
Personal Property Record.

403. | NCOM NG PROPERTY

To ensure that property received was shi pped from anot her
institution, property boxes must contain a copy of the Inmate
Personal Property Record. Property boxes received from ot her
Federal institutions, authorized to be mailed at the inmate's
expense, nust contain a copy of the Request-Authorization to Mai
| nmat e Package. The box nust al so bear a security stanp
containing a staff nenber's initials and menoni ¢ code of the
sending institution. Once the inmate arrives at the receiving
institution, the original Inmate Personal Property Record shal
be renoved fromthe J&C file and placed in the R& file. Wen
the property is issued and verification of contents is made, the
original Inmate Personal Property Record shall be forwarded to
the inmate's central file, and the copy received in the box may
be di scarded.

A | og book shall be maintained in the R& area to docunent
incom ng i nmate personal property. The |og book nust include the
i nmate's nane, register nunber, the date property is received and
i ssued, and the initials of the staff nenber processing the

property.

Note: Staff nmust be alert for unusual markings, |abels, and
post mar ks, which may indicate an attenpt being made to introduce
cont r aband.
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Staff shall use a new I nmate Personal Property Record when
issuing this property. Miltiple boxes issued at the sane tine
may be inventoried on one Inmate Personal Property Record. The
box shall be unpacked in the inmate's presence. Staff shal
indicate the disposition of each itemon the form The inmate
should sign the form indicating all information is accurate as
noted. When the inmate refuses to sign the form an additional
staff nmenber shall w tness, sign, and date the formindicating
the inmate's refusal.

Any di screpancy nust also be noted on the form In the event the
inmate refuses to accept the property, refer to Section 412,
Abandoned Property.

Unaut hori zed itens shall be mailed hone, donated, or properly
destroyed according to the Inmate Personal Property Program
St at enent .

| f property is received for an inmate who has been placed in the
Speci al Housing Unit (SHU), |ocal procedures shall be established
for issuance of property. Once issued, all authorized property
shal | be appropriately noted on the I nmate Personal Property
Record. Any property that the inmate cannot have in his/her SHU
cell shall be stored in the SHU property room

Inmates may retain legal material if it relates to ongoing
l[itigation or is research material not available at the
institution. The Regional Counsel nmust be consulted to decide
whet her specific legal material is about an inmate's case. The
Regi onal Counsel should also be consulted regarding the limting
of legal materials for housekeeping reasons.

The USMS is responsible for the disposition of personal property
for inmates in its custody. The USMS nails excess property to
the inmate's hone or to the address supplied by the inmate. R&D
staff shall not accept excess personal property delivered with
the inmate or mailed by the USMS to the institution. Property
for new conmtnments delivered by USM5 is |imted to the
fol | ow ng:

Cl ot hi ng (worn on person)

Weddi ng band (no stones)

Prescri bed nedi cal devi ces/ nedi cati on/ eyegl asses
Legal materi al

Earring for fermal e (one pair, no stones)

| dentification cards
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1 Currency/ negoti abl e i nstrunments
1 Rel i gi ous nedal or nedallion (no stones) or essenti al
daily prayer itens (see Section 407)

| nmat e property received fromother than a Bureau facility should
be outlined in Institution Supplenents and conply with the I nmate
Personal Property Program Statenment. The return address of the
facility shall be verified to ensure that an attenpt is not nade
to circunvent policy.

Property for voluntary surrenders shall be processed upon
commtnent. After (ISM hours, the Correctional Services Shift
Supervi sor nust ensure that property is processed in accordance
with this section. Al property shall be docunented on an |Inmate
Personal Property Record. Itens that may be retained are limted
to those permtted by the Institution Supplenment on I nmate
Personal Property. R&D staff shall prepare all excess persona
property of new commtnents for shipnent. The property shall be
shi pped at governnent expense to the inmate's hone or ot her
address provided by the inmate.

404. PROPERTY SEARCH

| nmat es shoul d be present during the inventory and search of
their property except when their presence would jeopardize the
safety and security of the institution, or if the inmte is
absent fromthe institution. The follow ng procedures apply when
searching i nmate property:

a. Staff shall ensure that the i nmate does not have access
to the property until it has been thoroughly searched,
inventoried, and recorded on the Personal Property
Record form The R&D area shall be arranged so a desk
tabl e, or counter separates the inmate fromthe
property to be searched. The inmate may not assist in
the inventory, packing, or unpacking of property.

b. Searched itens nust be kept separated from unsearched
itens. Staff shall separate itens according to
appropriate disposition (i.e., kept, stored, mailed).
| nmat es nust el ect whether unauthorized itens are to be
mai | ed hone or donated. All property shall be
processed in accordance with procedures outlined in the
Institution Supplenment on Inmate Personal Property.
Speci al care nust be given to detecting contraband.
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There are two types of contraband. They are classified
as "hard" and "nuisance." Hard contraband is any item
that poses a serious threat to the security of an
institution and is not approved for possession by an
inmate or adm ssion into the institution. Nuisance
contraband can be any itemnot issued to an innate

t hrough normal channels or an itemin excess of
allowable limts set forth in the Program Statenent and
Institution Supplenment on Inmate Personal Property.

Al clothing nmust be thoroughly inspected. Speci al
attention nust be given to pockets, seans, hat bills,
hat bands, collars, waistbands, linings, cuffs, belts,
and places where there is nore than one | ayer of

mat eri al .

Comm ssary itenms nust be thoroughly searched and

exam ned, and when necessary they shall opened for

i nspection. Staff shall ensure itens have been seal ed
in original containers.

Shanpoo, conditioners, lotions and simlar itens nust
be searched with a probe, netal detector or scanning
devi ce.

Speci al care shall be used when inspecting any
religious item i.e., nedicine bags, bibles, religious
headgear, etc. The Chaplain nust be consulted to
determne if articles are of religious significance and
could require special handling, specifically, a
Tefillin, which in sone instances cannot be x-rayed.
When a Chaplain is not available, the items) nust be
mai ntained in a secure location until they can be

revi ewed and approved by the Chapl ai n.

