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POLICY:

PURPOSE:

APPLICABILITY:

RESPONSBILITY:

Under authority of the laws of the State of Cdifornia, the Santa Clara
County Board of Supervisors created the Department of Correction.
The Chief of Correction shdl be agppointed by the Board of
Supervisors, and shdl have the power to appoint, supervise, suspend,
or remove employees of the Department subject to the provisions of the
County Charter and the County Ordinance Code.

It is the policy of the Department of Correction to abide by those
gatutes set forth in Penal Code Section 4000 and the Charter of the
County of Santa Clara, which provides the authority for operation of
county jails. Furthermore, it is the policy of the Santa Clara County
Department of Correction to abide by written documents delinegting its
mission. These documents are to be reviewed annualy and updated as

necessary.

To edtablish authority for the operation of the Santa Clara County
Depatment of Correction, provide a written document delinegting the
Department’s misson, and designate the Chief of Correction as the
Chief Executive Officer of the Department.

This policy gppliesto dl Department of Correction employees.
It is the respongbility of al employees of the Department of Correction

to adhere to this policy.
1011




DEFINITIONS: Chief_of Correction: Chief Executive Officer of the Depatment of

Correction.

PROCEDURE:

Authority of the Department

A.

Pursuant to Santa Clara County Charter Section 509, Cdifornia Government Code
Section 23013, and Santa Clara County Ordinance Code Sections A20-38 et seq., the
Santa Clara County Department of Correction was established and a Chief Executive
Officer was appointed to operate the county jails for sentenced and unsentenced
prisoners, effective November 1, 1988.

All powers rdative to the operation of the county jals and correctiona system which
had previoudy been exercised by the Office of the Sheriff, were theresfter vested in the
Chief Executive Officer of the Depatment of Correction, who is the agppointing
authority of the Department.

The Department shdl have jurisdiction over al county functions, personnd, and facilities
relating to inditutiona discipling, care, trestment and rehabilitation of prisoners, both
pre-sentenced and sentenced.

Delegation of Authority

A.

The Chief of Correction shal appoint one Assstant Chief who shdl have the authority
to manage the day-to-day affairs of the Department, according to the lines of authority
ddineated in the Department’ s Organizationd Chart.

A Divison Commander, or Captain, shal be appointed for every Department of
Correction facility to whom al staff, inmates, volunteers, contract employees, and
others serving the facility are respongble.

Misson Statement

The mission of the Department of Correction is to serve and protect the
citizens of Santa Clara County and of the State of California by detaining the
people under its supervision in a safe and secure environment, while providing
for their humane care, custody, and control.

The Department of Correction will maximize opportunities for offenders to
participate in programs which reduce criminal behavior and enhance the
offenders’ reintegration into the community.
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This objective will be accomplished in a cost-effective manner in the least
restrictive setting, without compromising public safety.

Policy Revison

A. All Department policies shdl be reviewed not less than once a year. The Professona

Compliance and Audit Unit will establish an annud schedule identifying policies to be
reviewed during a specific month.
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No. of Pages: 3
Policy and Procedure Manual Date of Origin: 07 Dec 1992
Date Revised: 02 Apr 2000
Chapter: Adminigration, Organization and Subject: Principlesand Godsof The
Management Department
Supersedes: All Previous Orders Disgtribution:
References. ACA 3-ALDF-1A-03
Signature of Issuing Authority Current Policy Review
Date of Review: 02 Apr 2000
Chief of Correction Revisions Made: X]Yes[ INo
POLICY: It is the policy of the Department of Correction to formulate a set of

fundamenta principles which its employees will drive to achieve. From
those principles a quantifiable set of gods and objectives will be

established.

PURPOSE: To outline the fundamenta principles of the Department and establish
the process for developing, reviewing and communicating divisond/unit
goas and objectives.

APPLICABILITY: This policy appliesto al Department of Correction employees.

RESPONSIBILITY: It is the respongbility of al employees of the Department of Correction

to adhere to this policy.

DEFINITIONS: God: A rdatively broad statement of the end result that one intends to
ultimately achieve. A goa usudly requires a rddively long time span to
achieve and should be dated in a way that permits measure of its
achievement.

Objective: An end result that one intends to atain in order to achieve
partid fulfillment of agod. An objective is asub-god or an dement of a
god and therefore, requires a shorter time to accomplish than does a
god. Objectives should be both measurable and attainable.
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PROCEDURE:

Fundamenta Principles of the Department

A.

Security:  The Department will drive to protect the public, staff and inmates from
criminad behavior by providing secure and humane conditions of confinement and
supervision for dl those in custodly.

Safety: The Depatment will drive to maintain an inditutiond environment thet is
gructured and safe by limiting confinement to those in need of secure detention and by
edtablishing clear and appropriate limits on saff and inmate behavior.

Operaiond: The Depatment will drive to classify persons under correctiona
jurisdiction to the least redtrictive gppropriate programs and facilities and to employ only
the leve of regulaion and control necessary for the safe and efficient operation of
programs, services and facilities.

Legd: The Depatment will grive to comply with dl conditutiond and datutory
mandates and to enhance the accomplishment of its misson by recommending
gopropriate legidative change.

Human Resources. The Department will drive to recruit, train and promote competent
and stisfied gaff, performing as ateam a dl levels to achieve Department gods and
objectivesin an effective and efficient manner.

Physcd and Fiscd Resources. The Department will drive to plan for and obtain a
sufficient supply of physica and fiscd resources to assure efficient performance and
operations to accomplish the Department’s misson, goas and objectives.

Management Information: The Department will strive to provide information systems to
evduae dl agpects of Depatment operations and to ensure that information is
communicated interndly.

Programs. The Depatment will drive to better the inditutional environment by
providing a full range of program opportunities for inmates to improve ther skills and
knowledge in a manner that will enhance their sdlf-esteem, economic status, and
community integration.

Governmenta Affars  The Department will drive to foster and maintain a spirit of
cooperation and coordination through reciproca and lawful sharing of information,
services and advice between dl levels and branches of government.
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J Public Affars The Department will drive to advocate for and educate the public
regarding the development and gppropriate use of the least redtrictive sanctions,
punishments, programs and fadilities, and to inform the public as completely as lawfully
possible about the mission, goa's and objectives and operation of the Department.

I. Submission of Divisond/Unit Goas and Objectives

A. The Chief of Correction will require each Divison Commander/Unit Manager to submit
the goas and objectives for hisher divison/unit, on an annud bass. The gods and
objectives should reflect redistic and measurable standards that can be accomplished
within the specified fiscd year.

B. Each Divison Commander/Unit Manager will solicit input and participation from the
divison/unit adminidrative, supervisory and line personnd in  preparing the
divison’'sunit’s gods and objectives.

C. Each Divison Commander/Unit Manager will, a the concluson of each fiscd year,
prepare and submit to the Chief of Correction the measurable results obtained in
meeting the year’ s gods and objectives.

D. All goa's and objectives will be consgtent with the Department’ s Misson Statement and
fundamenta principles.

. Policy Revison
A. All Department policies shal be reviewed not less than once a year. The Professona

Compliance and Audit Unit will establish an annud schedule identifying policies to be
reviewed during a pecific month.
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POLICY: It is the policy of the Department of Correction to enforce high

standards of professional conduct and prohibit employees from using
their official position to secure privileges for themselves or others and
from engaging in activities that constitute a conflict of interest.

PURPOSE: To ensure employees, volunteers, and contract service providers have a
clear understanding of the Department’s values and expectations for
ethical conduct.

DEFINITIONS: Code of Ethics: A set of rules describing acceptable standards of
conduct for all employees.

PROCEDURE:

L Code of Ethics for all Department of Correction Employees

A The Department of Correction subscribes to the County’s Code of Ethical Conduct, as
copied below, and expects its employees to follow the ethical standards embodied
therein.

County of Santa Clara Code of Ethical Conduct

The County of Santa Clara affirms that public service is a public trust. The mission of
the County of Santa Clara is to provide quality public services to our residents. In
order to perform its mission, the County must have the trust and confidence of the
public it serves. The “County” is its employees, and the trust of county residents is
dependent on those county employees discharging their duties honestly, forthrightly,
objectively and with personal integrity.
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IL

Every employee of Santa Clara County is responsible for performing their duties in a
way that maintains the trust and confidence of the public including placing the interest
of the public good ahead of our own interest and working for the common good.

These standards of ethical conduct include:

upholding principles of equality, fairness, and objectivity;
treating all individuals with respect and dignity;
upholding federal, state, county and local laws, ordinances and
regulations;
. respecting and protecting privileged and confidential information.

Professional and personal affairs must be conducted in a manner that demonstrates
that one could not be improperly influenced in the performance of official duties or
that one seeks personal gain through their position, regardless of the level of
responsibility of the individual employee.

B. Employees who fail to correct individual deficiencies or who violate these
standards will be subject to disciplinary action up to and including termination.

Code of Ethics for Badge Employees

A In addition to subscribing to the County’s Code of Ethical Conduct for all
employees, the Department of Correction also subscribes to the Correctional
Professional Code of Ethics as copied below for its badge employees and expects
its badge employees to follow the ethical standards embodied therein.

CORRECTIONAL PROFESSIONAL CODE OF ETHICS

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

I will keep my private life unsullied as an example to all; maintain courageous calm in
the face of danger, scorn, or ridicule; develop self-restraint; and be constantly mindful
of the welfare of others. Honest in thought and deed in both my personal and official
life, I will be exemplary in obeying the laws of the land and the regulations of my
department. Whatever I see or hear of a confidential nature or that is confided to me
in my official capacity will be kept ever secret unless revelation is necessary in the
performance of my duty.

I will never act officiously or permit personal feeling, prejudices, animosities, or
Jriendships to influence my decisions. I will enforce the law courteously and
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appropriately without fear of favor, malice or ill will, never employing unnecessary
force or violence and never accepting gratuities.

I recognize the authority of my office as a symbol of public faith. I accept it as public
trust to be held so long as I am true to the ethics of my profession. I will constantly
strive to achieve these objectives and ideals, dedicating myself to my chosen profession
in the field of corrections.

I Code of Ethics Policy Acknowledgment Form

A The Personnel Manager shall ensure all current permanent and temporary
employees, and volunteers receive a copy of the Code of Ethics Policy and
acknowledge receipt by signing the Code of Ethics Policy Acknowledgment Form.

1. New employees must sign the form as a condition of employment.
2. Failure to sign the form will not relinquish employee adherence to the Code
of Ethics.
3. Signed acknowledgement forms will be kept on file in the Personnel Unit.
B. The Programs Unit shall ensure all volunteers and service provider contractors

receive a copy of the Code of Ethics Policy and acknowledge receipt by signing
the Code of Ethics Policy Acknowledgment Form as a condition of volunteering or
performing contract service for the Department. Signed acknowledgement forms
will be kept on file in the Programs Unit.

II.  Policy Revision

A All Department policies shall be reviewed not less than once a year. The
Professional Compliance and Audit unit will establish an annual schedule
identifying policies to be reviewed during a specific month.
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SANTA Clap

2 COUNT

Code of Ethics Policy
Acknowledgment Form

The Department of Correction is providing you a copy of the Code of Ethics Policy that is
required of its employees.

It is your responsibility to read the policy and acknowledge your receipt of it below.

The standards of the Code of Ethics do not alter or reduce any written policy governing employee
conduct.
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I acknowledge receipt of the Department’s policy, “Code of Ethics.”

Employee Name (print): Badge #:

Employee Signature: Date:

Code of Ethics Acknowledgment Form Rev 06/01

Emplayees: Forward signed form to Div, Commander via your Supervisor

Div. Commander: Forward all signed forms to Personnel

Volunteers and service contract providers: Forward signed form to Programs Commander
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.07
No. of Pages: 2

Date of Origin: 23 Apr 2001
Date Revised: 21 Aug 2006

Chapter: Administration, Organization and § Subject: Organizational Charts
Management

Policy and Procedure Manual

Supersedes: Policy 1.07, Organizational Distribution:
Charts, rev. 04/23/01

References: ACA 3-ALDF-1A-11, 1C-01; C. C. R. Title 15 Section 1029(a)(1)

Signa(ture of Issuing Authority: Current Policy Review:
Wx - _ Date of Review: 08 Mar 2006
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POLICY: It is the policy of the Department of Correction to have a written

document that describes the organizational structure of the
Department. This document shall include an organizational
chart for each division and unit, grouping similar functions,
services, and activities into administrative sub-units.

PURPOSE: To establish organizational structure by classification and
groups of functions in order to clearly delineate the lines of
authority and responsibility.

DEFINITIONS: Organizational Chart: A graphically illustrated chart showing
units/divisions by Chain of Command and responsibilities.
Units/divisions are placed under each line of authority and are
represented by a box symbol having lines of delineation to give
direction to the units/divisions.

PROCEDURE:
L Organizational Charts
A. The Chief of Correction or his or her designee shall develop and maintain an

organizational chart reflecting the positions and titles of Administrative staff
and the subsections of the Department by broad function, service, or activity.

B. Division Commanders and Unit Managers shall develop and maintain an
organization chart within their sub-section that reflects the positions and titles
of staff under their command or supervision. The chart will group similar
functions and will provide a clear picture of the Chain of Command from line
positions to the Chief.
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C. The organizational charts shall be reviewed annually and updated as needed, by
the Assistant Division Commanders and Unit Managers of each division, sub-
unit or group. It is their responsibility to review the organizational chart and
submit comments, additions or deletions to Executive staff for review and
authorization prior to any changes.

D. All division/unit organizational charts shall be forwarded to the Personnel Unit
Manager by August 1* of each year or as revisions are made.

1. The Personnel Manager shall verify the accuracy of the
organizational/personnel structure of the Department and create an
overall Department organizational chart based upon his or her review of
those unit/division charts submitted.

2. The Personnel Manager shall be responsible for maintaining a copy of
each division/unit organizational chart as well as the Department
organizational chart.

3. The Personnel Manager will forward a copy of the Department
organizational chart to all Department Executive and Management staff
and County Information Services staff on an annual basis or when
revised.

4. Organizational charts shall be available to staff for review upon request
to the Personnel Manager.

II. Policy Revision
A. All Department policies shall be reviewed not less than once a year. The

Professional Compliance and Audit Unit will establish an annual schedule
identifying policies to be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.09
No. of Pages: 2
Policy and Procedure Manual Date of Origin: 07 Nov 2001
Date Revised: New
Chapter: Adminigration, Organization and Subject: Chan of Command
Management
Supersedes. All Previous Orders Distribution:

References. ACA 3-ALDF-1A-06
1997 Agreement between the office of the Sheriff and the County of Santa Clara

Signature of Issuing Authority: Current Policy Review:

Date of Review:

Timothy P. Ryan, Chief of Correction Revisions M ade: |:| Yes |:| No

POLICY: It isthe policy of the Department of Correction to provide a clear chain
of command, from the entry-levd pogtions up to the Chief of
Correction.

PURPOSE: To provide a clear chan of command within the Department of
Correction.

PROCEDURE:

l. Chain of Command for Sworn Staff

A. The direct chain of command for al sworn staff will be as follows:

1. Chief of Correction
2. Assigtant Chief of Correction
3. Deputy Chief of Operations
4, Captain
5. Lieutenant
6. Sergeant
7. Correctiona Officer

1. Chain of Command for Civilia/Non Sworn Staff
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A. Thedirect chain of command for dl dvilian/non-sworn saff will be asfollows:
1. Chief of Correction
2. Assgant Chief of Correction
3. Adminigrative Services Manager
4, Support Services Commander
5. Lieutenant/Unit Managers
6. Sergeant/Unit Supervisors
7. Team Lead, if gpplicable to the Divisorn/Unit.

. Full Peace Officer Personnd Assigned to the DOC

A. There is an agreement between the Office of the Sheriff and the County of Santa Clara
to provide the Department of Correction with Sheriff’s personnd that can exercise
peace officer supervision and other peace officer duties as may be required. The Sheriff
shall be responsible for the exercise of peace officer powers by the Sheriff’s deputies of
any rank or status who are assigned to this Department.

B. The chain of command for Sheriff’s deputies of any rank or status who are assigned to
the Department of Correction will be as detailed in section I.A. of this policy except
when the Sheriff’s deputy is exercising full peace officer powers. In such cases the
chain of command will be in accordance with the Sheriff’ s office policy.

C. The Sheriff’s staff and Department of Correction staff shall cooperate and ensure the
cooperation of their subordinates to carry out the functions of this Department.

V. Policy Revison
A. All Department policies will be reviewed not less than once a year. The Professond

Compliance and Audit Unit will establish an annua schedule identifying policies to be
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.13
No. of Pages: 5
Policy and Procedure Date of Origin: 11 Feb 1992
Date Revised: 06 Nov 2000
Chapter: Adminigration, Organization, and Subject: Development and Review of
Management Department Policy & Procedure
Supersedes: All Previous Orders | Distribution:

References:. ACA 3-ALDF-1A-04, 1A-05, 1A-13, 1A-14, 1A-15, 3A-01
C.C.R. Title 15, Section 1029
Penal Code 832.5(a)
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POLICY: It isthe policy of the Department of Correction to develop and maintain

a Policy Manud that expresses the philosophies, gods and policies
gpecific to the Department of Correction’s facilities. This manud will
gpecify how policies and procedures are to be implemented and be
accesshle to dl employess. The generd public and inmates will be
provided access to unrestricted policies.

PURPOSE: To edtablish a gandardized system for the development, review and
dissemination of the Department of Correction Policy Manud.

APPLICABILITY: This policy applies to adl Depatment of Correction employees, to
include al contractua employees.

RESPONSIBILITY: It is the respongbility of al Department of Correction employees to
adhere to this palicy.

DEFINITIONS: PCAU: Professiona Compliance and Audit Unit.

Policy. A course of action, or a principle, adopted and pursued by an
agency which guides and determines present and future decisons and
actions. Policies indicate the generd course or direction of an
organization within which the activities of the personnd must operate.
Policiestdl “why” something is to be done.

Procedure: The detailed and sequentia action that must be executed to
ensure that a policy isimplemented. It is the method of performing an
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operation or a manner of proceeding on a course of action. It differs
from a policy in that it directs action required to perform a specific task
within the guidelines of the policy. Procedurestdl “how” something is
to be done.

“Read-Only” Palicy: A Department of Correction policy that has been
sgned by the Chief of Correction and is available on the Department
Network Computer System for review, but cannot be edited or revised
by any Department employee, except those employees assigned to the
Professona Compliance and Audit Unit.

PROCEDURE:

l. Development and Organization of the Policy Manud

A.

The Professond Compliance and Audit Unit Commander or hisher designee has the
responsibility to create, review and revise the Department’s policies in accordance with
locdl, sate and federal statutes, and the philosophy and goals of the Department.

1. All employees, related County departments and agencies such as County
Counsdl and Labor Redaions, and the collective bargaining units should be
encouraged to participate in the development and review of policy and
procedure.

2. Department personnel may contact their facility commanders in writing through
the chan of command with suggestions or problems with policies and
procedures. After review, the suggestions will be forwarded to the PCAU for
pending revisons to policies as gpplicable.

The Policy Manud is divided into functiond areas cdled chapters reflected in the Table
of Contents. Policies within each chapter are given a number beginning with the chapter
number, followed by a period and then the policy number.

In addition to the Department Policy Manud, the specidized units listed below are
required to maintain an up-to-date manud reflecting the daily operation of their unit:

Adminigrative Booking Unit
Centrd Training Unit
Classfication Unit

Fscd Unit

Food Services Unit
Information Systems Unit
Inmate Services

Internd Affairs Unit

N~ WDNER
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9. Operationg/Industries
10. Personnd Unit
11. Programs Unit

Approva of policies

A.

The PCAU Commander or his’er designee will ensure that draft policies, whether new
or revisons of exiging policy, are reviewed as appropriate by Department of
Correction staff, County agencies and labor organizations prior to submittal to the Chief
of Correction for find gpprovd, to include:

Collective Bargaining Units.

Labor Relations.

Department of Correction Personnd Unit.
Medica and Nursing Directors.

County Counsd.

Equd Opportunity Divison.

oSk wpnE

Following completion of the find draft, it will be forwarded to the Chief of Correction
for find authorization for didribution and implementation.

Dissemination of the Policy Manua and access by public or inmates.

A.

A complete Depatment Policy Manud will be disributed to each Divison
Commander/Unit Manager. They will be available for review by saff at the time of
employment and theregfter. Every manud will be numbered to identify the individua
respongble for the manud.

The PCAU Commander or designee will maintain alog of manuas by number to ensure
al gppropriate individuas receive new or revised policies asthey are issued.

All new or revised palicies will be digtributed by the PCAU Commander or designee to
appropriate gaff with a cover memo informing staff of any changes in operations or
routines.

Each palicy in the Department Policy Manua will be available as an automated “Read
Only” policy and will be accessible to employees who have access to the Network
Computer System.

As required by Cdifornia Code of Regulations Title 15 public information plan section
#1045, the gppropriate policies covering the topics in that section will be included in the
policy manua as unrestricted policies. Policies and procedures relating to the security of
the facility will be dassfied as redricted and will not be avalable to inmates or the
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public. Making the policies available for review will not include providing copies of
such palicies.

1. Policy Manuds containing the Department’s unrestricted policies will be made
available to the public and inmates upon request.

2. The divison commander for each fadility is respongble for maintaining a manua
in every inmate law library and a each facility’s public entrance.

3. If an inmate wishes to review Department policy and procedure, sthe) must
complete an “Inmate Request Form” and s(he) will be scheduled for the law

library.

4, If amember of the public wishes to review Department policy and procedure,
ghe) must go to any of the Departments' public facility lobby entrances. Upon
request, the Officer assgned to the lobby will make the policy manud available
for review.

IV.  Storage of the Policy Manud

A. The origind sgned policies will be maintained by the PCAU Commander or designee.
The PCAU will dso mantain the following:

1. Two complete sets of dl current Department policies as listed below:
a One st of hard copy palicies.
b. One set on computer disk.

2. Higtoricd palicy files containing previoudy sgned policies and documentation to
support previous revisions.

3. A complete set of the specidized unit manuas as listed below:

Adminigrative Booking Unit
Centrd Training Unit
Classfication Unit

Fscd Unit

Food Services Unit
Information Systems Unit
Inmate Services

Internd Affairs
Operationg/Industries
Personnd Unit

TS0 o
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k. Programs Unit
A complete set of Divisiona Post Orders.
A record of policies disapproved, rescinded or deferred for further action.

A record of Department memorandums, directives, or other documentation
affecting palicy.

V. Training on policies and procedures

A.

Each Divison Commander/Unit Manager will be respongble for implementing atraining
plan to ensure that staff are made aware of the materids contained in the Department
Policy Manud, including al subsequent revisons.

The Department’s Central Training Unit will use Department policies as a toal in the
Department’s Training Plan.

VI. Annual Review of Policies and Procedures

A.

It is the respongbility of the PCAU Commander or designee to conduct an annuad
review of the Department’s policies and procedures. The PCAU will establish an annud
schedule identifying specific policies scheduled for review.

1.

Policy review will include an assessment of facility operaions to ensure they are
in compliance with published policies and applicable accreditation standards.

Policy review will include assessng and evaduating compliance with current
local, state and federa statutes and standards.

Policy review will include the review of any suggestions tha have been
forwarded to the PCAU unit.

Policy review will be documented in a Policy Review Log.

Policies that need to be revised, deleted or added will be addressed by the
PCAU Commander or designee.

The PCAU Commander or designee will submit a report of the review to the Chief of
Correction that will include the following information:

1.

A genera statement describing whether policies are compliant with practice.
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3.

A specific lising of any problem aress.

Proposals for revisons.

1.13-6



COUNTY OF SANTA CLARA
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No. of Pages: 3
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Date Revised: 13 Mar 2001
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7
POLICY: It is the policy of the Department of Correction to maintain written

Post Orders at each Correctional Officer post within its facilities and to
require all line and supervisory staff to review those Post Orders to
familiarize themselves with the day-to-day requirements of the post.

PURPOSE: To describe the method of informing staff of the requirements of their
post and to ensure staff members are familiar with the various duties of
any given assignment.

DEFINITIONS: Post: A position, job, or duty to which a person is assigned.

Post Order: A Post Order is a written description of the operation of a
position in the division/unit detailing what is to be done, what type
and/or level of staff should perform the function, and when and under
what condition it should be performed.

Post Order Log; A Post Order Log is a form, kept with each Post
Order Manual, that details the staff member’s name and badge number,
signature of staff member, date of post assignment and the title of the
post for which the log is used.

PROCEDURE:
L Post Order Development
A Division Commanders will ensure that Post Orders are written for every post at their

facility generally advising staff of the events that occur throughout the tour of duty.

B. Post Orders will be organized to reflect each of the shifts during which the post is
staffed, will list tasks in order of priority or schedule, and will be related to policies and
procedures.
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F.

The same Post Order format will be used for all facilities. It will include, but not be
limited to, the title/name of post, the Post Order’s date of origin and date of revision,
the name of the facility to which it is applicable and a narrative of the duties for the
post.

Post Orders will have a Post Order Log used by reviewing staff to indicate their
review.

Post Orders will include, but not be limited to, specific guidelines and directions for the
completion and documentation of required tasks listed below:

1. Inmate Count

2. Key count
3. Inspection of security equipment, to include fire suppression system.
4, Inspection of housing unit for cleanliness, and for condition of structure or

fixtures, to include bars, ceiling, windows, grills, doors, walls, vents,
telephone/television cables and electrical cords.

5. Reporting of missing or malfunctioning equipment.

6. Reporting to a supervisor any unusual activity.
7. Documenting all counts, inspections, activities and inmate movement in the
“Post Log Book”.

Each facility Commander shall forward a copy of any new or revised Post Orders to
the Professional Compliance and Audit Unit.

IL Post Order Acknowledgment and Compliance

A

All staff will have working knowledge of, and comply with, all existing Post Orders,
policies, procedures and directives.

All staff members will read, sign and date the appropriate “Post Order Log” each time
they assume a new post or if it has been three or more months since the staff member

last worked at the post,

Training Officers will instruct all new officers to read the orders for the posts to which
they are assigned.

Employees assigned to posts must use good judgment, tact, and careful attention to
detail in performing their duties, whether or not they are covered in post orders.
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Post Order Location

A The Post Order for each post will be available to staff in a secure location at the
spectfic post for which the Post Order is written.

B. A complete set of all Post Orders will be maintained in the Division/Unit Commander’s

Office, or the Watch Commander’s office, or the Division’s Administrative Sergeant’s
Office.

C. A complete set of all Division/Unit’s Post Orders will be kept on file in the Professional
Compliance and Audit Unit.

Post Order Updates

A Division Commanders will ensure that Post Orders are reviewed at least annually and
updated if necessary.

1. Upon approval from the Division/Unit Commander, post order revisions will
be forwarded to the appropriate post and to the Professional Compliance and
Audit Unit.

2. The Professional Compliance and Audit Unit will review the changes for
compliance with policy and procedures.

Post Order Security

A Post Orders are considered sensitive documents. They will be maintained in a secure
area at all times and will not be shown to offenders or other unauthorized persons.

Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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POLICY: It is the policy of the Department of Correction to receive, record,
and investigate all complaints alleging misconduct on the part of
Department personnel.
PURPOSE: To establish Department policy and operational procedures for the

investigation of all matters and complaints alleging misconduct on
the part of Department personnel.

APPLICABILITY: This policy applies to all Department of Correction employees.

RESPONSIBILITY: It is the responsibility of all employees of the Department of
Correction to adhere to this policy.

DEFINITIONS: Allegation: A claim or assertion of misconduct on the part of
Department personnel. Allegations may be written or oral.

Complainant: The person making a complaint against Department
personnel.

Complaint:  An allegation that misconduct may have been
committed by Department personnel.

Finding: The investigator’s end work product of an investigation.

The investigator arrives at a finding by applying the facts developed
by the investigation to the allegation.
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Formal Investigation: A full investigation which includes the
preliminary inquiry, interviews of involved employees, statement of
allegation, and a finding.

Internal Affairs Investigation (Administrative Investigation): The
process used by the Department to determine whether the allegation
in the complaint can or cannot be supported on a factual basis. This
investigation can be a preliminary inquiry or a formal investigation.

Involved Employee: An employee who has been accused of
misconduct or is the focus of the complaint.

Misconduct:

e Commission of a criminal offense.

e Violation of County or Department policies, rules, regulations,
procedures or orders.

e Negligence in the performance of duty.

e Conduct which reflects unfavorably upon the Department,
County, County service, or its personnel.

Non-Alleged Violation: A violation of rules, laws, policies or
procedures which were discovered during the course of an
investigation, but not listed in the statement of allegation. Non-
alleged violations will also result in a finding by the investigator.

Personnel: All employees, sworn and non-sworn, under the control
of the Chief of Correction, and any other person associated with the
Department whose actions or conduct may discredit the Department.

Preliminary Inquiry: An initial fact-finding investigation which may
include, but is not limited to, interviews of complainants or
witnesses, review of reports, video tapes, and other pertinent records,
documents, and files. Preliminary inquiries are documented on a
closing report form and can only have a finding of “closed” or
“frivolous.” A preliminary inquiry is different from a formal
investigation in that a preliminary inquiry does not involve a
statement of allegation or an interview of the involved employee.

Reporting Party: Persons advising the Department of the alleged
misconduct, who may or may not be the complainant.
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PROCEDURE:

L

Organization and Authority

A.

The Internal Affairs Unit will be responsible for assignment of I.A. case numbers.
Allegations and complaints must be reviewed by the . A.U. Commander or his/her
designee, prior to the issuance of any L.A. case number.

The Internal Affairs Unit will be responsible to, and report directly to, the Chief of
Correction.

The Internal Affairs Unit will be concerned with serious violations on the part of
Department personnel, as determined by the Chief of Correction. Investigations of
any crime in a Department of Correction facility will be the responsibility of the
Sheriff’s Office Jail Investigation Unit. In these cases, the Internal Affairs Unit may
conduct a parallel administrative investigation.

The Internal Affairs Unit will attempt to establish innocence or guilt by the
preponderance of the evidence obtained. The Internal Affairs Unit has the
responsibility and authority to conduct thorough and impartial investigations or
directly assist other Divisions in the investigation of the following situations or
circumstances, and to make appropriate reports:

1. Any allegation or complaint of conduct made by any person against the
Department or any of its personnel.

2. Any alleged or suspected breach of integrity or case of moral turpitude.

3. Any situation in which a person has been seriously injured or killed by any
member of the department.
a. The criminal investigation will be the responsibility of the Sheriff’s

Office Jail Investigation Unit or sworn Sheriff’s Office personnel
assigned to the Department of Correction, unless the incident occurs
in another police agency’s jurisdiction.

b. The Internal Affairs Unit will be responsible for the administrative
investigation.

When, during a course of an Administrative Investigation, it becomes apparent that
a criminal violation has occurred, the IAU Commander will be advised of the details
and forward the complaint to the Sheriff’s Office Jail Administration, or to the
appropriate agency of jurisdiction.

A concurrent investigation by both Sheriff’s Office criminal investigators and
Department of Correction administrative investigators may, upon occasion, be
desirable. The criminal investigation will determine if there is a law violation, and
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the administrative investigation will determine if there has been a violation of
administrative policy and procedure.

1. The person assigned to conduct the criminal investigation cannot be the
same person assigned to conduct the administrative investigation.

Anytime an allegation of excessive or unnecessary use of force, an assault under the
color of authority, an assault by any employee is alleged, or any complaint inferring
a possible criminal violation by any employee, an IAU case number will be issued
and the Sheriff’s Office will be notified by the “Sheriff’s Office Referral Form.”
The form will be completed by the on-duty Watch Commander, or his/her designee,
and faxed to the Internal Affairs Unit and the Sheriff’s Jail Administration. The
original form will be filed with the IAU case file. The on-duty Sheriff’s Sergeant
will also be notified as soon as possible.

The public will be encouraged to report matters of misconduct to the Department
openly and with identification, or anonymously, if requested, by the complainant or

reporting party.

II. Findings

A.

The standard of proof for findings indicates that at the conclusion of the
investigation or inquiry, a preponderance of evidence exists resulting in one of the
findings as listed below. Findings need not be proven beyond a reasonable doubt.

1. Unfounded: Where the investigation shows that the act or acts complained
of did not occur or were misconstrued.

2. Exonerated: Where the acts which provided the basis for the complaint
occurred, but the investigation shows such acts justified, lawful or proper.

3. Not Sustained: Where the investigation discloses insufficient facts to prove
or disprove the allegations made in the complaint.

4. Sustained: Where the investigation discloses sufficient facts to prove the
allegations made in the complaint.

5. Closed: Where insufficient information is developed during the preliminary
inquiry to issue an allegation. The complainant failed to disclose promised
information to further the investigation; or the investigation revealed that
another agency was involved and the complaint or complainant has been
referred to that agency; or the complainant wishes to withdraw the
complaint; or the complainant is no longer available for clarification.

6. Frivolous: Only used for preliminary investigations where the allegation is
totally and completely without merit, or for the sole purpose of harassing an

1.19-4



opposing party. Frivolous findings will be supported by a detailed
explanation.

I Receiving Complaints at the Division Level

A.

During normal business hours, should a complaint be received by a division
commander/unit manager and it is of such a minor nature that she/he can rectify the
situation to the mutual satisfaction of both parties, no further action need be taken.
The complainant will be advised of the disposition and informed that they may
contact the Internal Affairs Unit directly if they have further concern.

After normal business hours, all complaints will be referred to the watch
commander at the involved facility.

1.

If the complaint is of such a serious nature that immediate action is required,
the watch commander will, after receiving authorization from the division
commander, advise the IAU commander to initiate an immediate
investigation into the allegation.

If the complaint is of a criminal nature, the watch commander will advise the
on-duty Sheriff’s Office personnel and complete a “Sheriff’s Office Referral
Form.”

If the complaint does not require immediate action, the watch commander
will:

a. Record the complainant’s name, address and telephone number and
forward that information, along with a synopsis of the allegation, to
the division commander for review.

b. Assign a supervisor to conduct a preliminary inquiry to determine
additional facts which will be presented to the division commander.

D The watch commander will advise the reporting party that
she/he will be contacted by an investigator on the next
working day.

2) The assigned investigator will, on the next working day,
make contact with the reporting party and obtain a complete
recorded statement. If the aggrieved person is not the
reporting party, a recorded statement will be obtained from
both parties. For persons not in custody, the taking and
recording of the statement may be completed over the
telephone.

c. If the complaint is of such a minor nature that the watch commander
can rectify the situation to the mutual satisfaction of both parties, no
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further action need be taken. The complainant will be advised of this
disposition and informed that they may contact the Internal Affairs
Unit directly if they have further concern.

d. Complaints regarding Department procedures will be referred
directly to the concerned facility.

IV.  Receiving Complaints at the Internal Affairs Unit

A.

Complaints will be accepted in any form. They will be taken in person, by
telephone, in writing, third party or from an anonymous complainant.

Complaints and allegations will be handled with discretion and confidentiality.
Internal Affairs personnel will demonstrate credibility and responsiveness while
assuring citizens that their grievances will be taken seriously.

1.

Many complaints may be resolved at the time of initial contact simply by
employing patience, understanding and empathy toward the complainant.

If a complaint is deemed frivolous at the time of intake, the IAU. investigator
will document the complaint and the reason it was deemed frivolous and file
the documentation in the “Closed at Intake/Frivolous Log Book™.

Upon receipt of a complaint, the Internal Affairs Unit will take the following action:

1.

2.

Take the initial complaint.
Prepare a “Complaint Worksheet”.

Confer with the JAU Commander, who will determine a course of action,
and whether an L.A. case number will be assigned.

IAU will conduct the investigation or refer the case to the respective division
commander.

The IAU Commander will review the “Complaint Worksheet” and take one of the
following actions based on the seriousness of the allegation:

1.

Report the allegation to the Chief of Correction and/or the Assistant Chief of
Correction for review and assignment.

Report the allegation to the division commander/unit manager or assistant
division commander of the involved facility/unit and request that a
preliminary investigation be completed by the supervisor of the involved
employee within ten calendar days. Copies of the “Complaint Worksheet”
and the memorandum referring the complaint will be sent to the division
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commander/unit manager or Assistant Division Commander on the date
received.

3. The division commander/unit manager or assistant division commander of
the involved personne] will be advised of the allegation in all cases, unless
deemed confidential by the Chief of Correction.

4, In all cases, except where disclosure would adversely affect the investigation
or identify a complainant who wishes to remain anonymous, once it has
been determined a formal investigation is warranted, the involved personnel
will be made aware of the investigation, that a complaint has been received
and that they are the subject of an investigation. This will be accomplished
by providing them with a statement of allegations setting forth the specific
rules, policies or procedures violated, and listing a factual basis for the
complaint. The involved personnel will be afforded the opportunity to
prepare written reports, secure witnesses and gather any other information
pertinent to the complaint.

Investigative Process

A.

The assigned investigator will contact the reporting party and complainant(s) and
take a recorded statement.

The assigned investigator will obtain a signed “Consent to Release Medical
Information Form” from the complainant(s) if any injury is alleged, and obtain
medical and/or mental health records concerning the incident.

The assigned investigator will obtain a signed, “Informational Advisory Form.” This
form will be read verbatim to the complainant by the investigator taking the
complaint (Penal Code Section 118).

The assigned investigator will obtain copies of all records related to the incident,
including, but not limited to, the following:

Booking records

Employee Reports

Crime Reports

Post Logs

Activity Logs

Staffing Reports

Custody and housing records

NN E W

The assigned investigator will determine if any video/audio recordings were made
and collect all video/audio tapes. If policy requires video taping and one was not
done, attempt to determine the reasons why a video taping was not done.
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The assigned investigator will determine if there were any potential witnesses and
report their identity. Include all names and booking numbers of inmates believed to
be in the area of the incident.

The assigned investigator will determine all facts known about the incident
necessary to prepare a conclusion. The involved employee(s) should not be
interviewed or required to complete any reports not requested at the time of the
incident until a statement of allegation has been sent and a formal investigation has
been assigned.

L. If a formal investigation is assigned, it will consist of the following:

a. A complete search for, and review of, all materials, evidence, reports
and recordings in accordance with the law;

b. Identification and interview of all witnesses. An audio recording of
all interviews is preferred;

c. A “Statement of Allegation” and “Letter of Intent” to interview
involved employees;

d. Formal, recorded Lybarger interview or voluntary responses from all
involved officers with attachments of all known documents;

e. All other investigative steps necessary to prove or disprove the
allegation.

The investigation will have a completed investigative report detailing the
information gathered during the formal investigation. Conclude the report with a
detailed synopsis of the facts obtained which supports the investigator(s) findings.

The completed investigation will be forwarded to the IJAU Commander and then
distributed to the appropriate division commanders for completion of the process.

A completed investigation handled at the division level will be forwarded to the
Internal Affairs Unit with a “Cover Sheet Form” signed by the division commander.
After his/her review, the IAU Commanders will forward the investigation to the
Assistant Chief for approval and further processing.

VI Administrative Process

A.

The IAU Commander will forward the completed final investigation to the affected
employee’s division commander/unit manager, who may concur with the finding
and recommend discipline, if appropriate. If the division commander/unit manager
does not concur with the finding, she/he must document reasons for their
conclusion.
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L. The division commander/unit manager will forward the final investigation to
the Assistant Chief, who will concur or not concur with the finding and
recommended discipline. If the Assistant Chief does not concur with
the finding, reasons for this conclusion will be so documented.

Upon review by the division commander/unit manager, one of the following
recommendations will be made:

1. Minor Violation: A violation in which the Department would not normally
seek discipline.

a. The case will be returned to the supervisor, who will provide the
employee with:

1) Documented oral counseling
2) Training, coaching, mentoring.
2. Major Violation: A sustained violation in which the Department would

normally seek disciplinary action up to, and including, termination.

The Assistant Chief will forward the final investigation to the Chief of Correction,
who will determine and approve the findings of the investigation.

L. This process is to be completed as part of the time requirement for
completion of the final investigation.

Upon the completion of the investigation, the Chief of Correction or designee will
notify the complaining party of the investigation disposition per Penal Code Section
832.7.

1. The completed investigation will be returned to the Internal Affairs Unit and
maintained in accordance with applicable law.

2. The affected employee(s) will be notified by the Chief of Correction or
designee of the final decision upon completion of the investigation.

3. The affected employee’s division commander/unit manager will be notified
of the decision of the Chief of Correction.

VII.  Investigation Timelines

A.

It will be the goal of this Department to complete administrative formal
investigations in a timely manner and in accordance with California Government
Code.

1. Every reasonable effort will be made to comply with the time limits
indicated by the Public Safety Officers Procedural Bill of Rights Act or
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applicable labor agreement. Essential to an investigative process is the
prompt resolution to complaints or allegations.

2. Through the commitment of supervisors and managers, all investigations
shall be completed in a timely manner not to exceed the time limits imposed
by the law, labor agreements or the Public Safety Officers Procedural Bill of
Rights Act.

3. Per Government Code Section 3304(d), the agency must complete its
investigation and notify the public safety officer of proposed disciplinary
action within one year of the agency’s discovery of the allegation of an act,
omission, or other allegation of misconduct occurring on or after January 1,
1998, except in any of the circumstances listed below:

a. If the act, omission, or other allegation of misconduct is also the
subject of a criminal investigation or criminal prosecution;

b. If the public safety officer waives the one year time period in
writing;
c. If the investigation is a multi-jurisdictional investigation that requires

a reasonable extension for coordination of the involved agencies;

d. If the investigation involves more than one employee and requires a
reasonable extension;

e. If the investigation involves an employee who is incapacitated or
otherwise unavailable;

f. If the investigation involves a matter in civil litigation where the
public safety officer is named as a party defendant;

g. If the investigation involves a matter in criminal litigation where the
involved employee is a criminal defendant;

h. If the investigation involves an allegation of worker’s compensation
fraud on the part of the public safety officer.

1. Or any other reason pertaining to the case, which falls under the
special circumstances listed in section California Government Code

Section 3304(d).

Extensions of time must be justified, documented and approved by the Chief or
Assistant Chief as designated.
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VIIL. Internal Affairs Unit Record Keeping
A. The Internal Affairs Unit will be responsible for:

A log of TAU case numbers

Tracking investigations

Completed cases and completion dates
Findings

Sheriff’s Office Criminal Referral Log
Frivolous Log

TAU Preliminary Inquiry File

Nk DD

IX. Statistical Reports

A. To assist in Department management, the Internal Affairs Unit will provide the
Chief of Correction with an annual statistical report detailing the information listed
below:

1. Type and nature of complaints

2. Disposition

3. Any clearly established patterns as to teams or facilities generating
complaints.

X. Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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POLICY: It is the policy of the Department of Correction to provide employees
with reasonable access to Department phones and to ensure that
employees do not use Department phones in a manner that is
abusive, excessive or costly to the Department and the County.

PURPOSE: To establish guidelines for the use of Department phones and when
applicable, for reimbursement costs associated with use of those
phones.

DEFINITIONS: Department Phones: County-owned land line and cellular phones
utilized by Department employees.

PROCEDURE:

L Department Phone Use Guidelines

A. Employees will not utilize Department phones in an excessive or abusive manner.

B. Employees will identify themselves, to include rank/title and location, as applicable,
when answering Department phones.

C. Employees will speak clearly and

professionally when utilizing Department phones.

Employees will write down messages and deliver to the appropriate person as soon

~ as possible.
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Employees will not call directory assistance operators when researching phone
numbers without first consulting telephone directories in order to minimize local
directory assistance costs. Employees may call directory assistance operators
without first consulting a telephone directory when exigent circumstances are
present and there is an immediate need to contact the operator for assistance or there
are no telephone directories available.

IL Personal Use of Department Land Line Phones

A.

Employees making business related long distance calls should maintain a log
documenting the date of the calls, time, and business reason.

Employees will keep personal phone calls to a minimum, approximately five
minutes or less in length, absent exigent circumstances (e.g. family emergency).
Employees should make every attempt to place personal phone calls on their breaks.

1. Employees who need to make personal long distance or toll calls on
Department phones should utilize a personal calling card or credit card or
call collect.