Special attention shall be given to the foll ow ng
articles that are difficult to search and are excell ent
hi di ng pl aces for drugs and ot her contraband:

Shoes (soles, heels and cavities)
Radi os (may contai n tape players)
Books (bi ndi ng and covers)

Pi ctures (doubl e sided)

Phot ogr aph Al buns
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h. Suspicious itens that cannot be thoroughly searched
shoul d be x-rayed or scanned, if possible. Itens that
cannot be searched w thout destruction or alteration
shall not be permtted in the institution.

i Staff are to ensure that all shipping containers/boxes,
wrapping materials, etc., are treated as "hot trash”
and not accessible to the inmate. Al "hot trash"
shall be stored in a secure area until properly
di sposed.

405. STORED PROPERTY

The R&D area nmust have sufficient space to process, secure, and
store property belonging to inmates on wit, property on incom ng
i nmat es, and property deened di scarded or abandoned. There nust
al so be adequate space to store rel ease clothing and clothing for
wit/court dress out.

Articles identified as "val uabl es" nust be stored in a | ocked,
fire-retardant vault, safe, or cabinet. Staff nust seal

val uables in an envelope wth the inmate's name and regi ster
nunber clearly marked on the outside. Oher property such as
Soci al Security cards, driver's license, |egal docunents, etc.,
(i.e., pre-trial, studies) may be stored wthin the sane package
to elimnate storing property in two areas. Cothing shall be
stored in a secure roominaccessible to inmates and unaut hori zed
personnel. A file containing the original copy of the Inmate
Personal Property Record for itens in storage shall be maintained
in a fireproof cabinet.

An inmate may be allowed to store property under the follow ng
ci rcunst ances as specified by |ocal policy:

a. The MCC or detention facility has | ocked deposit boxes
avai |l abl e for storage of val uabl es.

b. The inmate is admtted for a short duration, such as a
study and observation, civil contenpt, or a short
sentence, and there is sufficient storage space.

C. Property for a hol dover inmate en route to a non-
Federal contract facility shall be placed in storage
while the inmate is housed at the institution. The
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property must acconpany the inmate upon departure. |If
this is not possible, it shall be shipped to the
designated facility wwthin 72 hours after the inmate's
departure.

d. The inmate is a pretrial inmate and has nunmerous court
appear ances.

e. When an inmate is unable to provide a consignee or
address to whomthe property can be mailed, it may be
stored and the "abandoned property" process wl|
commence on the 90th day. The property wll be
identified as "abandoned property" after 90 days as
descri bed bel ow and in Section 412 of this manual .

Note: Property may be stored if no consignee is available, or
there is no known address. R&D staff are responsible for foll ow
up with the inmate at 30-day intervals to determne if a name and
address can be obtained. A review of the Acknow edgnents of

| nmat e (BP-407 or BP-S407 and BP-408 or BP-S408), or the inmate's
visiting list may be useful to obtain the necessary information.
Staff shall docunment each followup on the reverse of the Inmate
Personal Property Record or an approved local form After 90
days, the property shall be identified as "abandoned property"
and shall be properly disposed of in accordance with Section 412
of this manual. The ISM shall nonitor the above process.

406. QUTGO NG PROPERTY

Staff should review all property forns in the R& file for
conparison with property to be nail ed/shi pped. The inmate nust
prove ownership of questionable material through production of an
| nmat e Personal Property Record, Authorization to Receive Package
or Property, Request-Authorization to Miil Inmate Package,

comm ssary recei pt, special purchase form or other approved
Bureau form

Staff shall thoroughly search all property and prepare a separate
Personal Property Record for each box of property to be

mai | ed/ shipped. It shall be packed and sealed in the inmate's
presence. The inmate shall not assist in the above process and
must remain apart fromthe property. After searching, itens nust
be kept separated according to appropriate disposition (kept,
stored, mail ed/shipped, etc.). R& staff nust followthe
procedures bel ow when mail i ng/ shi pping i nmate property.

a. Each box shall be |l ogged in the outgoing property
mai | i ng/ shi ppi ng book mai ntained in the R&D area.
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b. Staff nmust prepare one Inmate Personal Property Record
for each separate box of property being mail ed/ shi pped.
A copy nust be placed in the box being mail ed/ shi pped.
The original Inmate Personal Property Record shall be
placed in the J&C file (drop-filed) before the inmate's
transfer.

C. In accordance with the Inmate Personal Property Program
Statenent, perishable itens such as fruit, cheese, open
food itens, soft drink cans and unseal ed nonperishabl e
comm ssary itens may not be nmail ed/shipped. Al so,
mat ches may not be nmail ed/ shi pped.

d. Staff are to instruct the inmate to renove dry-cel
batteries fromitens. Dry-cell batteries shall be
pl aced in the box to be mail ed/ shipped or transported.
They will be included in the property inventory, but
shal | not count against any present or future
mai ling/shipping limts. (Note: Wtch batteries are
not dry-cell batteries. Staff shall have the inmate
deactivate any alarmsettings prior to
mai | i ng/ shi ppi ng.)

e. Currency or coins shall not be mail ed/shipped in
personal property. They shall be taken fromthe inmate
and properly receipted.

f. Unaut hori zed property itenms will be confiscated.
(Refer to Confiscation and Distribution of Contraband,
BP- 402.)

g. Staff nust place the property in a secure area until it

is mail ed/shipped. Property nust be nuail ed/shi pped to
the final destination within 72 hours after the
inmate's departure.

407. RELI G OUS | TEMS

When an inmate is received at an institution, other than through
Bureau transport, religious itenms nust have the Chaplain's
approval prior to issuance.
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Institution Supplenments may permt nedals, nmedallions, pendants,
etc., to be worn in an appropriate manner as |long as the
conposition or synbolic nature does not serve as a weapon or
woul d be disruptive to the security or good order of the
institution, and has the approval of the Chaplain on an I nmate
Per sonal Property Record.

Approved religious itens (other than essential daily prayer
itens) presented to R&D staff for shipping or transport, mnust
have an approval form signed by the Chaplain. Local procedures
must be established between | SM and Chapl ai ns when questi onabl e
ci rcunst ances occur.

| nmat es, who require essential daily prayer itens while in-
transit, shall provide R& staff with their religious itens,
acconpani ed by a mani fest envel ope containing the inmate' s nane,
regi ster nunber, and signature of the authorizing Chaplain of the
sending institution prior to their departure. R&D shall provide
the envel ope to the transporting authorities. (See the Prisoner
Transportation Manual and the Religious Beliefs and Practices of
Commtted O fenders Program Statenent).

In-transit inmates, with approved essential daily prayer itens,
shal |l be issued those itens prior to release fromR&D. The
inmate is responsible for returning essential daily prayer itens,
along with the mani fest envelope, to R& staff upon departure.

R&D staff shall provide a di sposable head covering to any innate
maki ng a request during transport by Bus/Airlift or USMS. Wen
an inmate arrives at a hol dover or designated institution, R&D
staff will issue the inmate's personal headwear, if it has been
packed and transported as an essential daily prayer item (See
the Program Statenent on Religious Beliefs and Practices of
Commtted O fenders).

408. TRANSFER PROPERTY

Aut hori zed personal property of an inmate being transferred to
anot her Federal or non-Federal institution via BOP/USMS vehicles
or aircraft shall be shipped to the inmate's final destination by
the originating institution.
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Property forwarded to another Bureau institution shall be sent
via an approved carrier or given to Bureau Bus personnel with a
mani f est when applicable (see the Prisoner Transportation
Manual ) .

In accordance with the Program Statenent on Inmate Persona
Property, certain itens nay be transferred at the inmate's
expense. The inmate is to bear the cost of mailing using postage
stanps. In the case of an indigent inmate, institution staff
shoul d be contacted to see if stanps are avail able for paynent of
postage. \When an inmate was not present during processing of
outgoi ng property, R& staff should contact the receiving
institution to arrange for paynent of postage by the inmate in
accordance with Section 405(e), 410 and 412 of this Manual.

409. TRANSFERS TO BUREAU MEDI CAL FACI LI TI ES

Bureau nedical facilities may issue a |list of approved property
all owable for inmates who are tenporarily transferred. Staff
shall mail all approved itens to the nedical facility within 72
hours of departure. |Inmate personal property not allowed at the
medi cal facility shall be retained and stored by the transferring
institution.

410. PROPERTY MAI LED AT | NVATE EXPENSE

| nmates are authorized to mail property during their confinenent.

Staff shall use a Request-Authorization to Mail |Inmate Package to
docunent the mailing of outgoing i nmate personal property.
| nmates shall incur the mailing cost.

St anps supplied by the inmate shall be placed on the outgoing
property. Additional services (return receipt, certified or
insured mail) may be purchased by the inmate. \Wenever hobby
craft items are mailed froman institution, they shall be
processed in the above manner by staff fromthe departnent
responsi bl e for the hobby craft program

Staff shall nmake at |least two attenpts to obtain a proper address
if property is returned as undeliverable. After two unsuccessful
mai | i ngs, the property shall be returned to the inmate unless it
exceeds the established local limtations or is deened
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contraband. The property shall then be considered voluntarily
abandoned and the ISMnotified. |In this instance, the property
shal | be processed according to Section 412 of this Manual.

411. RELEASE TO THE COVMUNI TY/ CCC

Upon rel ease/transfer of an inmate to the comunity or a CCC, al
property shall be carried out by the inmate unl ess he/she has
elected to mail it prior to his/her release date. Normally, unit
staff are responsible for preparing a Request-Authorization to
Mai | | nmat e Package (BP-329) for any property (excluding hobby
craft) an inmate wi shes to mail hone prior to his/her release to
the community or transfer to a CCC. Inmates are to bear the cost
of mailing property in this instance.

412. ABANDONED PROPERTY

There are two types of abandoned property: voluntarily abandoned
and abandoned. Voluntarily abandoned property refers to personal
property neeting the criteria set forth in Federal Property
Managenent Regul ati ons 101-48.001-8. Additionally, Justice
Property Managenent Regul ati ons 128-48. 150 state that persona
property, regardl ess of value, |eft behind by an i nmate who has
departed an institution, except approved for furlough, shall be
consi dered voluntarily abandoned.

When consi dered abandoned property, (at the cl ose of

i nvestigations or storage for 90 days), the institution shal
retain and store the property for 30 additional cal endar days.

If after this time the property has not been clainmed, it wll be
handl ed i n accordance with the Property Managenment Manual . |f, at
the discretion of the Chief Executive Oficer, the property is to
be destroyed, the Abandoned | nmate Property form (BP-515) shal

be used.

Negoti abl e instruments shall al so be considered voluntarily
abandoned and di sposed of in accordance with Treasury Depart nent
Regul ations (see the Property Managenent Manual).

Abandoned property may al so be property that has been

mai | ed/ shi pped and returned to the institution as undeliverable
or unclaimed. After the first attenpt at nmailing/shipping, staff
are to locate the inmate who sent the property to obtain a new
forwardi ng address. If the inmate cannot be | ocated, or the
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i nmat e cannot obtain a new forwardi ng address, a letter
expl ai ning the circunstances shall be prepared and sent certified
"Return Recei pt Requested,"” to the forwardi ng address provided
and the property to be forwarded shall be retained during this
tine.

| f the procedures outlined above produce no new | ocat or
information, the property will be considered "abandoned" and
shal | be processed for disposal according to Bureau procedures
for abandoned property. To assist in nmanagi ng these packages,
add 30 days to the date the package becones "abandoned"” to
determ ne the di sposal date. That date should be placed on the
package itself.

If an inmate was transferred to another institution and the
property forwarded to a street address is returned, the property
shall be forwarded to the inmate's new institution for return to
the inmate or other authorized disposal.

413. DEATH

Personal property of a deceased inmate shall be processed in
accordance wth the Program Statenent on Escape and Death
Notification. |If, after two attenpts at shipping, the property
remai ns unclained, it shall be considered as abandoned property
and shall be properly disposed of in accordance with | ocal

pr ocedur es.

414. |1 NSTRUCTI ONS FOR COVPLETI NG THE | NVATE PERSONAL PROPERTY
FORM ( BP- 383/ BP- S383)

It is essential that the Inmate Personal Property Record

(BP-383 or BP-S383) be conplete and accurate. The following is a
description and detailed summary for conpletion. The nunbers in
the instructions correspond with the nunbers on the form The
name of the institution preparing the formshall be listed in the
space provi ded.

1. Nanme: Innmate's conmtted nanme (the exact commtted
name as listed on the J&C).

2. Regi ster Nunber: (official register nunber as
determ ned in Section 216).
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Unit: (the housing unit determ ned by appropriate
institution staff).

Date and tine of inventory: (self-explanatory).

Pur pose of Inventory: (self-explanatory to include date
and tinme of action).

Di sposition: Use only disposition codes as |isted on
the form (informational purposes only).