Note: Some Department phones may be restricted to prohibit access to long
distance and toll services.

2. Employees who make personal long distance or toll calls from Department
phones at the Department’s expense will be required to reimburse the
Department for those charges incurred.

a. Each Division Commander/Unit Manager may receive a monthly
audit of the phone bill from the Financial Services Division that lists
the current phone expenditures for his/her Unit or Division.

b. If received, the Division Commander/Unit Manager, or his/her
designee, will review the phone bill to determine if any long distance
calls or toll calls have been made from their Division/Unit and
attempt to identify the employee or employees who made the calls
and determine if those calls were related to business or personal

matters.

C. If the calls are determined to be of a personal nature, the employee
will be required to reimburse the Department for the charges
incurred.
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Employees will receive written notification from their Division
Commander/Unit Manager or designee of the reimbursement
requirement and of the amount that is owed. To support the
reimbursement amount, included in the notification will be copies of
those applicable sections of the phone bill, which identify those calls
that require reimbursement.

Reimbursements will be made to the Department’s Financial
Services Division. Reimbursements can be made with cash or
personal check. Personal checks will be made payable to the:
County of Santa Clara, Department of Correction.

Employees may make long distance or toll calls at the Department’s expense
in emergency situations or with the approval of the on-duty supervisor. In
such cases, reimbursement to the Department will not be required.

IIl.  Assignment and Use of Department Cellular Phones

A. Designated employees may be assigned and issued a Department cellular phone
by the Chief or Assistant Chief, based on current assignment or business need.

1.

Department cellular phones are to be utilized for Department or County
business and personal use should be limited.

Employees who utilize Department cellular phones for any personal use
may be required to reimburse the Department for charges incurred from
those personal calls, including any applicable taxes.

a.

Reimbursement will be required when personal calls have
contributed to additional use charges being billed to the phone.

Additional use charges are incurred when total usage exceeds the
“free minutes” allowance associated with the phone service plan
provided, irrespective of whether unused minutes can be shared
with other phones.

Note: If the per-minute charge cannot be determined based on
service plans that provide for the sharing of unused “free minutes”
or other reasons, the per-miinute rate shall be calculated by dividing
the monthly service charge by the number of free minutes.

If .additional use charges have been incurred, but all activity
associated with the use of the phone was for business related
purposes and no phone minutes were used for personal use,
reimbursement will not be required.
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3. Division Commanders/Unit Mangers will review the monthly phone bills
for all cell phones assigned to their divisions/units to determine if any
additional use charges were incurred.

a. If ‘additional use’ charges were incurred, Division
Commanders/Unit Managers will direct the applicable employee to
review the bill to identify which calls, if any, were personal calls
that were made or received.

b. Employees will be required to reimburse the Department for
‘additional use’ charges incurred for those personal calls, which
exceeded the allotted “free minutes” at the per-minute rate
according to the particular service plan.

Note: Employees are encouraged to keép a log of personal use of
Department cellular phones to facilitate their review of the monthly
billings.

C. ‘Additional use’ charges in amounts of under $5.00 can accumulate
and do not have to be immediately reimbursed to the Department.
However, when accumulated amounts reach $5.00 or more,
reimbursement to the Department must be made. In addition, when
cellular phones are returned to the Department, reimbursement
must be made regardless of whether or not the accumulated amount
is under $5.00.

d. Reimbursements will be made to the Department’s Financial
Services Division. Reimbursements can be made with cash or
personal check. Personal checks will be made payable to the
County of Santa Clara, Department of Correction.

Iv. Reimbursement for Business Use of Personal Cellular Phones

A.

Designated employees who have been authorized by the Chief or Assistant Chief
to utilize their personal cellular phone for Department or County business needs
may be reimbursed by the Department for those charges incurred from business
related calls.

1. Reimbursement will only be granted to employees when the following
conditions have been satisfied:

a. The Chief or Assistant Chief has specifically authorized the

employee to use his or her personal cellular phone for Department
or County business purposes.
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b. The employee has submitted a reimbursement form signed by the
Division/Unit Manager, along with the original monthly bill, to the
Department’s Financial Services Division.

1) Each call on the bill considered to be “business related”
must be identified to support the total amount claimed.

2) The Financial Services Division will retain the original bill
on file.

3) Employees may retain a copy of the bill, as necessary.

2. Reimbursement amounts will be limited to the actual cost of airtime and
long distance charges associated with business use, plus applicable taxes.
If the cost of airtime is not itemized on the bill because the business calls
were made within the “free minutes” allowance associated with the phone
service, then the per-minute rate should be calculated by dividing the
monthly service charge by the number of free minutes.

V. Repair/Maintenance Service for Department Land Line and Cellular Phones

A. Employees who discover that a Department land line phone is not working properly
will notify their on-duty supervisor and initiate a repair/maintenance request in
accordance with Department Policy 2.03, Repair/Maintenance Requests. The on-
duty supervisor will notify the Complex Operations Unit, or if unavailable, the
County’s Monitoring Automation Center (MAC Room) to request appropriate
service response.

B. Employees who discover that a Department cellular phone is not working properly
will return the phone to the Financial Services Division for appropriate service.

VI.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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POLICY: It is the policy of the Department of Correction to provide staff with

operational guidance through a well-organized body of policy that is
regularly reviewed and updated, as necessary, and to operate an internal
audit system to ensure that all policies are complied with and that staff
perform in accord with all applicable standards and statutory requirements.

PURPOSE: To describe the policy and associated inspection/audit system that will be
managed and maintained by the Professional Compliance and Audit Unit.

DEFINITIONS: Policy: A course of action adopted by and pursued by an agency that guides
and determines present and future decisions and actions. Policies indicate
the general course or direction of an organization within which the activities
of personnel must operate.

PROCEDURE:
L Professional Compliance and Audit Unit (PCAU)

A. The Professional Compliance and Audit Unit is a specialized unit within the
Department of Correction.

B. The primary function of PCAU is to manage and maintain the Department’s policy
manual, conduct internal inspections/audits relating to custody operations and
observe external regulatory agency inspections/audits.

1. Department policies will convey the philosophy, goals and operational
principles of the Department and be consistent and compliant with Federal,
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State and local laws and regulations, County policies, and applicable
union/collective bargaining unit agreements with the County.

2. Inspections/audits will be conducted to appraise the status of the
Department’s operations as they relate to policy compliance.
3. PCAU will be responsible for retaining and maintaining the following
documentation:
a. Department policies and, as applicable, procedures
b. Post orders
c. Regulatory agency reports and responses (e.g. Fire Marshall, OSHA,
Corrections Standards Authority, Environmental Health, Grand Jury)
d. Emergency plans/manuals (e.g. COOP, PISIC, GETS/WPS)
€. Other documents as determined by the Chief or the Professional
Compliance Captain
II. Policy and Procedure Organization and Distribution

A.

In accordance with Department Policy 1.13, Development and Review of
Department Policy and Procedure, PCAU will maintain and distribute Department
policy and procedure as follows:

1.

A historical file in paper form will be created and maintained for each
policy.

a. The file will contain a record of the policy development, review and
approval process.
b. A historical file in computer form will also be created for each policy

but will be limited to the signed version of each policy.

Fach policy will be reviewed by PCAU in accordance with all current
mandates, and revised as necessary. A record of reviews will be maintained.

Division/Unit Captains/Managers will receive copies of the Department’s
Policy Manual in limited quantities to be made available in key locations for
staff review. The Department’s Policy Manual will also be available on the
Department’s computer network in a “read only” version for staff to review.
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4. In accordance with Title 15 Guidelines (Public Information Plan), an
abridged version of thc Department’s Policy Manual will be made available
at each facility/complex entrance for review by the public and at each
facility/complex for review by inmates upon request.

B. PCAU, in conjunction with County Counsel, will be the primary source for
reviewing case law that is applicable to Department custody operations and

policy.

1. Case law shall be forwarded to the Professional Compliance Captain for
review to determine if any changes will be necessary to current jail
operations and/or Department policy as a result of the case law findings.

2. The Professional Compliance Captain will collaborate with the
Department’s County Counsel Representative and PCAU in reviewing the
case law and determining if it affects jail operations and/or Department
policy. In addition, the Professional Compliance Captain will collaborate
with affected Division Captains/Unit Managers in reviewing the case law, as
applicable.

3. PCAU will make policy changes, as necessary, based on the findings and
determinations of the case law review.

C. Staff members are encouraged to participate in policy and procedure development,
and may forward suggestions for new or revised policies to their
Supervisors/Managers via the Chain of Command.

II1. Compliance - Inspections and Audits

A. PCAU will maintain records of compliance through a process of operational
inspections and audits conducted by internal or external resources.

1. Inspection/audit subject matter may range from daily routine operations to
strategic compliance issues.

2. Inspections/audits may be conducted on a random or scheduled basis or as
requested by the Chief of Correction, Assistant Chief or the Professional
Compliance Captain.

3. Inspections/audits may be conducted internally or externally by designated
regulatory agency personnel.

a. PCAU may conduct internal inspections/audits of Department
operations, as needed, based upon the following:

1) Department policy and procedure
1.23-3
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2) Corrections Standards Authority, Titles 15 and 24, Minimum
Jail Standards
3) Federal, state and local laws
4) Needs of the Department
5) Recommendation/request of the Chief of Correction,
Assistant Chief or the Professional Compliance Captain
b. PCAU may conduct verbal or written testing of staff to measure

knowledge of objective areas. In addition, PCAU may request that
staff demonstrate operational functions. This will better address the
need to further clarify and educate staft on specitic issues.

C. PCAU will attend and observe inspections/audits conducted by
external regulatory agencies including, but not limited to:

2)

County Health Department

State or County Fire Marshall
Grand Jury

OSHA

Corrections Standards Authority

4, PCAU will report the results/findings of inspections/audits to the Chief of
Correction, Assistant Chief, the Professional Compliance Captain and the
affected Division Captain. Responsibility for completing Department
responses to regulatory agency inspection/audit results/findings will be
assigned by the Professional Compliance Captain.

B. PCAU will make policy revision recommendations to the Chief of Correction,
Assistant Chief and the Professional Compliance Captain, when necessary, based on
the results/findings of an inspection/audit (e.g. policy inconsistent with operational
practice or federal, state or local laws and regulations).

Iv. Policy Revision

A. All Department policies will be reviewed by the Professional Compliance and Audit

Unit.
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References: CCR Title 15, Section 1027 California Labor Code Section 554, 551,and 552, Merit
System Rules Section A25-188, A25-663, Agreement Between the County of Santa
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the County of Santa Clara and the Respective Barg_gaining Units

Signature of Issuing Authority: Current Policy Review:
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POLICY: It is the policy of the Department of Correction to utilize voluntary

and mandatory overtime as needed to maintain a consistent level of
staffing within each facility/unit and to respond to Departmental
emergencies.

PURPOSE: To establish an equitable and uniform guideline for the selection and
assignment of overtime at each facility/unit and to ensure staffing
levels are adequate to meet safety, security, programs, and other
service requirements.

DEFINITIONS: FLSA: Fair Labor Standards Act

Overtime: Overtime work is time worked beyond 80 hours in any 14
consecutive day work period, or beyond 8, 10, or 12.25 hours in any
workday, depending on the number of hours in the duty shift to
which the employee is assigned. For badge employees working the
12 plan, all hours worked from 80 to 85.75 hours per pay period will
be considered as overtime paid at the straight time rate.

Range Training: When an employee attends range training on his/her
day off, overtime is paid on actual hours of training. Paid time
includes the time from when the Officer arrives at the facility to
pick-up and/or return his/her weapon(s).

STC: Standards and Training for Corrections
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PROCEDURE:

L

Overtime Work

A.

Each of the bargaining units defines overtime work, guidelines for voluntary
overtime sign-ups, and overtime exemptions specific to its member classifications.
Employee overtime will be done in accordance with the applicable memorandum of
understanding.

L. Pre-approval is required for all staff overtime hours.

2. All employees working overtime hours must submit a ‘Request for Leave or
Overtime Approval’ slip (aka ‘blue slip” form 5289-A).

Scheduling (including overtime) for Correctional Officers is based on the number of
authorized positions and minimum staffing requirements as defined in Department
Policy 1.25, Staffing.

1. Overtime work assignments will be distributed among employees in the
same classification and work unit as equally as practicable.

2. Voluntary overtime sign-ups for employees will be conducted every four
weeks, based on the requirements specific to each facility or unit.

3. The facility Administrative Sergeant will advise the Team Sergeants of
scheduled vacations, leaves and vacancies on their respective teams.

4. Correctional Lieutenants assigned to nightshift shall receive overtime pay in
lieu of assignment of a County vehicle.

As a reminder for Badge Staff, Division Captains will issue an annual (no later than
November 15) memorandum identifying the overtime calendar for the year to
include overtime restrictions as defined within this policy. This includes, but is not
limited to:

1. Section I, B-J of this policy
2. Section XI, A-E

Employees may not work more than 60 hours of overtime, exclusive of squad
meetings, in a pay period. This rule is not applicable in a Departmental emergency
or as authorized by the Chief of Correction.

For all employees, time for which pay is received, but not worked, such as

vacations, sick leave, leave of absence with pay, etc., will be counted towards the
base period.
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II.

1. Employees off on a scheduled vacation day, sick day, or other paid time off,
may not work overtime during any portion of the 24 hours of that paid time
off.

2. Employees who are called back or ordered back to work on a scheduled
vacation day or other paid time off day, will be credited with the appropriate
add-back time.

3. Employees may work overtime on their regular days off during their
vacation weeks, provided the overtime worked is not more than one half of
the vacation time taken. Exceptions must be authorized by the Watch
Commander.

Employees serving a suspension are prohibited from working on their scheduled
day off or date of suspension during the pay period in which the suspension is
served.

Employees placed on administrative leave are prohibited from working during the
pay period in which they are on administrative leave.

Unacceptable excuses or repeated failure to fulfill an exchange-of-day obligation
may result in the employee being restricted from working future overtime or on an
exchange-of-day basis.

Excessive sick leave usage as defined in Department Policy 3.39, Employee
Attendance and Sick Leave may result in the employee being restricted from
working overtime.

Overtime is authorized for actual hours of approved training that an employee
attends on his/her day off, except for regular STC scheduled training.

Paid Travel Time

A.

Travel time from home to work is not considered time worked, unless an employee
is called back on a day the employee is not scheduled for duty (non-scheduled
overtime) or if an employee is called back for a Department-wide emergency
declared by the appointing authority.

For call-back purposes, travel time will be considered time worked up to a
maximum of one hour.

Travel time from one work location to another work location is considered as time
worked.
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Correctional Officer Initial Overtime Sign-Ups

A.

Team Sergeants will conduct overtime sign-ups for Officers at each facility every
four weeks to fill projected vacancies on the opposite team. The overtime sign-ups
will be announced by the Team Sergeant one week in advance, and will be
conducted at a pre-scheduled time and location. Each scheduled sign-up will
include at least two pay periods unless approved by the Watch Commander.

The assignment of overtime will be conducted using a team roster or team seniority
list and will begin by a random selection process.

A Duty Sergeant must be present during the overtime sign-ups and will ensure that
each Officer present is allowed to sign up for one overtime slot per-pay-period on
the initial round of overtime assignment and every round thereafter until the
overtime sign-up is complete. Note: Highlighted confirmed slots must be filled,
prior to selecting unconfirmed slots.

1. Voluntary overtime will be assigned to divisional staff prior to any sign-ups
of staff from another division.

2. Once all divisional staff have been assigned voluntary overtime on the initial
sign-up, one week later any remaining overtime positions may be offered to
staff from other divisions.

a. Correctional Officers assigned to the Sheriff’s Transportation Unit
must receive a minimum of twenty-four (24) hours of STC training
(or equivalent hours of POST training recognized by STC) prior to
being eligible to sign up for overtime hours in the Department of
Correction.

3. Officers are not allowed to sign up other Officers for overtime positions at
the initial sign-ups. Every Officer must sign up for his/her own overtime
position.

4, Officers may NOT remove their own names from the overtime sign-up list.
Only the Duty Sergeant is authorized to remove names from the overtime
list.

Officers on approved scheduled time off during the overtime sign-up period may
leave advance written notice with the Duty Sergeant indicating dates and shifts they
want to sign up for during the initial sign-up period. The Duty Sergeant will ensure
that s (he) is included in the overtime sign-ups and is assigned overtime based on the
written request.

Officers who are assigned to Division Special Assignments (Compliance,

Operations, Administration, etc.), will be assigned to a twelve-plan team for
purposes of participating in the initial overtime sign-ups.
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1. These Officers will sign up for overtime with the team that most closely
coincides with their respective shift.

2. These Officers will be given that number that would normally follow the
number assigned to the last member on the list being used.

The overtime sign-up will become available to other divisions after 1200 hours on
the Thursday following the ‘D’ Team sign-up, and will be conducted on a first-
come, first-serve basis.

Officers who will be changing their team assignments may sign up for overtime on
the scheduled day of the team to which they are moving to prior to actual
assignment date. For example, a ‘C’ team Officer who will be transferring to ‘D’
team at the Annual Transfer may sign up on the scheduled day that the ‘D’ team
Officers sign up for overtime.

IV.  Sergeant Overtime Sign-Ups

A.

On the third Monday of each month, the Division Captain, or his/her designee, will
post the overtime positions available for the following month for Sergeants.

The assignment of overtime will be conducted using the same random selection
process as used for Correctional Officers.

Sergeants will sign-up for overtime positions as follows:

L. The facility Administrative Sergeant will coordinate and oversee the
Sergeant Overtime sign-ups. The Administrative Sergeant will ensure that
each Sergeant present is allowed to sign up for one overtime slot on the
initial round of overtime assignment and every round thereafter until the
overtime sign-up is complete. Note: Highlighted confirmed slots must be
filled, prior to selecting unconfirmed slots.

2. On the third Tuesday of each month, the ‘A’ and ‘C’ team Duty Sergeants
will sign up for available positions.

3. On the third Thursday of each month, the ‘B’ and ‘D’ Team Sergeants will
sign up for available positions.

4. Sergeants who are assigned to Division Special Assignments (Compliance,
Operations, Administration, etc.), will sign up for overtime with the team

that most closely coincides with their respective shift.

5. On the 4™ Monday of each month, the Sergeant Overtime sign-ups will be
open to all other divisions.
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a. Walk-in overtime sign ups for “Out of Division” Sergeants will get
first priority at 1300 hours. Email or Call-in requests will be
processed after 1330 hours on a first come-first serve visit

Sergeants will only be allowed to work overtime in their own rank; they may not
work in subordinate positions for overtime purposes.

Department of Correction Sergeants can backfill vacant Sheriff’s Sergeants
positions and vice versa in order to meet the minimum staffing; however, at least
one Sheriff’s Office Sergeant must be on duty at all times at both the Main Jail
Complex and the Elmwood Complex.

1. DOC Sergeants will sign-up on the DOC Overtime sign-up roster and the
S/O Sergeants will sign up on the S/O Overtime Sign-up roster.

V. Limited Duty and 4850 Personnel

A.

Employees with permanent work restrictions will be allowed to work overtime
assignments that meet their work restrictions as imposed by their doctor. If no
limited duty overtime assignments are available, the Department of Correction will
not be able to offer overtime to those employees.

All other employees with temporary work restrictions will not be allowed to work
overtime until medically cleared for full duty or their work restrictions become
permanent. Requests for reconsideration will be forwarded to the Division
Captain/Unit Manager for review and decision. All such requests will be evaluated
on a case-by-case basis.

Any employee who calls in sick with a work-related injury, requesting Labor Code
4850 time will not be permitted to work overtime between that sick day and their
next regularly scheduled work day without medical clearance for such overtime
work.

VI.  Correctional Officers in CORE/Orientation Training Status

A.

Officers in a CORE training status may not work overtime until their completion of
training.

In emergency situations or in exigent circumstances, the Division Captain, or
designee, may authorize trainees to work overtime.

1. Officers in training will only be allowed to work overtime in their assigned
division absent exigent circumstances.

2. Officers in training will only be allowed to work in the areas in which they
have completed training absent exigent circumstances.
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D.

Officers in training and cadets may be utilized in any facility and any position as
ordered by the Division Captain under a departmental emergency.

Officers on Facility Orientation training possess previous training and experience
necessary to work overtime at their new facility assignment.

Confirmation of Overtime Positions for Badge Staff

A.

The Duty Sergeant will examine the overtime list and confirm employees to work
overtime based on the following criteria:

L. Number of gun-carrying positions.
2. Number of Class B driver positions.
3. Training Officers who are training.

Once employees are confirmed, employees not confirmed will remain on the
availability list. As additional positions become available, Duty Sergeants will select
from this list and add these names to the list of confirmed employees.

1. It is the responsibility of the Duty Sergeants to advise Officers when their
overtime is confirmed, unless the overtime was pre-confirmed during the
overtime sign-ups.

2. The overtime availability list must first be exhausted prior to the Duty
Sergeants assigning the overtime shift to an Officer not on the availability
list.

3. The Duty Sergeants may skip those on the overtime availability list who can

work only a partial shift for those on the list who can work the full shift.

Officers with confirmed or mandatory overtime positions cannot give these
assignments to any other Officer. However, they may give a portion of their
overtime shift to another Officer, not to exceed four hours, if approved by the Duty
Sergeant. The Officer who works the 8-hour portion of the shift will be the only
Officer credited with having met the overtime obligation.

The Duty Sergeant(s) will document on the overtime sign-up list the reason that a
person was not utilized for overtime on the descending list, e.g., unable to contact,
message left, Officer declines to work. Each facility Administrative Sergeant will
retain a file of all completed overtime sign-up lists for a period of three years.

Officers who fail to report for confirmed overtime may be subject to disciplinary
action.

1. If an Officer feels she/he cannot work a volunteer overtime shift, she/he

must speak directly to the Duty Sergeant and submit an “Employee's Report”
explaining the circumstances.
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2. The Duty Sergeant will consider the request and if justified, the Officer will
be excused. The Duty Sergeant will advise the facility Administrative
Sergeant of the excused overtime obligation.

3. If an Officer refuses or fails to report for a confirmed position and has not
been excused by a Duty Sergeant, the Duty Sergeant will submit an
“Employee's Report” to the Division Captain documenting the incident.

VIII. Mandatory Overtime Assignments

A.

Mandatory overtime may be initiated to supplement voluntary overtime lists at the
Divisional level or to supplement departmental needs during a Departmental
emergency.

The facility Administrative Sergeant is responsible for providing work schedules,
vacation schedules, special leave schedules, and a listing of Officers on limited duty
assignments.

Mandatory overtime may be initiated to supplement voluntary overtime assignment
lists. Mandatory overtime will be assigned based on inverse seniority. Other factors
that will be taken into consideration include:

1. Scheduled vacation days/weeks.
2. Training status.
3. Limited duty restrictions.

Divisional level mandatory overtime may be initiated when a custody division’s
voluntary overtime sign-up lists have been exhausted and the facility staffing
projections do not meet the minimum staffing requirements.

1. The Duty Sergeant shall advise his/her team Lieutenant/Watch Commander
of the staffing shortage. When possible, the Duty Sergeant should submit a
memorandum to the Watch Commander 10 days in advance of the shift in
question, detailing the projected mandatory overtime positions required to
maintain minimum staffing levels. Otherwise, mandatory overtime may be
initiated for unforeseen staff shortages when necessary.

2. Once approved by the Watch Commander, the Duty Sergeant will begin
mandatory overtime assignments at the Divisional level using the
Department’s JIS system based on inverse Divisional seniority and Officer
assignments. At the Division Captain’s discretion, projected mandatory
overtime to cover major holidays may be assigned by seniority.

3. Absent exigent circumstances, Officers, in reverse seniority, working the
opposite team for which staffing is needed, will be ordered to work the
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mandatory overtime first (e.g. ‘A’ team for ‘B’ team and ‘C’ team for ‘D’
team and visa versa).

The Duty Sergeant shall forward a written memorandum or verbally notify
each Officer who has been ordered to work a mandatory overtime shift.
Every effort will be made to place mandatory overtime employees on like-
shift assignments and provide them with as much notice as possible.

The Duty Sergeant will update the JIS system to reflect the date for the
Officer’s mandatory overtime assignment or the reason an Officer is excused
from the mandatory overtime assignment. The system will automatically
move the Officer’s name who is scheduled to work an overtime shift to the
bottom of the mandatory list and will leave the excused Officer’s name at
the top of the list. The excused Officer will be eligible for the next
mandatory shift.

Absent exigent circumstances, the following Employees will be exempt
from Divisional level mandatory overtime:

Employees on pre-scheduled leave.

Employees on pre-scheduled Department approved training.
Employees on approved medical leave.

Employees from other Divisions.

o o

Employees who volunteer to work overtime, volunteer to work a portion of
another Officer’s mandatory overtime, or work mandatory overtime that is
less than 8 hours will not be considered exempt to mandatory overtime
unless the employee would be in violation of the policy’s overtime
restrictions if he or she works the mandatory overtime shift.

a. When needed, the Duty Sergeant will assign Officers for mandatory
overtime of less than 8 hours by inverse team seniority.

b. The Duty Sergeant will maintain a tracking system of those Officers
who have been assigned to work mandatory overtime of less than §
hours to ensure this type of mandatory overtime is evenly distributed
amongst the team members.

In the event the Duty Sergeant finds a volunteer to work the overtime shift,
the Duty Sergeant will contact the mandatory employee, who was assigned
to work the mandatory overtime, and cancel his or her assignment.

Exchange of mandatory assignment shifts will require an Employee's Report

and approval by the Division Captain at least 24 hours prior to the assigned
shift.
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a. The Officer agreeing to work the shift will be held accountable for
the assigned shift.

b. The Officer originally assigned to work a mandatory overtime shift
will not receive credit for the assigned shift and will resume
eligibility for subsequent overtime assignments.

10. Any illness preventing an Officer from working mandatory overtime must
be documented in a memorandum with a doctor’s excuse attached, and
forwarded to the Division Captain through the Chain of Command. The
Officer will immediately become eligible for subsequent mandatory
overtime shifts.

11. It shall be within the discretion of the Chief of Correction or designee to
implement Divisional level mandatory overtime utilizing Employees
assigned to another custody division in order to alleviate an inordinate
impact on one division.

Departmental emergency mandatory overtime may be initiated by the Chief of
Correction or his/her designee as needed for department-wide emergencies. In these
circumstances, mandatory overtime may include the suspension of overtime
restrictions.

L. Departmental emergency mandatory overtime shall be conducted based on
inverse departmental seniority. All department staff including Employees
working special assignments shall be included absent exigent circumstances
requiring immediate action.

2. Each Division Captain may institute emergency guidelines for mandatory
overtime within his/her division.

3. An unforeseeable Departmental emergency may result in mandatory
overtime based on needs of the department without regard to seniority.

Overtime Restrictions

A.

An employee may work a maximum of eighteen hours at the beginning and/or end
of his/her regularly scheduled workweek.

The eighteen-hour work rule applies to all hours worked, including those in other
divisions and/or assignments.

Employees must have at least eight hours off between shifts.
No employees assigned to a twelve, ten or eight hour shift may work more than six

days per week and must have a consecutive twenty-four hours off in any seven day
period. Exceptions to this rule can only be approved by the Chief of Correction.
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E. Absent exigent circumstances, all employees must comply with the eighteen-hour
work rule directing mandatory periods of rest between shifts.

X. Policy Violation

A. Violations of this policy will constitute grounds for disciplinary action or removal
from overtime privileges for a period up to thirty days.

B. Repeated violations will result in further disciplinary action or removal from
overtime privileges for more than thirty days.

XII.  Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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POLICY: It is the policy of the Department of Correction to comply with the

PURPOSE:

DEFINITIONS:

Health Insurance Portability and Accountability Act of 1996 and the
County’s HIPAA Privacy Compliance Policy adopted February 24,
2003 with respect to the use and disclosure of protected health
information.

To protect the privacy and confidentiality of the County’s patients’
protected health information (PHI) and limit how the Department
uses and discloses this information.

Protected Health Information (PHI): Information that is created or
received by the Department; and relates to the past, present, or future
physical or mental health or condition of a patient; the provision of
health care to a patient; or the past, present, or future payment for the
provision of health care to a patient; and that identifies the patient, or
for which there is reasonable basis to believe the information can be
used to identify the patient. PHI includes information of persons
both living and deceased.

Business Associate: A person or entity that, on behalf of the
Department of Correction, acts in a capacity other than a workforce
member to assist the Department in carrying out covered functions.

Covered Functions: Health care services, health plan services and
their respective support services such as billing for medical services.
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Disclosure:  The release, transfer, provision of access to, or
divulging in any other manner of PHI to persons not employed by or
working within the County, or to persons employed by or working
within the County who are not performing or assisting with a
covered function of the County.

HIPAA: Health Insurance Portability and Accountability Act

Health Care Component: The portions of a Covered Entity that
perform “covered functions.”

Workforce: Employees, temporary employees, leased employees,
volunteers, trainees, and other persons whose work performance is
under the direct control of the County, whether or not they are paid
by the County.

PROCEDURE:

L

Scope of the Health Insurance Portability and Accountability Act (HIPAA) of 1996

A.

HIPAA legislation requires the industry to improve the privacy and safeguarding of
all individual health information, also referred to as “protected health information”
or “PHL.”

Under HIPAA, the County of Santa Clara meets the definition of a Covered Entity:
a health care provider, health plan or health care clearinghouse that transmits
electronic health information in connection with standard transactions. The County
also is a Hybrid Entity: a covered entity whose primary operations do not involve
health care. As a Hybrid Entity, the County must ensure that the health care
components of its business comply with HIPAA and, in particular, that it does not
make inappropriate internal uses or disclosure of protected health information (PHI).

HIPAA regulations are largely geared toward providers of health care services;
health plans and certain data processing entities that potentially create, use, access or
receive protected health information. The HIPAA regulations also provide patients
with certain rights with respect to their PHI.

HIPAA privacy regulations set forth a minimum federal standard. If any provision
of California law is more stringent than HIPAA, then California law will be
followed. The County health care components will analyze applicable California
law in conjunction with the HIPAA privacy regulations, determine which provision
is stricter, and adhere to the stricter provision in implementing policy and procedure.

The Department of Correction is considered a Health Care Component of the

County because it performs a “covered function.” The “covered function” is the
processing of inmate medical bills for payment.
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As a County Health Care Component, the Department of Correction may
receive, exchange, or give PHI to other County Health Care Components.
The exchange of PHI between Health Care Components does not fall within
the definition of a “disclosure” under HIPAA.

Although the receipt, exchange or use of PHI is permitted between health
care components, the PHI must be clearly identified as such so the proper
safeguards may be followed within each County Department.

The Department Health and Injury Prevention (HIP) Coordinator is the designated
Privacy Coordinator who will be the complaints contact for the Department of
Correction and will handle applicable PHI recordable disclosures.

1I. Permitted Disclosures

A.

A covered entity may disclose to a correctional institution or a law enforcement
official having lawful custody of an inmate or other individual, protected health
information about such inmate or individual, if the correctional institution or such
enforcement official represents that such protected health information is necessary

for:

1.

2.

The provision of health care to such individuals;

The health and safety of the officers or employees of or others at the
correctional institution;

The health and safety of such individuals and officers or other persons
responsible for the transporting of inmates or their transfer from one
institution, facility or setting to another;

Law enforcement on the premises of the correctional institution; and

The administration and maintenance of safety, security and good order of the
correctional institution.

As a covered entity, the County and its health care components may generally use
and disclose PHI under the following circumstances:

1.

2.

The County may disclose PHI for any purpose required by law.

The County may release protected health information to a patient’s employer
when the County has provided health care to the patient at the request of his
or her employer relating to medical surveillance of the workplace and work
related illness and injury. The treatment provider must give the patient
notice of the disclosure.
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3. The County will release PHI if required to do so by a court or administrative
tribunal in response to a subpoena or discover request if reasonable efforts
have been made to notify the subject of the PHI or a qualified protective
order has been secured.

4. The County may release PHI as authorized by and to the extent necessary to
comply with worker’s compensation law.

C. If an individual authorizes a use or disclosure of PHI with a signed authorization
form meeting the requirements set forth in 45 CFR 164.508, affected Department
staff may use or disclose that individual’s PHI in accordance with the written
authorization.

1L Workforce member’ responsibilities in the use or disclosure of PHI

A. In order to protect the privacy and confidentiality of the County’s patients’ PHI and
to comply with federal law, all affected workforce members of the County are
required to comply with the provisions of this policy and the County’s policy
regarding the use and disclosure of PHI. The Department of Correction will take
appropriate disciplinary measures against affected workforce members who violate
the Department or County’s policy concerning the privacy of patient information.

1. Affected workforce members will be trained on the applicable policies and
procedures and sign the Department of Correction Employee Privacy
Acknowledgement form, attachment 1. Training will be coordinated and
tracked by the Department’s Central Training Manager.

2. Affected workforce members must take reasonable steps to safeguard PHI
from any intentional or unintentional use or disclosure that is in violation of
this policy. Such safeguarding includes, but is not limited to, storing PHI in
a locked cabinet or closed file at the end of the workday; maintaining
privacy during oral discussions of PHI; restricting electronic transmission of
PHI to job related duties; restricting access to electronic PHI with
appropriate technical safeguards and disposing of documents containing PHI
by shredding or in accordance with the Department’s policy on record
destruction.

3. Workforce members who become aware of any misuses of PHI, shall
promptly notify their immediate supervisor and the Department’s Privacy
Coordinator and work with the Privacy Coordinator to mitigate, to the extent
practicable, any harmful effect caused by a violation of this policy or any
other applicable County policy.

B. Authorization: Except for situations outlined in this policy or the County’s policy,

the Department’s workforce will not use or disclose a patient’s PHI for any purpose
without an authorization signed by the patient in accordance with 45 CFR
164.508(c)(1).
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1. Medical services are provided under contract with Adult Custody Health
Services (ACHS) and they maintain the records for such services; therefore,
any person who requests their medical records will first be referred to Adult

Custody Health Services.

2. In the event that PHI is being requested that is maintained by the
Department, the person will be referred to the Department’s Privacy
Coordinator.

Verification of Identity and Authority: Affected workforce members releasing
PHI will verify the identity of any person requesting PHI and the authority of any
such person to have access to that PHI with written documentation. If the identity or
authority of the person requesting the PHI cannot be verified, the privacy
coordinator will not disclose PHI and will refer the requestor to County Counsel.

Minimum Necessary: When using or disclosing protected health information,
affected workforce members must make reasonable efforts to limit PHI to the

minimum necessary to accomplish the intended purpose in accordance with 45 CFR
164.514(d).

1. The minimum necessary standard means that for each disclosure, you must
identify the person or class of person who needs access to the PHI to carry
out his/her duties, the category or categories of PHI to which access is
needed and any condition appropriate to such access. Each request or
disclosure must be reviewed on a case-by-case basis to determine if the
person or persons requesting the disclosure need the information to
perform their job duties, whether the type of information requested is
necessary and if any conditions of release are appropriate.

2. The minimum necessary standard does not apply to:

e Uses or disclosures made to the patient (45 CFR 164.502(b)(2)(ii));

e Uses or disclosures made pursuant to an authorization (45 CFR
164.502(b)(2)(iii));

e Uses or disclosures that are required by law (45 CFR 164.512(a)); or

e Uses or disclosures that are required for compliance with the HIPAA
regulations, including disclosures made to the Secretary of the U.S.
Department of Health and Human Services (45 CFR
164.502(b)(2)(vi)).

Reporting (Documenting) Disclosures of Protected Health Information:
Disclosures must be tracked to comply with requirements for accounting of
disclosures under HIPAA. Documentation of such disclosures and maintenance of
the documentation in the department is required (for reporting upon request). In the
event that there be a need for the Department of Correction to make an applicable
disclosure of PHI, the disclosure and documentation will be handled by the
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Department’s Privacy Coordinator. HIPAA does not require an accounting of
disclosures made:

1. To carry out treatment or payment as part of a limited data set.

2. To patients requesting their own information.

3. Incident to a use or disclosure otherwise permitted or required by HIPAA.

4, If there is a valid authorization.

5. To persons involved in the patient’s care.

6. For communication purposes (to notify a family member, personal
representative or the person of the individual’s location, general condition or
death).

7. To correctional institutions or law enforcement officials in custodial
situations.

IV.  Privacy Coordinator Responsibilities

A.

In accordance with HIPAA regulation, the Department will maintain a Privacy
Coordinator responsible for ensuring the Department’s compliance with this policy,
County policy and HIPAA regulations. The Privacy Coordinator will:

1. Verify the identity and authority of any person requesting a disclosure of
PHIL

2. Review for approval any recordable disclosures.

3. Track and maintain documentation for recordable disclosures on the DOC

disclosure tracking form, attachment 2.

4. Respond to and investigate complaints regarding HIPAA and mitigate, to the
extent practicable, any harmful affect caused by a violation of this policy or
any other applicable County policy.

5. Ensure business associates meet the requirement of this policy.

As the Privacy Coordinator for the Department, the HIP Coordinator will represent
the Department in all County HIPAA meetings and training,.

V. Patient Right to Access to PHI / No Retaliation Policy

A.

The HIPAA regulations provide patients with certain rights with respect to their
PHI. If any individual requests access to his or her PHI, the affected workforce
member must refer the person to an ACHS representative or the Department’s
Privacy Coordinator

Affected workforce members will not intimidate, threaten, coerce, discriminate
against, or take other retaliatory action against any person, including employees,
staff, patients, visitors, and others for the exercise of any HIPAA right or law,
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including filing a complaint with the Department, County or with the Secretary of
the U.S. Department of Health and Human Services; testifying, assisting, or
participating in an investigation, compliance review, proceeding, or hearing; or
opposing any act or practice made unlawful by HIPAA or the privacy policies of the
County or Department of Correction, provided the complainant has a good faith
belief that the practice opposed is unlawful, and the manner of opposition is
reasonable and does not involve a disclosure of PHI in violation of the federal law
or a County policy or a Department of Correction policy.

VI Business Associates

A.

The Department of Correction may disclose a patient’s PHI to a business associate,
and allow a business associate to create or receive PHI on behalf of the Department
ift

1. The County enters into a written contract, or other written agreement or
arrangement with the business associate before disclosing PHI to the
business associate, in accordance with 45 CFR 164.504(e); and

2. The written contract or agreement provides satisfactory assurances that the
business associate will appropriately safeguard the PHI, in accordance
with CFR 164.502(e)(1).

The County must include business associate language in contracts with business
associates that begin or are modified on or after October 15, 2002. By April 14,
2004, the County must add business associate language to continuing contracts
with business associates that were executed before October 15, 2002.

To determine if a contractor is a business associate, use the following analysis:
Identify which new or existing contracts involve the use or disclosure of PHI to a
contractor who performs services on behalf of the Department of Correction or the
County by:

1. Listing each activity and service the contractor performs on behalf of the
DOC that involves the use or disclosure of PHI,

2. Determining whether the activities or services fall under the functional
definitions or the specific list of business associate activities contained in
45CFR160.103(1);

3. Determining whether the contractor will be assigned a workstation on
DOC premises, and if a substantial portion of his or her activities will be
performed at that location. If so, DOC may elect to treat the contractor as
a workforce member by including him or her in its in HIPAA compliance
program. DOC will be obligated to train the contractor on DOC policies
and procedures regarding PHI. The DOC will be responsible for enforcing
compliance including sanctions if the contractor fails to comply with
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HIPAA regulations. No business associate language is required in the
contract if the contractor is considered a workforce member; and

Including business associate language in the contract if the contractor is
not a workforce member. Use either the County's Standard Business
Associate Language or modified language approved by the assigned
deputy county counsel. Contact the County Counsel for guidance as
necessary.

Before disclosing PHI to a business associate, determine the scope of the
information to be disclosed.

1.

Check contract provisions listing permitted use and disclosure of PHI to
determine if the disclosure is permitted pursuant to the contract.

Disclose only the PHI that is necessary for the contractor to perform
his/her functions on behalf of the County Counsel.

Upon the receipt of information, or any complaints or documentation, that contain
substantial and credible evidence that a business associate has breached the terms
of its contract concerning the use or disclosure of PHI furnished by the County or
DOC, the affected workforce member will immediately contact DOC’s Privacy
Coordinator.

VL Contact Information

A.

If there are any questions or need for further assistance regarding this policy, contact
the Department of Correction Privacy Coordinator or the County Compliance &
Privacy Officer.

The County Privacy Officer is located at:

Office of the County Executive

70 West Hedding Street, 11® Floor
San Jose, CA 95110

408-299-5105

The Department of Correction Privacy Coordinator is located at:

DOC Personnel

Attention: HIP Coordinator
885 N. San Pedro Street
San Jose, CA 95110
408-299-2920
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VII.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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COUNTY OF SANTA CLARA
DEPARTMENT OF CORRECTION
180 West Hedding Street

San Jose, CA 95110

(408) 808-3640 Phone

(408) 288-8271 Fax

Edward C. Flores
Chief of Correction

RELEASE OF RECORDS AND INFORMATION

AUTHORIZATION: I give permission to

(Name of Person/Organization Allowed to Release Records)

To use and release to: SANTA CLARA COUNTY DEPARTMENT OF CORRECTION

180 West Hedding Street, San Jose, California 95110

For the records and information as identified below, related to:

Last Name First Name Middle Initial

Booking#PFN Medical Record Number Date of Birth
RECORDS: (Important: Check the appropriate box/boxes and initial or sign and date, as required)

1. |:| MEDICAL RECORDS * -

Signature Date

* References to the following types of information may be in or part of your Medical Records, and
if you want any of these types of information to be released with your Medical Records, you must
sign and date next to each type:

INITIALS DATE
I:I Drug/Alcohol Treatment Information
D Genetic Testing Information
D Reference to or Results of HIV Blood Test Information
2. I:' MENTAL HEALTH RECORDS -
Signature Date
3. E’ OTHER (Please be specific) -

LIMITATION ON RELEASE: The following is a specific description (“Limitation”) of the record(s) checked
above and date(s) of service. (If no limitation, please write “No Limitation™)




USES: The person who receives the health information can use it only for the following reason(s):

I understand that the person who receives the information cannot use the information for
anything else or disclose the information to anyone else unless I give them a written
authorization or the law allows it.

DURATION: This authorization is valid immediately and will be valid until
(give date). IfI do not specify a date, it will expire in six months from the date it was signed.

ADDITIONAL COPY: I understand that I have a right to receive a copy of this authorization if
I ask for it.

Copy requested and received: [1ves []NO (initial)

CANCELLATION: I understand that I have a right to cancel this authorization at any time. A
cancellation (1) must be in writing; (2) sent or given to the health information management
department at the address on the top of this form; and (3) is effective when it is received by the
department. A cancellation will not apply to actions already taken by the Person/Organization
under this authorization or if the authorization was required for getting insurance coverage and
the insurer has a legal right to contest a claim.

CONDITIONS: I understand that treatment, payment, enrollment, or eligibility for benefits will
not be based on my giving or refusing to give this authorization, except if my treatment is related
to research, or if my health care services are given to me only for creating protected health
information for release to a third party. I also understand that I may refuse to sign this
authorization.

Signature — Patient/Representative Date

If signed by other than patient, state relationship and authority to sign:

Signature of Witness Date

Complete the following if the patient is a person authorizing the release of his’her records subject to California
Welfare and Institution Code Section 5328: The undersigned (the physician, licensed psychologist, or social worker
with a master’s degree in social work) who is in charge of the patient, hereby (APPROVES) (DISAPPROVES) the
release of information and records to Requestor. If disclosure is disapproved, give reasons below. Also note below
or attach any restrictions on the release of records. (No approval is required to release to patient’s attorney).

Physician/Psychologist/Social Worker (degree) Date

Additional Notes:




DEPARTMENT OF CORRECTION EMPLOYEE
PRIVACY ACKNOWLEDGMENT

I understand that while performing my official duties I may have access to protected

health information. I understand that:

Protected health information is individually identifiable health information that is created,
maintained or used within the Department of Correction

Protected health information is not available to the public.

Special precautions are necessary to protect this type of information from unlawful or
unauthorized access, use, modification, disclosure or destruction.

I agree to:

Access, use or modify protected health information only for the purposes of performing my
official duties.