Type of Property: A disposition shall be noted for
each item of property. Wen listing the quantity,
staff nmust use the specific nunber. Vague terns such
as "lot," "bunch," or hash marks may not be used.

Itens Alleged by Inmate to Have Val ue Over $100: Staff
must list itens alleged by the inmate to have a val ue
over $100. The property nust be fully described and
the specific value noted. If noitemis over $100 in
value, the inmate checks and initials the appropriate
box.

Articles(s) Listed as "Mail" (M are to Be Forwarded to
(Name and Address of Consignee): Staff nust obtain a
conpl ete address to ship all property with the

di sposition of "M" The appropriate block nust be
checked if the inmate elects to insure the mailed

property.

Claim Rel ease: a. Staff conpleting the formnust print
their full nanme. They nust also sign the formand note
the date and tinme after the inventory is conpleted.

The inmate's signature and regi ster nunber are
required. These signatures signify that the

item zation is correct.

Claim Rel ease: b. This section is to be conpleted if
an inmate is releasing froma Special Housing Unit.

The processing staff nust print and sign their name and
note the date and tinme. The inmate must al so sign and
note any conments.
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The distribution of the Inmate Personal Property Record is noted
on the bottom of the form

Bl ank forns are not to be given to inmates. A separate form
shal |l be conpl eted on each box prepared for nailing/shipping.
Rings or jewelry shall be described by the color of netal, color
of the stone, and other identification avail able. Wtches shal
be described by the color of netal, trade nanme, and seri al
nunber, if avail able.
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CHAPTER 5
DETENTI ON FACI LI TI ES

GENERAL | NFORMATI ON

501. DEFI NI TI ON AND RESPONSI BI LI TI ES

In addition to the procedures in this chapter, R& staff at
Metropolitan Correctional Centers (MCC), Metropolitan Detention
Centers (MDC), Federal Detention Centers (FDC), and ot her
detention type facilities, nust be thoroughly famliar with the
contents of this manual, the Mail Mnagenent Manual and al
Bureau of Prisons program statenents related to Inmate Systens
Managenment. In this chapter, all facilities |listed above shal
be referred to as detention facilities.

Security is critical in the R& departnment. There nmust al ways be
an adequat e nunber of staff available to maintain security and
order during processing. Only a manageabl e nunber of i nmates
shal | be processed at one tinme. Procedures nust be devel oped to
ensure inmates are properly escorted to and from R&D.

This chapter contains specific I nmate Systens Managenent

gui delines which are pertinent for detention facilities. Due to
the high level of inmate novenent activity at detention
facilities, R&D procedures may differ fromthat of other
institutions. Various types of processing (assignnents, bond

rel eases, hearings, etc.) may occur seven days a week and on
hol i days. Staff schedul es and procedures nmust be devel oped to
meet | ocal needs to ensure that the demands of the |ocal district
courts serviced by the facility are satisfied.

The majority of commtnents to detention facilities are

unsent enced prisoners who are housed for other federal |aw

enf orcenment agencies. These commtnents, along with the
appropriate docunentation, are to be available to those agencies
upon denmand.

Detention facilities receive many inmates directly fromthe
community with often little or no background information.
Therefore, extreme caution nmust be exhibited and all inmates nust
be processed as if they are maxi mum custody innmates. R&D staff
must be aware that inmates may be under the influence of drugs or
al cohol, have significant |anguage barriers, and/or be suffering
from medi cal / psychol ogi cal disorders. R&D staff nust access
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these factors to ensure suitability for detention. |If
significant factors are noted, R& staff nust alert their
supervi sor or other appropriate staff of their concerns. Speci al
care is to be taken in processing aggressive and known high
security inmates.

502. COWM TTI NG OFFI CERS

Staff at detention facilities accept inmates fromfederal |aw
enforcenent agents, local |aw enforcenent officers who are

aut hori zed by the USMS or are nenbers of Federal Joint Task
Forces. They may also be fromthe arnmed forces, including the
Coast Guard. The conmmtting officer nust present proper
credentials or photo identification that represents the
commtting agency. Local |aw enforcenent officials who are
menbers of a Federal Joint Task Force nust al so have credentials
or photo identification and possess docunentation reflecting
menbershi p of the Federal Joint Task Force.

503. VERI FI CATI ON OF COWM TMENT

Comm t nent Docunentation - The Prisoner Remand or Order to
Deliver (BP-377) is normally conpleted by the remandi ng agent for
each new arrival. For inmates who are accepted as Community
Correctional Center failures, a teletype to authorize pickup of
the individual is normally provided by the agent along with the
Prisoner Remand or Order to Deliver (BP-377).

Conplete institution files nmust acconpany all Bureau transfers
(except for Community Correction Center failures). (See the

| nmat e Systens Managenent Manual for additional information
regarding files of transfer cases.)

Parol e and Mandatory Rel ease Violators - Docunentation for
violators must conformw th requirenents set forth in Chapter 2
of this directive. Inmates designated to the facility for a

vi ol ator hearing shall be entered in SENTRY as "A-DES".
Appropriate unit staff nust be alerted so the inmate can be
schedul ed for a revocation hearing. The institution nust prepare
a Transfer Order (BP-399) if the inmate is given a secondary
designation for service of the violator termafter the revocation
hearing is conpl et ed.
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| SM staff shall request the central file fromthe | ast federa
facility of confinenent if the inmate is scheduled to receive a
revocation hearing at the detention facility.

| nmat es Received from Gther Bureau Institutions - Sentenced
inmates may be received at detention facilities from ot her
federal institutions for a variety of reasons (federal wit, U S
Attorney special request, etc.). Normally, the entire central
file is not received on these cases. Therefore, all acconpanying
paperwor k nmust be closely reviewed to identify nmedical or special
security needs. These factors are essential in determning

housi ng, escort and other security concerns.

Transfers and Hol dovers - The J&C order for short term of fenders
must be closely reviewed before an inmate is renoved or
transferred to another facility to ensure that the rel ease date
shal |l not pass before arrival at the designated institution.
Odinarily, inmates who are within 30 days of their rel ease date
are not noved. Coordination of these cases with the Case
Managenent Coordi nator or appropriate unit staff is essential.

504. ADM SSI ONS AND CONTRABAND

Staff shall be extremely alert when conducting the required
searches of inmates commtted to detention facilities. Speci al
attention nust be given to the detection of contraband, securing
of weapons/ammunition by | aw enforcenent personnel prior to
entry, and the conducting of thorough intake screening. (See
procedures outlined in Chapters 1 and 2 regardi ng conmm t nent
procedures, searches, intake screening, etc., as they apply.)