Never access or use protected health information out of curiosity, or for personal interest or
advantage. _

Never show, discuss, or disclose protected health information to or with anyone who does not
have the legal authority.

Never retaliate, coerce, threaten, intimidate or discriminate against or take other retaliatory
actions against individuals or others who file complaints or participate in investigations or
compliance reviews.

Never remove protected health information from the work area without authorization.
Never share passwords with anyone or store passwords in a location accessible to
unauthorized persons.

Always store protected health information in a place physically secure from access by
unauthorized persons.

Dispose of protected health information by utilizing an approved method of destruction,
which includes shredding, burning, or certified or witnessed destruction. Iwill not dispose
of such information in wastebaskets or recycle bins.

I understand that penalties for violating one of the above limitations may include disciplinary
action, civil or criminal prosecution.

“I certify that I have read and understand the Privacy Acknowledgment
Statement printed above.”

Print Full Name (first, middle initial, last) Signature

Agency/Department Date Signed
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DEPARTMENT OF CORRECTION

DISCLOSURE TRACKING FORM*
(Each of these fields must be filled out)

Name of Individual (patient or member):

Date of Disclosure:

Name of person or entity to receive protected health information:

Brief Description of Information Disclosed:

Brief Description of Purpose of Disclosure:

Filled out by: (DOC employee)

This form is to be completed for every disclosure made by the Department of Correction in
relation to PHI except as noted below. One copy of this form is to be kept in the patient’s file and
one copy must be given to the Privacy Coordinator. For questions about this form or where it
should be filed, please contact the DOC Privacy Coordinator.

*The following types of disclosures do not require tracking: for treatment, payment or health care
operations, pursuant to an authorization, for treatment or payment activities of another health care
provider, to a patient or their personal representative, to persons involved in the patients care, or next of
kin or family members, for national security or intelligence purposes, if the PHI has been de-identified or is
contained in a limited data set, to correctional institutions or law enforcement.
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COUNTY OF SANTA CLARA

Policy Number: 1.33
No. of Pages: 5

Department of Correction

Date of Origin: 20 Jun 1994
Date of Revision: 03 Apr 2003

Subject:

Policy and Procedure Manual

Chapter: Administration, Organization and Tours

| Management

Supersedes: Policy 1.22, Tours, rev. date
§ 9/25/96

References: ACA 3-ALDF-1A-05

Distribution:

Current Policy Review

Date of Review: 03 Apr 2003

Tafif/W. Babcock, Chief of Correction Revisions Made: [X]Yes _[:]_No o

POLICY: It is the policy of the Department of Correction to permit tours of its
facilities for a legitimate purpose under conditions consistent with the
security of the jail.

PURPOSE: To establish guidelines for conducting tours at Department of
Correction Facilities.

DEFINITIONS: Tour: An escorted visit, of limited duration, to a facility for viewing
purposes.

PROCEDURE:

L Tour guidelines

A The Chief of Correction permits tours of the jail for the purpose of, but not limited to,
any of the following: :

1. Education:  Students/instructors of an accredited educational institution
engaged in research, school programs or mentorship programs that pertain to
Corrections.

2, Community involvement: Community organizations engaging in awareness
education of their members (e.g. community leadership groups)

3. Criminal justice/government agency/law enforcement cooperation: Employees
of other agencies interested in viewing or comparing our operation.
Government employees responsible for inspecting the facilities for compliance
purposes. Representatives of the courts.
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Future employees, contractors, or volunteers: Orientation of persons who
have applied for employment with the Department or volunteering for the
Department.

Department employees wishing to bring an adult family member to visit a
Depattment of Correction facility.

The Division Commander at each facility will be responsible for the coordination and
approval process of tours at his or her facility.

1.

Tour requests must be submitted to the facility’s tour coordinator at least two
weeks in advance unless otherwise approved by the Division Commander.

The ratio of tour participants to tour guides will not exceed 15:1 unless
specifically authorized by the Division Commander.

The tour coordinator will ensure that a tour guide is available to conduct the
tour.

The tour coordinator will ensure that the Watch Commander is notified in
advance of scheduled tours. If the tour guide cancels or is unavailable on the
day of the tour, the Watch Commander will assign someone from the team to
conduct the tour. '

The Watch Commander will ensure the team sergeants are notified in advance
of scheduled tours. If the scheduled tour involves VIP’s such as County Board
of Supervisors, Inspectors or high ranking officials, a Lieutenant or above will
greet the tour participants.

I Processing tour requests

A

The Division Commander will designate a tour coordinator to manage tour requests at
the facility. Other Department employees who receive a tour request must direct the
requesting party to contact the facility’s tour coordinator.

1.

Tour requests by criminal justice, government agency, or law enforcement
personnel who are already in the facility on official business and interested in an
unscheduled tour, may be authorized at the discretion of the Watch
Commander.

If the tour is approved, the Watch Commander will assign an Officer to guide
the person(s) on a short tour. The tour will not include the Central Control
Room, Infirmary, Mental Health housing or Level 5 Housing.

The officer, assigned as the tour guide, will remain with the person(s) at all
times. Unauthorized communication with the inmates shall not be allowed
during the tour. Inmate interviews are handled in accordance with Department
Policy 17.11, Attomey and Official Visits.
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B. Upon request of a tour, the tour coordinator will complete a “Tour Request Form,”
attachment 1, and forward it to the Division Commander for review. The Division
Commander may approve or deny the request, based on the information provided on
the request.

C. When the request is either approved or denied by the Division Commander, the tour
coordinator will notify the requesting party.

D. Completed forms will be kept on file for at least two years to monitor community
relations’ activities.

E. If the Division Commander approves a tour, the tour coordinator will give the
requestor a copy of the “Tour Guidelines,” attachment 2 and a copy of the “Tour Sign-
up Sheet, attachment 3.

F. The requestor will be required to submit the completed “Tour Sign-up Sheet” to the
tour coordinator at least one week prior to the date for the tour.

1. The name, date of birth, gender, and driver’s license number or social security
number must be completed for each participant of the tour.

2. The tour coordinator will ensure that a temporary security clearance is
processed for each participant unless the participant is an employee of the
criminal justice system or law enforcement.

G. A security clearance to enter the secure portions of the jail may be denied for any of the
following reasons that include, but are not limited to:

1. Participant has an active warrant

2. Participant is currently on probation/parole.

3. Participant is under the age of 18 and is not part of group for which an
exception has been made. Exceptions to this rule include the following when
approved by the Division Commander:

a. High school seniors who are at least 17 years old.

b. Minors who submit a written Permission Slip, attachment 4, from a
parent or legal guardian and are accompanied by an aduit.

m.  Conducting Tours
A When touring a facility, priority will be the safety and security of the participants, staff

and inmates. Before beginning a tour, the guide will advise all participants that they
must follow instructions without question, in case of an emergency.
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B. Appropriate notifications that a tour is in progress are essential to the safety and
security of the participants, staff or inmates. Central Control staff will make a general
announcement to staff when a tour on site. The tour guide will tell staff at each
location where the tour is going next. Staff will then notify the next area that the tour
is headed there. Staff has the responsibility of advising the tour guide when an area is
not clear for a tour (e.g. emergency situation, high security movement, or feeding).

C. The tour guide will admonish tour participants of the Department’s “No Hostage
Policy” and give each participant a copy of the “Tour Guidelines,” attachment 2.

D. A facility tour will not include admittance to the facility’s Central Control Room,
Infirmary, Mental Health housing or Level 5 housing, unless specifically authorized by
the Division Commander.

E. Tour participants will not bring any items into the facility except those authorized by
the Division Commander.

F. Tour participants must meet the criteria established for admittance at each facility and
the requirements for entrance established in Department Policy 9.20, Facility Entry
Security.

a. Participants of the tour will sign in and out on the visitor’s sign-in sheet located
at the entrance of the facility.

b. Participants will be issued a paper sticker that must be womn visibly on the
outer clothing during the tour. The sticker must be turned in and accounted for
upon departure.

G The tour guide, sergeant or Watch Commander may terminate a tour when necessary
for the safety and security of the facility or for exigent circumstances.

IV.  Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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(Attachment #1)

SANTA CLARA COUNTY DEPARTMENT OF CORRECTION

FACILITY TOUR GUIDE
Request received by:
(Name and Unit)
Date of Request: Time/Date Requested for Tour:
Facility Requested for Tour:
Name of Requester/Contact Person:
Phone: Organization
Reason for Tour:
Number of Participants:

List of Participants; Has been requested () Is attached ()

Participants cleared by: Date:
(Name and Title)
Tour approved by:
(Must be approved by Division Commander or designee)
Tour denied by:
Reason denied:
Tour guide:

Copy of Tour Guidelines provided to contact person ()

Additional Information:




(Attachment #2)

SANTA CLARA COUNTY DEPARTMENT OF CORRECTION
TOUR GUIDELINES

ATTIRE: Dress appropriately

Al IRl S

No shorts

No halter or tube tops

No transparent clothing .

Wear safe, comfortable shoes (no sandals or extremely high heels)
No extreme clothing styles

FORBIDDEN ITEMS

VNN AW

Weapons of any kind (including mace, pocket knives, metal nail files)

Purses, backpacks, briefcases

Cigarettes

Matches, lighters

Any controlled substance

Alcohol

Prescription medications must be cleared prior to tour

Video or tape recording equipment (unless approved by Division Commander)
Handcuff keys

10. Umbrellas
11. In other words, do not bring anything with you but your picture ID, car keys and note-taking

materials, if necessary.

CONDUCT

[

N

Nk W

Tour participants must show a picture ID and sign in on the appropriate log.

An ID sticker or badge will be issued to all guests at the front desk of the facility to be visited. The
sticker must be visibly worn at all times during the tour.

Tour participants will conduct themselves in an orderly fashion.

Unauthorized communication with inmates will not be allowed.

Participants may not give anything to any inmate or accept anything from any inmate.

Tour participants must stay with the designated tour guide at all times.

In the event of an emergency, participants will immediately follow the instructions of the tour
guide.

Violation of any of the above rules may result in immediate termination of the tour.

NOTE: The Santa Clara County Department of Correction has a “NO HOSTAGE” policy. This
means that all reasonable attempts will be made to ensure the safe release of anyone held hostage;
however, no prisoner will be allowed to escape in exchange for the release of any hostage.



(Attachment #3)
SANTA CLARA COUNTY DEPARTMENT OF CORRECTION
TOUR SIGN-UP SHEET
This form should be submitted at least two weeks prior to requested tour date.

Name of Organization: Date of Tour:

Date of
Name Birth M/F CDL or SSN




(Attachment #4)
SANTA CLARA COUNTY DEPARTMENT OF CORRECTION
PERMISSION SLIP / TOUR GUIDELINES
FOR PERSONS UNDER 18 YEARS OF AGE

The mission of the Santa Clara County Department of Correction is to serve and protect the citizens of
Santa Clara County and the State of California by detaining the people under its supervision in a safe
and secure environment while providing for their humane care, custody and control.

Attire: Dress Appropriately

1. No shorts
2. No halter or tube tops
3. No transparent clothing
4. Wear safe, comfortable shoes
Forbidden Items
1. Weapons of any kind
2. Purses, backpacks, briefcases
3. Cigarettes
4. Alcohol
5. Video or tape recording equipment
6. Umbrellas '
7. In other words, do not bring anything with you but your picture ID, car
keys and note-taking materials, if necessary.
NOTE: The Santa Clara County Department of Correction has a “NO HOSTAGE?” policy.

This means that all reasonable attempts will be made secure the safe release of anyone
held hostage; however, no prisoner will be allowed to escape in exchange for the
release of any hostage.

I have read and understand the above guidelines. I give permission for

(name) to tour the Santa Clara County Department of Correction on

(date).

Parent/Guardian Signature Date
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POLICY: It is the policy of the Department of Correction to ensure the working
environment at all facilities is free from all forms of harassment and
discrimination.

The Santa Clara County Board of Supervisors has adopted a policy on Equal
Employment Opportunity that declares that no person shall be discriminated
against with regard to recruitment, selection, appointment, training, promotion,
retention, discipline or other aspect of employment. The Board of Supervisors
further reaffirms that the County will maintain a discrimination-free work
environment. Part of maintaining a good working atmosphere includes
freedom from Sexual Harassment.

PURPOSE: To establish guidelines for the conduct of all Department employees regarding
Sexual Harassment.

DEFINITIONS: The Equal Employment Opportunity Commission (EEOC) Guidelines
define Sexual Harassment as:

Unwelcome sexual advances, requests for sexual favors, and other verbal
or physical conduct of a sexual nature constitute sexual harassment when:

a) Submission to such conduct is made either explicitly or implicitly a
term or condition of an individual’s employment;
b) Submission to or rejection of such conduct by an individual is used

or is threatened to be used as the basis for employment decisions
affecting such individual; or

c) Such conduct has the purpose or effect of interfering with an
individual’s work performance or creating an intimidating, hostile,
or offensive working environment.
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PROCEDURE:

L Sexual Harassment
A Sexual Harassment is employee misconduct and will not be tolerated. Both males
and females are protected from Sexual Harassment.
B. Sexual Harassment in any work relationship is prohibited.
C. Same sex harassment is equally prohibited.
D. The recipient does not have to be the person harassed, but could be a third party

affected by the offensive conduct.

1I. Prohibited Behavior

A.

Sexual Harassment may include verbal, physical or environmental conduct.
Examples of Sexual Harassment include, but are not limited to, the following:

1.

2.

Unwelcome sexual advances;
Displaying sexually suggestive materials or objects;
Leering or making sexual gestures;

Sexually-oriented “kidding” or abuse, sexual jokes, comments about a
person’s body, sexual prowess, or sexual deficiencies;

Subtle pressure for sexual activity;

Physical contact such as patting, pinching or brushing against another
person’s body;

Demands for sexual favors, accompanied by implied or overt promises of
preferential treatment or threats concerning an individual’s status.

Accessing, downloading or displaying sexually suggestive or explicit
material that may be on the Internet and/or sending such material through
e-mail or voice-mail.

Additional examples of Sexual Harassment may include unwelcome
physical touching; impeding or blocking movement; physical interference
with normal work or movement; unwelcome sexual conduct; demands for
sexual favors; offensive jokes; as well as gestures, posters, letters, poems,
graffiti, cartoons, or drawings of a sexual nature that create an offensive
work environment.
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II1.

B.

Retaliation is prohibited against an employee who engages in a protected activity is
prohibited. Some examples of a protected activity are:

1. Complaints regarding sexual, racial or other harassment;
2. Testimony in a case involving Sexual Harassment;
3. Assistance or participation in an investigation, proceeding, or hearing

conducted on such a complaint.

Employer/Employee Responsibilities

A

Employers (supervisor or manager) are responsible for prevention and correction
of Sexual Harassment occurrences in their areas of responsibility;

Employers must take immediate and appropriate action to address conduct which
is Sexual Harassment;

Employers are responsible for making sure employees are aware of this policy;

Employers must do an investigation of all complaints alleging Sexual Harassment,
and must do a preliminary investigation of all instances potentially constituting
harassment that come to the employer’s attention through means other than formal
complaints; ’

Employees are responsible for their own behavior and for assuring that Sexual
Harassment does not occur in the workplace;

Employees who believe that they have been the recipients of Sexual Harassment or
who are aware of an occurrence of Sexual Harassment have an obligation and a
duty to report the potential policy violation to their supervisor or a County Equal
Opportunity representative;

Employer’s supervisory staff who observe or are notified of a complaint or alleged
violation of Department policy shall:

1. Take immediate corrective action to stop the violation if it is ongoing;

2. Immediately notify the Department’s Equal Opportunity Officer;

3. Immediately conduct a preliminary investigation of the complaint or
allegation;
4. Promptly notify the Division Commander of the occurrence.
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IV.  Equal Opportunity Division

A As identified in the County Policy on Sexual Harassment, the Equal Opportunity
Division is responsible for the following:

1. Educating management and employees and informing them of their rights
and responsibilities under this policy.

2. Developing processes for conducting investigations of alleged violations
and advising management on corrective action when violations merit such.

3. Informing each employee of his/her responsibility to report violations.

4. Counseling employees and providing assistance in addressing real or
perceived violations of the Sexual Harassment Policy when warranted.

5. Reviewing the proposed corrective action before such action is taken by
the Chief of Correction in all cases where Sexual Harassment has been
determined.

6. Maintaining the records in all cases where Sexual Harassment has been
determined and keeping these records confidential. If a complaint is made
with Internal Affairs and a case number is assigned, the Internal Affairs
Unit will maintain all original copies of their investigation.

7. The Equal Opportunity Division will be available for consultation with
supervisors, managers, union representatives, and other employees
regarding the Sexual Harassment Policy.

V. Complaint Process

A. The Department of Correction encourages employees who believe they are being
harassed to clearly and promptly notify the offender orally or in writing that his/her
behavior is unwelcome, if possible.

B. If the employee does not wish to confront the offender directly or if such a
confrontation does not successfully end the harassment, the employee can
complain internally to:

1. His/her immediate supervisor, or to any person within the chain of
command or other Department supervisor or manager.

2. The Department of Correction Personnel Manager.

3. The DOC Equal Opportunity Officer.

C. An employee may also complain externally to:
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1.

2.

The State of California Department of Fair Employment and Housing
(DFEH).

The Federal Equal Employment Opportunity Commission (EEOC).

D. When possible, the preliminary investigation shall be completed prior to the time
the supervisor goes off duty, unless the Division Commander has approved
otherwise.

1.

The supervisor shall ensure that statements are obtained from all involved
witnesses before they leave the facility.

2. At a minimum, a copy of the Santa Clara County
Discrimination/Harassment Complaint Form must be completed, either by
the DOC Equal Opportunity Officer or by the reporting supervisor.

E. Absent exigent circumstances, within 30 days of the original notification, the

supervisor or other staff member shall complete the investigation and file a
confidential written report with the Department’s Equal Opportunity Officer
documenting the following:

1.

2.

3.

4.

The complaint or allegation;
The identification of and statements by witnesses;
Statements regarding any corrective action taken;

The recommendation(s) concerning further Department action.

VI.  Disciplinary Action

A Sexual Harassment by any employee may result in disciplinary action up to and
including termination of employment status.

VII.  Policy Revision

A All Department policies will be reviewed not less than once a year. The Professional
Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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SANTA CLARA COUNTY - DEPARTMENT OF CORRECTION
DISCRIMINATION/HARASSMENT COMPLAINT FORM

SECTION 1
Name of Complainant: Job Title: Team/Shift: Telephone:
Home:
Work:
Complainant’s Basis of Allegation:
[CRace []Sexual Harassment [ IDisability [CIReligion [INational Origin
[JSex [ ]Sexual Orientation [JAge [ lOther (Specify)
Date, Location and Details of Incident (Attach Additional Sheets as Required):
Remedy Sought by Complainant:
Complaint Received By: Job Title: Team/Shift: Date:
Complainant’s Signature: Date:
SECTION 2
Letter of Determination: Case Closed By:
[ ]To Complainant
[_1To EOD and Chief of Correction Signature Date
SECTION 3
Persons Notified of Complaint: [_IChief of Correction [ Jinternal Affairs Commander
[ IDOC EOD Representative [ IDivision Commander [JOther (Specify)
Investigation: Findings: Findings Coordinated With:
Began: [_]Allegations Sustained [[JDOC EOD Representative
[_]Chief of Correction
Ended: [ ]Allegations Non Sustained [ ]County Counsel
Corrective Action and Timeline: (Attach Additional Sheets as Required)
Remedial Action Follow-Up:
1* Month 2™ Month: 3" Month:
Date Date Date
SECTION 4
Decision of Chief of Correction on Findings and Remedial Action:
[ concur
Signature Date

[ ]I do not concur and propose that; (attach written recommengdation)




COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.37
No. of Pages: 6

Date of Origin: 16 Jun 1995
Date of Revision: 25 Feb 2004

Chapter: Administration, Organization and Subject: Equal Employment Opportunity
Management

Policy and Procedure Manual

Supersedes: Policy 1.04, revised 01/24/96 I Distribution:

References: The Age Discrimination in Employment Act of 1967; The Americans with Disabilities
Act of 1991; Title VII of the Civil Rights Act of amended in 1972; The California Fair Employment
and Housing Act (1959); The County of Santa Clara Policies approved by the Board of Supervisors
agamst Discrimination, Harassment and Retaliation (2003), Sexual Harassment (1991), and Diversity
(1993).

Signature of ing Authority Current Policy Review
Date of Review: 25 Feb 2004

James AW/ Babcock, Chief of Correction Revisions Made: [X]Yes [ INo

POLICY: It is the policy of the Department of Correction to provide equal
opportunity in employment and equal access to programs, services, and
contracting opportunities.

PURPOSE: To affirm the Department’s commitment to equal employment opportunity
and establish the appropriate procedure for handling discrimination
complaints from its employees.

DEFINITIONS: Discrimination: Differential treatment of individuals due to their race,
color, national origin, culture, ancestry, gender, gender identity, pregnancy,
religion, sexual orientation, marital status, age, disability, medical
condition, political beliefs, or organizational affiliations.

Discrimination Complaint: An allegation that an employee has been
discriminated against or harassed on the basis of their race, color, national
origin, culture, ancestry, gender, gender identity, pregnancy, religion,
sexual orientation, marital status, age, disability, medical condition,
political beliefs, or organizational affiliations. These protected classes are
established by federal, state, or County mandates which provide the
jurisdiction for investigation of complaints by the Equal Opportunity and
Employment Development Divisions of the Employee Services Agency.
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Sexual Harassment: Unwelcome sexual advances, requests for sexual
favors, and other verbal and/or physical conduct of a sexual nature
constitutes harassment when:

1. Submission to such conduct is made either explicitly a term or
condition of an individual's employment; or

2. Submission to or rejection of such conduct by an individual is used
as the basis for employment decisions affecting such individuals; or

3. Such conduct has the purpose or effect of unreasonably interfering
with an individual's work performance or creating an intimidating,
hostile, or offensive working environment.

Harassment: Actions and behaviors that intimidate or demean an individual
based upon his or her race protected class.

Retaliation: Disparate treatment against an individual who participates in a
“protected activity.”

Protected Activity: A person who speaks up about discrimination or
harassment, or files a complaint or participates in the complaint process, is
participating in a protected activity.

PROCEDURES:

L Equal Employment Opportunity

A

The Department of Correction is committed to providing equal opportunity in
employment and equal access to programs, services, and contracting opportunities:
Therefore, no person shall be subject to discrimination or harassment with regard
to any aspect of recruitment or employment with the department. Nor shall any
person shall be denied, or provided unequal access to, programs, services, or
contracting opportunities based upon their race, color, national origin, culture,
ancestry, gender, gender identity, pregnancy, religion, sexual orientation, marital
status, age, disability, medical condition, political beliefs, or organizational
affiliations.

Employees will be treated fairly and without regard to their race, color, national
origin, culture, ancestry, gender, gender identity, pregnancy, religion, sexual
orientation, marital status, age, disability, medical condition, political beliefs,
organizational affiliations or other non-merit factors in employment related
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III.

H.

decisions including, recruitment, examination, appointment, promotion, transfer,
job rotation, training, work assignments, merit increases and overtime.

Interviews will be job related and non-discriminatory.

Retaliation against any person who participates in a Protected Activity is
prohibited.

Supervisors’ and Managers’ job performance evaluations will include a review of
how the Supervisor or Manager handled issues relating to equal employment
opportunity when applicable.

It is the responsibility of Leads, Supervisors, and Managers to ensure a non-
discriminatory, non-hostile work environment.

Supervisors and Managers may be held personally responsible for violations of the
guidelines established by the Equal Employment Opportunity Commission, the
County of Santa Clara, and the Department of Correction.

Appropriate disciplinary action will be taken against anyone violating this policy.

Role of the Chief of Correction

A

The Chief of Correction shall be responsible for ensuring a work environment that
promotes equal employment opportunity.

The Chief of Correction, in conjunction with the Equal Opportunity Division, shall
review and determine all findings of discrimination or harassment.

Role of the Managers and Supervisors

A

Managers and supervisors shall be responsible for ensuring a work environment
free from discrimination and harassment. If such problems should develop,
managers and supervisors are required to take positive action to ensure that the
problems are resolved.

Managers and supervisors will notify the Equal Opportunity Officer of alleged or
suspected cases of discrimination or sexual harassment.

1. Matters related to discrimination or harassment will be investigated in
coordination with the Equal Opportunity Officer.
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2.

The Equal Opportunity Officer will keep management informed as to the
status of a complaint and how it will be addressed.

IV.  Role of the Personnel Manager

A.

The Personnel Manager is responsible for developing and monitoring a work force
utilization analysis.

The Personnel Manager is responsible for coordinating equal employment
opportunity activities, including recruitment, examination, selection, promotion,
and transfer.

V. Role of Equal Opportunity Officer

A

The Department’s Equal Opportunity Officer from the Equal Opportunity Division
of the Employee Services Agency serves as the liaison to the overall Equal

E

1.

ployment Opportunity process. The Department’s Equal Opportunity Officer
will:

Furnish consultation and technical assistance on all aspects of the EEO
process, and will arrange for training as appropriate.

Oversee intervention efforts, evaluate progress, and ensure that all
practices are in compliance with EEO guidelines and are proceeding
appropriately.

Work closely with management in arranging investigations of EEO
complaints and keep management informed of requests to interview staff
and visit work sites. Proposed actions, which result from a discrimination
investigation, will require approval from the Chief of Correction and the
Director of the Equal Opportunity Division before they can be
implemented.

Work with managers and supervisors to assure that approved actions are
initiated.

VI.  Complaint Procedures

A

An employee who feels he or she has been the victim of discrimination or
harassment may initiate a complaint to any of the individuals listed below:

1.

Any Supervisor or Manager
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2. Personnel Manager, telephone (408) 299-2920
3. Department’s Equal Opportunity Officer, telephone (408) 299-2743

4. State of California Department of Fair Employment and Housing (408)
277-1264

5. Federal Equal Employment Opportunity Commission, telephone (408) 281-
7352

Complaints should be brought to the attention of one of the above as soon as
possible unless there are extenuating circumstances that justify a delayed
submission.

An employee may meet with any of the individuals listed above during regularly
scheduled work hours.

1. Requests for time off to meet must be approved by the employee's
supervisor, unless extenuating circumstances exist.

2. Reasonable time off to meet with Equal Employment Opportunity
personnel will be granted upon request.

An employee may meet with EEO personnel on off-duty time or during lunch or
normal breaks. The employee will not be compensated for such time spent
meeting with EEO personnel unless the EEO personnel involved required the
meeting time.

A discrimination complaint is not a labor grievance or an allegation having to do
with work performance issues. Labor grievances are to be handled by
management and Labor Relations.

Case Investigation and Resolution

With regard to formal discrimination or harassment complaints, every effort will be
made to conclude all cases as expeditiously as possible.

1. Investigation of these cases will be a joint effort between DOC
management and the Equal Opportunity Division to ensure these

complaints are appropriately and quickly resolved.

2. In all situations involving badge staff, EEO investigations will comply with
the Peace Officers' Bill of Rights (AB 301).
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3. The Equal Opportunity Division will make independent recommendations
on each case.

B. With regard to sexual harassment complaints, staff will refer to the Department’s
policy on sexual harassment, #1.35.

VIII.  Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.39
No. of Pages: 4
Policy and Procedure Manual Date of Origin: 10 Oct 1996
Date Revised: 12 Mar 2001
Chapter: Adminidration, Organization Subject: Violence in the Workplace
and Management
Supersedes: All Previous Orders (9.24) Distribution:

References. County of Santa Clara handbooks - “Workplace Violence Prevention, A
Guide for Employees, and A Guide for Supervisors’

Signature of Issuing Authority Current Policy Review
Date of Review: 12 Mar 2001
Chief of Correction RevisionsMade: X]Yes [ INo
POLICY: Santa Clara County is committed to serving a wide range of citizers,

some of whom can be under severe stress and have nowhere ese to
turn. Providing services to these and other persons can place county
employees in a pogtion of vulnerability to violence or threstening
behavior. The Department of Correction vaues its employees and
clients and is committed to providing workplaces and facilities that are
free from violence. The policy of the Department of Correction is
to minimize the impact of workplace violence through diligence,
preparation and training. Employees ddl place safety as the highest
concern, and shal report al acts of violence and thrests of violence.

PURPOSE: To provide guidelines for the implementation of the Santa Clara County
Workplace Violence Prevention Policy.

PROCEDURE:

l. Threats of Workplace Violence

A. Type | - An incident when the violent person has no legitimate relationship to the
workplace and usudly enters the workplace to commit arobbery or other crimind act.

B. Type Il - An incident involving a violent act or threst by a recipient of a service
provided by the County or an outside contractor for the County.

C. Type Il - An incident committed by an employee or former employee seeking revenge
for percaeived unfair treatment by a co-worker, supervisor or manager.

D. TypelV - Anincident involving a domestic disoute where an employee is threatened at
work by someone with whom the employee has a persona relationship.
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. Warning Signs of Workplace Violence

A.

Incidents of workplace violence are frequently caused by anger or frustration related to,
obsessive love affairs or domestic disputes that pill over into the workplace.

A thredt is the clearest indicator of potentid violence (includes direct threets, veiled
threats and threats conditioned upon other actions). An employee who receives
repeated phone cdls of an annoying, harassing or volatile nature, for example, should
report them to a supervisor.

Other dgns or behaviors, which may be identified dong with threats, include a person
who:

?7? isunusudly argumentative

?? doesn't cooperate well with others

?? hasaproblem with authority figures

?7? frequently blames othersfor his or her problems

?7? changes hisor her work patterns with acts of tardiness or absentegism

?? demondtrates extreme or bizarre behavior

?? frequently appears depressed

?? isinvolved in dcohal or drug abuse

?? hasahigory of violence

?? exhibits a preoccupation with wegpons and their use to harm self or others

It is certainly possible that a potentidly violent person may not exhibit any of the sgns
listed above. Therefore, caution must be exercised to avoid over reacting. For
example, just because an employee is argumentative does not necessarily mean that the
employee will aso become violent.

. Reporting Incidents of Workplace Violence

A.

Employees can decrease the odds of workplace violence if angry outbursts are not
ignored and any violence or threats of violence which occur in the workplace are
reported.

Any employee, while in the workplace or while on County business, who observes or
hears a person (eg., employee, vidtor, contractor, vendor, client, patient) who
threatens, attempts, or commits a prohibited behavior or act of violence shdl
immediately notify his or her immediate supervisor.

Any employee while in the workplace, or while on County business who observes or
has a reasonable suspicion of physical abuse or threat of violence to another County
employee is required to report such suspicion to his or her immediate supervisor.

Any employee who observes or becomes aware of any wnauthorized possession, use,
transferring, or sdling of a weapon a a County work Ste, or any other location while a
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County employee is on County business shdl immediately report this to his or her
immediate supervisor.

E The Depatment of Correction will make every reasonable effort to maintain the
confidentidity of individua(s) reporting incidents of workplace violence. However, no
guarantees can be made in dl Stuations as the identity may be criticd to the investigation
and/or incident.

V. Employee’ s Responghility

A. Employees should learn to recognize and respond to behaviors that may indicate a risk
of violence,

B. Employees shdl place safety as the highest concern and shall report al acts of violence
and threets of violence. If an employee becomes aware of a threat or act of violence,
the following action is required:

1. The employee must immediatdy notify a supervisor. Badge staff must notify the
duty sergeant if their supervisor is not on duty.

2. The employee must provide written documentation.
V. Supervisor's Respongihilities
A. Supervisors shdl make safety their highest concern and:

1. Ensure dl employees under ther authority receive periodic training on
emergency procedures and workplace violence prevention.

2. Be aware of the informationa resources available (eg., County Handbook
entitted “Workplace Violence Prevention, A Guide for Employees’ and “A
Guide for Supervisors’).

3. Forward to Centrd Training records of dl training provided which includes the
date of training, name of person providing training, names of employees present
during the training, topics covered and length of training sesson.

B. When made aware of a red or perceived threat of violence, supervisors will
immediatdy notify the Watch Commander, Assstant Divison Commeander or Divison
Commander, or the Duty Officer in their absence.

1. Supervisors shdl conduct a thorough investigation, provide support for
employees, and take specific actions to help prevent acts of violence, induding
but not limited to, contacting appropriate law enforcement agencies with
jurigdiction.
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2. All action, investigations and notifications shal be documented to the Divison
Commander.

VI.  Divison Commander/Unit Manager's Respongbilities

A.

Each Divison Commander/Unit Manager will ensure al employees have access to the
County handbook, “Workplace Violence Prevention, A Guide for Employees,” through
the Divison's Safety Center or other informational centers located as follows:

1. Main Jal Safety Center at Main Jail North across from Central Control.

2. Elmwood Safety Center at Elmwood' s Administration lobby.

3. CCW Safety Center at CCW' s staff lounge.

4, Centrd Training at Elmwood

Each Divison Commander/Unit Manager will ensure the appropriate measures are
taken in a case of an incident involving workplace violence by referring to the
Department’ s policies and procedures that include, but are not limited to:

1. Occupationa Injury and Iliness Safety Policy and Procedure

2. Emergency Plan Policy and Procedure
3. Critica Incident Review Policy and Procedure

VII.  Centrd Training' s Responghility

A.

Centrd Training will ensure that al employees of the Department of Correction receive
the initid training on Workplace Violence Prevention, and are issued the County’s
handbook, “Workplace Violence Prevention, A Guide for Employees.”

Centra Training will ensure that Workplace Violence Prevention is taught in dl training
programs for new employees.

Centrd Training will provide supervisors with the County handbooks on workplace
violence prevention and videos on workplace violence prevention as needed to conduct
periodic employee training.

Centra Training will maintain a record of the training provided to each individud
employee concerning workplace violence prevention.

VIIIl. Policy Revison

A.

All Department policies will be reviewed not less than once a year. The Professond
Compliance and Audit Unit will establish an annud schedule identifying policies to be
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Policy Number: 1.41
No. of Pages: 10

Date of Origin: 01 Feb 1992
Date Revised: 19 Jun 2009

Subject: News Media Relations / Public

Department of Correction

Policy and Procedure Manual

Chapter: Administration, Organization and

Management Information
Supersedes: 1.41 rev. 02/02/04 I Distribution:

References: ACA 3-ALDF-1A-19, 1A-19-1, California Government Code Sections 6253 and
6254; California Penal Code Sections 11075, 11076 & 11 140-11144; People v Archer 12/22/08
(Stipulation and Order Re: Inmate Pro Per Rights and Privilegis)

Signature of Issuing Authority Current Policy Review
e et o O U | pate of Review: 19 Jun 2009
Edward C. Flores, Chief of Correction Revisions Made: &Yes DNO
POLICY: It is the policy of the Department of Correction to maintain positive,

informative relationships with the public, the media, and other
agencies with related functions, consistent with the security and
privacy interests of the Department of Correction, its staff, and the
inmates confined in its facilities.

PURPOSE: To establish a uniform procedure and provide guidance for the
dissemination of information to members of the news media and
public, as well as, permitting media interviews with specific inmates
while ensuring compliance with statutes, regulations and policies.
There is no intent to provide publicity for an inmate or special
privileges for the news media, but rather to ensure a better-informed
public.

DEFINITIONS: News Media Representative: A reporter for the general circulation
newspaper, news magazine, local, national or international news
wire service, radio or television station holding a Federal
Communications Commission License, or a cable television station.

Public Information: That information, as defined by California
Government Code 6253 and 6254, which must be provided upon
request to any citizen or group of citizens.

Public Information Officer (PIO): A staff member designated to
provide information to the news media and general public.

Sensitive Information: Information related to systems, structures,
individuals and services essential to the security, government or
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PROCEDURE:

economy of the County, including telecommunications (voice and
data transmissions and the internet), electrical power, gas and oil
storage and transportation, banking and finance, transportation, water
supply, emergency services (medical, fire and police services), and
the continuity of government operations.

Officer-Involved Incident: Any incident in which a peace officer or
custodial officer, acting under color of authority, is directly involved
where death or the serious likelihood of death results.

L Public Information Officer (PIO):

A.

The PIO is a staff member designated by the Chief of Correction. The Chief of
Correction, Assistant Chief and the PIO are the only staff authorized to make
official statements to the media on behalf of the Department, unless otherwise
ordered by the Chief of Correction.

Duties of the PIO may include, but are not limited to, the following:

L.

Notifying representatives of the media of news conferences: At his or her
discretion, the PIO may also telephone or fax information directly to
television, radio or cable stations, or news publications.

Notifying members of the news media of newsworthy information,
including, but not limited to: escape of potentially violent inmates, major
fires, jail deaths, hostage situations, and positive news such as acts of
heroism, outstanding accomplishments by officers or inmates and new and
innovative programs or policies.

Information regarding escapees that may be provided to the news
media includes:

D Photos of the escapee(s), if available

2) The escapee(s) name, sex, age, physical description, address,
current charges, arresting agency, court of jurisdiction, place
and type of confinement (e.g. minimum, medium or
maximum security), the possibility of vehicles being used,
and whether it is believed the escapee is armed.

Information regarding in-custody deaths will not be released to the

news media until the Department has been advised that the Coroner
has made contact with the next of kin. However, after next-of-kin
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notification has been confirmed, information relative to the identity
of the inmate may be released.

3. Coordinating news conferences and media attendance at functions such as
program graduations, inmate interviews, and facility tours.

a. At the request of the Chief of Correction, Assistant Chief, Division
Commander or PIO, the Assistant Division Commander at each
facility shall be responsible for assisting with the news coverage
interviews or tours of the facility.

4. Posting newsworthy information on the Department’s Website.

a. It is the responsibility of the Department’s PIO and Executive Staff
to determine what materials might be exploited on a public site and
to review and minimize areas of potential risk to public security by
removing that information from its web site. The PIO will regularly
review all contents on the Department’s public web site for Sensitive
Information.

b. When reviewing data, security concerns may not always be obvious.
A particular piece of information may seem harmless, but when
used together with other publicly available data, the combination
could be useful for those with malicious intent; therefore, it is
incumbent on all employees of this Department to report any
concerns with regard to Sensitive Information on the Department’s
web site

c. Sensitive Information will remain publicly available to the extent
mandated by law, including the California Public Records Act. If
there are any questions about disclosure requirements to particular
information maintained by the Department, employees will refer
those questions to their Division Commander.

C. Dissemination of Information to the media
1. Requests from the media for information about the Department shall be
referred to the PIO.
2. Information involving normal day-to-day operations may be provided to the

news media by any supervisor of the Department; however, the supervisor
providing the information must take into consideration if he or she is
qualified to respond, and if the person making the request is the proper
person to receive the information. Only facts should be provided, not
opinions. If the supervisor has doubts or questions, the matter should be
referred to the P10.
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Requests for information regarding inmates in custody shall be referred to
the PIO.

A news media interview or photograph of a suspect in custody shall not be
permitted against the suspect’s will without a verbal or written Court Order.
The media may take non-posed photographs of a suspect during routing
travel to and from court.

If there is an incident that is of high media interest, the Chief of Correction
or, in his or her absence, the Assistant Chief, will notify the members of the
Board of Supervisors.

Requests from the media for information about an Officer-Involved Incident
shall be referred to the Sheriff’s Office designated the Primary Agency with
geographic jurisdiction over the incident. The P.1.O for the Department of
Correction will limit his or her comments to the following areas:

a. The employer-employee relationship; however, the names of the
involved officer(s) will not be released until 24 hours after the

incident to allow for appropriate notifications.

b. Information that has been cleared for release by the Sheriff’s Office.

Information that shall not be released to the media:

1.

6.

The confession, admission, or statement by a defendant with respect to
his/her crime or his/her refusal to make a statement.

The prior criminal records of a defendant, or his/her reputation or character
in the community.

A statement expressing a belief in the guilt or innocence of a defendant or
his/her possible plea.

The results of a test or a defendant’s refusal to take a test such as a lie
detector, paraffin, blood, or urine test, or the results of a line-up or

fingerprint comparison.

The name of a victim of suicide or homicide before the next-of-kin has been
notified.

Inmate visitor information.

Information that may be released to the media:
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II.

1. A general description of the facts of a crime that occur in the jail.

2. The circumstances of the suspect’s arrest, including the date, time, place,
and persons present.

3. The identity of the defendant, including name, city of residence, occupation,
and family status.
4. The court schedule of activities such as arraignment, preliminary

examination, trial department number, and name of judge before whom the
defendant appears.

5. The material contained in the public record of the case when record was
made during hearings open to the public.

Caution should be exercised with respect to statements based upon
public records. Affidavits for Search Warrants and Arrest Warrants
are public, but frequently contain material that should not be released
to the media as indicated above. Once such material is introduced
into evidence at a public hearing or trial, it may be released to the
media.

0. Photographs

News media access

Actual booking photos will not be given to the media.

Photographs or videotaped pictures of a booking photo will be
allowed if:

D) The inmate is fully sentenced.

2) The inmate is not fully sentenced and the arresting agency
gives permission for a photograph to be released.

3) The subject is currently in custody.
The Public Information Officer may also e-mail inmate booking

photographs to media representatives when all the criteria above
have been met.

A. Pre-arranged news media visits to the facilities are encouraged. When requesting
access to the facilities, news media representatives must provide the following
information in writing to the PIO:
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Media representative’s full name, social security number, date of birth, race
and gender. This information is required to complete a background check.

Purpose of the visit.

Date, time and estimated duration of visit.

Name(s) of persons to be interviewed.

Proposed use of camera or other recording devices. These items will be

subject to approval by the PIO and/or Division Commander for use inside
the facility.

B. When access to the facilities is approved for a news media representative, the
following will apply:
1. Media representatives must provide positive identification.
2. Media representatives will be subject to the facility’s search procedures.
3. Media representatives must sign a News Media Agreement.
4. Media representative must be escorted by badge staff at all times. Random
access, not specific to the purpose of the visit is prohibited.
5. Media representative may be restricted to a designated area during an
emergency.
1L Media Interviews with inmates
A. Inmates may correspond with representatives of the news media via U.S. mail, and

may be permitted in-person and/or telephonic interviews. In-person inmate
interviews may be permitted when the following conditions are met:

1.

2.

The inmate wishes to be interviewed.

The inmate signs an Inmate Consent Form (Attachment). The signed form
shall be forwarded to the Administrative Booking Unit and filed in the
inmate’s booking record.

The interview will not jeopardize the current safety and of the facility.

The interview will not be detrimental to the welfare and best interest of other
inmates.

The inmate is not diagnosed as psychotic.
1.41-6



6. The interview is approved by the Chief of Correction, Assistant Chief,
Division Captain, or PIO.

Interviews should be requested as far in advance as possible and will be conducted
only between the hours of 0900-1030 and 1200-1700, weekdays, unless there are
extenuating circumstances.

Interviews will be conducted under conditions the PIO and Division Commander
deem appropriate including time, place and length of interview. The Division
Commander may dictate security needs, size of film crew, amount and type of
recording equipment to be allowed into the facility. The requesting party, prior to
the interview, should specify the type of equipment to be used and the electrical
needs.

Interviews between the news media and an inmate shall be visually supervised by an
officer.

1. The purpose of this supervision is for security only. No censorship is
intended or authorized.

2. The requesting Media Organization may be asked to reimburse the
Department for costs associated with additional staff required for
appropriate security to conduct the interview. The Media Organization shall
be advised of any costs prior to the interview and arrangements shall be
made by the PIO

Prior to granting an interview with an unsentenced inmate, the P1O will contact the
District Attorney’s Office to ascertain if any “Gag Orders” have been issued

regarding the case.

The PIO will make a courtesy notification to the arresting agency handling the
investigation.

An inmate using his/her normal authorized visit to speak with a new media
representative will be handled as any other visit.

The PIO will handle extraordinary media interest on high profile inmates as follows:

l. Within 24 hours of booking, the PIO will compile a list of media
organizations that have expressed interest in interviews with the inmate.

2. At the end of the 24-hour period, the PIO will contact the inmate to inquire
if he or she is interested in interviews with the media.
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IV.
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3. The PIO will inform each media representative of the inmate’s wishes and,
if appropriate, will make interview arrangements with the media
representative and the Division Commander. If the inmate is interested in
being interviewed by more than one media representative, the PIO will make
arrangements to conduct the interview as a news conference to minimize
facility disruption.