All new arrivals received fromarresting (Federal) agencies shal
be received with a conpleted Prisoner Remand or Order to Deliver
( BP-S377).

Staff nmust ensure that the inmate is properly identified,
commtnent data is in order, the correct register nunber is
assi gned, and the proper receipts are prepared and distri but ed.
(See Chapter 2 for additional instructions.)
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505. I NVENTORY, RECEI PT AND DI SPOSI TI ON OF PROPERTY AND VALUABLES

Di sposition of Personal Property - Al detention facilities nust
address the disposition/storage of personal property in detailed
formin an institution supplenent. The arresting agency should
be encouraged to mail all personal property to an address
provided by the inmate before adm ssion to the facility.
Detention facilities shall provide the inmate with appropriate

cl ot hing, shoes, and hygi ene supplies in the sane manner as ot her
Bureau institutions. Special arrangenents nust be made if
appropriately fitting clothing and shoes are not avail abl e.

Recei pt for Monies - Funds received for new conmtnents are to be
recei pted by R&D staff using the Tenporary Receipt (BP-197) and
pl aced in a secure depository. Instructions for preparation and
distribution of the receipt are contained in the Chapter 2,
Section 207.

| nmat e Account Cards - Ordinarily, Inmate Account Cards are not
prepared on inmates at detention facilities.

Cothing Bags - If clothing bags are used for storage of civilian
cl ot hing, the nunber of the bag should be recorded on the Inmate
Personal Property Record (BP-S383) and an R&D card. In an
attenpt to maintain security, special care shall be nade to
ensure that inmates are not allowed access to civilian clothing.

d ot hi ng Exchange - Procedures nust be devel oped to allow for
exchange/ | aundering of court clothing.

Shi pping/ Mailing Property - In accordance with the procedures
outlined in Section 408 of this Manual, inmate personal property*
must be mail ed/ shipped to the designated institution within 72
hours after the inmate's departure.

Speci al arrangenents nust be made to issue property to inmates
rel eased after arrai gnnent, posting bond, or other release while
in custody of non-Bureau personnel. Inmates being rel eased from
an institution to the community may receive their property upon
release or it may be mailed in accordance with Section 410 of the
Manual .

506. LOCK BOX STORACE

Lock box storage may be used in detention facilities to provide a
safe place to store val uabl es and noney bel onging to innates
housed for a short period of tine. Lock boxes may be used at the
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Warden’s option. |If possible, inmates should be encouraged to
send personal property itenms honme and have their nonies posted to
their trust fund account. |If |ock boxes are used by the

facility, the follow ng procedures nust be foll owed:

When an inmate arrives at a detention facility, all property
shall be inventoried and docunmented on an | nmate Personal
Property Record (BP-S383). The inmate shall have the option of
placing all noney in the deposit box or placing up to $100 in the

Trust Fund Account. |If the noney is placed in the deposit box,
the I nmate Personal Property Record shall be docunented to
reflect the anobunt. |If funds are to be placed in the Trust Fund

Account, a Trust Fund Recei pt (BP-197) shall be conpl et ed.
Foreign currency shall be placed in the deposit box, if the
converted value is less than $5.00. |If the converted value is
nore than $5.00, the funds may be receipted using an SF-1165 for
pl acenent in the inmate's Trust Fund Account. An "S" shall be
listed in the disposition colum of the Inmate Personal Property
Record to signify that the val uabl es and noney have been pl aced
i n storage.

The nunber of the |lock box assigned to the inmate shall be
recorded on the inventory. After the inventory is conpleted,
the inmate and staff nmenber shall sign the I nmate Persona
Property Record (BP-S383) and the original shall be retained in
R&D. A copy shall be provided to the inmate and a copy shall be
pl aced in the central file.

When val uabl es and noney are placed in the deposit box, the box
shall be | ocked in the inmate's presence. The inmate shal

retain a key to the box. It is suggested the inmate be provided
with a "dog tag" type chain to provide a neans of keeping the key
in his or her possession.

An inmate shall be permtted to renove funds fromhis or her
deposit box to be used in order to post bond or for any other
reason approved by unit staff. The ISMshall be notified in
witing by unit staff that the renoval of noney has been
authorized. The inmate shall then be allowed to renove the
nmoney. The renoval shall be docunented on the Inmate Persona
Property Record (BP-S383).

Funds that are received via the U S. Postal Service or from an
inmate's visitor shall be placed in the Trust Fund Account. A
Trust Fund Receipt shall be prepared to receipt funds received
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froma visitor. A Remttance Machi ne Receipt (BP-193 or BP-194
as appropriate) shall be prepared to receipt funds received via
the U S. Postal Service.

Local institution guidelines shall be followed in determ ning
whet her the inmate may be permtted to retain possession of the
key if placed in Admnistrative Detention. |If the key nust be
confiscated, e.g., suicide watch, the key shall be placed in an
envel ope. The envel ope containing the key shall be seal ed,
dated, and signed across the seal by the staff nenber and i nmate
(if the inmate is physically and nmentally able at the tine).
Local procedures must also be developed if inmates going to court
are not permtted to take their keys with them when being
tenporarily renoved by the USMS.

The seal ed envel ope contai ning the key shall be kept with the
inmate's housing record or other property taken at the tinme. |If
the key is kept wwth the property, this shall be docunented on
the inventory formnormally used for that purpose.

If the inmate | oses the key, he or she shall be responsible for
the cost of replacenent.

Once an inmate has been sentenced and an institution has been
designated for service of sentence, all noney in the deposit box
shall be placed in the Trust Fund Account. Oher property and
val uabl es shall be processed for shipping to the inmate's honme *
or other address provided by the inmate. An |Inmate Personal
Property Record (BP-S383) shall be prepared to docunent the

di sposition of the property. A Trust Fund Receipt shall be
prepared to place any noney in the Trust Fund Account.

If the inmate is serving a sentence of short duration (less than
one year and one day), and is to remain at the detention
facility, the valuables and noney may remain in the deposit box
until release. However, the inmate shall be permtted to place
the noney in his or her Trust Fund Account follow ng the
procedures outlined above.