Media Interviews with staff

A.

The First Amendment of the Constitution of the United States protects the right to
freedom of speech. No staff member will be prohibited from speaking to any
member of the news media. However, it is strongly advised that staff contact the
PIO if a member of the media contacts them requesting an interview.

Spot news or rapidly developing events

A.

News media representatives may be given access to cover spot news or rapidly
developing events; however, a Division Commander or higher ranking staff member
may impose limitations or set conditions for such access when, in his/her judgment,
such access would constitute an immediate threat to safety or generate serious
operational problems.

News media representatives may be barred from the facilities during facility
disruptions.

News media representative may be limited in the use of motion picture, television,
or other media equipment in sensitive areas during those times when the presence of
such equipment might precipitate disruption.

Conduct by members of the News Media

A.

Any member of the news media who does not follow the guidelines and procedures
established by the Department may be denied access to the facilities.

All members of the news media shall be advised by the PIO of the Department’s
“No Hostage Policy.”

Public Information

A.

Information maintained by this Department including Sensitive Information will
remain publicly available to the extent mandated by law, including the California
Public Records Act.

1. As required by California Code of Regulations’ Title 15 public information
plan section #1045, the appropriate policies covering the topics in that
section will be included in the policy manual as unrestricted policies.
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Policies and procedures relating to the security of the facility will be
classified as restricted and will not be available to inmates or the public.
Making the policies available for review will not include providing copies of
such policies.

a. Policy Manuals containing the Department’s unrestricted policies
will be made available to the public and inmates upon request.

b. The Division Commander for each facility is responsible for
maintaining a manual at each facility’s public entrance.

c. If an inmate wishes to review Department policy and procedure, he
or she must complete an “Inmate Request Form” to the law library
coordinator.

d. If a member of the public wishes to review Department policy and

procedure, he or she must go to any of the Departments’ public
facility lobby entrances. Upon request, the Officer assigned to the
lobby will make the policy manual available for review.

B. If there are any questions about disclosure requirements to particular information
maintained by the Department, employees will refer those questions to their
Division Commander. The Division Commander may consult with the
Department’s County Counsel representative if he or she is uncertain about the
disclosure requirements.

VIII. Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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COUNTY OF SANTA CLARA
DEPARTMENT OF CORRECTION
INMATE CONSENT FORM

I hereby consent to be interviewed, photographed, and/or video taped by employees, agents or
officers of newspapers, magazines, television, cable, Internet, or radio (hereafter referred to as the
“media”).

[ also give my permission for said interviews, photographs, digital images, and/or videotapes to be
used and/or published.

I hereby release the Santa Clara County Department of Correction and the County of Santa Clara
from any and all actions, claims, demands, damages, costs, loss of services, expenses and/or
compensation on account of, or resulting from, any and all known and unknown injuries or
damages resulting from the use or publication via the media.

Date Facility

Name of Inmate (print) Signature of Inmate
Booking Number PFN

Witness Name (print) Witness Signature
Rev. 06/09

Policy 1.41 News Media Relations / Public Information
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COUNTY OF SANTA CLARA

Department of Correction

Policy and Procedure Manual

Policy Number: 1.45

No. of Pages: 2

Date of Origin: 01 Mar 1993
Date Revised: 05 Mar 2001

Chapter: Adminigration, Organization and Subject: Request for Lega Opinion from
Management County Counsdl
Supersedes. All Previous Orders Disgtribution:

References: 3-ALDF-1A-20

Signature of Issuing Authority

Current Policy Review

Date of Review: 05 Mar 2001
RevisionsMade: DXYes [ INo

Chief of Correction

POLICY: It is the policy of the Department of Correction to ensure the Chief of
Correction and/or the Asssant Chief of Correction approves dl
requests for lega opinions from County Counsdl.

PURPOSE: To give proper direction regarding requests for legd opinions from
County Counsdl in order to restrict and prevent duplication of requests.

PROCEDURE:

l. Process for Requesting Lega Opinions From County Counsel

A. All requests for legd opinions from County Counsd must be approved by the Chief of
Correction or Assstant Chief of Correction.

B. Requests for legd opinions must be reviewed by the appropriate Department
adminigtrator, manager, or supervisor prior to final gpprova by the Chief of Correction
or Assgtant Chief of Correction.

C. Reqguests should be communicated in writing or by e mail with the subject identified as
“Request for Lega Opinion,” requests may be made ordly if timeis of the essence but
should be followed by awritten record of such request.

D. After the request has been approved by the Chief of Correction or Assstant Chief of
Correction, the following will occur:

1 Forward the origind to the Deputy County Counsel assigned to assst the
Department of Correction and a copy to the Chief of Correction’s Confidentia
Secretary, who will maintain a file of dl opinion requests and written
responses.
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2. The employee receiving County Counsdl’ s response will forward a copy to the
Chief of Correction’s Confidentid Secretary.

. Policy Revison
A. All Department policies will be reviewed not less than once a year. The Professond

Compliance and Audit Unit will establish an annud schedule identifying policies to be
reviewed during a pecific month.
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COUNTY OF SANTA CLARA

Department of Correction

Policy and Procedure Manual

Policy Number: 1.47

No. of Pages: 2

Date of Origin: 22 Jun 1996
Date of Revision: 22 Aug 2008

Chapter: Administration, Organization, and
Management

Subject: Staff Communication With Defense
Attorneys

Supersedes: Old Policy 1.25 rev. 09/11/97,
Elmwood Procedure 112

Distribution:

References: None

Signature of Issuin Authorlty

%S\Q\

Edward C. Flores, Chief of Cotrection

Current Policy Review

Date of Review: 22 Aug 2008
Revisions Made: XlYes QNO

POLICY: The Department of Correction will not restrict staff members from
voluntary communication with inmate defense attorneys.

PURPOSE: To provide guidelines for staff members who wish to provide
information to defense attorneys regarding their personal
knowledge of an inmate’s in-custody behavior.

DEFINITIONS: None

PROCEDURE:

L Staff Communication With Defense Attorneys

A. No staff member will be restricted from voluntary communication with inmate

defense attorneys. If a staff member wishes to make a comment as to their
personal knowledge of an inmate’s behavior, he/she will be allowed to do so.

II. Attorney Request for Staff Interviews

A. All requests from attorneys to speak with staff regarding their client’s in-custody
behavior shall be referred to the appropriate Team Sergeant or supervisor prior to

the interview.

B. The Team Sergeant will clarify the reasons that the attorney wishes to speak with
the employee and determine if it is appropriate.

1. If the officer is a victim or a witness in the inmate’s case, it would not be
appropriate for the officer to communicate with the defense attorney
without a subpoena or the District Attorney’s knowledge/approval.
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C. Once the Team Sergeant has approved the attorney visit with the staff member,
the supervisor will then make arrangements for the interview to take place.

D. The Team Sergeant will clarify to the staff member that the information he/she
gives to the defense attorney is voluntary and should only include his/her opinions
as to the in-custody behavior of the inmate. Official records, such as Classification
records, or information associated with restricted policies are not to be released.

E. In the event that the defense attorney wishes to interview a significant number of
officers, possibly disrupting facility operations, the supervisor should closely
monitor the situation to prevent any problems.

111 Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.49
No. of Pages: 2

Date of Origin: 21 Oct 1992
Date of Revision: 22 Aug 2008

Chapter: Administration, Organization and Subject: Facility Bulletin Boards
Management

Supersedes: Old Policy 1.19 rev. 09/10/97, Distribution:
CCW Procedure 110

References: Memorandum of Understanding Between All Applicable Bargaining Units and Santa
Clara County

Signature of Issuing Agthority Current Policy Review

Policy and Procedure Manual

A _ [ Date of Review: 22 Aug 08

Edward C. Flores, Chief of Correction Revisions Made: [X]Yes [ |No
POLICY: It is the policy of the Department of Correction to provide adequate

and accessible space on facility bulletin boards for the posting of
employee official Bargaining Unit communications. Labor
Bargaining Units includes the CPOA, DSA, Local 715, Local 1587,
and CEMA.

PURPOSE: To provide guidelines for the maintenance of facility bulletin boards
which comply with the agreements entered into by the County of
Santa Clara with the various employee bargaining unions and
associations.

DEFINITIONS: None
PROCEDURE:
L Dedicated Facility Bulletin Boards

A. Each Department of Correction facility will establish permanent locations for
bulletin boards with adequate and equal dedicated space for each of the primary
employee bargaining units.

B. The dedicated bulletin board space is to be used for the posting of official
communications that have been prepared by and/or approved by the governing
board of the involved employee bargaining union or association.

C. The dedicated bulletin board space is not to be used for personal business and shall

not violate any departmental policy for written materials, i.e., any materials that
could be construed as being offensive.
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D. It is the responsibility of the employee bargaining units to ensure the material on
their bulletin boards remains current..

E. It is the responsibility of the Division Commander or his/her designee to restrict or
remove any material/information that is offensive and that may interfere with the
good order of the facility.

II. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 1.55
No. of Pages: 9

Date of Origin: 31 Mar 1994
Date of Revision: 02 Feb 2004

Chapter: Administration, Organization and Subject: County Vehicles — Use and Control

Mangement
Supersedes: Policy 9.15, Use of County Distribution:
Vehicles rev. 03/11/98
References: Santa Clara County policies 213, 430, and 432; County Executive Management
Salary Ordinances; Related Memorandum of Understandings; California Vehicle Code

Policy and Procedure Manual

Signa S Authority Current Policy Review

Date of Review: 02 Feb 2004
Revisions Made: X]Yes [ |No

James W. Babcock, Chief of Correction

POLICY: It is the policy of the Department of Correction to procure, assign,
and operate County owned or leased vehicles in accordance with
County policy and applicable laws.

PURPOSE: To establish guidelines for the assignment and operation of County
vehicles.
DEFINITIONS: County Vehicle: Any vehicle owned or leased by the County of

Santa Clara or any vehicle operated by a County employee during
the course of that employee’s work related duties.

PROCEDURE:
L County Vehicle Driver Licensing Requirements
A. Department staff operating a County vehicle or their personal vehicle while on
county business must possess a valid California driver's license and a valid

County driver's permit.

B. The Department’s Personnel Unit issues and controls County driver's permits as
part of the County’s SAFE Driving Program.

1. Staff requesting an initial County driver's permit must complete the
County’s four-hour SAFE Driving Program Course.

2. Once the County SAFE Driving Program Course is completed, staff will

complete all the appropriate Department of Motor Vehicle clearance
paperwork through the Personnel Unit.
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3. Once clearance from the Department of Motor Vehicles is received by the
Personnel Unit, the County driver’s permit will be issued.

4. Permits must be signed by the Chief and shall be effective for a period of
three years from the date of completion of the SAFE Driver's Course.

a. Permits may be renewed by completing either a two-hour SAFE
Driving Program Course through the Department’s Central
Training Unit/Personnel Unit or a four-hour SAFE Driving
Program Course through GSA.

b. If a County driver’s permit is over ninety days expired, the four
hour GSA course must be completed to renew the permit.

S. Staff are responsible for maintaining a valid California driver’s license and
County driver’s permit.

Staff operating transportation buses must maintain a valid Class B California
driver license.

1. The Sheriff’s Transportation Division manages training and compliance
for staff authorized to operate buses.

2. Staff operating buses will do so in accordance with their training and
applicable laws.

Staff no longer employed with the Department must return their County driver's
permit to the Department Personnel Unit. The Personnel Unit will notify G.S.A.
Insurance and the Department of Motor Vehicles that the employee is no longer
employed with the Department.

IL Vehicle Assignments

A.

The County’s Fleet Management Division will be responsible for the procurement
and issue of County vehicles. Once vehicles are issued to the Department, they
will not be exchanged with other County Departments without the approval of
Fleet Management staff.

Executive Managers, as designated by the Executive Management Salary
Ordinance, and Lieutenants, as contractually authorized, will be issued a County
vehicle.

Staff who are on-call and required to respond immediately to emergencies or to
other exigent situations may be contractually issued a County vehicle.
Authorization for the issue of a vehicle for on-call staff will be made by the Chief
or Assistant Chief.
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The assignment of County vehicles for authorized Department staff will be
determined by the Chief with consideration given to such factors as rank, position
and seniority.

A designated number of pool vehicles will be issued to the Department through
the Fleet Management Division. The assignment of Department pool vehicles to
individual Divisions or Units will be made by the Chief. |

The Department will be assigned a designated number of inmate transportation
vehicles through Fleet Management and the Sheriff’s Transportation Division.
Transportation vehicles will be controlled by the Sheriff’s Transportation
Division.

ML Use of County Vehicles

A.

County vehicles will only be used for official business. County regulations
prohibit passengers, except in the course or performance of county business.

Note: This does not apply for those staff members who have been issued or
assigned a County vehicle for personal use or permanent on-call assignments.

Staff assigned to temporary on-call assignments are not permitted to use vehicles
for personal use, except during those periods of on-call assignment when the
nature of the assignment creates a high probability of an immediate response to a
call. Any such personal use during this time is exempt from the passenger
prohibition. Temporary on-call assignments may be authorized by the Chief or
Assistant Chief.

Staff operating County vehicles will do so in accordance with local, state and
federal laws and regulations.

1. Operators of County vehicles will be responsible for their own parking
tickets and traffic citations that are issued as a result of operating a County
vehicle.

2. In accordance with State law, seat belts will be worn by all occupants of a

County vehicle while it is in operation.

Note: The use of seat belts does not apply to persons riding in the
passenger compartments of Department utilized transportation buses or
vans.

3. In accordance with State law, children under the age of six years or under

sixty pounds will be properly fastened in an appropriately secured child
safety seat when riding in a County vehicle.
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IV.  Transportation Vehicles

A. Staff operating transportation vehicles will conduct safety inspections of those
vehicles prior to use.

1. Safety inspection information will be documented on one of the following
inspection forms:

a. For vans or sedans, the Transportation Vehicle Check Out Log
form.
b. For buses, the Driver’s Commercial Vehicle Inspection Report
form.
2. If the inspection results in a problem with the vehicle, the inspecting staff

member will complete a GSA Vehicle Maintenance Form, noting the item
or items in need of maintenance or repair.

a.

The staff member will forward the maintenance form and the keys
to the vehicle to their Division’s Administrative staff.

The Division’s Administrative staff will ensure that the vehicle is
delivered to Fleet Management for needed repairs and servicing.

The Division’s Administrative staff will forward a copy of
maintenance form to the Sheriff’s Transportation Division for
notification purposes.

Note: If a replacement vehicle is needed, the Division
Commander/designee may inquire about a temporary replacement
vehicle through another Division or the Sheriff’s Transportation
Division.

B. Staff operating transportation vehicles will document applicable transporting

activity.

1. Transporting activities will be documented on one of the following forms:

a.

When transporting in a van or sedan, the Transportation Vehicle
Check Out Log form will be utilized.

When transporting in a bus, the Driver’s Daily Log Book form will
be utilized. The Driver’s Daily Log Book is a standard log book
form issued by the Department of Transportation to commercial
vehicle drivers for the purposes of logging and tracking transport
and driving activities.
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C. Completed Transportation Vehicle Check Out Logs, Driver’s Commercial Vehicle
Inspection Reports and Driver’s Daily Log Books will be forwarded to the
Division’s Administrative staff for filing and retention..

V. Vehicle Accidents

A. When a staff member is involved in a vehicle accident or collision while driving a
County vehicle, the staff member will:

1.

Notify and request response from the local police agency, the Sheriff’s
Department (299-2311) and your supervisor.

a.

The local police agency will be notified to generate a report of the
accident.

The Sheriff’s Department will be notified as part of Risk
Management’s Auto Accident procedures.

Note: Depending on the circumstances of the accident (damage,
injuries, location of the occurrence), the local police agency, the
Sheriff’s Department or your supervisor may or may not respond.

Complete a Santa Clara County — Vehicle Accident / Incident Report and
an Employees Report detailing the circumstances surrounding the incident
and submit them to your supervisor, or the supervisor on duty.

a.

The supervisor will forward the Employees Report and a copy of
the vehicle accident report to the Division Commander via the
Chain of Command. The original accident report will be submitted
to ESA Risk Management, Insurance Division, 1735 N. First
Street, Suite 108, San Jose, CA 95112. The report may be faxed
first to Risk Management at (441-6498) and then submitted
through the mail.

If the accident involves a serious bodily or personal injury or major
property damage, the supervisor will notify Risk Management
(392-3460) and submit the vehicle accident report as soon as
possible. If the situation takes place during non-business hours, on
weekends or holidays when Risk Management is not open for
business, the supervisor will contact the on-call investigator for
County Counsel via the Sheriff’s Department Operations Desk at
299-2674.

If the accident is minor in nature, the supervisor will submit the

vehicle accident report within twenty-four hours or on the first
working day after a weekend or holiday, as applicable.
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B. The following are general staff guidelines in the event of an accident:

1. Do not move your vehicle from its present location until advised to do so
from responding law enforcement, unless:
a. The accident is minor and the traffic is heavy.
b. Your vehicle represents a serious traffic hazard to other vehicles.

2. Determine if anyone is injured.

3. Set emergency road flares or other warning devices (e.g. four-way
flashers) around the scene, as necessary.

4, Call 911 for local police agency response (local police agency will decide
if they will respond).

5. Call Sheriff’s Department for response at 299-2311 (Sheriff’s Department
will decide if they will respond).

6. Notify your on duty supervisor (your supervisor will decide if he or she
will respond).

7. Ensure that the responding agencies or your supervisor takes photographs
of any damage.

8. Obtain available witness information.

9. Do not discuss the accident with anyone except:
a. The investigating police officer
b. The County Insurance Adjuster or Sheriff
c. Your supervisor

10. Do not admit responsibility or liability for the accident.

11. Do not sign anything except the Police Accident Report and a citation, if
applicable.

C. For transportation vehicles involved in an accident or collision, refer to

Department policy 9.31, Inmate Movement and Transport for specific guidelines.

VI.  Vehicle Towing

A. Guidelines for arranging towing services will vary depending on the vehicle.

B. For vehicles under warranty, the following guidelines will apply:
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1. Staff will arrange for towing service by calling the warranty approved
road- side assistance 800 number.
2. Road-side assistance will have the vehicle towed to the nearest warranty-
approved dealership for needed repairs.
3. Staff will contact the County’s Fleet Management Division (299-3977)
and inform them of the situation.
C. For vehicles not under warranty, guidelines for arranging towing service will vary

depending on the location of the vehicle (within the County or out of County).

1.

If the vehicle is located out of County, towing services may be arranged
through the staff member’s personal road-side assistance service (e.g. AAA)
or through the County’s Fleet Management Division (299-3977).

a. Once towing service is on scene, the vehicle will be towed to the
nearest repair shop or dealership for repair assessment and
estimates.

b. Once repair estimates are determined, staff will notify Fleet

Management of the repair estimate cost.

c. Fleet Management staff will decide, based on the cost of the repair
estimate, whether the needed repairs will be done at the current
repair shop/dealership or if the vehicle will be towed back to a Fleet
Management garage for needed repairs.

If the vehicle is located within the County, towing services will be arranged
through the County’s approved towing contractor (San Jose Towing at 295-
7488).

a. The vehicle will be towed to the closest Fleet Management garage
location: The primary garage located in the main County parking
lot (San Pedro at Younger) or the South County garage located in
San Martin.

b. The staff member assigned to the vehicle will complete a GSA
Fleet Management Vehicle Service Request form detailing the
needed repair on the vehicle and submit it along with the keys to
the appropriate Fleet Management location.

Note: The vehicle service request form should note the location
(numbered parking space/area) where the vehicle was left.

D. Staff will submit an Employee’s Report to the Division Commander via the Chain
of Command detailing the events requiring the vehicle to be towed.

1.55-7



VIL

VIIL

E.

For transportation vehicles in need of tow, refer to Department policy 9.31,
Inmate Movement and Transport for specific guidelines.

Routine Vehicle Maintenance

A.

Maintenance for individually assigned vehicles will be the responsibility of the
individual assigned to the vehicle.

Maintenance for Department pool vehicles will be the responsibility of the
assigned Division/Unit.

Staff turning in vehicles for routine maintenance or repair may request a pool car
from Fleet Management.

Routine maintenance for transportation vehicles will be initiated through the
Sheriff’s Transportation Division.

1. The Sheriff’s Transportation Division will notify Division Administrations
when their transportation vehicles are due for routine servicing and
maintenance.

2. Once notified, it will be the responsibility of the Division Administration
to ensure that the vehicle is delivered to the Fleet Management Division
for servicing.

Gasoline Credit Cards

A.

Whenever possible, fueling of County vehicles will be done at County fueling
facilities.

For conveience and efficiency, Fleet Management also issues gasoline credit cards
on an annual basis to certain departments, divisions/units and individuals. Fleet
Management is responsible for tracking and control of gasoline credit cards.

Gasoline credit cards are to be used when County fuel facilities are not readily
available and only for the following purposes:

1. Purchase of fuel, o1l or car washes
2. Emergency repairs and related services outside the County or after
business hours

A lost credit card will be reported to GSA immediately. Credit cards will not be
stored in a vehicle.

In addition to the guidelines set forth in this section, staff will follow guidelines in
accordance with County Policy 432, Gasoline Credit Card Use.
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IX.  Storage of Vehicles

A. County issued Department vehicles will be stored (parked) on County premises,
with the following exceptions:

1. Vehicles that have been assigned by the Chief or Assistant Chief to an
individual, as provided by contract or individual assignment.

2. Vehicles utilized for authorized official or work related out of County
trips.

3. Vehicles assigned to locations where there are no storage facilities on
County property.

4. When authorized by the Chief or Assistant Chief.
X. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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County of Santa Clara By Direction of the Chief
Department of Correction NOTICE TO ALILSTAFF

Professional Compliance and -
Audit Unit (PCAU) % k\\s& QBT

(408) 957-5322 Policy 01.55 amendment effective 09/28/07

Policy Amendment
1.55 County Vehicles-Use and Control

The Department is amending Policy 1.55, County Vehicles-Use and Control in
order to fulfill the current California Driver License and satisfactory
Department of Motor Vehicles (DMYV) driving record requirements and to
ensure employees maintain liability insurance in accordance with Sections
1645 and 16451 of the California Vehicle Code and County Ordinance,
Division A31, Section A31-12.

The following modifications to the policy are shown as strikethroughs for deletion and
underlined in bold font for an addition.

Sections: Definitions, I, A., and B.

DEFINITIONS: DMV Pull Program: A Department of Motor Vehicles program to assist
County government agencies with the monitoring of employees that drive
or may have to drive while on County business and the verification that
emplovees maintain a current California Driver License with a
satisfactory (DMYV) Driver Record.

L County Vehicle Driver Licensing Requirements

A. Department staff operating a County vehicle or their personal vehicle while on
County business must possess a valid California Driver license, vehicle liability
insurance, and a valid County driver's permit.

B. The Department’s Personnel Unit issues and-eentrols County driver's permits as
part of the County’s SAFE Driving Program and will be liaison to the
Department of Motor Vehicle’s (DMV) Pull Program.

Division Commanders/Unit Managers must ensure that this notice is read at all briefings and/or
a copy given to each staff member. A copy of this notice must also be attached to the beginning
of Policy 1.55 in the Policy manuals located in their respective Divisions or Units. Any questions
regarding this policy amendment should be directed to PCAU at 957-5322.




County of Santa Clara By Direction of the Chief
Department of Correction NOTICE TO ALL S FF
Professional Compliance and

Audit Unit (PCAU) N WA i%S\«\&

(408) 957-5322 Policy 01.55 amendment effective 11/09/2007

Policy Amendment
1.55 County Vehicles-Use and Control

The Department is amending Policy 1.55, County Vehicles-Use and Control to ensure all
employees who drive while on County business have a current California Driver License
and a Satisfactory Department of Motor Vehicles (DMV) Driver Record and to ensure
employees who operate private vehicles on County business maintain liability insurance in
accordance with Sections 16450 and 16451 of the California Vehicle Code and County
Ordinance, Division A31, Section A31-12. Additionally, the amendment changes the role of
the Department’s Personnel unit in regards to County Driver permits.

The following modifications to the policy are shown as strikethroughs for deletion and
underlined in bold font for an addition.

Sections: Definitions, I, A.. and B.

DEFINITIONS: DMY Pull Program: A Department of Motor Vehicles program to assist
County government agencies with the monitoring of employees that drive
or may have to drive while on County business and the verification that
emplovees maintain a cwrrent California Driver License with a

satisfactory (DMYV) Driver Record.

L County Vehicle Driver Licensing Requirements

A. Department staff operating a County vehicle or their personal vehicle while on
County business must possess a valid California Driver license, and a valid
County driver's permit.

B. The Department’s Personnel Unit issues and-eontrels County driver's permits as
part of the County’s SAFE Driving Program and will be liaison to the
Department of Motor Vehicle’s (DMV) Pull Program.

C. Department staff operating a personal vehicle while on County business must
possess a valid California Driver license, vehicle liability insurance, and a
valid County driver's permit.

Division Commanders/Unit Managers must ensure that this notice is read at all briefings and/or a copy given to each staff
member. A copy of this notice must also be attached to the beginning of Policy 1.55 in the Policy manuals located in their
respective Divisions or Units. Any questions regarding this policy amendment should be directed to PCAU at 957-5322.




COUNTY OF SANTA CLARA

Department of Correction

Policy and Procedure Manual

1.57
10

28 Aug 1996
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Policy Number:
No. of Pages:
Date of Origin:
Date of Revision:

Chapter: Administration, Organization and
Management

Subject: Subpoenas, Claims, Summons, and
Other Requests for Information

Supersedes: Policy 1.21, rev. 08/28/96

Distribution:

References: Attorney General’s Opinions: 58 Ops. Cal Atty. Gen. 543, 545, 546 Code of Civil
Procedure: 414.10,415.1/20, 1986.5, 1987, 1989, 2025 County Counsel Memorandum: June 16,
1993 (1itl/323/1-3) Evidence Code: 1560, 1561, 1563 California Penal Code: 1326, 1328, 1331,
1331.5 Government Code: 68093, 680971, 68097.2, 68097.6, 68097.9

Signature of Issuing Authority

Edward C. Flores, Chief of Correction

Current Policy Review

Date of Review: 28 Jan 2005
Revisions Made: [X]Yes [ INo

POLICY: It is the policy of the Department of Correction to ensure staff
responds to legal processes such as subpoenas, claims, summonses,
complaints, or any other formal requests for action, information, or
documentation in a manner consistent with court mandates, federal,
state or local statutes, regulations, and rules of confidentiality.
PURPOSE: To provide guidelines for the receipt and processing of subpoenas,
claims, summonses, complaints or other information requests.
DEFINITIONS: Claim: A demand for something rightfully or allegedly due.
Summons: A legal document that notifies an individual or entity
that a lawsuit has commenced and that the individual or entity served
must respond to the complaint.

Complaint: A legal document that sets forth the claim(s) in a lawsuit
and the relief being sought by the plaintiff.

Subpoena: A writ or order directed to a person requiring them to
appear at a particular time and place to testify as a witness, which
may also require that the witness bring with them specified records.
(The appearance of a witness may not always be required so long as
they produce the specified records at the time and place indicated on
the Subpoena).
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PROCEDURE:

L

Service and Acceptance of Subpoenas, Claims, Summonses and Complaints

A.

Subpoenas, Claims, and Summonses and Complaints may be served on the County,
the Department, employees or inmates by a process server, through personal
delivery, or in certain circumstances, by mail.

1.

A Subpoena may require personal attendance of the individual subpoenaed
or may require documents with no requirement of personal attendance.

A Summons and Complaint may be served by personal delivery of a copy of
each to the person to be served; or service may be made by leaving a copy of
the Summons and Complaint at his or her office during usual office hours
with the person who is apparently in charge and thereafter mailing a copy of
the Summons and Complaint to the person to be served at the place where
the copies were left.

A Subpoena or Summons may be served by any person who is at least 18
years of age and not a party to the action.

A Claim against the County and reports of damage to County property are
received and handled by the County’s Employee Services Agency. The
Department of Correction’s Custodian of Records assists ESA in responding
to these Claims.

An inmate may serve an employee or the Department by mailing the legal
documents with two copies, two Notice and Acknowledgment of Service
Forms and a postage pre-paid addressed envelope to the Department of
Correction, 180 West Hedding Street, San Jose, CA, 95110, Attention:
Custodian of Records.

If a legal document naming an employee is based on conduct occurring outside the
course and scope of his or her employment with the Department, the employee will
act on his or her own behalf without involving the Department.

Employees must exercise care when presented with any documents concerning legal
actions in which the Department of Correction or its employees are involved. The
employee on whom service is attempted will take the time to read the documents to
ensure the server is properly directed.

1.

Employees will not accept service of documents that are requesting inmate
medical records. The process server will be directed to Adult Custody
Health Services staff at the facility where the inmate is housed.

a. If the inmate is no longer in custody, the process server will be
directed to the Main Jail medical staff.
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b.

If the documents list both inmate medical records and Department of
Correction records, the Department’s Custodian of Records will
accept service and forward a copy to Adult Custody Health Services.

Employees will not accept service of documents for the County or a County
Department wherein only the County or Department is named as a
defendant. These types of legal documents must be served on (delivered) to
the Clerk of the Board. Anyone attempting to serve such documents at the
Department of Correction will be directed to the Clerk of the Board.

The Custodian of Records is the designated employee to accept service of
legal documents naming the Department of Correction’s Custodian of
Records or a Department employee.

a.

If service is attempted on an employee other than the Custodian of
Records or designee, that employee will direct the process server to
the Custodian of Records at 150 W. Hedding Street, San Jose (Main
Jail South Information Desk).

If service is attempted during non-business hours, the employee will
inform the process server to return during business hours (Monday
through Friday, except on holidays, from 0800 to 1700 hours).

If the employee on whom service is attempted is named in the
Subpoena or Summons and Compliant, he or she may accept service;
however, the employee must immediately advise the on-duty
Sergeant and a copy of the legal documents must be forwarded to the
Custodian of Records.

If necessary, the Watch Commander or a higher-ranking staff person
may accept service.

If an employee erroneously accepts service of a Subpoena, he or she
will notify the on-duty Sergeant and will immediately forward the
Subpoena to the Custodian of Records.

Employees may accept service of legal documents naming a Santa Clara
County inmate under the following circumstances:

a.

The employee must verify that the inmate is in custody. Legal
documents will not be accepted for an inmate who is no longer in
custody.

The employee must contact the on-duty Sergeant to accept service
and arrange for service on the inmate. The Sergeant or designee will
give the inmate the original and record the date and time served on
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D.

the other two copies. The Sergeant will send one copy to the
inmate’s classification file and one copy to the inmate’s booking file.

C. The employee who is served will record his or her name, and the
date and time of receipt on the back of the Subpoena or other legal
document.

d. After service on the inmate, the Officer in charge of the inmate’s

housing unit will document the fact that the inmate was served in the
unit’s post log.

Legal documents received by mail, will be date stamped and forwarded to the
Custodian of Records or his/her designee.

1L Custodian of Records

A.

The Internal Affairs Commander is the designated Custodian of Records for the
Department of Correction and is responsible for the processing of Subpoenas,
Claims, Summonses and Complaints or other legal documents served on this
Department or its employees.

1.

In the absence of the Custodian of Records, he or she will designate a person
to act on his or her behalf.

An employee served with a notice that he or she is named in a lawsuit, court
order, subpoena or other legal action that is related to their course of
employment, shall immediately notify his or her Supervisor and, as soon as
possible, provide two copies of the documents to the Custodian of Records.
The date and time of receipt and manner of delivery (mail, hand delivered,
etc.) shall be noted on the document.

The Department’s Custodian of Records will respond to Subpoenas as appropriate
to the request:

1.

After accepting a Subpoena, the Custodian of Records will log it on the
Subpoena log and contact the Department’s County Counsel representative
for advice on how to proceed with the response.

The Department’s County Counsel representative will review the Subpoena
and advise the Custodian of Records as to the level of compliance required
or as to the intent to file a motion to quash the Subpoena in court. Pursuant
to section 1987.1 of the Code of Civil Procedure, upon a motion, the court
may make an order quashing the Subpoena entirely, modifying it, or
directing compliance with it upon such terms or conditions as the court shall
declare, including protective orders.
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If the Subpoena requests the appearance of an employee as a witness, the
Custodian of Records will send the employee via his/her supervisor, a
witness notification and the Subpoena.

a. The employee who is served is responsible for making the necessary
arrangements with his/her supervisor for court attendance.

b. Appearance information and who to contact can be found on the
Subpoena. The employee will notify the Custodian of Records if he
or she cannot attend. Pursuant to Penal Code 1328.6, a custodial
officer does not have to state his or her residential address and may,
instead, state the business address unless the court finds otherwise.

c. When the subpoena seeks testimony on policy or procedure, the
Complex Commander or the Custodian of Records will select an
employee to provide the testimony.

If the Subpoena is requesting the court appearance of an inmate, the
Custodian of Records will:

a. Arrange for the inmate to be served by sending the Subpoena and a
proof of service to the Jail Complex liaison or on-duty Sergeant
where the inmate is housed.

b. Send a copy of the Subpoena to the Administrative Booking liaison
who will schedule the inmate for court and file a copy of the
Subpoena in the inmate’s booking file.

If the Subpoena requests documents, records or other information, the
Custodian of Records will:

a. Send a copy of the Subpoena to the person in charge of the records.

b. Gather and deliver by mail or otherwise a true, legible, and durable
copy of the records described in the Subpoena to the clerk of the
court or to the judge. The records must be accompanied by the
affidavit of the Custodian of Records or other qualified witness per
the requirements in section 1561 of the California Evidence Code.
The personal attendance of the Custodian or other qualified witness
may be required if stated on the Subpoena.

A request for records pertaining to a “consumer” invokes special
requirements for responding to a Subpoena. Prior to the date of production
of records, the subpoenaing party is required to serve on the consumer
whose records are being sought, a copy of the Subpoena and supporting
affidavit, and to provide the Department of Correction with either:
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a. A written authorization from the consumer or his/her attorney to
release the records; or

b. A copy of a proof of service of the above-described notice on the
consumer whose records are being sought. The certificate of service
must indicate that the consumer was served 10 days before the date
specified for document production (15 days if served by mail) and 5
days before service upon the Custodian of Records.

C. The Custodian of Records will assist the County’s Employee Services Agency in
responding to Claims that affect the Department of Correction.

D. The Custodian of Records must review all records and documents before release and
will stamp each copy with “Confidential Do Not Duplicate” where appropriate.

1. Liaisons

A. To coordinate the response to Subpoenas, Claims, Summonses and Complaints or
other requests for information, the following staff will designate a liaison for their
respective area of responsibility that will assist the Custodian of Records with his or
her official response.

1. Elmwood Complex Commander
2. Main Jail Complex Commander
3. Administrative Booking/Classification Commander
4. Professional Compliance and Audit Unit Commander
5. Personnel Unit Manager
6. Financial Services Unit Manager
B. Prior to the production of records specified in a Subpoena, the liaison must screen

the records. A record may contain sensitive or security information that is not
required by the Subpoena and should be redacted or, if specifically requested,
should be challenged. Types of information that must be reviewed carefully
includes, but is not limited to, the following:

Classification information

Staffing levels

Records or documents containing other inmate or employee names
Internal Affairs investigative files

Employee personnel files

Restricted policies

Information unrelated to the request

AN il

C. The Office of the County Counsel provides a liaison to assist the Custodian of
Records with the response to Subpoenas, Claims, Summonses and Complaints and
other legal requests.
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Iv.

V.

D.

The Department of Correction’s Custodian of Records serves as the liaison for ESA
to respond to Claims.

Confidentiality

A.

Fees

Under Section 1040 of the Evidence Code, official information is information
received in confidence by a public employee in the course of his or her duty which
has not been opened or officially disclosed to the public prior to the claim of
privilege. The Department of Correction has the privilege of refusing to disclose
any such information if:

1. Disclosure is specifically forbidden by State or Federal law; or

2. Disclosure is against the public interest because there is a necessity for
preserving the confidentiality of the information that outweighs the necessity
for disclosure in the interests of justice.

Under Section 1043 of the Evidence Code, in any case in which discovery or
disclosure is sought of a peace or custodial officer personnel records or records
maintained pursuant to Section 832.5 of the Penal Code or information from those
records, the party seeking the discovery or disclosure shall file a written motion in
court against the governmental agency which has custody and control of the records.

Records or documents released to County Counsel staff are released as confidential
information. County Counsel staff will not forward such documents that are
stamped “Confidential Do Not Duplicate” to another party without review and
approval by the Custodian of Records.

If an employee is obliged to attend as a witness, the employee will be granted leave
with pay for actual time spent at the proceeding and in related travel.

If an employee is obliged to attend a civil action or proceeding as a witness in
litigation in a matter regarding an event or transaction which he or she perceived or
investigated in the course of his or her duties, to which the Department is not a
party, the party at whose request the Subpoena is issued shall:

1. Reimburse the Department for the full cost incurred.
2. Tender the amount of one hundred fifty dollars ($150), together with the
Subpoena, to the Department of Correction for each day that the employee is

required to remain in attendance pursuant to the Subpoena.

a. If the actual expenses should later prove to be less than the amount
tendered, the excess of the amount tendered shall be refunded.
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b. If the actual expenses should later prove to be more than the amount
tendered, the party at whose request the Subpoena was issued shall
pay the difference to the Department of Correction.

a. If the court continues a proceeding on its own motion, no additional
witness fees will be required.

If advance payment of fees is submitted with a Subpoena, the Custodian of Records
will give the process server a receipt.

The Department of Correction is entitled to all reasonable costs incurred as listed
under Section 1563 of the Evidence Code for producing business records in
response to a Subpoena.

VI.  Requests for Other Information / Public Records Requests

A.

Pursuant to the California Public Records Act, the Department will respond to
written requests for public records.

1.

Disclosure of public records will not include records exempt from disclosure
by express provisions of law.

Upon a request for a copy of records that reasonably describes an
identifiable record or records, the Department will make the records
promptly available to any person upon payment of fees covering direct costs
of duplication, or a statutory fee if applicable.

Executive Staff, Division Commanders, and Unit Managers may respond on behalf
of the Department in matters pertaining to the request for public records that are not
otherwise open to inspection at all times.

1.

An employee receiving a written request for public records will immediately
forward the request to the appropriate Captain or Administrator.

Upon receipt of a request for a copy of records, the Department’s
representative, will, within 10 days from receipt of the written request,
determine whether the request, in whole or in part, seeks copies of
disclosable public records in the possession of the Department. In certain
circumstances as detailed in the California Public Records Act, the Chief
may extend the time limit; however, the extension will not be for more than
14 days.

The Department’s representative will promptly notify the person making the
request of the determination and the reasons for that determination.
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Pursuant to the California Public Records Act, disclosure is not required for
records of complaints to, or investigations conducted by, or records of
intelligence information or security procedures of the Department.

a. The Department’s representative authorizing disclosure will consult
with appropriate counsel before the disclosure of sensitive records.

b. Withholding any record must be justified by demonstrating that the
record in question is exempt under express provisions of the
California Public Records Act.

The response to a written request for inspection or copies of public records
that includes a determination that the request is denied, in whole or in part,
will be in writing,

As a law enforcement agency, the Department will make public the following
information, except to the extent that disclosure of a particular item of information
would endanger the safety of a person involved in an investigation or would
endanger the successfill completion of the investigation or a related investigation:

1.

N

kW

The full name and occupation of every individual arrested.

The individual’s physical description including date of birth, color of eyes
and hair, sex, height and weight.

The time and date of arrest.

The factual circumstances surrounding the arrest.

The amount of bail set.

The time and manner of release or the location where the individual is
currently being held, and all charges the individual is being held upon,
including any outstanding warrants from other jurisdictions and parole or
probation holds.

Upon the request of a licensed bail agent or bail bond licensee, Department of
Correction staff may furnish an individual’s known aliases and booking photograph,
information identifying whether the individual has been convicted of any violent
felony, as defined in subdivision (c¢) of Section 667.5 PC and any unaltered copy of
the booking and property record, excluding any medical information, to the agent or
licensee if all of the following circumstances exist:

1.

The information is from the record of a person for whom a bench warrant
has been issued; and

The person is a client of the agent or licensee; and

The agent or licensee pays a fee equal to the cost of providing the
information; and
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4. Any information is confidential and the recipient bail agent or bail bond
licensee shall not disclose its contents, other than for the purpose for
which it was acquired.

Note: Authorized staff may review state and local summary criminal history
information, and may utilize the California Law Enforcement Telecommunication
System (CLETS) network for making such queries. (PC 11105.6)

E. If other governmental agencies request information from the Department of
Correction that is otherwise not subject to disclosure, that information may be
released provided the agency agrees to treat the disclosed material as confidential.

VII.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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POLICY: It is the policy of the Department of Correction to ensure official

records are properly maintained, retained, sealed, purged and
destroyed in accordance with applicable laws, codes and regulations.

PURPOSE: The purpose of this policy is to establish guidelines for the retention,
maintenance and destruction of all official Records created and
maintained by the Department of Correction.

DEFINITIONS: Record or Records: Any information, whether written, audio,
electronic, or otherwise, relating to the conduct of the public’s
business that is prepared, owned, used, or retained by any state or
local agency.

Notice of Destruction: A form used to document that a record has
been destroyed. It includes the description of the record, the method
of destruction and the date of destruction.

PROCEDURE:
L Records Maintenance
A. All Records required to conduct daily operations shall be kept in a secure

environment. Use and access shall be restricted to those persons authorized access
by work necessity and legal statute.
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1. Unit Managers and Division Captains shall dcsignate arcas for use and
storage of Records in their respective areas of responsibilities.
2. The Personnel Unit Lieutenant shall maintain employee personnel files

B. Files may be separated by usefulness, namely active use (daily or frequent use) and
inactive use (limited or infrequent use).

L. Active files shall be stored in the manner consistent with the business
application and need of the Unit/Division maintaining the file.

2. Inactive files shall be maintained in archival status in preparation for
eventual destruction.

C.  Archived files shall be appropriately labeled to indicate:

1. Date the record/file was created or received

2. Description of contents, if not visually identifiable

3. Retention period

4. Destruction/purge date(s)

5. Type of record (confidential or public)

1L Records Destruction

A. Confidential or sensitive Records shall be destroyed in a manner that ensures that
the confidentiality of the information is not compromised.

B. Unit Managers and Division Captains shall be responsible for ensuring that the
Records in their units or divisions are purged and destroyed in accordance with this
policy.

C. Staff authorized to destroy record(s) / file(s) shall complete a Notice of Destruction,

which includes:

A receipt or invoice of vendor removal to be submitted with the Notice of
Destruction if the destruction of Records is contracted.

Staff responsible for the destruction of records shall request a receipt or
invoice of removal from the contract vendor.

Staff will forward all Notices of Destruction and receipt or invoice of vendor
removal to the custodian of records in the Internal Affairs Unit,
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4. Notices of Destruction and receipts or invoices of vendor removal shall be
maintained with the custodian of records in Internal Affairs for 4 years, after
which they may be discarded.

D. Department of Correction Records shall be destroyed in accordance with the
“Records Retention and Destruction Schedule” attached to this policy.

1. The retention period listed shall be the minimum amount allowed by law or
contract for the Record, recording, video, telephone or radio communication.

2. The Unit Manager or Division Captain may retain Records longer than
required by law, but must establish and implement a plan for destroying
them.

E. Any recordings including but not limited to audio, telephone, radio, or video that are

associated with an active investigation or litigation shall not be destroyed until such
investigation or litigation is resolved.

F. Certain Records may be kept indefinitely for historical rcasons. These Records
include, but are not limited to Escape Reports, Escape Statistics, Suicide/Death
Reports, Environmental Health Inspections, Grand Jury Inspections, Corrections
Standard Authority Inspections, Fire Marshal Inspections, and Board of
Supervisor’s Transmittals.

G. It shall be the responsibility of the Director of Custody Health Services to retain,
maintain, and destroy all Medical, Dental, and Pharmaceutical Records.

1. Any such Records maintained within a Department of Correction facility
shall be kept confidential. Staff and inmates shall not have access to them.

2. Certain medical information may be shared with custody staff, where
permitted by law.

IIL Policy Revision

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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Records Retention and Destruction Schedule

Attachment to Policy 1.61

Type of Record or Communication
Minimum Retention Reference Recordings
of Telephone and Radio Communications.

Recordings of Video Monitoring.
Includes videotapes or records
electronic imaging systeim.

from an

100 days; and until final
disposition of any pending legal
action or litigation, in which case
destruction shall be approved by the
legislative body, and the written
consent of the agency attorney shall
be obtained.

1 year; and until final disposition
of any pending legal action or
litigation, in which case destruction
shall be approved by the legislative
body, and the written consent of the
agency attorney shall be obtained.

Govt. Code 26202.6
Govt. Code 34090.6

Govt. Code 34090.6,
34090.7

Internal Affairs.

Investigation of citizen and internal complaints against
employees of the Department of Correction. Includes
Internal Affairs investigation files, employee interviews,
witness statements, complainant statements, grievance
reports, disciplinary reports, record of actions taken, voice
stress analysis records/results, and any related documents.

S years; and until final
disposition of any pending legal
action or litigation.

Penal Code 832.5
Penal Code 5021;
Govt. Code 12525
(related to deaths in
custody)

Personnel.

Personnel records for all employees,
including those terminated or who resigned

in lieu of termination.

Includes background investigations, performance
evaluations, requisitions, commendations, training, basic
employment and earning records, work schedules, requests
for reasonable accommodation, application forms and
other records concerning hiring, promotion, demotion,
transfer, lay-off or termination, rates of pay or other terms
of compensation,

7 years after date of separation;
and until final disposition of any
pending legal action or litigation.

Upon written request, 3 years
after disciplinary action is imposed.

8 CCR 11040.7; 2 CCR
7287.0 (2 yr. req.); 29
C.F.R. 1627.3 (1 yr.
req.); 29 C.F.R.
1602.14 (1 yr. req.); 29
C.F.R. 1602.12; Govt.
Code 26202 (2 yr.
req.); Govt. Code
12946 (2 yr. req.); 29
C.F.R. 1602.31 (2 yr.
req.); 29 C.F.R. 516.6

Materials related to disciplinary actions Y S5 2001 MOU
If disciplinary action is overturned
on appeal, disciplinary materials
shall be removed from personnel
file.
Files on persons who applied but were not 2 years from date records Govt. Code 12946;
2 CCR 7287.0

selected for employment with the Department.
JIncludes background investigations, criminal
records, oral board scores, original applications,
summaries of findings, polygraph examination
results.

created or received; and until
final disposition of any pending
legal action or litigation,
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Records Retention and Destruction Schedule

Attachment to Policy 1.61

Type of Record or Communication

Minimum Retention

Reference

Personnel continued.
Discrimination claims.

Records created for the completion of an
EEO report.

Recruitment Files, includes brochure,
advertisements, and tests.

Examination Test Files.

7 years after date of separation;
and until final disposition of any
pending legal action or litigation.

7 year's from date records created;
and until final disposition of any
pending legal action or litigation,

7 years after date of separation.

7 years after date of separation.

29 C.F.R. 1602.14;
Govt. Code 12946

29 C.E.R. 1602.12;
Govt. Code 129463 2
CCR 7287.0

29 C.F.R. 1602 et
seq.; 29 C.F.R.
1627.3; Govt. Code
12946; Govt. Code
26202

29 CFR. 1602 et
seq.; 29 C.F.R. 1627.3
(1 yr. req); Govt.
Code 12946; Govt.
Code 26202

Training Records.

Includes employee training files, academy files, STC
training records, and C.I.P. records, instructor information,
certifications  of classes, quarterly reports, and
miscellaneous reports.

7 years after date of separation;
and until final disposition of any
pending legal action or litigation.

29 CJFR. 16273;
Govt. Code 12946;
Govt, Code 26202

Records pertaining to the administration of
polygraph examinations of employees in
connection with ongoing investigation involving
economic loss or injury, misconduct, criminal, or
otherwise.

4 years after date the examination
is administered.

29 C.F.R. sec. 801.30

Inmate Records.

Includes booking and custody records, such as pre-
booking sheet, completed property card, jail copy of court
order(s), jail copy of Affidavit re: Probable Cause,
miscellaneous computer print outs, grievances, and inmate
requests for information, charges and dispositions, and
changes and modifications to charges.

Bail Bond Log, includes a list of the amount of the
bail bond and the date of the deposit.

Cash Bail Log, includes receipts for bail and/or
fine/money paid.

4 years from date of release; and
until final disposition of any
pending legal action or litigation,
Retention period may be extended as
required by any grants, contracts or
other compliance requirements,
Booking Records related to SCAAP
grant will be retained 5 years from
date of release.

3 years

3 years

Govt. Code 26202

Penal Code 1269

Penal Code 1269
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Records Retention and Destruction Schedule

Attachment to Policy 1.61

Type of Record or Communication

Minimum Retention

Reference

Inmate Records continued.

Lost Property Reports includes records of property
lost or alleged to have been stolen, embezzled, or taken
from a prisoner.

Pro Per Services Files.

4 years; and until final
disposition of any pending legal
action or litigation,

4 years after final disposition of
the pending legal action or
litigation.

Penal Code 1413;
Govt. Code 26202

Penal Code 1413;
Govt, Code 26202

Departmental/ Divisional Records.
Includes inmate grievances, inmate request forms, inmate
infractions, inmate injury reports, housing unit logs,

Current year plus 4 years;

and until final disposition of
any pending legal action or

Govt. Code 26202

control logs, daily assignment sheets, employee rosters, litigation.

employee reports, incident reports, AED reports, and

correspondence.

Cal Gang Database Information. 4 years Govt. Code 26202

Health & Safety Code

Records pertaining to the arrest or | 4 years from date of conviction or
conviction of any person for possession of | arrest, except for minors where | 11357& 11361.5
mariiuana. records shall be retained until minor
mamiang. reaches 18.
Financial Records.
Govt. Code 26202

Records of financial activities, including receipts
for monies received for various services and functions,
deposit receipts, cash disbursements, cash reimbursement
requests, bank statements, and financial reports.

Payroll records for each employee, indicating name,
address, date of birth, occupation, rate of pay, and
compensation earned each week, and employee rosters.

Fiscal Year plus 5 years

Fiscal Year plus 5 years

29 C.F.R.1627.3

Service and Maintenance Records.

Records for services to the community that are non-crime
related, such as facility maintenance and inspection
repotts, work orders, and State Board of Corrections
inspections.

Health and OSHA inspections and logs of injuries and
illnesses.

4 years

5 years

Govt. Code 26202

29 C.F.R. 1904.10;
8 CCR 14307

Juvenile Records.

5 years after record was ordered
sealed; or

3 years from date of
arrest/citation if court finds minor
to be factually innocent of charges

Welfare & Inst. C. 781,
781.5, 389
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Records Retention and Destruction Schedule
Attachment to Policy 1.61

Type of Record or Communication Minimum Retention Reference
Miscellaneous Files and Records. 2 years, unless the documentis | Govt. Code 26202
Includes letters, memos, reports, or documents, other than | repealed or replaced or otherwise

those specifically addressed in this document, created or determined to be obsolete.

received in the normal course of business that are not
covered or regulated by other statutes.

Workers Compensation Records

Claims 5 years from date of injury or date | 8 CCR 10102, 10101.1,
of last provision of compensation 15400.2
benefits, whichever is later.

. . .. Lo 8 CCR 15400.2
Inactive/closed claims (original documents) 2 years after claim is

inactive/closed.

. . 8 CCR 3204(d)
Medical and/or toxic substance exposure

records 30 years after date of separation

from employment.
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NOTICE OF DESTRUCTION

Facility/Division/Unit:

Method of Destruction:

Date of Destruction:

Retention Requirements:

Description of Records Destroyed:

Receipt of Destruction:

Employee Name (type or print) Signature

Attachment to Policy 1.61
Original Copy- Custodian of Records in Internal Affairs
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COUNTY OF SANTA CLARA

Policy Number: 2.01
No. of Pages: 2

Date of Origin: 30 May 1994
Date of Revision: 08 Jun 2004

Subject: New Construction/Remodeling

Department of Correction

Policy and Procedure Manual

Chapter: Physical Plant

Supersedes: Policy 7.02, New Construction Distribution:
rev. 05/13/96

References: ACA 3-ALDF-2A-01, 2A-02; California Code of Regulations, Title 24, Sections 13-
102(A)B)(C); California Penal Code, section 6029

Signature of Issuing Authority Current Policy Review

Date of Review: 08 Jun 2004

Edward C. Flores, Aéting Chief of Correction Revisions Made: zlYeS DNO
POLICY: It is the policy of the Department of Correction to comply with all

applicable codes, regulations and local, state and federal laws
pertaining to new construction or remodeling projects within
detention facilities.

PURPOSE: To establish compliance guidelines pertaining to applicable codes,
regulations and laws for the new construction or remodeling of
Department facilities.
DEFINITIONS: None
PROCEDURE:
L New Construction/Remodeling
A. It is important that individuals involved in construction planning are familiar with

regulations when considering construction, remodel or renovation. Facility
operation is, in large part, defined by physical plant design. Careful planning
during the architectural design phases is closely tied with the operational strengths
and limitations of the facility.

B. Penal Code section 6029 requires the Board of Corrections to review and make
recommendations on plans for constructing or remodeling:

"...every jail, prison, or other place of detention of persons charged
with or convicted of crime or of persons detained pursuant to
Juvenile Court Law...or the Youth Authority Act...if those plans
and specifications involve construction, reconstruction,
remodeling, or repairs of an aggregate cost in excess of fifteen
thousand dollars ($15,000)...No state department or agency other
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than the board shall have authority to make recommendations in
respect to plans and specifications for the construction of county
jails or other county detention facilities or for alterations thereto."

While Penal Code Section 6029 requires review by the Board of Corrections if
construction, remodeling or repair is in excess of $15,000, the Board should be
contacted in all instances where regulations may be involved, regardless of the cost.
Discussion with Board staff may help jurisdictions avoid unanticipated problems
such as those that could result from conversion of a storage space to housing or
moving a wall. Failure to consider the regulatory impact of such changes could
subject local agencies to unnecessary expense and exposure to litigation. The plan
review provides recommendations that focus on compliance with regulations, and,
when state/federal funded construction occurs, compliance is required.

The Chief of Correction will have final approval of any remodeling or new
construction of Department facilities or areas contained within, ensuring this
policy is integrated into the development process.

1. Inmate Observation

A.

Staff directly involved in the phases of planning, design or construction for
remodeling or new construction of Department facilities or areas contained within
will ensure that the continuous observation of inmates by staff will be
incorporated into all phases of the process.

When remodeling or new construction is initiated within a facility, the Division
Commander of the affected facility will be responsible for ensuring that inmate
observation and security are enforced through supervision and inspection
measures to ensure compliance with this policy.

The Division Commander of the affected facility will ensure that measures are in
place for the safety of staff, inmates and visitors during new construction or
remodeling projects.

IIL Policy Revision

A.

All Department policies will be reviewed not less than once a year. The Professional
Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 2.03
No. of Pages: 4
Policy and Procedure Manual Date of Origin: 31 Aug 2004
Date of Revision:  new
Chapter: Physical Plant Subject: Repair/Maintenance Requests
Supersedes: none Distribution:
References: California Code of Regulations, Title 15, Section 1280
Slgnature of Issuing Au orlty Current Policy Review
M é\ Date of Review: new
Edward C. Flores, Acting Chief of Correct1on Revisions Made: DYCS DNO
POLICY: It is the policy of the Department of Correction to establish and
maintain a process for requesting and facilitating repair and
maintenance requests.
PURPOSE: To establish guidelines for initiating and processing repair and
maintenance requests.
DEFINITIONS: GSA: General Services Agency
PROCEDURE:
L Maintenance/Repair Requests for the Main Jail Complex
A. Staff may initiate maintenance and repair work requests by completing a

Maintenance Request Form (attachment 1) and forwarding the form to the
Operations Unit for processing or by contacting the Operations Service Desk at
299-2300/1230 and providing the Service Operator with the appropriate service
request information.

1. Maintenance and repair requests initiated through the Operations Service
Desk must be made during regular service hours (Monday through Friday
0700-1600, excluding holidays).

2. The date and time a maintenance request is made will be documented in
the Post Log, if applicable to the post or area that is the subject of the
request.

B. Upon receiving a maintenance or repair request, Operations staff will enter the

service request into the GSA/Operations computer system to initiate processing of
the request.
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The service request will be forwarded to the appropriate staff for
completion (either Facility Operations staff or GSA Operations staff).

A service call number will be assigned to the work order if the repair or
maintenance work is to be completed by GSA Operations staff.

Staff may contact the Operations Service Desk to inquire about tracking
matters.

Maintenance/repair requests that are vital to the function of the facility may
require immediate GSA response. An emergency maintenance/repair request may
be initiated within the following guidelines:

1.

Staff will notify their supervisor and obtain approval for the emergency
request.

Note: The Watch Commander must approve requests for after-hours
emergency repairs or maintenance.

Upon approval from the supervisor, staff will notify Central Control staff
who will:

a. Contact either the Operations Service Desk or the GSA Monitoring
Automation Center (MAC Room), depending on the time of day
and the day of the week.

1) The Operations Service Desk will be contacted during
regular service hours, Monday through Friday 0700-1600,
excluding holidays.

Note: Once notified of the situation, the Operations
Service Desk will make the appropriate notifications for
GSA response.

2) The GSA MAC Room will be contacted directly at 299-
3682 after hours, weekends and holidays.

b. Record emergency repair initiation and information on the Daily
Jail Report.

II. Maintenance/Repair Requests for the Elmwood Complex

A.

Staff may initiate maintenance and repair work requests through the First Class
system on the Elmwood Complex’s computer network. '

Staff will generate and forward a Maintenance Request Form to the Operations
Unit via the First Class system.
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1. A work order number will be assigned for tracking purposes.

2. A service call number will be assigned to the work order if the repair or
maintenance work is to be completed by GSA Operations staff.

C. Maintenance/repair requests that are vital to the function of the facility may
require immediate GSA response. An emergency maintenance/repair request may
be initiated within the following guidelines:

1. Staff will notify their supervisor and obtain approval for the emergency
request.

Note: The on-duty Watch Commander must approve requests for after-
hours emergency repairs or maintenance.

2. Upon approval from the supervisor, staff will notify Central Control staff
who will:

a. Contact the GSA MAC Room at 299-3682 and request assistance.

c. Record emergency repair initiation and information on the Daily
Jail Report.
1L Maintenance/Repair Requests for the Food Services Division
A. Food Services staff will initiate maintenance and repair work requests within the

following guidelines:
1. At Main Jail

a. During regular business hours, service requests will be initiated by
completing a Maintenance Request Form (attachment 1) and
forwarding the form to the Operations Unit for processing or by
contacting the Operations Service Desk at 299-2300/1230 and
providing the Service Operator with the appropriate service request
information.

b. During non-business hours, service requests will be initiated by the
Cook II supervisor, who will notify the MAC Room directly with the
service request. For tracking purposes, the Cook II supervisor will
forward the assigned service request number to the Operations Unit.

C. Service requests and assigned service request numbers will be
recorded in the Kitchen Repair Book.
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2. At ElImwood

a. The Food Services Division at Elmwood has its own assigned
Maintenance Engineer on duty during regular business hours.

b. During regular business hours, service requests will be initiated by
notifying the on-duty Maintenance Engineer.

1) The Maintenance Engineer will attempt to repair the item
or device in question.

2) If the Maintenance Engineer is not able to make the repair,
he or she will forward a service request to the MAC room.

C. During non-business hours, service requests will be initiated by the
Cook 1II supervisor. The Cook II supervisor will notify the MAC
Room directly with the service request.

d. Service requests and assigned service request numbers will be
recorded in the Kitchen Repair Book.

e. The Maintenance Engineer will be responsible for forwarding all
Elmwood Food Service assigned service request numbers to the
Operations Unit for tracking purposes.

B. Non-business hours service requests for Food Services do not require Watch
Commander approval or notification to Central Control. Central Control will only
be notified in emergency situations, such as a gas leak.

IV.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.

2.03-4



COUNTY OF SANTA CLARA

Department of Correction Policy Number: 2.05
No. of Pages: 3

Date of Origin: 01 Apr 1992
Date of Revision: 08 Jul 2009

Policy and Procedure Manual

Chapter: Physical Plant Subject: Smoking / Tobacco Use Restrictions
Supersedes: Policy 2.05 rev. 06/08/04 Distribution:

References: Santa Clara County Ordinances NS-625.4; California Assembly Bill 846;
CAL/OSHA, Title 8 General Industry Safety Order 5148; Labor Code, Section 6404.5; County
Board Policy Manual Section 3 47 Resolution NO. 09-03; California Penal Code 4575 (b) (¢)

Slgnature of Issumg thorlty Current Policy Review
\‘\ ~ T
L\éx_\m soint S o ﬁ%” \\.-2\ i Date of Review: 08 Jul 2009
Edward C. Fores Chief of Correctlon Revisions Made: [EYCS I:INO
POLICY: It is the policy of the Department of Correction to maintain

compliance with County policy, ordinances, state laws and
regulations relating to smoking and other tobacco product use.

PURPOSE: To provide guidelines for maintaining compliance with local
ordinances and state laws and regulations relating to smoking and
other tobacco product use.

DEFINITIONS: Employees: Any person who is employed by any employer in
consideration for direct or indirect monetary wages or profits,
including but not limited to temporary, permanent, part-time, and
full-time employees and independent contractors.

Tobacco Products: Cigarettes, cigars, pipe tobacco, chewing
tobacco, smokeless tobacco (snuff).

Tobacco Paraphernalia: Any device that is intended to be used for
ingesting or consuming tobacco, or any container or dispenser used
for any of those products.

Visitors: Official and social visitors.

PROCEDURE:
L Smoking/Tobacco Use Laws, Regulations and Ordinances
A. In accordance with California Assembly Bill 846 and County ordinance, smoking

within the confines of any County owned building or leased building in which the
County is the sole occupant or County owned pool car is prohibited. In addition,
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smoking is prohibited within 30 feet surrounding County-owned non-health
facility buildings, and leased buildings where the County is the sole occupant.

B. In accordance with County Policy 3.47, No Smoking Policy, smoking in County
vehicles is prohibited.

C. In accordance with County Policy 3.47, No Smoking Policy, smoking on the Santa
Clara Valley Medical Center Campus is prohibited.

D. In accordance with CAL/OSHA General Safety Order 5148, the following

guidelines apply:

1. No employer shall knowingly or intentionally permit, and no person shall
engage in, the smoking of tobacco products in an enclosed space at a place
of employment.

2. Clear and prominent signs are posted where smoking is prohibited

throughout the building or structure, and a sign stating “No smoking” is
posted at each entrance to the building or structure.

1. Control of Tobacco Products

A. ‘ In order to control tobacco related contraband within Department facilities, the
following guidelines will be applied at each facility:

1. Employees, visitors and inmates are prohibited from using tobacco
products within the secure perimeters of Department facilities.

2. Employees and visitors are prohibited from allowing inmates access to
tobacco products.

a. Tobacco products found within the secure perimeters of
Department facilities or in the possession of inmates will be
considered contraband and disposed of in accordance with
Department policy 9.09, Processing Contraband, Evidence and
Found Property.

1) Inmates found to have tobacco products or paraphernalia
may be charged with a violation of Penal Code 4575,
Possession of wireless communication device, tobacco
products, or handcuff keys in a local correctional facility.

b. Arrestees in the possession of Tobacco products will have the
items placed in their property bag until time of release.
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3. Employees are required to maintain control of their tobacco products at all
times while in Department facilities.

4. Visitors are prohibited from bringing tobacco products within the secure
perimeters of Department facilities.

a. Visitors refusing to follow Department tobacco restriction
guidelines, County policy, ordinances, or state laws relating to
smoking restrictions will be asked to leave the premises.

b. Signs will be posted at main entrances of facilities to inform
visitors that the use of tobacco products is prohibited within the
facility.

1. Assistance with Tobacco Free Environments or Lifestyles
A. Employees may request information or assistance in coping with a tobacco free
environment or tobacco free lifestyle from the County’s Employee Services
Agency.
B. Inmates requesting assistance to cope with a tobacco free environment may seek
assistance by completing an Inmate Request Form with the appropriate
information, to be forwarded to the facility programs staft.

IV.  Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 3.01
No. of Pages: 2
Policy and Procedure Manual Dateof Origin: 01 May 1992

Date Revised: 18 May 2001

Chapter: Personnd Subject: Egablishment of the Personnd

Manudl
Supersedes:  All Previous Orders | Distribution:
References: ACA 3-ALDF-1C-01

Santa Clara County Personnel Policy and Procedure
Santa Clara County Ordinance Codes & Merit System Rules

Signature of Issuing Authority: Current Policy Review:

Date of Review: 18 May 2001

Chief of Correction Revisions Made: XlYes [ |No

POLICY:

PURPOSE:

It is the palicy of the Department of Correction to maintain, within
the scope of the County’s personnd regulations, a personne
manual that provides guidance to administrators and serves as a
resource to managers and supervisors as they administer the
personnel assigned to the Department.

To describe the procedures that will be used to establish and
maintain a personne manud for the Department of Correction.

PROCEDURE:

l. Egtablishment of the Personnd Manud

A.

The series of policies contained in the Personnel Chepter of the Department’s
Policy Manud will condtitute the personnel manud. These policies will include, but
not be limited to:

1 A representation of the Department’s organizationa structure reflected in
organizationa charts as outlined in policy #1.07.

2. Procedures for recruitment, promotion, and ensuring equa employment
opportunity.

3. County procedures for establishing and maintaining job descriptions and
qudifications and sdary determinations, including the adminidration of
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county-gpproved competency and <kills-based tests for gpecific
occupationd aress.

4. Policies and procedures that manage retirement, resgnation, terminations,
benefits, holidays, leave, and work hours in accordance with county
regulations.

5. Procedures for establishing and maintaining persomne records and
employee evaduations.

6. Procedures for staff development, including in-service training as outlined in
the “Training and Staff Development” chapter of the Department policy
manudl.

7. Procedures for monitoring and managing employee-management relations,
including disciplinary, grievance, and apped s procedures.

8. A decription of any redrictions on employees with regard to politica
activities

9. A description of insurance and professond liability coverage and other
job-related legd sarvices available to gaff, including ther right to obtain
independent legd representation in any litigation to which they are a party.

B. The County’s rules and regulations as outlined in the County’s ordinances and
merit sysdem rules shdl provide additiond guidance to the Department’'s
administrators, managers and supervisors as they manage personnd.

Director of Personnd

A. The Chief of Correction shdl gppoint a Personnd Director responsible for the
overdl management of the Department’ s personnd system.

B. The Personnd Director shal ensure that the mgor provisions of personnel policy
are covered in new employee orientation and that new employees are informed in
writing of the Department’ s hostage policy in regard to staff roles and safety.

C. The Personnd Director shdl ensure the personnd manud and personnd
procedures are made available to employees on request.

Policy Revison
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A. All Depatment policies shal be reviewed not less than once a year. The
Professond Compliance and Audit Unit will establish an annud schedule
identifying policies to be reviewed during a specific month.
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COUNTY OF SANTA CLARA
Department of Correction Policy Number: 3.13
No. of Pages: 9
. Date of Origin: 01 Jun 1992
Policy and Procedure Manual Date of Revgision: 18 Oct 2006
Chapter: Personnel Subject: Employee Performance Appraisals
Supersedes: Policy 3.13, Employee Distribution:

Evaluations rev. 03/07/02

References: ACA 3-ALDF-1C-10, 1C-16; Santa Clara County Merit System Rules #A25-272-
276; Memorandums of Understanding between all applicable bargaining units and the Department
of Correction

Signature of Issm&ut&/ Current Policy Review
MQ ~T | pate of Review: 16 Feb 2006

Edward C. Flores, Chief of Correction Revisions Made: &Yes DNO

POLICY: It is the policy of the Department of Correction to use a systematic
performance appraisal process that is consistent with County
regulations and applicable Memorandums of Understanding to
measure employee job performance and provide a means for
supervisors/managers to assist employees in improving job
performance and recognize accomplishments and skills.

PURPOSE: To describe the performance appraisal system for Department
employees.
DEFINITIONS: Performance Appraisal Form: A form utilized to document

employee performance appraisals.

Appraiser: The supervisor/manager completing an employee’s
performance appraisal.

PROCEDURE:
L Badge Employee Performance Appraisals
A. Badge employee performance appraisals shall be based on defined criteria relating

to job performance and shall reflect a direct relationship to the skills, knowledge and
abilities defined for their assigned job classification. In accordance with policy
3.01, Establishment of the Personnel Manual, job descriptions are available for
review in the Personnel Unit.

L. Performance appraisals will address the following job performance related
subject matter including, but not limited to:
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a. Standardized performance factors, as outlined in the badge employee
Performance Appraisal form (attachment).

b. Overall performance
C. Attendance during the rating period.
d. Assignment(s) during the rating period.
e. First-Aid, CPR, STC requirements and other information
f. Performance Improvement Plan, as applicable
2. Performance appraisals shall reflect ratings for various standardized

performance factors as well as overall job performance.

a. Appraisers will evaluate performance based on the following rating
system:

1) An “outstanding” rating is when overall work performance
or performance related to a particular standardized
performance factor is definitely superior and well above the
standards expected and required of a trained and qualified
employee.

2) An “exceeds standards” rating is when overall work
performance or performance related to a particular
standardized performance factor is consistently above the
standards expected and required of a trained and qualified
employee.

3) A “meets standards” rating is when overall work
performance or performance related to a particular
standardized performance factor meets the standard required
of a trained and qualified employee.

4) A  “below standards” rating is when overall work
performance or performance related to a particular
standardized performance factor is below the standards
expected and required of a trained and qualified employee.

5) An  “unsatisfactory” rating 1s when overall work
performance or performance related to a particular
standardized performance factor is inadequate and grossly
below the standards expected and required of a trained and
qualified employee.

b. Appraisers will include a written narrative rating on all Performance
Appraisal forms.

B. The employee’s immediate supervisor is responsible for formally appraising the
employee’s job performance.
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Probationary employees will be appraised in accordance with applicable
guidelines in the Department’s Training Program. In addition, supervisors
will appraise probationary employees on a quarterly basis.

Permanent employees will be appraised on an annual basis. Appraisals shall
be due each year on a specific month based upon the last digit of the
employee’s social security number as follows:

O=February
1=March
2=April
3=May
4=June
S5=August
6=September
7=October
8=November
9=December

T PE@R N oo o

Appraisers will provide each employee scheduled for a performance appraisal
with a Pre-Appraisal Questionnaire form (attachment) before conducting the
appraisal.

L.

The Pre-Appraisal Questionnaire form is intended to allow the employee
an opportunity to participate in the performance appraisal process and can
be utilized by the appraiser to assist in conducting and completing the
appraisal.

The employee should complete the Pre-Appraisal Questionnaire form and
provide the completed form to the appraiser prior to beginning the
appraisal process.

Prior to completing the Performance Appraisal form, appraisers should discuss the
employee’s performance with the employee addressing the comments that he or
she intends to make on the appraisal form and identifying at least three attainable
and measurable goals for the next evaluation period. This will allow the
employee to have input into the appraisal and goal setting processes.

1.

When the employee has had more than one supervisor/manager during the
rating period, the employee’s current supervisor/manager when the
evaluation comes due must contact the employee's previous
supervisor/manager and include that supervisor’s/manager’s input and
comments in the appraisal process.
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The previous supervisor/manager is required to provide information
on the employee’s work performance to assist the current appraiser
with the appraisal process. Information may be provided verbally.

The employee’s current supervisor/manager will review the
completed Performance Appraisal form with the previous
supervisor/manager to ensure that comments and ratings were
correctly documented.

Upon completion of the Performance Appraisal form, the appraiser will
meet privately with the employee to review the appraisal and obtain the
employee’s signature on the completed appraisal form. Appraisers shall take
appropriate steps to assist an employee in correcting sub-standard areas
when an employee’s overall work performance or an individual standardized
performance factor is rated as below standards or unsatisfactory.

a.

When an employee is not satisfied with any aspect of an appraisal,
the employee shall have the right to appeal for a hearing before his or
her appointing authority/designee in accordance with the County’s
personnel regulations. The employee has ten working days after
receiving the appraisal, to request his/her appeal or the appeal is
waived.

In the event the employee remains unsatisfied after a hearing before
the appointing authority/designee, the employee may, within ten
working days after the decision, request that the appraisal appeal be
heard by a review board.

1) The request must be in writing to the Director of County
Personnel and the appeal must be based on an aspect of the
appraisal that the review board is empowered to change.

2) The review board shall be convened by the Director of
County Personnel and shall consist of the Director of
Personnel or his/her designee in the Personnel Department,
the appointing authority or his/her designee (cannot be the
appraiser), and a third member chosen by the employee.

3) The review board shall conduct an informal hearing and shall
decide all questions by a majority vote. The review board
shall have the power to raise rating factors and/or overall
appraisal ratings and to strike narrative portions of the
appraisal. The review board shall not have the power to
otherwise alter the appraisal.

Employees shall have the right to attend appeal hearings on release
time, call witnesses on release time and have the appraiser present.
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The appraiser will sign the completed appraisal form and forward it to his or
her supervisor/manager for review and signature approval.

Once all required signatures have been obtained, the appraiser will provide
the employee with a copy of the completed appraisal form and forward the
original to the Personnel Unit by the established due date.

Information derived from the performance appraisal process shall be used to
identify training needs and to help determine the employee’s eligibility for merit
salary increases, promotions, transfers, salary increases, demotions, discharges, re-
employment, and other personnel actions.

1. Civilian Employee Performance Appraisals (SEIU Local 715)

A.

SEIU represented employees with the exception of extra help staff shall participate
in individual performance appraisals on an annual basis. Supervisory/management
staff will schedule annual employee performance appraisals within thirty calendar
days of the affected employee’s anniversary date or as required by licensing,
accreditation or other official regulatory board.

1.

Performance appraisals will address the following performance related
subject matter including, but not limited to:

a. Job performance guidelines, as outlined in the Appraisal and
Development form (attachment)
Overall job performance

C. Performance targets for current appraisal period

d. Future performance targets

Performance appraisals shall reflect a performance rating for each
appraised job performance guideline and for overall performance.
Appraisers will appraise job performance guidelines and overall
performance based on the following rating system:

a. Above standard (routinely performs above standard or stated
expectations)

b. Meets standard (work is performed within standards or stated
expectations)

c. Improvement needed (identified performance gap)

d. Not applicable (category does not apply to employee)

Appraisers will provide documented comments on the Appraisal and
Development form for ratings of improvement needed. Comments should
include a brief description of further training and/or specific goals that
may assist the employee in achieving a meets standard or higher rating by
the next appraisal.
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a. Appraisers will provide documented comments on the Appraisal
and Development form for ratings of above standard.

b. Appraisers will not be required to provide documented comments
on the Appraisal and Development form for ratings of meets
standard.

Appraisers will complete the appraisal and provide the worker with a
finalized copy. Additional forms may be attached to the appraisal form to
evaluate competency and/or satisfy other regulatory requirements.

Appraisers will provide employees with at least ten working days notice
prior to the date of a scheduled appraisal meeting. Scheduled appraisal
dates may only be modified based upon mutual agreement of the appraiser
and the employee.

Appraisers will review and complete an Appraisal and Development form
prior to conducting the appraisal meeting.

Appraisers and employees will review and discuss each job performance
related section addressed on the appraisal form during the appraisal
meeting.

a. Any information, items, requests or suggestions that were not
identified or addressed within the Appraisal and Development
form will be addressed by the appraiser and employee during the
appraisal meeting.

b. Employees shall have the right to provide a written appraisal
response, within ten working days from completion of their
appraisal meeting, addressing any concerns that they may have
regarding their performance appraisal. The written appraisal
response may be attached to the Appraisal and Development form,
at the request of the employee.

Completed Appraisal and Development forms will be signed by the
appraiser and the employee, reviewed and signed by the appraiser’s
supervisor/manager and forwarded to the Personnel Unit for filing in the
employee’s personnel file.

a. Performance appraisal forms shall be temporarily removed from
employee personnel files if a hiring authority or management staff
requests to review the personnel file for disciplinary process, for
the purpose of lateral transfers or for the purpose of promotions.

b. Upon completion of the review, Personnel Unit staff shall return
the performance appraisal form to the employee’s personnel file.
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9. Performance appraisals shall be excluded from the grievance process.
However, employees may request a meeting with the appraiser’s
immediate supervisor/manager, within ten working days from completion
of the appraisal meeting, to review and discuss the appraisal if there are
any areas of dissatisfaction.

a. The appraiser's immediate supervisor/manager will meet with the
appraiser and the employee to review and discuss the performance
appraisal within ten working days of the employee’s request.

b. Any changes shall be documented on the Appraisal and
Development form and a copy of the finalized appraisal form shall
be provided to the employee. The reviewer's decision shall be final
regarding the performance appraisal.

10. Copies of all performance appraisal related documents will be forwarded
to the affected employee.

The annual performance appraisal process will not be used/considered in the
Department/County disciplinary process, for the purpose of lateral transfers or for
the purpose of promotions.

Employees on original probation shall receive a performance appraisal prior to
completion of their probationary period.

L. Civilian Employee Performance Appraisals (CEMA)

A.

CEMA represented employees shall participate in individual performance
appraisals on an annual basis. Management staff will determine when annual
performance appraisals will be conducted and completed for those affected
employees under their supervision (e.g. employee anniversary date, all employees
on one designated date, tiered).

1. Performance appraisals will address the following performance related
subject matter including, but not limited to:

a. Job purpose and responsibilities

b. Skill appraisal factors, as outlined in the Performance Appraisal
form (attachment)

c. Foundation/future focus (e.g. areas of strength, areas to improve,

areas to develop)
2. Performance appraisals shall reflect an overall performance rating for each

appraised skill factor. Appraisers will evaluate performance based on the
following rating system:
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a. Outstanding, consistently exceeds job requirements

b. Effective and successful, may sometimes exceed job requirements

c. At times does not meet job expectations, needs improvement

d. Not applicable

3. When completing performance appraisals, appraisers shall:

a. Review each area of performance and corresponding descriptive
statements.

b. Evaluate and rate the employee on only those areas that apply to
the employee’s specific job.

c. Comment specifically on each area of performance being
evaluated/rated.

d. Include any support documentation (e.g. examples or additional
comments).

4. Completed Performance Appraisal forms will be signed by the appraiser
and the employee, reviewed and signed by the appraiser’s manager and
forwarded to the Personnel Unit for filing in the employee’s personnel file.

5. An employee who is dissatisfied with their performance appraisal may
request and receive a review from the next highest-level manager. This
request must be received in writing within twenty working days of the
delivery of the appraisal.

1. If still dissatisfied after the review, the employee may request a
further review with the next highest-level manager. Requests must
be in written format and received by the applicable manager within
ten days of completion of the previous review.

2. Changes made as a result of the review process will be included in
the Performance Appraisal form.

B. During each annual appraisal period, the appraiser and employee will meet on a

quarterly basis to participate in a performance appraisal update.

1.

The purpose of the appraisal update is to allow the appraiser and employee
an opportunity to discuss any changes that have occurred during the
appraisal period, note progress made toward the developmental goals
agreed upon in the last annual performance appraisal, remove any
obstacles that might be inhibiting the employee’s success and discuss
additional resources that might be needed.

Performance appraisal updates shall be documented on Performance

Appraisal Update forms (attachment). Completed Performance Appraisal
Update forms will be signed by the appraiser and the employee.

3.13-8



3. Performance Appraisal Update forms are working documents and will not
be filed in employee personnel files.
C. Copies of all performance appraisal and performance appraisal update related

documents will be forwarded to the affected employee.

D. Appraisers and employees may not utilize performance appraisals and
performance appraisal updates in the disciplinary process or with oral board
qualifying examinations.

IV.  Personnel Unit Responsibilities

A. Personnel Unit staff shall;

1. Provide Division Commanders/Unit Managers with a monthly listing of
employee appraisals due for that month, as applicable.
2. Notify Division Commanders/Unit Managers of employee appraisals past
due and/or not yet received by the Personnel Unit.
3. Ensure the JIS database is updated to reflect appraisal completion dates
when completed appraisals are received in the Personnel Unit.
4. File copies of completed appraisal forms in employee personnel files.
5. Forward original completed appraisal forms to the County Employee
Services Agency.
6. Send a quarterly master list of delinquent employee appraisals to the
Chief, as applicable.
V. Performance Appraisal Training
A. Appraisers shall participate in and complete appropriate training in the performance

and completion of employee performance appraisals prior to conducting appraisals.

VL. Policy Revision

A. All Department policies will be reviewed not less than once a year. The Professional
Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.

3.13-9



I:] Annual

Santa Clara County

Rating Period: From:

To:
. First Aid:
ESupplemema' Department of Correction i
Probation-Quarterly . Range:
Performance Appraisal Sick Leave:
Name (Last) (First) (Middle) Rank Employee Number
Division Assigned Duty Assignment
STANDARD FACTORS UNSATISFACTORY BELOW STANDARD MEETS STANDARD EXCEEDS STANDARD OUTSTANDING
1. CARE OF EQUIPMENT: D |:| D D
The extent to which the i Is careless and incons} Mak ble effort | Follows policies and Demonstrates, through sel.
Employee exercises S'hows a comp etel Is careless an moons;stent akes a reasonable effo ollows policies an Demonstrates, through seif-
roper operation and disregard for, and is at in the care and operation of | to ensure proper operation procedures to ensure initiated effort, a high degree of
pm ai?mte n ; nce of times deliberately abusive equipment. Requires close | and maintenance of above average care in the care and concem for all
equipment towards equipment. supervision. equipment. proper use and equipment. Ensures against loss

maintenance of equipment.

or damage by initiating needed
maintenance or repair.

2. COOPERATIVENESS:
The extent to which the
employee is a team
player and is willing to
assist others to get the
job done and promote
harmony and good
relationships.

Makes no effort to work
with others to get the job
done. General behavior
creates disharmony and
promotes poor
relationships.

L]

Frequently has to be urged
to assist others. [nability or
lack of desire to be a team

player lowers effectiveness.

L]

Participates as a team
player. Behavior generally
promotes harmony and
good relationships.

L

Often seeks opportunity to
assist others and actively
participates as a team
player. Behavior promotes
harmony and good
relationships.

L]

Shows an exceptional interest in
gefting team results. s self-
sacrificing in efforts to help others
get the job completed. Behavior
consistently promotes harmony
and good relationships.

3. COURTESY: The extent
to which the employee is
polite, respectful, tactful,
considerate and
dignified.

Is often rude and
disrespectful in manner and
speech. Frequently
antagonizes others.

Tends to be rude and
abrupt at times. Can be
courteous fo others;
however, is not consistent
in this regard.

L]

Treats others with respect
and generally displays a
courteous attitude.

L]

Recognizes the importance
of treating others with
courtesy and respect and is
able to maintain courteous
demeanor even in an
adverse situation.

L

Makes an overt effort to be
courteous. Demeanor commands
the highest degree of respect and
serves as a standard of
excellence.

4. DILIGENCE: The extent
to which the employee
can be relied upon fo

L]

Cannot be relied upon to
complete an assignment,

Often requires follow-up to
ensure that an assignment

]

Requires routine
supervision to ensure that

L

Minimum supervision
required ensuring that

Can be consistently relied upon fo
complete assignments in a timely

complete assignments. except under the closest is completed in a assignments will be assignments are completed | manner. Sets an example for
supervision. reasonable length of time. completed in a reasonable | within a reasonable length others and supervision is rarely
length of time. of time. required.
5. INITIATIVE: Extentto [] []

which the employee
displays the motivation
necessary to produce
without urging.

Lacks drive and energy and
must be continually urged
to get results. Requires
constant supervision and
guidance.

Tends to be lazy and
requires an inordinate
amount of specific direction
and supervision.

L]

Displays an acceptable
level of drive and energy.
Only requires routine
guidance and direction.

Is self-motivated and needs
little direction. Frequently
seeks assignments and
takes advantage of
opportunities to produce.

Is highly motivated and requires
very little stimulation. Actively
pursues every opportunity to
increase productivity. Serves as
an outstanding example for fellow
workers, superiors and others.

6. JUDGMENT: The extent
to which the employee
considers all available
facts before acting and is
logical in conclusions
and actions.

L]

Does not consider obvious
facts in a situation and fails
to act logically. Decisions
are unreliable.

L]

Does not always consider
available facts, resulting in
some illogical conclusions.
Supervisors tend to
question and review
decisions.

L]

Gives adequate
consideration to all known
facts before taking action.
Decisions are generally
accepted.

[]

In most cases decisions are
sound and reflect thorough
consideration of all known
facts.

L]

Displays extraordinary insight and
ability to analyze and evaluate
facts. Resulting conclusions and
actions are consistently reliable.

7. LEADERSHIP: The
extent to which the
employee is able to
accept the responsibility
of leadership. Has the
ability to organize,
control and guide the
work of others to obtain
satisfactory results.

Does not demonstrate the

ability to obtain the desired
results through the work of
others. Does not have the
respect and confidence of

others.

L]

Possesses leadership
capabilities. However,
frequently fails to gain the
support of those who must
be controlled and directed.

L]

Accepts a leadership role in
keeping with the position
and generally achieves
satisfactory results through
the efforts of those directed
or controlled.

L]

Has the ability to organize,
plan, control and guide
others very effectively.
Consistently gains the
confidence and support of
those supervised.

L]

Actively seeks the responsibility of
leadership. Possesses
exceptional leadership ability to
plan, control and organize.
Regularly relied upon for advice,
assistance and direction.




STANDARD FACTORS UNSATISFACTORY BELOW STANDARDS MEETS STANDARD EXCEEDS STANDARD OUTSTANDING
8. DEDICATION: The
extent to which the . D - . EI " D . .
Displays antagonistic and At times openly critical the Generally supportive of the | Supports and defends the Actively supports, defends, and

employee supports the
Department and its
policies; the quality of
rendering faithful and
willing service towards

resentful attitude towards
the department and its
policies.

department, its procedures,
policies, and operations in
a non-constructive manner.
When in personal

department and its policies.
Renders willing and faithful
service when called upon.

department and its policies,
procedures and operation.
Frequently provides willing
and faithful service to the

promotes the department and its
policies and instills such an
attitude in others. Sefs an
exemplary example of devotion to

the aftainment of disagreement, does not department without being duty. Works with lthe orga_rjization
Departmental goals, provide support. called upon. to resolve issues in a positive and
principles, and values. constructive manner.
9. PERSONAL |:|
APPEARANCE: The c - ) _ -
reates an unfavorable Frequently has been found | Is presentable in Consistently creates a Consistently presents a striking

employee’s ability to
maintain a standard of
personal appearance
and neatness in keeping
with the demands and
prestige of the position.

impression. Dresses
slovenly or inappropriately.

to be inappropriately or
untidily dressed. General
appearance, including
dress and personal
neatness is not up to

appearance and meets the
acceptable standard of
dress.

favorable impression.
General appearance is
above standard.

appearance. Sets an example for
others and brings credit to the
department.

10. PERSONAL
DEVELOPMENT: The
extent to which the
employee strives for
selfimprovement and
skill development
through education.

Regularly fails to participate
in required training
programs.

standard.
L]

Qccasionally fails to
participate in required
training programs.

L]

Participates in required
fraining programs to
maintain skills and
knowledge atan
acceptable level.

L]

Participates in self-initiated
training programs and as a
result has enhanced skills
and knowledge.

L]

Shows an exceptional interest in
personal development by
consistent participation in
education programs, which extend
beyond those available through
the department. These efforts
serve as an example to others

11. PHYSICAL FITNESS:
The employee's
physical condition,
level of endurance, and
ability to react to a
physically demanding
situation.

Is unable to perform
required duties due to a
poor physical fitness level.

Unable to react effectively
to a physically demanding
situation or endure
strenuous assignments.