If an inmate is released to the community or to non-federal
authorities, the inmate may claimhis or her property either in
witing or by returning to the institution within 30 days. The
The inmate may not authorize the release or shipnent of property*
to any person other than hinself or herself, or the person whose
name appears on the Acknow edgnents of |Inmate (BP-S408). Any
nmoney in the deposit box that is properly assigned to another
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person by the inmate within the 30 days, shall be placed in the

Trust Fund Account for disbursenent by check. In no case may
U.S. currency (cash or coins) be sent through the mail to either
the inmate or other authorized person. |If the inmate returns in

person within 30 days, noney in the deposit box shall be given in
t he sane manner as any other valuables in the box. A copy of the
| nmat e Personal Property Record (BP-383) shall be provided to the
inmate, a copy shall be retained in R& and a copy shall be

pl aced in the central file.

Accessibility to the | ock boxes and to the master key for the
boxes is to be strictly controlled. Duplicate keys to the boxes
shal |l be secured in the | ock shop or arnory under procedures
established for storage of keys. The duplicate keys may be
obtained only with the approval of the Warden.

507. RELEASE FOR DAILY COURT APPEARANCE

Staff nmust ensure that inmates are avail abl e when the receiving

| aw enf orcenment agents arrive to transport themto court. Court
nmovenents are to be given top priority. Local procedures nust be
devel oped to ensure court procedures, wake up, feeding,

shakedown, and dress out procedures are acconplished in an
expedi ti ous and secure nmanner.

R&D staff nust be aware of the inportance of maintaining

communi cation with | aw enforcenent officials and ot her
departnments of the institution (control center, |ieutenant, unit
of ficer, hospital, etc.) in order to coordinate court novenent.

A copy of the daily court list (in the local fornm) nust be signed
by the transporting official as a receipt for inmates | eaving the
facility for a daily court appearance. The SENTRY out count or
rel ease transaction shall be performed within one hour of the
inmate's departure. Wen inmates return fromcourt, a hard copy
of the out count may be used as a receipt. Staff nust |ine out

t he nanes of the inmates on the hard copy who are not in the
return group and a new recei pt nust be prepared.

Local procedures nmust be devel oped with receiving | aw enforcenent
officials that address itens which inmates may take with themto
court (legal material, nedication, |ock box key, etc.). The

Bur eau does not accept responsibility for the | oss of property
when renmoved fromthe facility. Any property which is authorized
to be taken out must be thoroughly searched when goi ng out and
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upon return to avoid the introduction of contraband. Wen the
inmate returns fromcourt, only the exact sanme authorized
property taken out shall be allowed back in. Any nedication
shall be forwarded to nedical staff for handling and di sposition.
Speci al care shall be nmade to ensure that the inmate is properly
identified against a photo and credentials of the transporting
officials are closely reviewed per |ocal procedures and in
accordance with Sections 212 and 304 of this Mnual.

| nmate orderlies may not be in the R&D area during court
movenents. In addition to visual and pat searches, a hand held
metal detector shall be used on inmates going to and returning
fromcourt. Special care shall be taken when inmates are dressed
incivilian clothing to ensure they do not get m staken for staff
or authorized personnel. Civilian clothing nust be imediately
removed and stored pronptly upon return fromcourt.

Local procedures nmust be devel oped to ensure neals are fed to
inmates in R&D during neal tines. Food carts are to be inspected
for contraband when entering and departing R&D

508. COURT LI NE

Local procedures shall be devel oped to ensure new arrests from
ot her federal agencies are placed on the court line (those

i nmat es who have not al ready been arraigned). Court dockets nust
not be delayed. Therefore, expeditious processing is critical.
Staff nust receive the list of inmates for court fromthe USMS
the preceding night. The USM5 shall indicate the need for the
inmate to be dressed in civilian clothing. R&D staff must check
for separation and security needs of each inmate going to court.
Using the court list, clothing shall be prepared prior to the
inmate's arrival in R&D. The inmates shall be brought to R&D as
early as practical, and shall be identified wwth a photo card and

placed in a holding cell/area. |nmates who have separatees going
out on the sane court line shall be physically separated and
pl aced in a separate holding cell. Transporting officials are to

be al erted whenever this occurs. Only |legal docunents that are
relevant to the court case, nedication needed for that day,

aut hori zed nedi cal devices, dentures, and eyegl asses or other
aut horized itens shall be allowed to be taken with the i nmate.

Staff shall identify transporting officials prior to surrendering
custody of the inmates. R&D staff shall identify each inmate
with a photo as the receiving Deputy U S. Marshal applies
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restraints. Staff shall verify the count as the deputy signs the
required recei pts. A SENTRY version or handwitten recei pt shal
suffice. R&D staff shall ensure inmates are properly placed on
the outcount. They shall also notify the Control Center of the
nunber of inmates departing the facility.

As the court line returns, R& staff shall properly identify the
transporting official. The returning i nmates shall be thoroughly
pat searched prior to entering the secure area of the facility.
They shall be cross identified fromthe list the USMS provi des as
court returns and with the photograph on file. Staff shal

ensure accountability of each inmate on the list. Once innates
are identified, they shall again be pat searched and placed in a
clean cell by R&D staff. The deputies shall then be allowed to
depart the institution, as the inmates are processed in.

| nmat es shall be taken fromthe holding cell, visually searched
and dressed in institution clothes. After inmates are returned
to the institution fromcourt, but prior to escort to their
housi ng units, the out count shall be deleted on SENTRY. Court
cl othes are thoroughly searched and pl aced back into the
appropriate clothing bag. |If institution clothes are worn to
court, they shall be thoroughly searched and sent to the |aundry.
| nmates may retain nedication, such as nitroglycerin and ot her
critical medication for life support, in the holding cells.
Staff perform ng intake screening for court returns should
inquire of the returning officials if anything significant
happened while they were in court that would inpact possible
separation or security concerns.

509. TRANSFER TO LOCAL HOSPI TAL

When an unsentenced inmate is transferred to an outside hospital,
the USMS nust be notified imediately. |If the transfer is
schedul ed i n advance (non-energency), notification nust be
furnished to the USMS so they can provide transportation and
supervision at the hospital. The institution hospital shal
provi de any additional necessary nedical information.