Maintains an acceptable
level of physical fitness.
Suceessfully reacts to most
physical challenges and
strenuous assignments.

Physical condition exceeds
acceptable standards. Is
capable of enduring
physically demanding
situations and strenuous
assignments.

L

Is in excellent physical condition
and is capable of reacting to any
physical challenge. Makes a
direct effort to remain physically fit
through an ongoing fitness
program.

12. QUALITY OF WORK:
The extent to which the
employee completes
work in a thorough,
neat, accurate and
effective manner.

Work product consistently
needs revision as a result
of incompleteness,
untidiness, inaccuracy or

L]

Work product frequently
reflects a lack of
consideration for the factors
of thoroughness, neatness,

L]

Work is completed in an
acceptable manner.
Generally considers the
need for neatness,

L]

Work product is
congsistently effective,
thorough, neat and
accurate. Requires

Work product is exceptional. Sets
an example for others in the
completion of work in a very
accurate, neat, thorough and

ineffectiveness. and accuracy. An undue accuracy and minimal supervision. effective manner.
amount of review is thoroughness.
necessary.
13. SAFETY SKILLS: The L__] D |:| |:|
2’;;?;;2 ew:rlggﬁt::s Demonstrates little concem | Frequently demoqstrates Generally demongtrates Regularly demongtrates Consistently demonstrates
safety techniques n for the safety pf self or poor §afety technlques_. _ good safety techniques and | proper and effective safety | exceptional safety techniques. Is
others. Consistently Requires close supervision. | procedures. techniques and procedures. | outstanding in this capacity and

both routine and
emergency situations.

violates safety procedures.

serves as an example for others.

14. SELF-EXPRESSION:
The extent to which
the employee
communicates both
orally and in writing, in
a clear, precise and
convincing manner.

Is unable to communicate
in a clear, precise and
convincing manner.

Exhibits difficulties in
expression. Frequently is
unable to communicate
clearly and precisely.
Reports are difficult to read
and understand.

Is able to write and speak
in an acceptable manner.

L]

Oral and written
expressions are clear,
precise and convincing.

L]

Projects an outstanding ability to
express clear, precise, and
convincing thought.

15. STABILITY: The
extent to which the
employee displays
poise and controls
emotions in routine or
adverse situations.

Displays a serious lack of
self-control. Can not be
relied upon in routine or
emergency situations

Frequently loses control of
situations. Cannot be
relied upon to maintain self-
control and poise.

L]

Demonstrates an
acceptable level of self-
control. Exhibits poise and
composure during most
situations.

L]

Is emotionally well
balanced. Shows good self-
controf and poise and can
be relied upon to perform
under pressure.

Sets an example of poise and self-
control. |s exceptionally well
balanced and acts in a manner
that promotes stability in others.




STANDARD FACTORS | UNSATISFACTORY | BELOW STANDARDS | MEETS STANDARD | EXCEEDS STANDARD | OUTSTANDING
SUPERVISION / IMANAGEMENT (only)
16. INSPECTION: The
extent to which the Fails to conduct inspections InspectionsI%| Conducts relg:;ljellr Inspections are timely and Consistently colr%lcts timely
employee conducts

ongoing inspections to
reveal areas where
improvement or
correction is needed.

in order to reveal areas
where improvement or
correction is needed.

inconsistent. Problems are
often not recognized nor
corrected.

inspections to reveal areas
where improvement or
correction is needed.
Takes necessary action to
correct problems.

thorough. Problems are
corrected and suggestions
are made for needed
change.

inspections. Identifies problem
areas and makes the necessary
corrections to ensure a high
standard of operation

17. PERSONNEL
DEVELOPMENT: The
extent to which the
employee is involved in
the professional
development of
subordinates through
evaluation, training and
discipline.

L]

Not concerned with the
professional growth,
training needs or discipline
of subordinates.

Subordinate evaluations
are superficial. Rarely
involved in subordinate
training. Is inconsistent in
discipline practices.

L]

Involved in the
development of
subordinates. Evaluations

show research and thought.

Encourages professional
growth through training and
appropriate discipline.

L]

Demonstrates an
exceptional interest in
subordinate development.
Uses comprehensive
evaluations as a tool to
direct training and
consistently applies
effective discipline.

L]

Committed to the development
and growth of subordinates.
Evaluations reflect continuous
involvement in their training and
discipline.

18. PLANNING AND
ORGANIZING: The
extent to which the
employee plans and
organizes work,
utilizing available
resources.

L]

Does not effectively plan
and organize work. Fails to
utilize resources to achieve
resuits.

[

Has difficulty in planning
and organizing work. Does
not always make use of
available resources.

L]

Generally plans and
organizes work
appropriately. Sets
reasonable priorities and
makes use of available
resources to meet most
goals.

Consistently and effectively
plans and organizes work.
Seeks out and utilizes
available resources.

Demonstrates exceptional skill in
planning and organizing work. Is
innovative in identifying and
utilizing resources.

19. OVERALL APPRAISAL

D Unsatisfactory

This overall evaluation is based on:
1. The employee’s value in the present assignment and performance therein during the evaluation period.
2. Consideration of general needs of the department, comparing the capabilities and characteristics of this employee to departmental standards.

:I Below Standard I:] Meets Standard I:‘ Exceeds Standard |—_—| Outstanding

20. COMMENTS:

21. SPECIFIC ACHIEVEMENTS:

22. EMPLOYEE’'S STRONGEST PQINTS:

23. AREAS FOR IMPROVEMENT:

24, ADDITIONAL INFORMATION:

25. ACTION PLAN FOR IMPROVEMENT/DEVELOPMENT: (Specifically indicate how each item in Section 23 can be improved and, where appropriate, items in Section 22 may be further

developed)




26. SIGNATURES AND APPROVALS

Appraiser
Print Signature Date
Supervisor
Reviewing with
Employee
Print Signature Date

| have discussed this report with a supervisor and understand that signing this evaluation does not necessarily imply agreement

Employee

Print Signature Date
Commanding
Officer

Print Signature Date

TO THE EMPLOYEE: The overall evaluation is the summary judgment of your performance assigned by your supervisor and reviewed by the
persons whose signatures appear above. If you are not satisfied with any aspect of the evaluation, you have the right of a hearing before your

appointing authority. You must request this hearing within ten (10) working days after the decision of the appointing authority request in writing to the
director of Personnel that a review board hear your evaluation appeal. The review board’s procedures are described in section A25-276 of the Merit
System Rules. You have the right to designate one member of the review board.




Santa Clara County
Department of Correction
Pre-Appraisal Questionnaire

To: Date:

From:

Include Dates for:
Range: CPR: 1% Aid: SCBA Mask Fit Chk:

You are due for an annual, probation, transfer, supplemental or quarterly update
appraisal. In order to make the process as fair and accurate as possible, the supervisor
completing your appraisal will need input from you. Listed below are a number of
questions that will help your supervisor more accurately reflect your performance during
the rating period. Your supervisor will be scheduling an interview with you prior to
preparing your appraisal. This questionnaire is to be completed and turned in to your
supervisor at the beginning of this interview.

1. What classes or special training have you completed during this rating period?
2. Have you received any commendations during this rating period?

3. Are you a member of any specialized teams?

4. Are you interested in any of the specialized teams?

5. What are your career goals?

6. What do you plan to do to accomplish your goals? Are you planning to attend any
school or specialized classes?

7. What do you see as your strengths?
8. What do you see as your weaknesses?
9. Are you involved in any community services or activities?

10. Are there any other issues you would like to bring out?



IR Page I :
'SAL AND DEVELOPMENT FORM

SANTA CLARA COUNTY (SEIU LOCAL 715) APPR,' _:

: E] PROBATIONARYPBRIOD

“Name: | Class

_ D ANNUALPERFORMANCE APPRAISAL
'Date___% Appmsal Penod From - , . S

JOB NOT | ABOVESTANDARD | MEETS | IMPROVEMENT | UNSATISFACTORY
PERFORMANCE APPLICABLE | =~ = ° © STANDARD | NEEDED | (I{HS ONLY)
GUIDELINES o . Jo T ‘ ’

Quality of work -~

Quantity of Work

Work Relationships | -
‘Adaptability [

Communication

-Work Habits

Job Knowledge

OVERALL APPRAISAL:

Comments on Performance Apprmsal ‘of “Above Standard" “Improvement Needed” and “Unsatlsfactory” must be explamed COmments are
encouraged but not requxred for “Meets Standard” pcrformance You may contmue your comments on the reverse or attach separate memo when
needed: S - - .

Perfori_nahce 'tar‘g"ets for this perieai : I " How well were targets eceompliéhed?

Future performance targetsz - o . How will tar'get's be accomplished?

|:]_ Iaccept the overall appralsal o U Idonot accept the overall appraxsal

' D I wish to dlscuss the appralsal w1th lifgher supervision wtthm the department

EMPLOYEE COMMENTS.(OP_.TIONA._L)_:'-__ »

Signature: __ L i  Dater__

. SUPERVISOR  Name:

' fS_igna-ture: o Dater i

REVIEWER :‘--M“[] Iconcur thh the apprats'al . o
R ' a- 1 have been, requested to feview the applzusal The fo lowmcy are my comments and decmon o

signae: D
Original - Personnel File . . -
Duphcates—Supervtsor . S

' .y Employee b ST

Revnsed 10/14/2004 '



o '_}RATING DEFINITIONS:
- Not Applicable (NA)

Meets S_t_e_md_a.rd
Above Standard:
Improvement Needed:

. "APPRAISAL AREAS:
Qu_'_al’i_'ty of Work:
Quantity of Work;

© "Adaptability:

Work HabitS'

Work Relatronshrps
"Commumcatron 3
Job Knowledge_

KEY -

 This category does not apply to thrs worker N
‘Work is performed within standards or stated expectatrons
‘Routinely performs above standard of stated expectations.

Identified performance gap. ‘A rating in this area must mclude a comment by the supervrsor ,

' Makes decisions consrstent wrth departmental policy and accepted practrce
' Completes work assignments in a timely manner consistent with the requrrements of the task

Performs quality work in difficult or new situations.

-Observes rules, policies and- procedures Demonstrates initiative. Manages time efﬁcrently and

effectively.
Works with coworkers and clieitts effectively.

._Demonstrates oral communication skills. Demonstrates wrrtten commumcatron skrlls
-Demonsttates knowledge in-applicable laws, pohcres rules and regulatrons Demonstrates techmcal
professronal knowledge and/or jOb related skills. . - :

Supervisor’s Comments (continued from front):

[ Emplo yee_Co'm‘ments" (continued from front): -

“Reviewer's Comments (continued frofn front); - -~ -, -




COUNTY OF SANTA CLARA
COUNTY EMPLOYEES MANAGEMENT ASSOCIATION

PERFORMANCE APPRAISAL
Review Dates From: To:
Employee Name: Position Title:
Agency / Department:
Reviewing Manager:
Part I: Job Purpose and Responsibilities

Job Purpose Statement:
How does the employee’s job fit into the overall purpose of the unit / department / agency?

Manager

Employee

Manager

Job Responsibilities Performance Expectations Relevant Measures

Employee

Rev: 1/21/03




Part Il: Skill Appraisal

INSTRUCTIONS:

Read each skill area, change or add descriptive statements as necessary to reflect the employee’s
responsibilities. Give a rating for each skill area to reflect the employee's performance over the past year.

All ratings require manager's comments.

Mark a skill area or descriptive statement as ‘not applicable’ if the employee has no responsibilities in this area.

RATING KEY:
Outstanding, Consistently Exceeds Job Requirements +
Effective and Successful, May Sometimes Exceed Job Requirement v
At Times Does Not Meet Job Expectations, Needs Improvement -
Not Applicable na

SKILL AREAS:

1. Job Knowledge and Application Overall Rating:

» Demonstrates knowledge of management and professional field.

¢ Demonstrates ability to apply job knowledge.

« Effectively utilizes regulations and related systems.

« Understands other operations and areas and uses them effectively.
o

Manager Comments:

Employee Comments:

pSee attached
Rev: 1/21/03




2. Planning Overall Rating:

o Strategically plans work and makes appropriate assignments / delegates effectively
¢ Organizes information, gathers data, defines tasks.

» Uses systematic and efficient methods for tracking and measuring.

 Considers alternatives and contingencies, makes adjustments accordingly.

e Subordinates are well organized and aware of priorities.

[

Manager Comments:

Employee Comments:

pSee attached

3. Budg_;et Management Overall Rating_j:

¢ Operates effectively within budget.

s Prepares any necessary budget forecasts and forms.

» Achieves established targets and encourages cost improvements.
« Effectively controls functional costs.

Manager Comments:

Employee Comments:

pSee attached
Rev: 1/21/03




4, Time Management Overall Rating:

e Meets agreed upon deadlines and targets.
s Maintains a high rate of productivity.
o Demonstrates appropriate use of resources.
o
Manager Comments:
Employee Comments:
pSee attached
5. Communication Overall Rating:

¢ Anticipates information needs of management staff and other entities.
¢ Listens and is accessible to employees.

¢ Shares information effectively.

¢ Presents concepts and proposals effectively.

Manager Comments:

Employee Comments:

pSee attached

Rev: 1/21/03




6. Customer Service Overall Rating:

e Demonstrates knowledge of the organization's customer and their needs.

» Seeks customer comments. ‘

¢ Seeks continuous improvement.

¢ Provides high-quality services that address the needs of a diverse community.

¢ Establishes reliable measures to determine quality of services.
L ]

Manager Comments:

Employee Comments:

pSee attached

7. Interpersonal Relationships Overall Rating:

¢ Maintains self-confidence & self-esteem of others.

* Maintains constructive relationships.

¢ Focuses on the situation, issue or behavior, not the person.
¢ Takes initiative to make things better.

o Leads by example.

o Manages conflict effectively.

Manager Comments:

Employee Comments:

pSee attached

Rev: 1/21/03




8. Selection & Development of Staff Overall Rating:

s Recruits and hires well-qualified staff.

» Provides coaching, development, training and promotional opportunities where possible.
o Addresses discipline problems in a timely and effective manner.

¢ Demonstrates balance and objectivity in personnel decisions.

¢ Monitors performance of employees.

L ]

Manager Comments:

Employee Comments:

pSee attached

9. Equal Opportunity / Diversity Overall Rating:

o Demonstrates a high standard of conduct with actions and decisions.

Provides information, guidance, and training to employees regarding E.O. policies and standards for behavior.
o Approaches difficult issues objectively and rationally.

Actively promotes Diversity efforts within the organization.

Manager Comments:

Employee Comments:

pSee attached

Rev: 1/21/03




10. Safety Policies & Procedures Overall Rating:

¢ Ensures compliance with Safety Rules and Regulations.

» Provides information, guidance, and training to employees regarding safety issues.
o Takes prompt and appropriate action to address safety concerns.

L

Manager Comments:

Employee Comments:

pSee attached

Rev: 1/21/03




Part Ill:

interpersonal and managerial areas.

Foundation / Future Focus
INSTRUCTIONS: Using the results of Part 1l "Skill Appraisal” List the specific areas of strength, areas to improve and areas to develop. Address technical,

Manager:
What are the employee’s strengths, skills and
abilities in the performance of their job?

Manager / Employee:
What are the targeted areas the employee can
strengthen to develop their skills / performance.

Employee / Manager:
What training, tools, methods, resources,
opportunities, do | need from the manager to
develop my skills / performance?

pAttach additional sheet if necessary

p Attach additional sheet if necessary

p Attach additional sheet if necessary

Manager Signature:

Date:

Employee Signature:

Date:

Second-Level managerial:

Date:

Rev: 1/21/03




COUNTY OF SANTA CLARA Four-Month Update:

COUNTY EMPLOYEES MANAGEMENT ASSOCIATION Revie_w Period Dates:
PERFORMANCE APPRAISAL UPDATE %‘?m-

Indicate any changes in the following:

= Job Purpose Statement:

= Job Responsibilities, Expectations and Measurements:

o Update progress toward agreed upon areas of performance of skill development:

Manager Signature: Date:

Employee Signature: Date:
Rev: 1/21/03




COUNTY OF SANTA CLARA

Department of Correction Policy Number: 3.15
No. of Pages: 3

Date of Origin: 04 Oct 1993
Date of Revision: 04 Nov 2008

Policy and Procedure Manual

Chapter: Personnel Subject: Employee of the Month

Supersedes: Old DOC Policy 1.20 rev. Distribution:
09/11/97, Main Jail Procedure 119

References: None

Signature of Issumg At.kthorlty Current Policy Review
M C— ?\\“X\“ Date of Review: 04 Nov 2008

Edward C. Flores, Chlef of Corréction Revisions Made: X]Yes [ [No
POLICY: It is the policy of the Department of Correction to encourage

excellence in the performance of duty and to reward such excellence
when demonstrated.

PURPOSE: To establish a process for recognition of outstanding performance
and exemplary accomplishments of Department of Correction
employees.

DEFINITIONS: None

PROCEDURE:

L Divisional Team Employee of the Month Award

A. At the beginning of each month, each division will recognize one (1) employee from

each team or unit for his/her outstanding contribution to the facility.
B. Team Employee of the Month Nomination

1. The Team Selection Committee for the Team Employee of the Month
Award consists of the Team Lieutenant and Team Sergeants.

2. The Team Selection Committee will meet during the last week of the month
to select the following month’s recipients.

3. Nominations must be submitted to each division’s Administration Sergeant
by the last day of each month to be recognized for the following month.

4. A digital picture of the selected employee will be submitted diskette to the
division administration sergeant by the last day of the month.

3.15-1



I

III.

5. The Administration Sergeant is responsible for preparing the Team
Employee of the Month Certificate.

Recognition
1. The selected employee will be awarded with the following:

a. A division “Employee of the Month” Certificate.

b. The Administrative Sergeant will post the Team Employee of the
Month Certificate and a photo of the employee on the first week of
the honored month in the division’s designated bulletin board area.

C. A reserved parking space for the month.

Department Employee of the Month

A.

Each quarter, the Department of Correction will honor an employee for his/her
outstanding contributions to the Department.

The Department of Correction Personnel Unit will distribute a memorandum
requesting nominations for the Department Employee of the Month to be submitted
to the Division Commander.

The announcement for nominations will include a deadline for submission and a
copy of the Employee of the Month Recognition Program form.

A nomination report should include a narrative explaining why the candidate
deserves recognition.

Each Division Commander will select one (1) nomination to forward to the
Department of Correction Personnel Unit for review by the Chief of Correction.

The Chief of Correction will select an employee from those nominations referred by
the Division Commanders/Unit Managers.

The Personnel Unit will distribute a memorandum announcing the Department of
Correction employee of the month.

The selected employee shall be honored at the public Board of Supervisor’s
meeting. The Department of Correction Personnel Unit is responsible for making
the proper notification in order to have the item placed on the Board of Supervisor’s
Agenda.

Criteria for Selection

A.

Reasons for selection include, but are not limited to, the following:
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Exemplary performance of duty.

2. Submission of a suggestion involving the implementation of a procedure,
method, or device that materially contributes to the efficient and effective
operation of the facility, division, or unit.

3. Act or accomplishment which reflects credit to the facility, division, or unit.

B. All selections will be documented in the employee’s divisional files and/or
department personnel files.

I11. Nominations

A. Any employee may nominate any Department of Correction employee for Employee
of the Month, either at the divisional level or department level.

B. Nominations must be submitted on an Employee’s Report to the division
Administration Sergeant by the last day of each month to be recognized for the
following month.

IV.  Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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COUNTY OF SANTA CLARA

Policy Number: 3.17
No. of Pages: 8

Department of Correction

Policy and Procedure Manual

Date of Origin: 06 May 2003
Date of Revision: new

Chapter: Personnel Subject: Awards and Commendations
Supersedes: none Distribution:
References: none /
ignatuye of Issging Amthori Current Policy Review
; / Date of Review:
Jamg8fW MBabcotk, Chief of Correction Revisions Made: Qch [ INo i
POLICY: It is the policy of the Department of Correction to encourage

excellence in the performance of duty and reward such excellence.
The level of recognition will be based on the level of achievement
as outlined in this policy.

PURPOSE: To establish a process to officially recognize and reward employees
for outstanding performance of duty, other exemplary
accomplishments and length of service.

DEFINITIONS: Chair: A member of the Board of the Employee Awards
Committee tasked with its organization. The chair is a non-voting
board member, with the exception of tie-breaking votes, or when a
voting member is required in order to establish a quorum.

PROCEDURE:
L Awards and Commendations
A The Department expects a high level of professional conduct from all employees;

however, some members of the Department frequently perform their duties in a
manner exceeding the highest standards of the Department.

1. When such conduct occurs, official commendations will be made.
2. These commendations may either originate from citizens or from within the
Department.

B. Recognition of performance rising above that, which is expected, shall be
accomplished through the award system detailed in this policy.
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II.

Awards approved by the Department of Correction

A

C.

D.

Medal of Honor

Awarded to any officer who has been killed in the line of duty, or at the risk of
such officer’s own life, displays extreme courage, bravery, and devotion to duty in
exposing oneself to grave danger in the face of a seemingly hopeless situation
notwithstanding the officer’s own imminent peril. The Medal of Honor recipient
must have demonstrated that there was a conscious awareness of the imminent
threat to physical safety at the time the action was performed. This award may be
presented as soon as possible after the occurrence and as a ceremonial presentation
at the annual awards ceremony. The recipient will receive a plaque and a one-inch
solid gold ribbon bar with a centered Silver Star.

Medal of Valor

May be awarded to any officer who distinguishes oneself by conspicuous bravery
in the performance of such officer’s sworn duties under unusual, complicated, or
hazardous conditions where the officer used excellent judgment in accomplishing
an assigned mission, including sustaining human life. This award may be
presented as soon as possible after the occurrence and as a ceremonial
presentation at the annual awards ceremony. The recipient will receive a one-inch
solid red ribbon bar with a centered Silver Star.

Meritorious Service

May be awarded for an act of intervention performed in an unusual incident,
rendering a valuable service to the Department of Correction. This award may be
conferred for intervention into a situation of imminent death or serious injury to a
victim, attempted suicide, emergency situation, mass inmate disturbance or
demonstration, prevention of a riot, or for an act above and beyond the normal
course of duty. This award may be presented as soon as possible after the
occurrence and as a ceremonial presentation at the annual awards ceremony. The
recipient will receive a one-inch solid royal blue ribbon bar with a centered Silver
Star.

Outstanding Service

May be awarded to Department of Correction employees and volunteers, who
while serving in an official capacity distinguish themselves by performing an action
above and beyond the normal call of duty or other outstanding performance. For
those employees who demonstrate accomplishing a level of dedication
accomplishing the Mission of the Department of Correction that is far superior
and serves as an inspiration for all. This award will be presented at the annual
awards ceremony. The recipient will receive a certificate signed by the Chief of
Correction.

3.17-2



County Employee of the Month

May be awarded to Department of Correction employees who distinguish
themselves through consistent diligence and application and have demonstrated a
level of dedication that accomplishes the Mission of the Department of Correction
that is superior to the norm and serves as an inspiration for all employees. The
recipient will receive a certificate signed and presented by the County Board of
Supervisors.

Certificate of Appreciation

Awarded for routine or non-routine acts of customer service, performance of
assigned duties, administrative excellence, or community service requiring more
time or effort than normal job expectations. This award will be presented at the
annual awards ceremony. The recipient will receive a certificate signed by the
Chief of Correction.

Letter of Recognition

Awarded for consistent professional, courteous customer service or commendable
performance of assigned duties. The recipient will receive a letter from the
supervisor and a copy of the letter will be placed in the employee’s personnel file.
Letters of Recognition are not included in the annual presentation of awards.

Service Awards (automatically initiated)

Awarded for continued employment with the County of Santa Clara and the
Department of Correction, as listed below:

1. 40 Years Marble timer

2. 35 Years Marble Plaque

3. 30 Years Desk Trophy

4. 25 Years Watch

5, 20 Years Pen and Pencil Set

6. 15 Years Clock

7. 10 Years Marble Box

8. 5 Years Lapel Pin and Certificate with holder

In addition to the awards listed above. Officers will be awarded a service bar at 5
years and in 5-year increments thereafter that can be worn on the left arm of the
long sleeve uniform shirt. This award will be presented at the annual awards
ceremony.

Attendance Award

Awarded for perfect attendance record with no absences for 5 consecutive
calendar years. This award will be presented at the annual awards ceremony. The
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recipient will receive a red/white/blue ribbon bar. For each additional five-year
award, a silver star will be added to the ribbon bar. In calculating perfect
attendance, certain approved absences such as vacation, bereavement, FMLA,
Maternity, Paternity or 4850 will be taken into consideration.

Retirement Award

Awarded to staff retiring in good standing with 10 or more years of Department of
Correction service when formal notification is given. The recipient will be
presented with a certificate and plaque at the annual awards ceremony.

1. If the departing employee was an officer, he or she will have the option of
retiring his or her badge.

2. If the employee opts to retire his or her badge, the Personnel Manager will
arrange to have the employee’s badge charged to the budget unit from
where the employee is leaving,

Nominations

A

When a department employee performs an act worthy of consideration for a
departmental commendation, the person wishing to nominate the employee must
submit a written memorandum to the nominee’s supervisor. The memorandum
must include, but not be limited to, the following information;

1, Name and assigned unit of the nominated employee
2. Circumstances surrounding the event prompting nomination
3. Miscellaneous attachments (e.g. photos or charts).

If the nomination is associated with a specific event, the memorandum must be
submitted within 90 days of the event.

After reviewing the memorandum, the nominee’s supervisor will forward it to the
Chair of the Employee Awards Committee (the Personnel Manager).

The Chair or an agent of the chair will review all nominations for completion and
accuracy and return, if necessary, to the originator. If complete, the chair will
forward the nomination to the Employee Awards Committee for evaluation and
classification.
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V.

Employee Awards Committee

A

The Employee Awards Committee will be responsible for evaluating and
classifying commendation reports, and for recommending appropriate action to the
Chief of Correction via the Assistant Chief.

The Personnel Manager will continuously Chair the committee. The Chair is a
non-voting member with the exception of tie-breaking votes.

The Employee Awards Committee serves under and reports to the Chief of
Correction.

The Employee Awards Committee’s membership will include voting board
members.

1. The Board will be compromised of five voting members from the following
areas; -

a. One member representing the Elmwood Complex

b. One member representing the Main Jail Complex

C. One member representing the Support Services/Programs Division
d. One member representing the Administrative Division
e One member representing the Administrative Support Services
Unit,
2. The Division Commander or Assistant Division Commander will be the

voting board member for each respective division.

a. The Division Commander will notify the Personnel Manager of his
or her selection by the first of January each year, or no longer than
five days after transfer into a Division or Unit.

b. Each voting board member will serve on the Employee Awards
Committee for a period of one year.

3. The number required for quorum will be at least three of the five voting
board members present to vote on commendation reports. Each voting
board member will have one vote. The Personnel Manager (Chair) may be
considered the final voting board member in order to establish a quorum.

4, The Personnel Manager will provide secretarial and clerical support.
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5. The Board is empowered to make recommendations to the Chief of
Correction with regards to proposed policy changes pertaining to the
departmental awards system.

6. The Employee Awards Committee will meet at least two months prior to
the annual awards ceremony, and as deemed necessary by the Chair.

Employee Awards Committee Procedures

A

The Board will evaluate all nominations submitted, and will recommend which
type of award or commendation is merited in each case. It may also conduct any
necessary additional inquiry of the event.

Any member of the Board may request to be excluded in consideration of a
nominee for an award if the member feels biased or prejudiced towards the
nominee.

Recipients of awards will be selected by a majority vote by the Board.

The Board will present its findings to the Assistant Chief for review and approval
before forwarding to the Chief for approval. The Chief may disapprove of the
Board’s recommendation.

The Board may recommend to the Division Commander, that a Letter of
Recognition be inserted in the nominee’s personnel file in lieu of a recommended
award. The Board may also add its own Letter of Recognition, in lieu of the
recommended award.

The Board will review all nominations for awards. They will determine which
award is appropriate based on the criteria set forth in this policy. During the
voting process each voting board member will have only one vote. A two-thirds
majority vote must be reached for an award approval.

In the event the nomination does not meet any award criteria, it will be returned
with a brief explanation to the person mmatmg the request. Appeals may be
submitted to the Assistant Chief.

If a member of the public or an outside agency wishes to recognize an employee
for personal achievements, the information received, either verbal or in writing,
will be forwarded to the Chair who will submit the information to the Employee
Awards Committee for review.
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V1.  Award Presentations

A

Annual Employee Awards Ceremony

1. Each year, the Personnel Manager shall be responsible for planning and
hosting the Annual Employee Awards Ceremony during the month of
March at the direction of the Chair.

2. Every award recipient will be invited to attend with his or her guest. The
Department will serve as host for these invitees.

3. The PIO will be responsible for notifying the media and Board of
Supervisors as appropriate and for providing photographic service during
the ceremony.

Notification and Presentation of Awards

1. It will be the responsibility of the Chair to schedule approved awards for
presentation.

2. The Chair will ensure that the award recipient is notified of the time, date,
and location the award will be presented.

Promotions will be acknowledged at the annual awards ceremony or at a similar
event throughout the year by the presentation of insignia rank.

VII. Uniform Authorization for Pins, Bars, and Ribbons

A

Awards may only be worn above the nametag on the right side of the chest, on
class A and B uniforms not Battle Dress Uniforms.

When wearing one authorized pin, ribbon bar on the uniform, it shall be worn
horizontally, centered 1/8 inch above the right top pocket seam.

When wearing more than one authorized pin or ribbon bar on the authorized
uniform, it shall be worn horizontally. All centered 1/8 inch above the top pocket
seam, beginning with the highest award closest to the heart, spaced 1/4 inch apart.

Special designation insignia may be worn in conjunction with commendation bars,
centered one-quarter inch above the uppermost commendation bar. Special
designation insignia are limited to JTO pin, ERT pin, U.S. Flag ribbon or pin, years
of service pin, or Certified Jail Manager pin.

1. JTO pins with a blue patch shall be worn on the right epilept. This pin may
be worn on a Class A, B or BDU uniform.

2. No other pins are approved for display on the uniform.
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VIII. Replacement of Awards

A If service pins, commendation ribbons or awards are lost or broken during the
performance of a staff member’s duties, they will be replaced at no cost.

B. If service pins, commendation ribbons or awards are lost or broken in any other
circumstances, the employee will be asked to bear the cost if he or she requests
replacement of the item.

IX.  Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Policy Number: 3.19
No. of Pages: 3

Date of Origin: 25 Feb 2004
Date of Revision:  new

Department of Correction

Policy and Procedure Manual

Employee Bilingual Services and
Compensation

Chapter: Personnel Subject:

Supersedes: None I Distribution:

References: Santa Clara County Personnel Policy and Procedures
Memorandums of Understanding for all applicable bargaining units

Signature ing Aythori Current Policy Review

Date of Review:

James W. Babcock, Chief of Correction Revisions Made: [ |Yes [ JNo
POLICY: It is the policy of the Department of Correction to develop communication
between staff and inmates, visitors or other persons by providing bilingual
services.
PURPOSE: To provide guidelines for bi-lingual services and compensation.

DEFINITIONS: Bilingual: Using or capable of using two languages with equal or nearly equal
facility.

PROCEDURE:
L Bilingual Services
A Bilingual services are an essential component to the operation of a Jail. The Hispanic

and Asian population represent the largest ethnic groups in the Jail; therefore, the
Department provides much of its information in English, Spanish and Vietnamese

languages.

1. The inmate rulebook is available in English, Spanish and Vietnamese.

2. The inmate orientation videos are available in English, Spanish and
Vietnamese.

B. The Assistant Chief and the Personnel Manager will review bilingual assignments
annually to determine if bilingual services are adequate.
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Bilingual requests, testing and approval

A

Employees interested in providing bilingual services for the Department may submit a
memorandum of interest to their supervisor who will review and assess the operational
need for this service.

Requests will then be forwarded to the Division Commander or Unit Manager with a
recommendation.

When reviewing the requests, the Supervisor and Division Commander/Unit Manager
will include an assessment of the following criteria as the basis for their decision:

1. Does the facility/unit have inmates or persons who speak the other language
that would require interpretation from staff.

2. Does the facility/unit have an adequate number of staff who are certified to
speak that language.

If the supervisor determines there is a need for bilingual services, he or she will
complete and attach a Bilingual Test Request form to the employee’s memorandum of

interest.

1. If the employee is already certified bilingual, the supervisor will ensure this
information is noted in the memorandum.

2. If the Division Commander or Unit Manager approves the request, he or she
will forward the memo to the Personnel Manager.

The Personnel Manager or designee will be responsible for the coordination of
requests, testing and approvals for bilingual employees.

1. Requests will be accepted on a first come first serve basis.

2. If there is an opening, the Personnel Manager will schedule the employee for a
test with the County’s Bilingual Testing Coordinator.

3. If the County certifies the employee bilingual, the Personnel Manager will
request approval from the Assistant Chief.

4. If the Assistant Chief approves the appointment, the Personnel Manager will
advise the employee and Division Commander / Unit Manager and will submit
a Department Bilingual Pay Request form.

5. If the Assistant Chief does not approve the appointment, the Personnel
Manager will place the employee on a list for future openings.
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6. The Personnel Manager will maintain a tracking system of employees providing
bilingual services and their assignment to ensure employees are added and
removed accordingly.

II.  Assignments for bilingual positions

A The Division Commanders and Unit Managers are responsible for assigning employees
to designated bilingual slots.
B. Changes in assignment due to transfers, bumps, or depletion of personnel will have a

direct affect on the bilingual assignments.

1. If an employee moves (voluntary or involuntary) to another assignment, team,
unit or division, his or her bilingual status will be reevaluated by the Division
Commander or Unit Manager.

2. If the amount of employees exceeds the available bilingual slots, the least senior
employees will lose their differential. If a bilingual slot is available at another
assignment, the employee may be considered for that assignment.

3. If the amount of employees is less than the available bilingual slots, the
Personnel Manager will check the standby list for eligible employees.

IV.  Compensation for a bilingual position

A Employees certified and authorized by the Department to provide bilingual services will
receive compensation for those services.

B. The amount of bilingual pay will be in accordance with the employee’s memorandum
of understanding.

C. Differential may be removed when the employee is no longer in a bilingual assignment.
V. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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DIVISION ASSIGNMENT REQUEST FORM

PERSONNEL

Last Name First Name Rank Badge #

CURRENT ASSIGNMENT: [_] Main Jail Complex [_| Elmwood Complex [_| Other

SUBJECT: ASSIGNMENT REQUEST
Note: Seniority-based requests may only be made by officers who have completed 10 years of service

as a badge employee and have completed divisional training requirements at both the Main Jail and
Elmwood complexes.

D Remain at current Division Assignment (seniority-based request)
or

D Transfer to another Division Assignment based on:

] Seniority
or
D Completion of af least one year in current Division Assignment

DIVISION PREFERENCE:

[ ] Main Jail Complex [ ] Ebmwood Complex

---------------------------------------------------------------------------------------------------------------------------

PREVIOUS ASSIGNMENTS:

Division / Section

If desired, indicate special reasons (e.g. career goals), which will assist in evaluating your request:

Signature:

---------------------------------------------------------------------------------------------------------------------------

Personnel Staff Only: [ ]Eligible [ INot Eligible
Signature
Comments:

Rev. 9/05



COUNTY OF SANTA CLARA

Chapter: Personnel

Department of Correction

Policy and Procedure Manual

Policy Number: 3.27
No. of Pages: 9

Date of Origin: 30 Dec 1993
Date Revised: 22 Oct 2009

Subject: Badge Staff Transfer and
Assilgament Policy

Supersedes: Policy 3.27, rev. 02/24/06 I Distribution:

References: Santa Clara County Charter, Santa Clara County Merit System Rules, California
Government Code Section 3303(i); CPOA Memorandum of Understanding, DSA Memorandum
of Understandmg, Title VII of Civil nghts Act

Signature of Issuing AuFl%t:\i Current Policy Review
w} ) | Date of Review: 22 Oct 2009

Edward C. Flores Chief of Correction Revisions Made: Yes DNO
POLICY: It is the policy of the Department of Correction to assign and transfer

PURPOSE:

DEFINITIONS:

badge staff as determined by the Chief while taking into account the
needs of the Department, the employee’s professional development
and experience. Assignments and transfers for badge employees will
be conducted in accordance with the current bargaining unit
agreement.

To establish a standardized procedure for assignment, review and the
transfer of badge employees.

Bona-fide Occupational Qualification: A statutory exemption to
Title VII of the Civil Rights Act, which allows an employer to use
their discretion in assignments where it is determined that an
employee’s gender (male or female) is an essential factor in the
efficient operation of the organization.

Division Assignment: An assignment to a division complex (Main
Jail or Elmwood) with duties relating to the care, custody and control
of inmates.

Division Specialized Assignment: An administrative position within
a division complex (Main Jail or Elmwood) providing service to that
command.

Longevity Transfer: The reassignment of badge employees from one
division assignment to another, normally based on completion of
five years in a division assignment.
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Specialized Projects Assignment: A temporary assignment, usually
of less than six months duration, to perform specific duties in
connection with research, specialized operations, grants applications,
or any unforeseen temporary Departmental needs.

Specialized Unit Assignment: An assignment to a centralized unit
servicing the entire Department of Correction.

Transfer: The reassignment of a badge employee from one
Division/Unit to another Division/Unit.

Transfer Review Date (TRD): The date an employee becomes
eligible for transfer consideration, based on the length of time in
specific Divisions/Units. The Transfer Review Board will use this
date when considering transfer eligibility of a badge employee. (The
Transfer Review Date only includes month and year)

PROCEDURE:
L Transfers
A. Transfers of Officers and Sergeants will occur annually, in January, or as determined
by the Chief.
1. Transfers will be determined based on one or more of the following:
a. Departmental needs
b. Transfer Review Dates
c. Employees’ ability to perform in assignments
d. Employee requests
e. Seniority
2. In situations where gender (male or female) is a “bona-fide occupational
qualification”, the Chief may consider employee gender as a factor in
establishing assignments and transfers of badge employees.
B. Transfers of Lieutenants and Captains will occur at the Chief’s discretion and may
occur at anytime.
1L Longevity Transfers
A. Officers and Sergeants will be reviewed for, and subject to, a longevity transfer

based upon their established TRD.
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Transfer Review Dates will be used by the Transfer Board to consider the
reassignment of Officers and Sergeants due to longevity in their current
assignments.

Transfer Review Dates will be established according to assignment as
follows:

a. Division Assignment: Officers and Sergeants will be reviewed for
transfer on or about 5 years in a Division Assignment. Officers and
Sergeants may transfer from a Division Assignment to a Division
Specialized Assignment or Specialized Unit Assignment after
successfully completing the selection process.

1) Employees assigned to a Division may be reassigned (prior
to completion of 5 years in assignment) as determined by the
Chief and supervising Captain/Unit Manager and in
accordance with the employee’s memorandum of
understanding.

b. Division Specialized Assignment: Officers and Sergeants will be
reviewed for transfer on or about 3 years in a Division Special
Assignment. Officers and Sergeants may transfer from a Division
Special Assignment to a Special Unit Assignment after successfully
completing the selection process.

1) Officers and Sergeants selected for Division Specialized
Assignments will not receive a new TRD.

2) Officers and Sergeants selected for Division Specialized
Assignments will be subject to longevity transfer on their
established TRD regardless of time in their Division
Specialized Assignment.

3) Employees assigned to a Division Specialized Assignment
may be reassigned (prior to completion of 3 years in
assignment) as determined by the supervising Captain/Unit
Manager.

C. Specialized Unit Assignment: Officers and Sergeants will be
reviewed for transfer on or at about 3 years in a Specialized Unit
Assignment. Employees leaving a Specialized Unit Assignment
should complete at least one year in a Division Assignment before
being considered for another Specialized Unit Assignment or
Division Specialized Assignment.
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1) Employees assigned to a Specialized Unit Assignment may
be reassigned (prior to completion of 3 years in assignment)
as determined by the supervising Captain/Unit Manager.

d. Specialized Project Assignment: These assignments are usually of
less than six months duration. Assignment to a Specialized project
has no effect on the employee’s scheduled TRD.

3. The Chief or Assistant Chief when designated may authorize employees to
remain in their current assignment beyond their established TRD.

a. The Chief or Assistant Chief will ¢onsider requests for longevity
transfer exemption from employees pending retirement.

b. The maximum time exemption from longevity transfer due to
pending retirement will be one year.

c. Non-retirement longevity transfer exemption requests may normally
be granted in increments of 3, 6, or 12 months.

B. The Chief may limit the number of longevity transfers due to departmental needs.
This may cause a break in the transfer list where some eligible badge employees
with the same TRD may be transferred and some may not.

Division Assignment Requests

A. Officers may request division assignments based on seniority or after one year in
current division assignment.

1. Officers may request to transfer to another Division Assignment or remain
in their current Division Assignment based on their seniority when they meet
the following requirements:

a. Officers must have completed ten years of service with the
Department as a badge employee by December 31* prior to the
January transfer.

b. Officers must have completed divisional training requirements at

both complexes (Main Jail and Elmwood).
B. Requests to transfer to another Division Assignment or remain in current Division
Assignment will be initiated via the completion of a Division Assignment Request

form (attachment).

1. Completed Division Assignment Request forms must be submitted to the
Personnel Unit, directly.
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Iv. Transfer Board

A.

Officers who have met the necessary requirements for a seniority-based
assignment request should submit a Division Assignment request form
annually to inform the Transfer Board of their Division preference.
Assignment decisions will be left to the discretion of the Transfer board for
those who do not submit a request.

The Transfer Board will convene on the second Wednesday of November in each
calendar year to review and determine transfers of Officers and Sergeants. At the
discretion of the Chief, a Transfer Board may be convened on the second
Wednesday in May to review longevity transfers that were not completed during the
November meeting for a July transfer.

1.

The Transfer Board will be composed of the following individuals:

Assistant Chief (Chair)

Professional Compliance Captain (Voting Member)
Elmwood Complex Captain (Voting Member)
Main Jail Complex Captain (Voting Member)
Support Services Captain (Voting Member)
Administrative Services Manager (Voting Member)
Personnel Manager/and designated staff (support)
One CPOA Representative (Observer)

PR e e o

In the event that a voting member assignment is vacant or unfilled, the Chief
will appoint another voting member for that position.

The mission of the Transfer Board is to make assignment recommendations to the
Chief based on a thorough review of those badge employees subject to longevity
transfer and those requesting a division transfer or to remain in their current division
assignment.

1.

In making recommendations, the Transfer Board will consider the following
factors for each employee and provide the Chief with the rationale for any
recommended exemptions from transfer or denial of assignment requests:

Departmental needs

Transfer Review Dates

Seniority

Prior exemptions

Number of employees eligible for longevity transfer

Number of employees eligible for seniority-based assignment
requests.

g. Gender (male or female), when necessary, in accordance with the
“Bona-fide Occupational Qualification” statutory exemption of Title
VII of the Civil Rights Act.
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h. Employee’s personal needs

When considering longevity transfers of employees with the same TRD, the
Transfer Board will:

a. Review the employee seniority within this group and consider the
least senior first.

b. Review employee request forms that were submitted. If an
employee with more seniority in that group prefers to be transferred,
he or she will be considered prior to the employee with the least
seniority.

The Transfer Board will recommend as many assignment requests as
possible. However, the Chief may limit the number of requests that are
approved based on the needs of the Department.

The Personnel Unit will provide the Transfer Board with listings of
Officers and Sergeants due for longevity transfer and Officers who have
submitted and are eligible for seniority-based assignment requests.

The recommendations of the Transfer Board are not binding upon the Chief.

Upon approval by the Chief, a Specialized Order will be executed by the Personnel
Manager listing the name, rank, current command, new assignment, effective date,
and new transfer review date for each badge employee being transferred in the next

calendar year.

1. Approved transfers/assignment requests will become effective on the first
day of a new pay period whenever possible.

2. The Specialized Order will be posted on all Department bulletin boards and
a copy will be forwarded to affected employees.

3. Badge employees transferred to a new Division Assignment will be assigned

to an existing vacancy. These employees may submit a request for a
preferred team/shift assignment during the next scheduled Facility team/shift
bid process.

Employees who are to be transferred will be given two weeks notice by the
Department except under one of the following conditions:

1.

In an emergency. In such cases, the Division Captain/Unit Manager will
advise the employee(s) of the nature of the emergency.

When the employee or respective bargaining unit waives such notice.
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V.

3.

When all other requirements of the respective bargaining unit are met.

Selection and Assignment to Specialized Units, Divisional Specialized Assignments, and
Specialized Projects Assignments

A.

B.

Identification of Specialized Units,
Specialized Projects Assignments

1.

Specialized Units are identified as follows:

B o fo o P

Classification Unit

Industries and Operations Unit

Inmate Programs Unit

Central Training Unit ‘
Professional Compliance and Audit Unit
Internal Affairs Unit

Inmate Screening Unit (ISU)

Personnel Unit

Division Specialized Assignments are identified as follows:

mETITPEQR SO 0 o

Specialized Projects Assignments are identified as, but not limited to:

oo o

Administrative Sergeant, Main Jail

Administrative Training Officer, Main Jail
Administrative Safety/Compliance Officer, Main Jail
Administrative Sergeant, (Men’s) Elmwood Complex
Administrative Sergeant, (Women’s) Elmwood Complex
Administrative Operations Sergeant, Elmwood Complex
Administrative Training Officer, Elmwood Complex
Administrative Compliance Officer, Elmwood Complex
Administrative Safety Officer, Elmwood Complex
Assignments Officer, Elmwood Complex

Visiting Officer, Elmwood Complex

Division Specialized Assignments,

and

Security Enhancement Training Team (SETT) Officer (4) Main

Jail Complex

Research projects
Recruitment
Grant projects

Unfilled position pending completion of an application process

Training

Selection for Specialized Unit and Division Specialized Assignments

1.

Selection for a Division Specialized Assignment or Specialized Unit
should be completed by the appropriate Division Captain/Unit Manager
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within sixty days from the closing date of the application process for that
particular position.

In some instances, selection of an applicant within the sixty-day time
frame may not be feasible due to certain Departmental needs.

a. In these instances, the affected Division Captain/Unit Manager or
designee will notify qualified applicants in writing of the delay and
the current status of the selection process.

Selection and assignment to the Internal Affairs Unit and the Professional
Compliance and Audit Unit are exempt from this policy and remain the sole
discretion of the Chief of Correction.

C. Establishment of and Selection for Specialized Projects Assignments

1.

Selection for Specialized Projects Assignments should be completed by the
appropriate Division Captain/Unit Manager with final approval to be made
by the Chief of Correction or his/her designee.

a. Specialized Project Assignments may be unfunded or uncoded
outside of those authorized by the Department of Correction’s
Staffing Report.

b. Specialized Project Assignments are not regular appointments, but
ones made to meet unusual work situations that may require certain
skills, and need not be made from eligible lists.

Division Captains who identify the need for a Specialized Project
Assignment will establish the qualifications and anticipated length of the
assignment and forward the request for a Specialized Project Assignment to
the Chief of Correction for approval.

a. Upon approval, the Division Captain may offer the position to an
employee at his/her discretion.

b. If the assignment is not completed within the requested time
period, an extension may be requested through the Chief of
Correction. The extension must be requested at least one week
prior to the scheduled assignment termination date.

c. In emergency situations, Division Captains may offer a Specialized
Project Assignment to an employee, and then proceed with obtaining
necessary approvals within five working days.

The Department’s Personnel Manager will maintain records of all
Specialized/temporary position assignments for a period of three years.
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VL. Employees Returning to Previous Assignments
A. Employees returning to their previous assignment (e.g. those returning from
Specialized assignments or reinstated employees) will be assigned to a Division

according to the current needs of the Department.

1. Employee seniority will be considered when determining reassignments but
will not be the sole factor.

2. Employees who have yet to complete training at both Divisions will be
assigned to the appropriate Division to complete their training.

3. Employees wishing to return to their previous assignment after training will
do so in accordance with this policy.

VII.  Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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Department of Correction
Outside Employment/I ncompatible Activity Form

Employee Name SSN

Agency / Department Unit

Position

1. Do you now engagein or areyou contemplating outside employment? [_]Yes [ INo

2. Areyou engaging in or contemplating any activities, whether paid or unpaid, which might
be consider ed incompatible with your County employment? [IYes [INo

If the answer to questions 1 or 2 is yes, please explain the nature of the employment, the
employer, employer’s address and approximate number of hours to be worked per week or
the nature of the, possible, incompatible activity:

Work hours;

3. Isany part of your outsde employment or activity effort subject to approval by any officer,
employee, board or commission member of the County of Santa Clara? [ ]Yes [ INo

If the answer to question 3 isyes, please explain:

| understand that prior approval of the appointing authority is required, if at anytime |

engage in or change outsde employment or engage in an activity which may be incompatible
with my County position. | realize that failure to obtain this prior approval or falsification of
information on this request is cause for disciplinary action that may include suspension,
demotion or dismissal.

Employee Signature

Date

| mmediate Super visor Approved [1Yes CINo
Date

Division Commander Approved [1Yes CINo

(or Unit Manager) Date

Department Head Approved [Yes [INo
Date

Policy 3.31 Rev 12/03 Attachment A
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It is the policy of the Department of Correction to require the highest

level of conduct from all employees in order to promote the
protection of the agency and facilitate the recruitment and retention

All employees are expected to

refrain from engaging in any activities that would adversely affect
the security, safety, integrity, or reputation of the Department, the

To standardize conduct and performance requirements in all

divisions, sections, and units of the Department.

POLICY:
of the highest caliber employee.
County, or its employees.
PURPOSE:
DEFINITIONS: Brutality:

Unnecessarily assaulting, beating, or physically or

emotionally mistreating any person.

Conflict of Interest: An employee action that adversely affects the

interests of the Department/County. Outside concerns which may
bring undue pressure upon the employee in his/her effort to make
decisions concerning official duties.

Contraband: Any item that is illegal by law or expressly prohibited
by Department policy, procedure, rule, order or practice.

Employee:

Any staff member, volunteer, agent or individual

working for or on behalf of the Department or contracted to provide
services to the Department.
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Inmate: Any person, whether in pretrial, unsentenced, or sentenced
status, who is confined in a correctional facility or who is serving a
sentence though not confined in a correctional facility.

PROCEDURE:
L Rules of Conduct
A. Employees are prohibited from involvement in the following activities with inmates,

inmate families, friends, or business representatives:

1. Soliciting

2. Bartering

3. Accepting any gift, gratuity, personal favor or loan

4. Selling goods

5. Loaning money

6. Other activities that adversely affect the Department or the employee’s

performance while on duty

Employees shall not bring, or permit others to bring, contraband into the
Department's facilities, or give contraband to, or make it accessible to inmates.

Employees shall not grant or promise an inmate privileges or favors not available to
all inmates.

Employees shall keep information pertaining to an inmate's record, offense, personal
history, or private affairs confidential and for official use only. Such information
may only be discussed with authorized individuals who require this information in
the performance of their duties.

Employees shall use discretion and good judgment when providing information to
inmates about the Department. Employees will not discuss staff or other county
employees with inmates.

Employees shall not remove County property from Department facilities without
proper authorization.

Employees shall not utilize any business or personal cards, or any other form of
identification to inscribe thereon any message purporting to exempt the bearer from
the processes of this or any other department, or purporting to grant the bearer any
special privileges not enjoyed by all individuals.

Employees shall not use County/Department owned/related information (e.g. logos,

insignias, addresses, other information describing facility/unit assignments or job
titles) on their personal non-Department issued business or personal cards.
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Employees shall not permit or authorize the use of their name, photograph, or
official title in connection with testimonials or advertisements for any commodity or
commercial enterprise or service which is not a product of the Department or related
to their employment.

Employees shall not undertake financial obligations which they know, or reasonably
should know, they will be unable to meet; and shall pay all just debts when due.

Employees shall not violate any law. Upon being arrested or charged with any
violation of the law (other than a traffic infraction) or becoming an immediate party
to any criminal investigation (e.g. suspect, victim, witness), the employee shall
notify his/her supervisor of the incident within 24 hours. Initial notification can be
made verbally (e.g. telephone).

1. Upon initial notification, the supervisor will complete a supervisor’s
summary report documenting the circumstances of the incident and submit
it through his or her Chain of Command.

2. The employee will complete an Employee’s Report documenting the
circumstances of the incident and submit it to his or her supervisor.

3. Badge employees subject to a restraining order shall notify the Department
in accordance with Department Policy 3.45, Lautenberg Domestic
Confiscation Law.

Employees shall not compromise their integrity or that of the Department or
profession by accepting, giving or soliciting any gratuity.

Employees shall not participate in any forms of retribution or retaliation against
another employee.

1L Employee Relationships with Inmates

A.

Employees have the responsibility to provide for the safety, security and welfare of
the inmates under their supervision.

Brutality will not be tolerated and is cause for dismissal and possible criminal
charges.

Employees shall not touch an inmate except to:

Defend themselves

Control or restrain an inmate

Prevent the escape of an inmate

Prevent serious injury or damage to a person or propetty
Quell a disturbance

Search an inmate

SRR e
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7. Render medical aid

Employees shall treat inmates with respect, courtesy and firmness. They shall not
use profane, demeaning, insulting and threatening language toward an inmate.
Employees shall not engage in an argument or shouting match with an inmate.

Employees will not engage in sexual acts or sexual contact with inmates. Any
sexual acts or contact between an employee and inmate will constitute sexual
misconduct and shall subject the employee to disciplinary action and/or to
prosecution under the law. The legal concept of "consent" does not exist between
employees and inmates.

1. Sexual misconduct includes, but is not limited to:

a. Influencing or offering to influence an inmate's safety, custody,
housing, privileges, work detail, conditions of confinement or
programming, or offering goods or services, in exchange for sexual
favors; or

b. Threatening an inmate's safety, custody, housing, privileges, work
detail, conditions of confinement or programming because the
inmate has refused to engage in sexual behavior; or

c. Engaging in sexual act(s) or contact (as outlined in California Code
of Regulations, Title 15 Crime and Prevention in Corrections,
section 3401.5) with inmates; or

d. Engaging in sexual discussions with inmates, including jokes or
sexual innuendos; or

e. Making sexual advances toward inmates.

2. All allegations of sexual misconduct shall be subject to investigation,

which may lead to disciplinary action and/or criminal prosecution.

a.

Any employee who observes, or who receives information from
any source concerning any sexual misconduct involving
employees, shall immediately report the information or incident
directly to his or her supervisor.

Failure to accurately and promptly report the incident, information
or facts which would lead a reasonable person to believe sexual
misconduct has occurred may subject the employee who failed to
report it to disciplinary action.

3. Alleged victims who report criminal sexual misconduct falling into one of
the Penal Code sections set forth in Government Code 6254(f)(2) shall be
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advised that their identity may be kept confidential pursuant to Penal Code
Section 293.5, upon their request.

a. Retaliatory measures against inmates who report incidents of
sexual misconduct will not be tolerated and shall result in
disciplinary action and/or criminal prosecution.

b. Such retaliatory measures include, but are not limited to, coercion,
threats of punishment, or any other activities intended to
discourage or prevent an inmate from reporting sexual misconduct.

Employees shall not retaliate against an inmate in any way for making a complaint
or filing a grievance related to any rules or conditions of confinement.

Employees must maintain a good staff-inmate relationship to ensure effective
discipline and order.

Employees shall follow legal practices in areas of interrogation, arrest, detention,
searches, seizures, use of informants, and collection and preservation of evidence.

Employees shall not write letters of recommendation for inmates without prior
approval from the Division Commander (e.g. giving an inmate a copy of a Custody
Input form with positive comments).

118 Employee Associations with an Inmate or the Inmate’s Family/Friends/Business Associates

A.

Employees shall limit their association with an inmate's visitors to that
communication which is required to perform official duties.

L. Visitors will be treated respectfully and with courtesy, even though firmness
may occasionally be required.

2. Whenever there is reason for an employee to have personal contact or
discussions with inmates or the family/friends of inmates, the employee
must maintain a helpful but professional attitude and demeanor.

Employees will not engage in undue familiarity with inmates or their
family/friends beyond what is required to perform official duties.

1. Employees shall not disclose details about their personal life, the personal
life of other employees, or identifying information such as an employee’s
home address or phone number.

2. Except as permitted in accordance with Department policy and directive,

court order, and applicable law and regulation, employees shall not take,
deliver or otherwise transmit, either to or from any inmate or member of
an inmate’s family, any verbal or written message, document, item, article
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or substance. Any employee asked, coerced or otherwise contacted by any
person to transmit, take or relay any message, item or substance, either to
or from any inmate or member of an inmate’s family, by other than
approved means or circumstances, shall immediately notify his or her
supervisor or document the incident.

3. Except as necessary in the execution of their assigned duties, employees
shall not contact, correspond or otherwise communicate with any inmate
or member of an inmate’s family. If any inmate or a member of an
inmate’s family contacts an employee, the employee shall immediately
notify his or her supervisor and document the incident.

C. Employees shall not have or pursue a relationship of any kind, or contact any person
that they know, or should have known, is an ex-inmate of any penal institution and
who has been convicted of a felony, a crime that is an alternate felony/misdemeanor
(wobbler), or a crime involving moral turpitude. However, employees may conduct
relationships or have contact with any inmate or member of an inmate's family
who is the employee's immediate family member (as defined in California Code
of Regulations, Title 15 Crime and Prevention in Corrections, section 3000) or the
employee's aunt, uncle, niece, nephew, or first cousin.

1. Requests for contacts when the employee is not a family member must be
documented on an Employee’s Report and approved by a staff officer with
the rank of Captain or above. A copy of the approved or unapproved request
will be placed in the requesting employee's personnel file.

2. If any member of the employee's immediate family or person living in the
employee’s household becomes an inmate of the Santa Clara County jail
system or any state or federal penal institution, the employee shall notify
his/her Division Commander/Unit Manager via an Employee's Report, as
soon as possible. '

3. If an inmate or former inmate initiates contact or communication of a
personal nature or that is non-work related, the employee shall report this
to the Division Commander/Unit Manager through the employee’s
immediate supervisor.

D. Former employees shall be prohibited from visiting an inmate within 60 days after
the effective date of resignation, unless otherwise authorized by the Assistant Chief
or Chief of Correction.

IV.  Employee Conduct
A. County Charter, Merit System Rules, Personnel Regulations, Department’s Code of

Fthics Policy, and all other Departmental policies shall guide an employee’s
conduct.
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Employees shall maintain the integrity of their profession through complete
disclosure of those who violate any of these rules of conduct, violate any law, or
who conduct themselves in a manner which tends to discredit the profession.

Employees shall have the responsibility of reporting to proper authorities any
information that would serve to disqualify candidates from transferring mto, or
entering, the profession.

Employees, within legal and Department guidelines, shall share appropriate
information that will facilitate the achievement of criminal justice goals and
objectives.

Employees shall treat as confidential the official business of the Department, and
shall not release or disseminate such information unless authorized.

Employees shall treat all matters relating to investigations, internal affairs, and
personnel as confidential.

The Department expects and requires that all employees maintain an exemplary
standard of personal integrity and ethical conduct in their relationships with other
employees, inmates, and the community.

Correctional Officers, Sergeants, Lieutenants, and Captains shall not engage in any
strike or work obstruction. Employees are required to perform their full, faithful,
and proper assigned duties and responsibilities, except as authorized by law.

All employees shall maintain a neutral position with regard to the merits of any
labor dispute, political protest, or other public demonstration while acting in any
official capacity.

Specific Departmental Rules

1. Conformance to Law:

a. Employees are expected to adhere to Department Policies and
Procedures, County Personnel Regulations, County Administrative
Procedures, Executive Orders, County Merit System Rules, and all
laws applicable to the general public.

2. Compliance with Order:

a. Employees shall obey a lawful order from a supervisor. If a
supervisor issues an order which conflicts with a previously issued
order or directive, the employee will respectfully call attention to the
conflicting order, and if not rescinded by the supervisor, the order
will stand. Responsibility for the order will be that of the issuing
supervisor.
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Supervisors shall not issue any order, which they know would
require a subordinate to commit any illegal, immoral or unethical
acts.

Employees shall not obey any order which they know or reasonably
believe would require them to commit any illegal, immoral, or
unethical acts.

Use of Force:

a.

Employees shall only use force in accordance with the law and the
Department Policy 9.01, Use of Force and Restraints.

Inteerity of the Reporting System:

Employees shall submit all necessary reports in accordance with
established Department policy and procedures. These reports will be
accurate, complete, and timely and will be submitted before the end
of the employee's tour of duty unless permission is obtained from the
on-duty Watch Commander to do otherwise.

Punctuality:

a.

Employees will be punctual in reporting for duty at the time and
place specified by their supervisor.

No employee will be absent from duty without leave or without
authorization from his/her supervisor.

Attentiveness to Duty/Use of Alcohol and/or Drugs:

Employees must not sleep or be less than alert and in full possession
of all faculties while on duty.

Employees shall not receive personal visits while on duty except
with permission of the employee’s supervisor.

Employees assigned to security posts/positions or to supervision and
control of Inmates will not read, listen to a private radio, improperly
use computers or engage in any distracting amusement or activity
while on duty except such authorized activity as may be required in
proper performance of their assigned duties.

Employees shall not consume or be under the influence of any
alcoholic beverage while on duty.
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e. Employees shall refrain from consuming intoxicating beverages off-
duty to the extent that it results in impairment that brings discredit
upon the profession, the Department, or renders them unfit for their
next tour of duty.

f. Employees shall not use any narcotic, hallucinogens, or any other
controlled substances except when legally prescribed. When an
employee is taking a legally prescribed drug that may impair the
employee’s ability to perform the essential functions of his or her
job, the employee shall notify the Department’s Health and Injury
Prevention Coordinator prior to reporting for duty.

g. Employees have the duty to promptly report to their supervisor the
presence of any person, including another employee, who is in or on
the grounds of any correctional facility and who is or appears to be
under the influence of an intoxicant or drugs.

Telephone Maintenance:

a. Employees shall maintain a phone number where they can be
contacted during non-work hours.

b. Within 24 hours of a change in phone number, employees shall
submit an Employee's Report to their Division Commander/Unit
Manager and complete the change of phone number form available
from the Department Personnel Unit.

Home Address/Residence:

a. Within 24 hours of a change in address, employees shall submit an
Employee's Report to their Division Commander/Unit Manager and
complete the change of address form available from the Department
of Correction Personnel Unit.

b. Employees shall not use a Department address for personal use or for
any other unofficial business.

c. Employees shall not use a Post Office Box address in place of their
physical address.

Conduct Unbecoming:

a. An employee shall not commit any act which constitutes conduct
unbecoming a Department employee. Conduct unbecoming an
employee includes, but is not limited to, any criminal or dishonest
act or an act of moral turpitude. Examples of conduct unbecoming
include, but are not limited to, the following:
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10.

11.

1) Lying, false statements, intentional misrepresentations and
omissions of material facts in a Department investigation

2) Excessive absenteeism, tardiness

3) Profane language in public

4) Assault on a fellow employee

5) Harassment or discrimination

6) Misuse or abuse of County property

7 Failure to cooperate with an investigation

Neglect of Duty/Unsatisfactory Performance:

a. Employees shall maintain sufficient competency to properly perform
their duties and assume the responsibilities of their positions. This
includes, but is not limited to, maintaining current range
qualification (as applicable), California Driver License, County
Driver permit, and retaining current certification in AED, CPR, First
Aid, and Bag Valve Mask (BVM) for the Professional Rescuer, in
accordance with American Red Cross standards. No substitutions,
mail-in, or web-based certificates will be accepted.

b. Unsatisfactory performance is demonstrated by an inability or
unwillingness to perform assigned tasks, failure to take appropriate
action in a situation needing attention, or failure to conform to work
standards established for the employee’s rank, grade or position.

Maintenance of Issued Property:

a. Employees will be held accountable for the proper care, use, and
maintenance of all uniforms, equipment, and vehicles in their charge.
Upon resignation or termination of employment, all Department-
issued property must be returned to the employee’s Division
Commander/Unit Manager or Personnel Director on the last working
day.

b. Employees who lose or damage Department property will report
such loss or damage, in writing, to their supervisor prior to the close
of the shift in which the loss occurs.

c. The employee may be held responsible for the replacement of any
Department property lost or damaged as a result of negligence.

d. Employees who are on extended leave in excess of thirty days,
excluding vacation, may be required to return Department-issued
items to include, but not limited to:

1. Department-issued vehicle(s)
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12.

13.

14.

15.

16.

2. Department-issued laptop(s)
3. Department-issued cellular phone(s)

e. Department-issued property will be returned to the employee’s
Division Commander/Unit Manager or Personnel Director or as
directed by the Chief of Correction

Upon resignation or termination of employment, all Department-
issued property must be returned to the employee’s Division
Commander/Unit Manager or Personnel Director on the last working

day.
Wearing the Uniform:
a. The uniform shall be properly worn by employees while on duty or

while going to or from their place of assignment in accordance with
Department Policy 3.33, Uniform and Grooming Standards.

b. Uniforms shall be serviceable, neat, clean and pressed. Shoes and
metal objects will be shined.

Mutual Protection:

a. A Department employee will promptly come to the aid of another
employee who is in need of assistance while carrying out official
duties.

Untruthful Statements:

a. Employees shall not make less than truthful statements, either verbal
or written.

Courtesy:

a. Employees shall, at all times, be courteous and discreet to all

persons, maintain decorum and command of temper, and avoid the
use of violent, insolent or obscene language.

Discrimination/Harassment:

a. Employees will not discriminate against nor harass any other
employee(s)or inmate(s) on the basis of age, color, creed, national
origin, political opinion, race, religion, sex, organizational affiliation,
sexual orientation or any other basis as prohibited by the County,
State, and Federal law. Refer to Department Policy 1.35, Sexual
Harassment and Department Policy 1.37, Equal Employment
Opportunity.
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b. Employees will not take, nor contribute to, any reprisal or adverse
action against any individual or group of individuals having opposed
discriminatory practices or having participated or assisted in a
charge, investigation, or proceeding brought under Department
policy, or County, state or federal law.

c. ~ Supervisors and/or Unit Managers of the Department will conduct a
prompt and candid inquiry into any instance of alleged

discrimination or harassment which comes to their attention.

17. Recommending Attorneys, Bail Bond Services, or Other Services:

a. Employees shall not suggest, recommend, advise, or otherwise
counsel the retention of any specific attorney, bail bond service, or
any other service to any person coming to their attention as a result
of official business.

18. Secondary Employment:

a. Employees of the Department of Correction have the same right as
other citizens to paid outside employment, if they wish or if they feel
the economic need. However, such employment must conform to
the Government Code limitations and must not interfere with the
efficient performance of the employee’s Departmental duties or
reflect discredit, cause scandal or unfavorable criticism of the
Department.

1) The following is the determining criteria as stated in the
Government Code. An employee’s outside activity or
enterprise may be prohibited if it:

- Involves the use for private gain or advantage of the
employee’s local agency time, facilities, equipment
and supplies; or the badge, uniform, prestige or
influence of the employee’s local agency office or
employment, or

- Involves receipt or acceptance by the employee of
money or other consideration from anyone other than
the employee’s Department for the performance of an
act which the employee, would be required to
perform in the regular course of the employee’s
employment with the Department, or

- Involves the performance of an act outside the scope
of employment which act may later be subject
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2)

directly or indirectly to the control, inspection,
review, audit or enforcement of the Department, or

- Involves such time demands as would render
performance of the employee’s duties with the
Department less efficient.

An employee’s secondary employment activity or enterprise
may also be prohibited if it occurs while the employee is on
an approved leave of absence (e.g. FMLA). Employees who
are on an approved leave of absence must have approval
from the Chief of Correction to engage in secondary
employment activities or enterprises while on the particular
leave.

Prior to pursuing secondary employment, employees of the
Department of Correction are required to complete an Outside
Employment/Incompatible Activity form (aftachment) upon initial
employment, during periodic file updates, and at anytime when
contemplating outside employment or engaging in possible
incompatible activities.

1y

2)

3)

The completed form must be submitted to the Division
Commander or Unit Manager. After review by the Division
Commander and the Chief or designee, a copy of the form
will be returned to the employee indicating approval or
denial of the request.

If disapproved, the employee will be notified in writing of
the reason for the disapproval and may appeal such a
decision to the Chief of Correction or his designee.

If, after approval, outside employment is subsequently found
to be incompatible with the employee’s duties or to require
such time demands as to make the employee’s departmental
performance less efficient, such approval may be rescinded
upon reasonable time to cease employment of activities
found to be incompatible with employee’s County
employment.

An employee's outside employment will be continuously reviewed
by his/her immediate supervisor to determine if it impairs the
employee’s ability to perform his/her assigned duties. If so
determined, a review of approval will be conducted.
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d. Employees shall notify their Division Commander/Unit Manager
annually of continued outside employment and hours of
employment.

V. Conduct in Court

A.

Employees shall identify themselves in the following manner when testifying in
court:

"My name is , and I am an employee with the Santa Clara County
Department of Correction. My work address is 180 West Hedding Street, San
Jose."

1. Officers in a rank above Correctional Officer will use the title of their rank
in place of Correctional Officer.

2. Civilian personnel will give their official classification in place of rank.

Testimony shall be given truthfully, clearly, modestly, without bias or prejudice,
without display of emotion, without exaggeration and without misrepresentation.

1. Professional jargon should be avoided.
2. Questions should be answered directly and completely.

When appearing in court or at any public hearing, the manner of dress will be as
follows:

1. Civilian clothing should be of the business type, a coat and tie for men and
business type suit/dress for women, or Department Dress Uniform (Class A
uniform).

VI. Public Relations

A.

Each employee is an emissary of the Department and can do much to enhance the
image of the corrections profession.

One can be an asset to the Department and a satisfied employee by following these
simple practices;

Take pride in your profession.

Take pride in your job performance.
Develop community support.

Work as a team.

Contribute ideas for change.

RIS
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VII.  Attitude

A, An employee's attitude toward his/her job, supervisors, co-workers, inmates, and the
Department has a profound impact on the morale of both staff and inmates.

B. Project a positive attitude.
C. Communicate with your supervisor.

D. Professionalism demands honesty, integrity, tact, courtesy, mutual respect,
understanding, and a willingness to make the effort to get along with others.

VIII. Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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POLICY: It is the policy of the Department of Correction to establish specific

appearance and grooming standards for all Department of
Correction employees.

PURPOSE: To establish and set forth specific dress code standards regarding
the uniform, civilian attire and grooming standards for Department
of Correction employees.

DEFINITIONS: Badge Staff: Chief of Correction, Assistant Chief, Correctional
Captains, Correctional Lieutenants, Correctional Sergeants, and
Correctional Officers.

Civilian _Staff: All non-badge Department of Correction
employees, to include, Medical staff, and Milpitas Adult Education
staff.

Class “A” Uniform: Consists of long sleeve shirt, navy pants with
braid, tie, (Ike jacket and hat for formal occasions).

Class “B” Uniform: Consists of short or long sleeve shirt, navy
pants with braid, no tie or hat.

Contractual Personnel: Sheriff’s Office personnel assigned to a
Department of Correction facility.

TDU: Tactical Dress Uniform, a two piece utility uniform.

Uniformed Employees: Badge staff and Custody Support
Assistants.
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PROCEDURE:

L

II.

1.

Affected Personnel

A.

Civilian Attire

A.

The specifications in this policy apply to all Department of Correction employees,
to include, contractual personnel and volunteers.

Employees, to include badge staff working specialized assignments, are expected
to wear neat, conservative, professional clothing in keeping with the requirements
of their assignments. Employees are expected to dress so as not to be provocative
or distracting to other employees or inmates.

1.

Division Commanders/Unit Managers may authorize uniform personnel
under their command to wear civilian attire. However, a serviceable, clean
uniform must be available at the work site at all times in case of an
emergency.

Employees wearing civilian attire are required to adhere to appearance and
grooming standards that reflect favorably on the Department.

The Chief of Correction, Assistant Chief, and Division Commanders/Unit
Managers may require a specific level or style of clothing for designated
assignments.

B. Badge staff are not authorized to mix civilian attire with the Department of

Correction uniform inside the facility’s perimeter.

1. Civilian jackets may be worn as a patch cover to and from work; however,
they must not be worn into the facility.

2. With the exception of lockers or administrative office areas that have no
inmate access, badge staff are not authorized to store any civilian attire,
including civilian jackets/sweaters at any officer’s station or inside the
secure perimeter of the facility.

Reporting for Duty
A. Department of Correction employees will report for duty in proper uniform or

attire and shall remain in uniform the entire shift unless otherwise approved by

their supervisor.
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1. Uniforms and other attire shall be kept clean and neat. Uniforms must be
serviceable, not faded, worn, frayed, or have any holes.

2. Leather accessories shall be kept dyed and clean. The metal parts shall be
shined and clean. Officers who are gun bearers shall keep their service
weapon clean and serviceable.

3. Unless granted by proper authority to accommodate a special need, the
proper uniform or attire shall be consistent with specifications as listed in
this policy.

4, Badge staff and Custody Support Assistants will keep an additional clean
dress uniform (Class A or B uniform for badge staff) available at the work
site (e.g. locker room) at all times.

5. It is the responsibility of the Division Commander/Unit Manager and/or
immediate supervisor to ensure employee compliance with the uniform
dress standards.

6. Uniformed employees are subject to uniform inspections at any time.
IV.  Minimum Uniform Specifications for Badge Staff

A. The minimum standard required uniform for badge personnel, not including
optional TDU, is as listed below:

Three (3) pairs of pants

Two (2) long sleeve shirts

Two (2) short sleeve shirts

One (1) necktie/clip

One (1) pair of shoes/boots

Four (4) pairs of socks

One (1) uniform hat

Leather equipment (belt, handcuff case, mini-maglight case)
9. One (1) pair of handcuffs with key

10. Department-issued CPR mask and holder
11. Badge

12. Two (2) name tags

13.  Department-issued pepper spray and holder

PR WD

V. Uniform Accessories for Badge Staff

A, Badges:
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Metal badges will be provided for all employees who are required to wear
them, unless exempted by a previously provided agreement.

Employees are prohibited from using any metal badge other than what is
provided by the Department.

The 3” cloth shield badge will be worn in lieu of metal badge on the TDU.
Cloth shield badges are mandatory on field jackets and windbreakers.

B. Footwear:

1.

2.

Material: Black, smooth leather with plain round toe and polished finish.

Style:
a. Low-cut oxford (military style dress shoes).
b. Ankle-high oxford (desert style).

c. High-top styled, plain, black leather boot or black smooth leather
plain toe and heel with black nylon uppers (swat type).

d. High-top black, army or paratrooper boot.
€. Tennis/running type shoes are not authorized.

Footwear must be serviceable, untorn, polished, and shined at all times.
Heels, soles and leather must not present excessive wear.

C. Hats and Caps:

1.

Dress Hat: Navy blue garrison style. Silver simulated link, elasticized
metal band for Correctional Sergeants and Correctional Officers, brass
(gold) simulated link, elasticized metal band for Staff Officers. Navy oak
leaf design on bill of hat of the Assistant Chief and Chief of Correction.
The dress hat must be worn with the issued metal hat piece and may be
worn at officer’s discretion when in Class A Uniform or may be required
for special occasions.

Hat Covers: Waterproof, plastic, clear cover specifically designed to fit the
dress hat.

Wool Baseball Caps: Officers assigned to positions at the Elmwood
Complex requiring them to be outdoors in extreme temperatures or
extreme weather conditions are authorized to wear a 100% wool navy
blue, closed back, non-adjustable baseball cap. All baseball caps must
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D.

have the 3” Department of Correction patch centered on the front. When
worn, the bill of the baseball cap must be facing forward.

a. No other caps are authorized.

b. Baseball caps are not authorized indoors.

Leather Equipment:

1.

Uniform Belt: A black, 1%” leather basketweave uniform belt with a
silver-tone metal buckle must be worn by all badge staff. (Brass/gold
buckle for Staff Officers.) A black leather Velcro or nylon belt may be
worn when in conjunction with the gun belt.

All other miscellaneous equipment placed on the belt shall be made of the
same basketweave leather or black nylon items issued by the Department.

Nametags:

1.

The metal nametags shall be 2%2” x 5/8” silver or gold-tone metal in color,
engraved with black block letters of the officer’s first initial and last name
centered on the nametag.

a. The metal nametag for Correctional Officers and Correctional
Sergeants shall be silver-tone with black lettering.

b. The nametag for Correctional Lieutenants and ranks above shall be
gold-tone with black lettering.

c. The metal nametag shall be centered with the top of the nameplate
on the bottom seam of the right breast pocket flap.

The cloth nametag shall be 1” navy blue cloth military style with
embroidered white 5/8” block-style letters of the officer’s first initial and
last name centered on the nametag. The letters will be embroidered gold
for Correctional Lieutenants and ranks above. The cloth nametag will be
sewn above the right pocket and will extend the width of the pocket. On
the sweater where no pocket exists, the cloth nametag will measure 6
inches in length and centered on the right side directly across from the
badge.

Cloth nametags are mandatory on field jackets, windbreakers and TDUs
and not allowed on Class A or B shirts.

Badge numbers are not allowed on nametags.
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Ties:

Ties to be worn at all times with the dress (IKE) jacket. Ties may be worn
at the officer’s discretion or as directed by his or her supervisor.

The tie shall be a black safety four-in-one hand clip-on tie. Female officers
may substitute this tie with a black/navy cross breakaway tie with Velcro
snap.

The tie bar shall be plain silver-tone metal for Correctional Officers and
Correctional Sergeants and plain gold-tone metal for Correctional
Lieutenants and above ranks. Emblems or insignia on the tie bar are not
authorized.

Patches:

1.

The authorized patch is the California Eureka Santa Clara County
Department of Correction emblem patch.

a. The 5” patch must be worn on both shoulders of all uniform shirts
for badge staff.

b. The 5” patch must be wormn on both shoulders of all outerwear for
badge staff, except rainwear.

Patches must be sewn 1/2" below the shoulder, centered on the shoulder
seam.

The 3” patch must be sewn on the wool baseball cap for badge staff. The
patch must be centered on the bill of the cap.

Pins. Awards, and Other Insignia:

1.

Only Department authorized pins, awards and insignia will be worn on the
uniform. These include JTO, ERT, CIM, Attendance Award, Award of
Honor and/or Valor, Meritorious Service, years of service pin, County
Employee of the Month or Flag Ribbon (red, white & blue).

All pins, awards, and other authorized insignia shall be placed above the
right breast pocket.

a. Multiple pins will be placed above the right pocket and will be
centered and parallel to each other. The highest award will be
placed closest to the heart after the flag ribbon. The ranking of the
pins is as listed below:
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1) Flag ribbon
2) Award of Honor
3) Award of Valor

4) Meritorious Service
5) CIM

6) ERT

7 Attendance Merit

8) Years of service pins

9) County Employee of the Month

b. The JTO pin will be placed on the blue patch on the right shoulder
epaulet.

c. Restrictions:

No other items, flags or pins will be worn on the uniform unless
approved by the Chief of Correction.

d. TDU Options:

1) ERT members may wear the cloth ERT insignia on the
TDU.

2) The insignia will be placed above the right TDU breast

pocket.
Rank Insignia:
1. Jail Training Officers/Administrative Training Officers: Blue patch with

silver JTO insignia attached to the right shoulder epaulet. Only Academy
Training Officers may wear the blue patch with gold outline and the silver
JTO insignia and only during an Academy.

Sergeant Stripes: Blue chevrons with gold outline on sleeves.

Lieutenant Bars: Single gold bar on collar.

Captain Bars: Double gold bars on collar.

Deputy Chief of Operation: Two gold stars on collar.

Assistant Chief: Three gold stars on collar.

Chief of Correction: Four gold stars on collar.
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J. Underclothing:

1. T-shirt: The only shirt to be visible under an open collar is a black round-
neck T-shirt. T-shirt sleeves must not be visible below the uniform sleeve.
The T-shirt is optional wear.

2. Turtlenecks: Plain black Turtlenecks and mock Turtlenecks are authorized
for wear on duty.

3. Visible written slogans or advertisements on T-shirts and Turtlenecks are
not authorized.

4. Socks: Black or navy blue as near to the uniform color as possible.
Alternate color socks may be worn with high boots when the socks cannot
be seen.

K. Service Stripes:
1. Shall be worn to reflect employment as a full-time, paid Correctional

Officer, or sworn law enforcement service.

2. Number of Stripes: One (1) service stripe denotes five (5) years of service.
Service stripes will be purchased and attached at the employee’s expense.

3, Style:

a. Cadets: Cadets are not authorized to wear service stripes.

b. Officers and Sergeants: Royal blue with gold colored border.

c. Lieutenants and above: Solid yellow color, no border.

4. Placement of Service Stripes:

a. Long sleeve dress uniform/TDU shirt: Service stripes must be
sewn on the left sleeve, touching inner crease, 1/8” inch above
cuff, pointing diagonally downward on long sleeve shirt.

b. Outer wear: Two (2) inches above left cuff, touching inner crease,
pointing diagonally downward. Service stripes will be placed on all
long sleeved outerwear, except sweaters and rainwear.

VI.  Badge Staff Uniform (Class A/B Uniforms and TDUs)

A. Shirts:
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1. Long or short sleeves may be worn at the discretion of the officer, unless a
particular style is ordered for a specific occasion.

2. Material: Navy blue 65% polyester/35% wool/Shade 96. (May upgrade to
optional 100% wool.) Different materials will not be combined.

3. Buttons: Navy blue to match color of shirt.

4, Collar: To be of the semi-dress type with the height in proportion to the
build of the individual. Collar to be stitched all around, 4" from the edge.

5. Long Sleeves: Cuffs to be 2% deep, with length of sleeves corresponding
to size of shirt. Cuffs to be single-stitched one-fourth inch from edges.
Cuffs to have two (2) buttonholes, with the buttons placed
correspondingly. Long sleeves will be fully extended and buttoned at all
times.

6. Short Sleeves: Must be no higher than 1” above the inside elbow crease.

7. Epaulets: To be of two thicknesses of the same material as the shirt and
fastened at the top end by a button.

8. Badge: Department issued metal badge must be centered above the left
breast pocket. Cloth badges are not authorized on the class A or B uniform
shirt.

Pants/Trousers:

1. Material: Navy blue trouser. 65% polyester/35% wool/Shade 96. Vertical
pockets. (May upgrade to the 100% wool or blend.) Different materials
will not be combined.

2. Waistband: Two (2) inches wide with seven (7) tunnel loops.

3. Cuff: Plain bottom with no outside cuffs.

4. Stripes: (Correctional Officers and Correctional Sergeants) Royal blue
(match to patch) stripe on legs of line officers from the bottom of the side
pockets to the bottom of the pant leg.

5. Stripes: (Correctional Lieutenants and above) Yellow (match to patch)

stripes on legs of Staff Officers from the bottom of the pant pocket to the
bottom of the pant leg.
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Tactical Dress Uniform (TDU):

1.

TDUs are authorized as an optional uniform for badge staff in designated
non public-contact positions.

a. Division Commanders will determine which posts are designated
as non public-contact positions.

b. Sergeants and above are not authorized to wear TDUs, unless worn
for a specific, temporary or training class assignment.

Style (Pants): 5.11 Dark Navy 100% ripstop TDU pants, style #74003
(65% polyester/35% cotton at 7.5 ounces). When worn, TDU pants must
be bloused at the bottom of each pant leg.

Style (Shirts): 5.11 Dark Navy 100% ripstop TDU shirt, style #72002
(65% polyester/35% cotton at 6.14 ounces), long or short sleeve.

a. Shirts must have shoulder epaulets attached (one on each side of
the shirt).

b. Absent exigent circumstances, badge employees who wear long
sleeve TDU shirts will not roll up the sleeves of the shirt in any
manner.

Cloth badge: The 3” cloth Department of Correction badge must be
centered above the left breast pocket and sewn directly over the badge tab.
Badge numbers must be embroidered on the corresponding cloth badge in
white stitching.

Name Tags: Cloth name tags must be centered and placed 1/16” above the
right breast pocket and must be 1” in height and extend to the outer edges
of the pocket.

a. Cloth name tags must be of the same Dark Navy color (no
border/trim) as the TDU itself with the badge employee’s first
initial (of first name) and full last name embroidered with white
stitching.

b. No other markings, insignias or lettering (except as noted
previously) are authorized on cloth nametags.

Mandatory Insignia: The 2” x 3 %” cloth American Flag insignia must be
attached to the TDU. The insignia must have white bordering/trim and
will be placed 1 %” above the right TDU pocket.
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D.

Outerwear Items

1.

The outerwear items listed below may be worn at the officer’s discretion,
unless ordered otherwise for a special event.

a.

Jackets:

1)

2)

Dress (Ike) Jacket (Class "A" Uniform):

a)

b)

d)

g)

h)

)

Material: Navy blue 16-ounce wool serge.

Style: Peak lapel jacket with coat sleeves, regulation
collar, and shoulder straps. Front to be fastened with
a zipper from the bottom vertically to base of the
lapel.

Length of Jacket: To be tailored to fit the individual
for whom it is made. Back of the jacket to extend
below the belt line to the top edge of the hip
pockets.

Pockets: Two breast pockets to be patch pocket
style, with center box pleats and three-point flaps
with buttons and buttonholes.

Buttons/Zippers: All buttons will be California
Eureka style, silver color. (Gold color for Staff
Officers).

Braid: Royal blue braid for Sergeants and
Correctional Officers. One Gold braid for
Lieutenants and Captains.

Metal Badge: To be centered above the left breast
pocket.

Metal Nametag: Nametag shall be centered with the
top of the name plate on the bottom seam of the
right breast pocket flap.

Necktie: To be worn with the dress Ike jacket.

Field Jacket (Tuffy): The Tuffy Jacket authorized prior to

2002 has been phased out and is not authorized.
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3) Horace Small New Generation IT Jacket:

a)

b)

d)

Material: Navy blue in color. Water resistant,
durable canvas. The inner lining is a nylon insert
that can be removed when desired.

Style: Horace Small NGIIL, navy blue with epaulets
and detachable fur collar and detachable liner.

Badges: The 3” cloth Department of Correction
badge to be centered above the left breast pocket
and sewn directly over the badge epaulets.

Name Tags: Cloth name tags must be centered and
placed 1/16” above the right breast pocket and must
be 1” in height and extend to the outer edges of the
pocket.

Closure: Silver California Eureka style buttons for
line staff, gold for staff officers, with an inside
storm zipper.

4) Fecheimer Ultra Jacket:

a)

b)

d)

Material: Navy blue in color. Water resistant,
durable canvas. The inner lining is a nylon insert
that can be removed when desired.

Style: Fecheimer Ultra #58130, navy blue with
epaulets and detachable fur collar and detachable
liner.

Badges and Name Tags: Placement of the badges
and nametags shall be the same as the Horace Small
New Generation II jacket.

Closure: Silver California Eureka style buttons for
line staff, gold for staff officers, with an inside
storm zipper.

Rainwear: Rainwear will be used only when needed for protection

against rain.
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1)

2)

3)

4)

5)

Material: Two piece black vinyl with 12” Velcro slit on
each side.

Style: Only department-issued rainwear is authorized.

Patches: Shoulder patches are not authorized for placement
on rainwear.

Badges: The metal badge must be worn or a cloth badge
may be sewn over the left breast pocket in lieu of the metal
badge.

Rubber Footwear: Plain, black rubber overshoe or plain
black buckle overshoes.

Sweater:

1)

2)

3)

4)

5)

6)

7)

8)

The navy blue v-neck pullover sweater, if worn, must be
worn over a long or short sleeve Class A uniform shirt,
with or without a tie.

Material: Navy blue in color. 100% wool sweater is dry
cleanable and is the recommended choice. The optional
acrylic/wool blend is a lighter weight and is machine
washable.

Style: Horace Small #719, Military Style, V-Neck,
Pullover, Long sleeves.

Features: Cloth shoulder and elbow patches, badge and
nametags.

Patches: Department patches on both sleeves, 1” inch down
from shoulder seam.