If the transfer is an emergency, the USMS shall relieve the
Bureau of Prisons' escort at the hospital as soon as practical.
Once the USMS relieves the Bureau escort, normally a Transfer
Recei pt (BP-283) or a Prisoner Renmand or Order to Deliver (BP-
377) shall be conpleted by staff thereby assigning custody of the
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inmate to the USMS (see the Program Statenents on Agreenent, BOP-
U.S. Marshals, Fiscal, Operational Responsibilities and I nmate
Systens Managenent Manual for additional information).

510. PHYSI CAL LAYQUT AND SECURI TY

In order to provide a safe and secure area for intake and rel ease
processi ng, the physical |ayout of the R&D area in a detention
facility is critical. R&D area arrangenent nust not allow any
crossover of searched and unsearched inmates. New comm tnents
and i nmates being rel eased nust not cone in contact with each

ot her.

There should be a "one way" flow of traffic. Sufficient holding
cells nmust be available to provide for necessary separations.

Al'l holding cells nust be searched before and after each is used.
A private area for conducting social and nedical intake screening
must be available. There nmust be a secure area for storage of
personal property and court cl othing.

A witten fire evacuation plan, in both Spanish and English, nust
be posted in a visible location. Staff should be very famliar
with this plan.
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EQUI PVENT

ACQUI SI TI ON

It is very inportant for R&D to have appropriate equipnment in
order for it to fulfill its mssion. Equipnent needs nust be
included in the | SM departnental equi pnment request.

Since equi pnent funds are often limted, realistic justifications
are necessary. Therefore, a conplete and thorough justification
must be submtted through appropriate |ocal channels on a Mjor
Equi prent Justification form (BP-135).

RECOMVENDED EQUI PMENT

|.D. canera - R&D nust have a video canera that shall neet the
institution's inmate photo needs. One photograph is ordinarily
produced for each |abel. A backup video or mnultiple-view canera
is highly recomrended, since photographic equi pment nust al ways
be avail able in R&D

Conm ssary canera - As a backup to the Digital Photography
system it is recommended that a special canera be available in
R&D t o produce photographs for Innmate Account Cards. Two
phot ogr aphs must be taken on one sheet of film which are then
used to produce Inmate Account Cards (BP-467) for comm ssary and
institution use.

Fi ngerprint equipnent - There are various types of fingerprint
equi pnrent that can be used to take legible fingerprints for

subm ssion to the Federal Bureau of Investigation and for other

| ocal needs. Adequate fingerprint equi pnent and supplies nust

al ways be available in R&D. A portable kit capable of being used
for fingerprinting deceased i nmates or for use outside of the R&D
area nust al so be avail abl e.

Hand- hel d netal detector - Hand-held netal detectors nust be
avail able for use in R& in accordance with | ocal and nati onal
policy. They nust be frequently tested and nmaintained in good
wor ki ng order.

Personal conputers - Personal conputers are reconmmended for | oca
use in R&D.

SENTRY term nal (s)/high-speed printers - A sufficient nunber of
SENTRY term nals and printers nust be avail able for use.
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Space saver system - Nunerous space-saving systens for storage of
inmate property are available. These systens provide for neat
and secure storage of property and other materials.

Typewiter - Typewiters are often needed in R& for the
preparation of Bureau forns and other |ocal docunents.

ldentification board - As a backup to the Digital Photography
system it is recommended that identification boards be avail abl e
in R&D to display the inmate regi ster nunber and date of
comm t mrent when taking photos with a nmultiple-view canera.
Institutions processing | arge nunbers of commtnents at a tine
require nmultiple boards.

D gital Phot ography equi pnment - The equi pnment recommended to
operate the Digital Photography systemincl udes:

486/ DX33 Conputer (8-15 MB RAM 200 MB hard drive).
VGA Monitor (Wndows accelerator card is reconmended).
600 Dots Per Inch (DPl) printer.

Vi deo canera (VHS, with conposite video output, NTSC,
automatic or manual iris).

Mouse.

St andard RCA connect ors.

Photo flood outfit for lighting (Optional).

Nog hwbeE

RECOMVENDED SUPPLI ES

Supplies shall be ordered pursuant to |ocal procedures. Sone
itenms may be placed on Recurring Item Spec Cards (BP-134) (bin
cards) for quarterly ordering. Please note that supplies nust be
properly stored and accounted for in accordance with the
Cccupational Safety and Environnental Health Manual

Tape/ Tape di spenser - An adequate supply of mailing tape and
di spensers nust be maintained in R&D for sealing boxes for
shi pment or mailing.

Box cutter - A cutter for opening boxes and packages i s necessary
for use in R&D. Accountability is critical. Cutters nust not be
| eft unattended or left in areas accessible to inmtes. Local
procedures determ ne inventory and accountability requirenents.
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Boxes/Bags - Different size boxes are required in R&D for

shi pment and nmailing of inmate property. D fferent size bags for
use by inmates to renove property fromthe R& area nust al so be
st ocked.

Filmfor canera - An adequate supply of filmnust be avail abl e at
all times. Staff nust be alert to the expiration date in order
to maintain a supply of fresh film

Towel ettes or hand cleaner - An adequate supply of towelettes or
hand cl eaner nmust be available for renmoval of fingerprint ink and
for general sanitation purposes in R&D

Paper cutter - A paper cutter nay be available in R&D. Due to
the cutting bl ade, special accountability may be needed in
accordance with | ocal and national procedures.

Photo cutter - This is a special cutter that punches a single
pi cture out of a sheet of four or six pictures.

Doubl e-si ded tape or paper - These itens may be needed to affix
i nmat e photos to various forns and card files.

FBI _Fingerprint Cards and envel opes - A supply of FBI Fingerprint
Cards and envel opes for subm ssion nmust be naintained in R&D at
all tines.

Certified and return receipts, insured receipts - |nsured,
certified, and return receipts nust be available in R& for staff
use in mailing packages needi ng special handling and
accountability.

D sposabl e gl oves - Disposable | atex gl oves shoul d be avail abl e
for use when cleaning spills of bodily fluids or for other | ocal
use.

Log books - Various | og books designed to neet |ocal and national
needs must be available for staff use.

G othing issue - Each R&D nust have sufficient clothing and
shoes, in a variety of sizes, for |ocal use.

SAMPLE CHECKLI STS FOR LOCAL USE | N RECEI VI NG AND DI SCHARGE ARE
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| NCLUDED IN THI S SECTION. THEY MAY BE USED AS A GUI DE FOR USE
VWHEN COWM TTI NG OR RELEASI NG | NVATES. PLEASE REFER TO SPECI FI C

CHAPTERS LI STED BEH ND EACH STEP FOR COVPLETE | NSTRUCTI ONS.
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NEW COVM TMENT CHECKLI ST

RECEI VI NG AND DI SCHARGE MANUAL

Reg No.

Before inmate arriva

Upon

Revi ew docunentation to verify appropriateness of comm tnent
(Ch. 2, Sec. 203)

Prepare any adm ssion paperwork (R&D file, receipts, etc.)
(Ch. 2, Sec. 204-207; 210)

Check quantity of clothing/bedrolls (Ch. 2, Sec. 218)
Check phot o/ print supplies

Notify institution staff of incomng inmate/trip (food
service, unit managenent, hospital)

Search holding cells/holding areas (Ch. 1, Sec. 123)

notification of inmate arrival

Check credentials of commtting officers (Ch. 2, Sec. 212)
Ensure weapons/amrunition properly stored (Ch. 2, Sec. 212)
Revi ew comm tnent officer's paperwork

IDinmate (Ch. 2, Sec. 213)

| nspect any incom ng property for hard contraband (Ch. 2,
Sec. 217)

Secure any incom ng funds

Pat search inmate using transfrisker (Ch. 2, Sec. 214;
Ch. 1, Sec. 125)

Escort to R&D (Ch. 2, Sec. 214)
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Assist with restraint renoval (Ch. 1, Sec. 124)
Pat search, place in holding cell (Ch. 1, Sec. 125)
G ve necessary paperwork to inmate for conpletion

Execut e paperwork, receipts, etc. |If transfer, check file
for conpl eteness, I nmate Account Card (Ch. 2, Sec. 204-207)

Perform SENTRY transactions (Ch. 2, Sec. 215-216)
Perform vi sual search of inmate (Ch. 1, Sec. 124)
Institution photos (Ch. 2, Sec. 221)

| nmat e Account Card photo (Ch. 2, Sec. 222)
Fingerprint (Ch. 2, Sec. 223-227)

| nventory or issue property (Ch. 4, Sec. 401-405; 413)

Ensure religious itens are i medi atsely provided to the
inmate (Ch. 4, Sec. 407) *

Prepare I nmate Account Cards (Ch. 2, Sec. 222)
Prepare detail/bedbook cards for |ocal use (Ch. 2, Sec. 221)

Ensure nedi cal and social screening perforned (Ch 2,
Sec. 219)

Di stribute paperwork

STAFF NAME / S| GNATURE DATE



PS 5800. 12
CN-01, 8/17/98
Attachment C

CHECKLI ST
RELEASI NG | NVATES
RECEI VI NG AND DI SCHARGE MANUAL

Reg No.

Conduct search of holding cells/holding areas (Ch. 1, Sec.
123)

Check rel ease paperwork for accuracy/conpl eteness (Ch. 3,
Sec. 301, 313)

Verify transportation arrangenents

I dentification of transporting officials, if releasing to
detainer, wit, etc. (Ch. 2, Sec 212)

IDinmate (Ch. 3, Sec. 304)
Vi sual Search (Ch. 3, Sec. 305, 312)

Dress out in appropriate clothing (Ch.

w

Sec. 305)

| nventory property brought to R&D (Ch.

>

Sec. 406-410)
Retrieve any property held in R& (Ch. 4, Sec. 406-410)

Provide inmate with di sposible head covering (when
applicable) (Ch. 4, Sec. 407) *

Have i nmate sign necessary forns (Ch. 3, Sec. 301)

Take thunbprint, conpare with fingerprint card (Sec. 3, Sec.
304)

Second identification (Ch. 3, Sec. 308)

Ensure nedication is available if required (Ch. 3, Sec. 306)
Gbtain inmate funds (Ch. 3, Sec. 307)

Escort to control or front entrance

Perform necessary SENTRY transactions (Ch. 3, Sec. 309)

Di stribute paperwork

STAFF NAME / S| GNATURE DATE
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BP- 148
BP- 149
BP- 197
BP- 200
BP-217
BP-219
BP- 283
BP- 284
BP- 291
BP- 329
BP- 331
BP-377
BP- 378
BP- 383
BP- 386
BP- 392
BP- 398

BP- 399
BP- 402
BP- 407
BP 408
BP- 467
BP- 480
BP-515
EMS 601
EMS 602
FD- 249
USM 41
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| NMATE SYSTEMS MANAGEVENT FORMS
Title

| nmat e Request to Staff Menber

Medi cal Record of Federal Prisoner In-Transit
Tenporary Recei pt (Trust Fund Recei pt)

Speci al Purpose Order Reqguest

| nmat e Property Manifest

Tool Inventory

Transfer Recei pt

Transfer Notice

Fur | ough Application Approval and Record
Request - Aut hori zation to Mail | nmate Package

Aut hori zation to Recei ve Package or Property
Prisoner Remand or Order to Deliver

Mar shal ' s Recei pt

| nmat e Personal Property Record

Remand of Federal Prisoner

Rel ease Aut hori zation

Di sposition of General Correspondence Wiile Inmate
i s Rel eased Tenporarily on Wit

Transfer Order

Confiscation and Distribution of Contraband
Acknow edgnents of | nmate

Acknow edgnments of Inmate - Continuation Sheet

| nmat e Account Card

Acknow edgnment of Receipt of Inmate Account Card
Abandoned I nmate Property

Transfer Notice

Transfer Recei pt

Fi ngerprint Card

Prisoner Remand or Order to Deliver & Receipt for
United States Prisoners
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TRANSFER NOTI CE | NST:
U S. BUREAU COF PRI SONS
DATE:
TO  ALL OFFI CES CONCERNED

FROM
THE FOLLOWN NG W LL DEPART | N TRANSFER TO THE DESTI NATI ONS

| NDI CATED ON . RECORDS FOR TRANSFER SHOULD BE I N
THE RECORD OFFI CE BY.

REG STER NO. NANVE TRANS DEST CCDE HOLDOVER

EMS 601
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TRANSFER RECEI PT | NST:
U S. BUREAU COF PRI SONS
DATE:

RECEI VED FROM

. THE FOLLOW NG UNI TED STATES PRI SONERS,
TOGETHER W TH COMPLETE FI LES FOR TRANSFER AS | NDI CATED:

REG STER NO. NANVE TRANS DEST CCDE HOLDOVER

EMS 602

WARDEN

BY:

BUS LI EUTENANT