Name tab: Four (4) inches down from bottom of shoulder
patch, or even with bottom of badge tab.

Badge:(Metal or Cloth): Badge to be centered above the left
breast on a pre-sewn navy blue cloth patch. A cloth badge
may be worn in lieu of the metal badge and shall be sewn
directly on the cloth patch.

Name Tags: Metal nametags shall be centered above the
top right breast on a pre-sewn cloth tab. A 6” cloth nametag
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may be worn in lieu of the metal nametag and shall be sewn
directly above the right breast.

d. Wind-breakers:

1)

2)

3)

4)

5)

6)

E. Sergeant's Uniform:

Material: Light weather nylon, Navy blue in color. (Nylon
windbreakers with emblem on the back are not authorized.)

Style: Horace Small Windbreaker #2579, with two front
pockets, bloused back, buttoned cuffs, epaulets, and collar.
The Spartan #525MNV, NY 1841, navy blue, 100% nylon
shell, 100% nylon lining is also authorized for wear.

Closure: Silver-tone California-style buttons on front
pockets and epaulets for officers. Gold-tone for Staff
Officers.

Cloth Badge: Cloth badge to be centered above the left
breast on a pre-sewn cloth patch.

Nametags: Cloth nametags shall be placed 1/16” above the
right breast pocket and must be 5/8” in height and extend to
the outer edges of the pocket.

Patches: Department patches on both sleeves, 1” inch
down from shoulder seam.

1. Sergeant’s uniform will be identical to an officer’s uniform, with the
following exceptions:

a. Metal Hat Piece: To have the word "Sergeant" printed across the
top.
b. Chevrons: Three (3) bar chevrons to be wom on both sleeves of all

shirts and outerwear except on rain gear. To be sewn on %2”
directly below the bottom of the shoulder patch.

F. Lieutenant's Uniform:

1. The Lieutenant’s uniform will be identical to an officer’s uniform, with the
following exceptions:

a. Hat Brim Cord: To be yellow gold in color.
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b. Metal Hat Piece: To be brass (gold) in color, with the word
"Lieutenant" printed across the top.

c. Insignia of Rank:

1) Jacket and Sweater: One yellow gold color bar, one inch in
length and three-eighths inch in width to be placed on
shoulder strap of the jacket, % inch from and parallel to
the shoulder seam of the garment.

2) Shirt: Insignia on the shirt to be placed on each collar three-
fourths inch from and parallel to collar flap front and
midway between top and bottom of collar flap. The edge of
the bar shall be centered and placed slightly above the seam
of the collar. Bars to be three-fourths inch in length and
five-sixteenths inch in width.

3) Metal Pieces: All visible metal pieces on leather gear and
nametags to be brass (gold) in color.

4) Buttons/Zippers: Buttons on the dress jacket to be brass
(gold) in color.

d. Stripes: Yellow (match to patch) stripes on legs of uniform pants
from the bottom of the pant pocket to the bottom of the pant leg.

G. Captain’s Uniform:

1. Same uniforms as the Lieutenants except the insignia will be two (2)
yellow/gold colored bars.

2. Metal Hat Piece: Same as Lieutenants, except the word "Captain" shall be
printed across the top.

3. Stripes: Yellow (match to patch) stripes on legs of uniform pants from the
bottom of the pant pocket to the bottom of the pant leg.

H. Deputy Chief of Operations, Assistant Chief and Chief of Correction Uniform:

1. Same uniform as the Lieutenants and Captains, except the insignia will be
gold colored stars.
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Metal Hat piece: Same as Lieutenants and Captains, except the words
“Deputy Chief’, “Assistant Chief” or “Chief of Correction” shall be
printed across the top.

Stripes: Yellow (match to patch) stripes on legs of uniform pants from the
bottom of the pant pocket to the bottom of the pant leg.

Dress (Ike) Jacket: The number of gold braids will be consistent with the
number of stars worn on the epaulets.

VII.  Pregnancy Uniform

A. Pregnant officers and CSAs are required to wear the Department authorized
pregnancy uniform, regardless of their duty status.

B. Female officers and CSA’s, while pregnant, are not authorized to wear civilian
clothes and shall modify the standard uniform or TDU to accommodate their
individual needs.

L.

3.

4.

Shirt: The shirt will be worn with the following modifications:

a. The shirt will be worn untucked with the bottom portion of the
shirt squared.
b. The shirt side.seams can be extended by adding additional panels

that match the same material and color of the shirt, as needed.
Pants: The pants will be worn with the following modifications:
a. The zipper and snap can be removed and replaced with a stretch
panel and elasticized waistband matching the color of the pants, as
needed.

Shoes: A soft leather, black loafer shoe may be substituted, as needed.

Belt: Pregnant officers or CSA’s are not required to wear a belt.

C. All other grooming and appearance standards as listed in this policy also apply to
pregnant badge personnel and Custody Support Assistants.

VII. Minimum Uniform Requirements For Academy Cadets

A. Training staff will designate the uniform of the day for academy cadets. Cadets
will be required to possess the minimum uniform standards described in this
policy upon graduation from the academy.
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Training staff will provide academy cadets with instructions and timelines for
purchasing the required uniform.

Training staff will provide academy cadets with instructions and timelines for
purchasing the required clothing for defensive tactics and facility observation
classes.

IX.  Minimum Uniform Specification for Custody Support Assistants

A

The minimum standard required uniform for Custody Support Assistants is as
listed below:

O NN R WD

Three (3) pairs of pants/trousers
Two (2) long sleeve shirts

Two (2) short sleeve shirts

One (1) pair of shoes/boots (safety)
Four (4) pairs of socks

One (1) belt

One (1) jacket

Name tag

Custody Support Assistant supervisors will be required to keep a dress uniform
available at the work site (e.g. office) at all times.

X. Uniform Accessories for Custody Support Assistants

A.

B.

C.

Footwear:

1.

A safety shoe voucher shall be provided by the County for purchase of a
pair of steel round toe, plain black leather shoes which must be worn
during all working hours. No substitutions are authorized.

Baseball Caps:

1.

CSAs assigned to facility positions requiring them to be outdoors in low
temperatures and/or extreme weather conditions are authorized to wear a
100% wool navy blue, closed back, non-adjustable baseball cap. When
worn, the bill of the cap must be facing forward. All baseball caps must
have the 3” Department of Correction patch centered on the front. No
other caps are authorized.

Leather Equipment:

1.

Belt: 1% inch black, leather basket weave with silver metal buckle.
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Nametag:

L. Silver border, blue field with white engraved lettering. Two (2) lines with
"Custody Support Assistant" on the top line. First initial, last name on the
bottom line.

2. Name tags must be worn on all jackets and shirts at all times. Nametags
shall be centered with the top of the nameplate on the bottom seam of the
right breast pocket flap.

3. Cloth nametags on jackets and windbreakers must be placed 1/16” above
the right breast pocket and must be 1” in height and extend to the outer
edges of the pocket. The lower cloth nametag will contain the CSA’s first
initial and last name in 5/8” white block letters. A second cloth nametag
will be sewn directly above the name and will contain the title, “Custody
Support Assistant.”

Tie (Optional):

1. Men: Clip-on safety tie, black with plain silver tie clip

2. Women: black, Criss-Cross tie, or black clip-on tie with plain silver tie
clip.

Patches:

1. The authorized patch is the California Eureka Santa Clara County
Department of Correction emblem patch.

2. The 5” patch must be worn on both shoulders of all uniform shirts.

3. The 3” patch must be worn above the left breast jacket pocket. CSA’s are
not authorized to wear shoulder patches on their jackets.

Underclothing:

1. T-shirt: The only other shirt to be visible under an open collar is a plain
white round-neck T-shirt. The T-shirt is optional wear.

2. Turtlenecks: Plain white Turtlenecks are authorized during inclement
weather.

3. Visible written slogans, advertisements, etc., on T-shirts are not

authorized.
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4, Socks: Black or navy blue as near to the uniform color as possible.
Alternate color socks may be worn with high boots when the sock cannot
be seen.

XI.  Custody Support Assistant Uniform

A. The proper uniform for Custody Support Assistants will be consistent with the
established Departmental Policy. No substitutions are authorized.

1. Shirts for male CSA’s:

Flying Cross, Light Blue, Short Sleeve #95R6625.
Flying Cross, Light Blue, Long Sleeve #45W6625.

2. Shirts for female CSA’s:

Flying Cross, Light Blue, Long Sleeve #152R6625.
Flying Cross, Light Blue, Short Sleeve #102W6625.

3. Pants for male CSA’s:

Horace Small, Wool, Navy #8818.
Horace Small, Pal Pants, Navy #759.
Horace Small, Cheater Pants, Navy #B1349.

4, Pants for female CSA’s:

Horace Small, Wool, Navy #8818.
Fecheimer, Cheater Pants, Navy #FECH 38233.
Fecheimer, Clerk Pants, Navy #FECH 10250.

5. QOuter Wear Items:

The outerwear items listed below may be worn at the CSA’s discretion.
Sweaters are not authorized for CSA’s.

a) Jackets:
1) Horace Small New Generation - Ultra, Navy #2304.
2) Fecheimer New Generation Navy, #58131.

3) Horace Small, Chill Chaser, Navy, #2509.
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b) Windbreakers:

1)

2)

3)

4)

5)

Material: Light weather nylon, navy blue in color. Nylon
windbreakers with emblem on the back are not authorized.

Style: Horace Small Windbreaker #2579, with two front
pockets, bloused back, buttoned cuffs, epaulets, collar. The
Spartan #525MNV, NY1841, navy blue, 100% nylon shell,
100% nylon lining is also authorized for wear.

Closure: Silver-tone California Eureka-style buttons on
front pockets.

Nametag: Cloth name tags shall be placed 1/16” above the
right breast pocket and must be 5/8” in height and extend to
the outer edges of the pocket. The metal nametag shall be
centered with the top of the nameplate on the bottom seam
of the right breast pocket flap.

Patches: CSAs are not authorized to wear any shoulder
patches on any outerwear. The CSAs are only authorized to
wear the 3” California Fureka Santa Clara County
Department of Correction cloth patch above the left breast
jacket pocket.

B. Custody Support Assistants are required to adhere to all appearance and grooming
standards as listed in this policy.

C. It will be the responsibility of the Division Commander/Unit Manager or
immediate supervisor to ensure employee compliance with the CSA uniform dress

standards.

1. CSAs are subject to uniform inspections at any time.

XII.  Attire for Training Classes

A. Dependent upon the subject matter, some training classes may require employees
to wear specific clothing, as determined by the Central Training Unit.

1. At any time, uniformed personnel may be directed to wear a uniform to the

training class.

B. Regardless of subject matter, employees will adhere to the appearance and
grooming standards and wear clothing that reflects favorably upon the

Department.
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XII. Uniform Repairs and Replacement

A. For damaged uniforms and equipment, the employee must submit an Employee’s
Report and a Property Loss Claim Form on the date of damage to the Watch
Commander via the Duty Sergeant.

1.

The employee must replace the damaged item and attach the original
receipt to the Employee’s Report before submitting the paperwork for
claim purposes.

ESA Insurance will determine if the claim is approved and if the employee
will receive reimbursement.

XIV. Grooming and Appearance Standards

A. Fingernails (Males and Females):

1.

While in uniform, fingernails will be kept cleaned and neatly trimmed so
as not to interfere with performance of duty, detract from the officer’s
image or present a safety hazard. The length of the nail extending over the
edge of the finger must not exceed %” beyond the fingertip. Extreme
shades of nail polish, such as gold, florescent, neon, stripes, multi-colored
or charms will not be worn.

B. Cosmetics:

1.

Cosmetics, including fragrance, are authorized for wear when applied
conservatively and in good taste. Exaggerated or faddish cosmetic styles
are inappropriate with the uniform and will not be worn.

C. Hair: (Unisex)

1.

Many hairstyles are acceptable to the Department of Correction provided
the officer’s hair is kept in a neat and clean manner. The acceptability of
the style will be judged by the criteria described below. Extreme,
exaggerated, bizarre or fad hairstyles are not authorized. If dyes, tints or
bleaches are used, colors used must be natural and match human hair
colors.

Styles of hair and texture differ for all ethnic groups, and these differences,

affect the length and bulk of hair as well as the style worn by each officer.
Hairstyles will present a well-groomed appearance.

Hair (Males):
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The hair on the top of the head will be neatly groomed. The length
and bulk of the hair will not be excessive or present a ragged,
unkempt or extreme appearance. Hair will present a tapered
appearance. Hair, when combed, will not fall over the ears or
eyebrows or touch the collar, except for the closely cut hair at the
back of the neck. The block cut fullness in the back is permitted in
moderate degree as long as the tapered look is maintained. In all
cases, the bulk or length of hair will not interfere with the normal
wearing of department headgear, gas mask or other life support
breathing gear. Ponytails will not be worn.

1) A wig or hairpiece may be worn as long as it is of a natural
hair color and the style and length conform to appearance
standards. They shall be of good quality, fit, and present a
natural appearance. They may not interfere with the proper
performance of duty, present a safety hazard, or interfere
with the normal wearing of department headgear.

Sideburns:

1) Sideburns will be neatly trimmed. The base will not be
flared and will be a clean-shaven, horizontal line. Sideburns
will not extend below the lowest part of the exterior ear
opening.

Facial Hair:

9] The face will be clean-shaven except for mustaches, which
are permitted. If a mustache is worn, it will be kept neatly
trimmed, tapered and tidy and will not present a chopped-
off appearance. No portion of the mustache will cover the
upper lip line. Using the center bottom portion of the lower
lip when the face is in a natural expression, draw an
imaginary horizontal line straight across the face; both sides
of the mustache cannot extend below that imaginary line.
Handlebar mustaches, goatees and beards are not
authorized.

2) Custody Support Assistants are authorized to wear beards,

however, they must be neatly trimmed and the length will
not exceed Y4 inch.
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D.

4, Hair (Females):

Hair will be neatly groomed. The length and bulk of the hair will
not be excessive or present a ragged, unkempt or extreme
appearance. Hairstyles will not interfere with the proper wearing of
Department headgear, protective mask or other life support
breathing gear.

1) Hair will not fall over the eyebrows.

2) Hair extending below the bottom edge of the collar must be
worn in a braided ponytail. The length of the braided
ponytail shall not extend lower than 3” inches in length
from the bottom edge of the collar.

3) All other hairstyles must be worn higher than the bottom
edge of the collar.

Ornaments:

1) Hair-holding ornaments to keep the hair off the lower edge
of the collar or to put in a ponytail must be transparent,
gold or silver, or similar in color to the hair. Royal blue or
black cloth rubber band type hairpieces that look
professional and match the uniform are authorized.
Hairnets of the same color of the hair that fit tightly around
a bun-type hairstyle are authorized.

2) Beads, similar ornamental items or banana clips are not
permitted.

5. Wigs (Female):

Jewelry:

A wig or hairpiece may be worn as long as it is of a natural hair
color and the style and length conform to appearance standards.
They shall be of good quality, fit, and present a natural appearance.
The wig may not interfere with the proper performance of duty or
present a safety hazard, or interfere with the normal wearing of
department headgear.

1. Jewelry that is authorized will be worn at the employee’s risk. The
Department is not responsible for lost or damaged jewelry. The only
authorized jewelry allowed is as listed below:
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a. Medical alert bracelets, necklaces, or similar type of health
protection devise may be worn.

b. Two (2) finger rings may be worm. Thumb rings are not authorized.

c. Earring(s):

D Males: Males are not authorized to wear earrings while on

duty.

2) Females: Small metal "post" type ball matching earrings no
larger than 5.5 mm in diameter may be worn. No more than
two earrings per ear while on duty.

2. With the exception of the authorized earrings, no other visible pierced
jewelry is authorized while in uniform or when working a special
assignment in civilian clothes.

a. Wristwatches:

1) Wristwatches may be worn. Watches on chains or pinned to
the uniform are not permitted. Pocket watches are allowed
without a chain or lanyard.

XVI. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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SICK LEAVE —IMMEDIATE FAMILY DEFINITION

CEMA —Section 12.2¢c
CPOA - Section 11.3c

An employee who has acquired a sufficient right to sick leave with pay may be granted permission to use
same not to exceed three (3) working days of such leave in order to carefor a sick or injured member of the
employee'simmediate family requiring care; however, theinitial period of time granted, up to one full shift,
must be charged to the STO bank. The second and third day shall be charged to sick leave if necessary.
“Immediate family” shall mean the mother, father, grandmother, grandfather of the employee or of the
spouse of the employee and the spouse, son, son-in-law, daughter, daughter-in-law, brother or sister of the
employee or any person living in theimmediate household of the employee.

Local 715 — Section 12.2d

An employee who has acquired a sufficient right to sick leave with pay may be granted permission to use
same not to exceed three (3) working days of such leave in order that he/she may carefor asick or injured
member of his’her immediate family requiring his’lher care, or in order that he/she may obtain medical
consultation to preserve hisher health. “Immediate family” shall mean the father, mother, grandmother,
grandfather of the worker or of the spouse or of the same sex domestic partner of theworker and the spouse,
son, son-in-law, daughter, daughter-in-law, brother or sister of the employee or any person living in the
immediate household of the employee.

BEREAVEMENT LEAVE

CEMA —Section 12.2e

L eaves of absence with pay shall be granted employeesin order that they may discharge the customary
obligations arising from the death of a member of their immediate family. “Immediate family” shall mean
the mother, father, grandmother, grandfather of the employee or of the spouse of the employee and the
spouse, son, son-in-law, daughter, daughter-in-law, brother, sister, brother-in-law, sister-in-law, or
grandchild of the employee or any person living in theimmediate household of the employee. Up to five (5)
dayswith pay shall be granted. Thefirst two (2) days shall not be charged to any employee bank. |f
necessary, thethird day shall be charged to the STO bank and the fourth and fifth daysto the sick leave
bank.

CPOA — Section 11.3e

L eaves of absence with pay shall be granted employeesin order that they may discharge the customary
obligationsarising from the death of a member of their immediate family. “Immediate family” shall mean
the mother, father, grandmother, grandfather, son or daughter of the employee or of the spouse of the
employee and the spouse, son-in-law, daughter-in-law, brother or sister of the employee or any person living
in theimmediate household of the employee. Up to five (5) dayswith pay shall begranted. Theinitial period
of time granted, up to one (1) full shift, shall be charged to the STO bank. The second and third days shall
not be charged to any employee bank. Thefourth and fifth day, if needed, shall be charged to the sick leave
bank.

Local 715 — Section 12.10

L eaves of absence with pay shall be granted workersin order that they may dischar ge the customary
obligations arising from the death of a member of their immediate family. “Immediate family” shall mean
the mother, father, grandmother, grandfather, son, or daughter of the worker or of the spouse of the worker
or of the same sex domestic partner of the worker; and the spouse, stepparent, son-in-law, daughter-in-law,
brother, sister, grandchild, brother-in-law, or sister-in-law of theworker or any person living in the
immediate household of theworker. Up toforty (40) hours pay shall be granted which will consist of sixteen
(16) hoursnot charged to any accumulated balance followed by twenty-four (24) hours chargeable to sick
leave, if necessary. An additional twenty-four (24) hours, sixteen (16) chargeableto sick leave and eight (8)
not charged to any accumulated balance, is authorized if out-of-state travel isrequired.
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SANTA CLARA COUNTY DEPARTMENT OF CORRECTION
SICK LEAVE CONFIRMATION

Today’s Date Time am/pm
Circletoday’sday of the week: M T w Th F S Sun
Employee's Name Team/Unit Assignment
(Please Print)
Supervisor’s Name Supervisor’s|nitials
(Please Print)

Person calling if not the Employee

(Name) (Relationship to employee)

Check below the type of leave requested by the Employee and Note: M edical substantiation is
required for any absencethat exceeds 3 days (OR) upon the Supervisor’srequest.

[]Sick - Employee Approximate date of return: Doctor’snoterequested by Supervisor  YESor NO

[ Kick pursuant to contractual agreement for Immediate Family*  Approximate date of return:
Relationship to employee Doctor’snoterequested by Supervisor YESor NO

Note: When used for a parent, spouse or child, this leave runs concurrent to leave pursuant to Labor Code 233.

[]Sick pursuant to Labor Code 233 for spouse, parent or child only  Approximatedate of return:
Relationship to employee Doctor’snoterequested by Supervisor YESor NO

Note: Thereisa maximum per calendar year of 6 daysfor Local 715 and 5 days for CEMA and CPOA

[JSick — Employee or spousefor pregnancy related conditions Approximate date of return:
(Circleone: Employee / Spouse ) Doctor’s noterequested by Supervisor YESor NO

[IWorker’s Compensation / 4850 (Charged assick leave until confirmed by Worker’s Compensation Division)
Dateof Injury or Iliness: Approximate date of return:

Note: Medical substantiation must be provided to the HIP Coordinator. Employee may not return to work until the employee is cleared
to return by the HIP Coordinator.

[ Bereavement — Immediate Family* Relationship to employee: Approximate Date of return:

[Jinter mittent leave pursuant to Family and Medical L eave Act for spouse, parent or child only.
(Pre-approved FMLA Request must be on filewith D.O.C Personnel)

Approximate date of return:

Note: Each time an employee takes Intermittent FMLA Leave, a copy of the sick leave form that reflects the exact date(s) of absence must
be provided to Personnel.

[ _pther:

Approximate date of return: (Circleone: Emergency vacation or LWOP)
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SICK LEAVE —IMMEDIATE FAMILY DEFINITION

CEMA —Section 12.2¢c
CPOA - Section 11.3c

An employee who has acquired a sufficient right to sick leave with pay may be granted permission to use
same not to exceed three (3) working days of such leave in order to carefor a sick or injured member of the
employee'simmediate family requiring care; however, theinitial period of time granted, up to one full shift,
must be charged to the STO bank. The second and third day shall be charged to sick leave if necessary.
“Immediate family” shall mean the mother, father, grandmother, grandfather of the employee or of the
spouse of the employee and the spouse, son, son-in-law, daughter, daughter-in-law, brother or sister of the
employee or any person living in theimmediate household of the employee.

Local 715 — Section 12.2d

An employee who has acquired a sufficient right to sick leave with pay may be granted permission to use
same not to exceed three (3) working days of such leave in order that he/she may carefor asick or injured
member of his’her immediate family requiring his’lher care, or in order that he/she may obtain medical
consultation to preserve hisher health. “Immediate family” shall mean the father, mother, grandmother,
grandfather of the worker or of the spouse or of the same sex domestic partner of theworker and the spouse,
son, son-in-law, daughter, daughter-in-law, brother or sister of the employee or any person living in the
immediate household of the employee.

BEREAVEMENT LEAVE

CEMA —Section 12.2e

L eaves of absence with pay shall be granted employeesin order that they may discharge the customary
obligations arising from the death of a member of their immediate family. “Immediate family” shall mean
the mother, father, grandmother, grandfather of the employee or of the spouse of the employee and the
spouse, son, son-in-law, daughter, daughter-in-law, brother, sister, brother-in-law, sister-in-law, or
grandchild of the employee or any person living in theimmediate household of the employee. Up to five (5)
dayswith pay shall be granted. Thefirst two (2) days shall not be charged to any employee bank. |f
necessary, thethird day shall be charged to the STO bank and the fourth and fifth daysto the sick leave
bank.

CPOA — Section 11.3e

L eaves of absence with pay shall be granted employeesin order that they may discharge the customary
obligationsarising from the death of a member of their immediate family. “Immediate family” shall mean
the mother, father, grandmother, grandfather, son or daughter of the employee or of the spouse of the
employee and the spouse, son-in-law, daughter-in-law, brother or sister of the employee or any person living
in theimmediate household of the employee. Up to five (5) dayswith pay shall begranted. Theinitial period
of time granted, up to one (1) full shift, shall be charged to the STO bank. The second and third days shall
not be charged to any employee bank. Thefourth and fifth day, if needed, shall be charged to the sick leave
bank.

Local 715 — Section 12.10

L eaves of absence with pay shall be granted workersin order that they may dischar ge the customary
obligations arising from the death of a member of their immediate family. “Immediate family” shall mean
the mother, father, grandmother, grandfather, son, or daughter of the worker or of the spouse of the worker
or of the same sex domestic partner of the worker; and the spouse, stepparent, son-in-law, daughter-in-law,
brother, sister, grandchild, brother-in-law, or sister-in-law of theworker or any person living in the
immediate household of theworker. Up toforty (40) hours pay shall be granted which will consist of sixteen
(16) hoursnot charged to any accumulated balance followed by twenty-four (24) hours chargeable to sick
leave, if necessary. An additional twenty-four (24) hours, sixteen (16) chargeableto sick leave and eight (8)
not charged to any accumulated balance, is authorized if out-of-state travel isrequired.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 3.39
No. of Pages: 12
. Date of Origin: 26 Jan 1996
re Manual
Policy and Procedure Manua Date of Revision: 21 Jul 2004
Chapter: Personnel Subject: Employee Attendance
Supersedes: Policy 3.39, Employee Distribution:

Attendance and Sick Leave rev. 05/28/02 and
Policy 3.16, Hours of Work rev. 02/11/98

References: Memorandums of Understanding for CPOA, SEIU Local 715, and CEMA, Merit
System Rules, Section A25-694; California Labor Code, Section 233; Family and Medical Leave Act;
Pregnancy Discrimination Act; Fair Employment & Housing Act (Gov. Code §12945), 29 USC
§2601 et seq.

Signature of Issuing

Current Policy Review

Date of Review: 21 Jul 2004

— )
Edward C. Flores, Acting Chief of Correction Revisions Made: |ZYeS |:|No
POLICY: It is the policy of the Department of Correction to maintain a record of
attendance for each employee. Each employee shall maintain acceptable
attendance at work.
PURPOSE: To establish the acceptable attendance standards and the process for managing
absences.

DEFINITIONS: Sick Leave: Accrued increments of compensated leave provided by an
employer to an employee as a benefit of the employment for use by the
employee during an absence from employment for any of the following
reasons:

1. The employee is physically or mentally unable to perform his or her
duties due to illness, injury, or a medical condition of the employee.

2. The absence is for the purpose of obtaining professional diagnosis
or treatment for a medical condition of the employee.

3. The absence is for other medical reasons of the employee, such as
pregnancy or obtaining a physical examination.
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Net Adjusted Sick Leave: Term used to define that portion of an employee’s
overall Sick Leave usage that will be considered for purposes of counseling and
progressive discipline. For CEMA and CPOA represented employees, Sick
Leave includes the first day sick even though it is taken from their vacation
hours.

Immediate Family: Pursuant to labor contract, immediate family is defined as
the mother, father, grandmother, grandfather of the employee or of the
employee’s spouse or of the same sex domestic partner of the employee; and
the spouse, son, son-in-law, daughter, daughter-in-law, brother, or sister of the
employee; or any person living in the immediate household of the employee.

California Labor Code, Section 233: A California law that allows an employee
to use Sick Leave to attend to the illness or injury of an employee’s family
member. Under this provision family member includes only an employee’s
child, parent, spouse, or domestic partner.

Family and Medical Leave Act (FMLA): A federal law that allows eligible
employees up to 12 weeks of unpaid leave for certain family care and medical
leave. Under this provision family care and medical leave means any of the
following:

e Leave for reason of the birth of a child of the employee, the placement
of a child with an employee in connection with the adoption or foster
care of the child by the employee, or the serious health condition of a
child of the employee.

e Leave to care for a parent or a spouse who has a serious health
condition.

e Leave because of an employee’s own serious health condition that
makes the employee unable to perform the functions of the position of
that employee, except for leave taken for disability on account of
pregnancy, childbirth, or related medical conditions.

Fair Employment and Housing Act: FEHA provisions prohibit discrimination
against pregnant employees in granting of sick leave benefits.

Pregnancy Discrimination Act: The PDA will cover any type of condition that
is related to pregnancy from mormning sickness to severe complications.

HLP. Coordinator: The Health and Injury Prevention Coordinator is an
employee of the Department that coordinates an employee’s return to work
after injury or illness and serves as the liaison between the employee, the
Department, the County and the employee’s supervisor during that process.
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PROCEDURE:

L Sick Leave

A Employees accrue Sick Leave each year and it is their responsibility to accrue a
sick leave bank for use in case of serious injury or illness.

1.

CPOA, CEMA and Local 715 represented employees accrue Sick Leave
without limitation as follows:

o

CPOA represented employees accrue 2.462 hours per pay period.
CEMA represented employees accrue 2.462 hours per pay period.
Local 715 represented employees accrue 3.693 hours per pay
period.

Upon death, retirement or resignation in good standing, represented employees
shall be paid for any balance in the Sick Leave bank as agreed upon in their
respective contract.

B. Sick Leave may be used under the following conditions:

L.

Employee injury or illness that renders the employee incapable of performing
his or her duties.

Family Care consistent with FMLA, CFRA, Contract and Labor Code 233

a.

Pursuant to Labor Code 233, an employer who provides sick leave
for employees shall permit an employee to use in any calendar year
the employee's accrued and available sick leave entitlement, in an
amount not less than the sick leave that would be accrued during
six months at the employee's then current rate of entitlement, to
attend to an illness of a child, parent, spouse or domestic partner of
the employee.

Pursuant to CPOA, CEMA and SEIU Local 715 Labor Contracts, an
employee who has acquired a sufficient right to sick leave with pay
may be granted permission to use same not to exceed 3 working days
of such leave in order to care for a sick or injured member of the
employee’s Immediate Family (see definition) requiring care; however,
the initial period of time granted, up to one full shift, must be charged
to the STO bank. The second and third day will be charged to sick
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leave if necessary. If the family member is a child, parent, spouse or
domestic partner of the employee, the leave will run concurrent with
Labor Code 233.

C. The Family and Medical Leave Act of 1993 (FMLA or Act) allows
“eligible" employees of a covered employer to take job-protected,
unpaid leave, or to substitute appropriate paid leave if the employee
has earned or accrued it, for up to a total of 12 workweeks in any
12 months. In certain cases, this leave may be taken on an
intermittent basis rather than all at once.

Employee’s or immediate family member’s medical, dental or eye
exams/treatment consistent with the current labor agreement for the affected
employee.

Employee industrial injury or illness

a. Employees represented by CPOA will have their Sick Leave bank
charged pending the approval of a Worker’s Compensation claim.

b. Employees represented by Local 715 will have the first three days
charged to their accrued but unused Sick Leave. If the temporary
disability exceeds 14 calendar days, temporary disability will be paid for
the first three days.

Bereavement Leave consistent with the current labor agreement for the
affected employee.

C. Net Adjusted Sick Leave

L.

For the purpose of this policy, Net Adjusted Sick Leave includes leave for
minor short-term, non-work-related illness or injury.

For the purpose of this policy, Net Adjusted Sick Leave does not include
approved leaves such as those provided for under the Family Medical Leave
Act, California Labor Code Section 233, the Pregnancy Discrimination Act, the
Fair Employment and Housing Act, or as otherwise provided by law.

For the purpose of this policy, Net Adjusted Sick Leave will not include a

major injury or catastrophic illness suffered by an employee or his/her
immediate family member or death of his/her immediate family member.
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4. Absences reported by an employee or doctor as being the result of a work
related illness or injury will be recorded as Sick Leave until notification is
received from the County Workers’ Compensation Department that the
employee’s workers’ compensation claim is approved. For the purpose of
this policy, however, these absences will not be included in Net Adjusted
Sick Leave usage until notification is received that the County has rejected
the employee’s workers” compensation claim and a supervisor has
reviewed the circumstances of the absence.

D. Disciplinary action, up to and including termination, may be taken against an employee
who uses Sick Leave with the intent to defraud the Department or County.

Attendance

A Employees are encouraged to pursue a program of personal wellness that ensures
acceptable attendance.

B. Employees are expected to be at work on their scheduled workdays, during their
scheduled work hours, and on time.

1. Hours of work, overtime, holiday work, premium pay, meal periods and rest
periods will be consistent with the current labor agreement for the affected
employee.

2. Employees are required to notify their supervisors if they will be late.

C. Whenever an employee is ill, requires a routine medical or dental appointment, or

requires leave, the employee shall notify the on-duty Supervisor in his or her unit and
request leave in accordance with the procedures set forth in this policy.

D. Unacceptable attendance may include, but is not limited to:

1. Net Adjusted Sick Leave usage in excess of 96 hours per rolling calendar year
(any 12 month period) for all work schedules.

a. If, during the quarterly evaluation of Sick Leave, the Net Adjusted Sick
Leave is projected to be in excess of 96 hours, the Division

Commander may take progressive disciplinary action.

2. A pattern of Sick Leave usage involving absences on days adjacent to
scheduled days off.
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3. A pattern of Sick Leave usage involving frequent mid-day departures from
work for personal or family illness.

4. Absence without written medical excuse (verification) when required.
5. Absences with vague or questionable justification.
6. Exhaustion of Sick Leave soon after it is earned.

7. Failure to notify a Supervisor of an absence (AWOL).

8. Failure to notify a Supervisor of a request for leave within the minimum time
allowed as outlined in this policy.
9. Sick Leave usage on a date for which the employee previously requested leave,

but was denied.

. Employee responsibility for attendance

A

It shall be incumbent upon the employee to notify his or her Supervisor daily of an
illness, injury, medical appointment, leave request, or circumstance that would prevent
the employee from reporting or remaining at work. The employee must tell the
Supervisor the type of leave requested and the approximate date and time of return. If
the leave is to care for a family member, then the employee must identify the family
member and his/her relationship to the employee.

1. Twenty-four-hour duty station personnel shall make such notification to a
Supervisor in their unit as far in advance as possible, but no later than one hour
prior to their scheduled reporting time. All other personnel shall notify a
Supervisor in their unit as far in advance as possible, but no later than the first
half-hour of their scheduled shift.

2. When an employee calls in sick and a Supervisor is not available by telephone,
radio or otherwise, the person receiving the call shall note the time and obtain a
telephone number from the employee where he or she can be reached. The
Supervisor will be located as soon as possible and informed of the sick call, as
well as, the time received and the telephone number where the employee may
be reached. The Supervisor will return the call as soon as possible and
ascertain the circumstances of the request for leave.

3. Once an employee has called in for Sick Leave, it is the employee’s
responsibility to immediately notify a Supervisor should the employee’s
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circumstances change. Depending on the circumstances, the Supervisor may
direct the employee to return to work, or to change the Sick Leave to personal
or vacation leave.

Employees are responsible for scheduling routine medical and dental
appointments so that the absence has minimal impact on the work assignment.

An employee requesting paid Sick Leave in excess of three consecutive working days
is required to provide written medical excuse or verification.

L.

Medical excuse or verification shall be in the form of a supporting statement
from an accredited physician.

A Supervisor may require a written medical excuse or verification for absences
less than three days.

Providing a written medical excuse or verification does not automatically
exclude the Sick Leave hours from the Net Adjusted Sick Leave as defined in
this policy.

To maintain the confidentiality of medical information, employees will submit
any written medical excuse or verification directly to the Personnel Unit. When
the medical note does not include confidential information, employees may
submit it directly to their Supervisor.

Employees who are absent due to a work-related illness or injury and employees who
are absent for more than two weeks due to a non-work-related illness or injury must
provide a written medical note and ability to work statement to the HI.P. Coordinator
outlining their work status prior to returning to work.

1.

If the employee requests to return to work on the weekend or holiday when the
Personnel Unit is closed, the Watch Commander may clear the employee to
return to work provided the employee provides a written medical note that
states the employee may return to full duty and that the employee has no work
restrictions.

The Watch Commander will immediately notify the HI.P. Coordinator by e-
mail of his or her decision to retum an employee to work. The H.LP.
Coordinator will respond to the Watch Commander’s e-mail as soon as
possible and confirm the employee’s return to work status.
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D. An employee’s absence without Departmental notification will be investigated as soon
as possible by the on-duty Supervisor.

1. The Supervisor shall:

a. Call the employee’s home to find out the circumstances of the absence
from the employee or, if not available, from an adult residing with the
employee.

b. Contact the Police agency where the employee resides and request a
welfare check of the employee’s residence if the employee cannot be
reached by phone.

C. Submit a detailed report to the Division Commander regarding the
employee’s failure to report to work and include all information
regarding the attempt to contact the employee.

F. A failure to report for three or more consecutive workdays without notification to the
Department and without legitimate reason for absence shall be presumed to be a
resignation pursuant to Sec. A25-682 of the Santa Clara County Merit System Rules.

1. When an employee fails to report to work without notification and without
legitimate reason for absence for three or more consecutive workdays, the

Division Commander shall:

a. Review the Supervisor’s report and write a formal letter to the
employee.

b. Initiate disciplinary action.
Iv. Supervisor’s responsibility for attendance

A Supervisors are responsible for maintaining accurate attendance records for each
employee assigned to their unit.

1. Supervisors shall use the Leave Confirmation Form (Attachment 1) to record
each employee absence.

2. Supervisors shall maintain an ongoing record of an employee’s absences by
logging each absence on the employee’s Attendance Log (Attachment 2).
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Supervisors are responsible for inquiring further of the employee who is requesting sick
leave or family care to determine if the leave qualifies as FMLA-qualifying leave. If
the employee (or the employee’s family member) is receiving ongoing medical
treatment and the employee has been absent for three or more days, the employee most
likely qualifies for family medical leave. The Supervisor is responsible for verifying this
information, designating the leave as family medical, and notifying the employee and
the Personnel Unit. Whether the employee makes a request for FMLA leave or not,
the Department may designate qualifying periods of leave as family medical leave.
FMLA leave runs concurrently with sick and family care leave. Depending on the
circumstance, sick or family care leave may be designated after the leave has begun, but
with notice to the employee.

Supervisors are responsible for calculating the appropriate Net Sick Leave Usage and
will not include in the Net Sick Leave Usage those leaves protected and listed under
Section 1.C. of this policy or other applicable law.

1. For the purpose of calculating leave taken under Labor Code 233, the
following will apply:

a. Employees represented by Local 715 will be allowed a maximum of 6
Sick Leave days per calendar year.

b. Employees represented by CPOA and CEMA will be allowed a
maximum of 32 hours of their annual Sick Leave accrual and half of
their annual STO-Vacation accrual per calendar year. Therefore, each
employee could potentially have a different amount of time he or she
may take under Labor Code §233 depending on how much STO-
Vacation time the employee can accrue in a calendar year.

C. The following is a list of the STO-Vacation accrual factors and hours
of STO per year for employees represented by CPOA and CEMA:

Service Years Accrual Factor Hours of STO/Year
CPOA CEMA | CPOA CEMA
1* 5846 953846 | 152 248
2" through 4™ 6.461 10.15385 | 168 264
5" through 9™ 7.692 1138462 | 200 296
10™ through 14™ 8307 12.0000 | 216 312
15" through 19® 8.923 1261538 | 232 328
20" and thereafter | 9.538  13.23077 | 248 344
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e. Example calculation for an employee represented by CPOA and
requesting leave pursuant to Labor Code 233:

When an employee is absent from work and is taking leave pursuant to
Labor Code 233, the Supervisor must charge the first shift to the
employee’s STO-Sick Leave bank (vacation hours). If needed, the
next 32 hours must be charged to the employee’s Sick Leave Bank
(sick hours). Any additional time, up to the maximum hours allowed
from vacation accrual must be charged to the employee’s STO-Sick
Leave Bank (vacation hours). The Supervisor must track the Labor
Code 233 hours used by each employee throughout the calendar year
in order to ensure that the appropriate accrual bank is charged.

2. For the purpose of calculating Bereavement leave, the following will apply:

a. Employees represented by CPOA will have the initial period of time
granted, up to one full shift, charged to the STO-Sick Leave bank
(vacation hours). The second and third days will not be charged to any
employee bank. The fourth and fifth day, if needed, will be charged to
the Sick Leave bank.

b. Employees represented by Local 715 will be granted up to 40 hours of
pay which will consist of 16 hours not charged to any accumulated
balance followed by 24 hours chargeable to Sick Leave, if necessary.
An additional 24 hours, 16 chargeable to Sick Leave and 8 not charged
to any accumulated balance, is authorized if out-of-state travel is
required.

Supervisors shall review and evaluate their employees’ attendance, at a minimum, each
January, April, July and October (Quarterly), to determine if the employees’ attendance
meets the acceptable standards set forth in this policy. Supervisors will record this
review on a Sick Leave Quarterly Report and forward the report to the Division
Commander.

1. For those employees who have mot met the attendance standard, the
Supervisor will determine if corrective action is appropriate and review the
case with the Division Commander or Unit Manager through the chain of
command prior to initiating the corrective action.

2. Corrective action shall be in accordance with the employee’s past record of

attendance, prior counseling or discipline, the circumstances of the employee’s
absences, and the practice of progressive discipline (See Section V).
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a. The supervisor will meet with the employee to discuss absences.

b. Corrective action, such as verbal or written counseling, will be
properly documented and approved by the appropriate Division
Commander or Unit Manager through the chain of command prior
to delivery to the employee.

C. Disciplinary action such as written reprimands, suspensions or
terminations will be handled in accord with the Department’s

Discipline policy.
3. At the time corrective action is taken, the Supervisor will make an entry on the

back of the Attendance Log specifying the date and type of action taken.

C. Once an employee has been determined to be out of compliance with attendance
guidelines and corrective action is initiated, the employee’s supervisor will review the
employee’s attendance log on a monthly basis until such time as the employee meets
Department attendance guidelines for 12 consecutive months. The date of the monthly
attendance reviews will be logged on the back of the Attendance Log, along with a
summary of any corrective action initiated as a result of that review.

D. An employee must establish a record of acceptable attendance for a period of 12
months before his/her previous Sick Leave record is no longer considered for the
purpose of counseling or progressive discipline.

E. Net Adjusted Sick Leave usage not within the acceptable standard is used as a factor
for consideration in the selection of employees for special assignments, voluntary
transfers, retention in special assignments and assignment of voluntary overtime.

1. Employees will be advised if action is taken against them regarding selection
for special assignments voluntary transfers, retention in special assignments, or
assignments of voluntary overtime as a result of unacceptable attendance
records.

2. To the extent permitted by law, absenteeism and lateness lessen an employee’s
chances for advancement and may result in dismissal.

V. Progressive Discipline

A This policy institutes the principle of counseling and progressive discipline with regard
to Sick Leave usage.
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1. Once it is determined that an attendance problem exists, the first intervention is
for the Supervisor to meet with the employee to advise him/her of the problem,
review the Department attendance guidelines and discuss the need for
improving attendance.

2. If there are significant personal issues involved that suggest the need for
professional advice, the Supervisor will recommend that the employee seek the
services of Affiliated for badge staff (telephone number 408-342-0610) or
Employee Assistance Program for non-badge staff (telephone number 408-
241-7772). Use of Affiliated or the Employee Assistance Program is voluntary
by the employee, and is strictly confidential.

B. The progression of counseling and discipline for unacceptable attendance is dependent
on the seriousness of the problem (number of hours used, unacceptable Sick Leave
pattern, failure to notify properly, or a combination of factors) and may begin with a
corrective action more severe than counseling. Similarly, the next step after the initial
intervention may be more severe than the next step in the progression of counseling or
discipline if the subsequent problem or episodes indicate the need.

VL. Scheduled Time Off (STO) Cash Out (CPOA and CEMA Represented Employees Only)
A Employees who use no Sick Leave for a period of one year beginning the first pay
period of the calendar year through the last pay period of the calendar year shall be
allowed to cash out 40 hours of STO. CEMA employees also have an option to cash
out an additional 40 hours of STO.
VII.  Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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SANTA CLARA COUNTY DEPARTMENT OF CORRECTION
SICK LEAVE CONFIRMATION FORM

. Employee’s Name Today’s date &time

Date(s) for leave Team/Unit Assignment
Person calling Relationship to employee

(Complete only when it is not the employee calling)

Supervisor receiving call Supervisor’s initials

Check below the type of leave requested by the Employee
Note: Medical substantiation is required for any absence that exceeds 3 days (or) upon the Supervisor’s request.

L] Sick- Employee Approximate date of return: Doctor’s note requested by Supervisor : YES or NO

[] Sick pursuant to contractual agreement for Immediate Family*  Approximate date of return:
Relationship to employee Doctor’s note requested by Supervisor : YES or NO

Note: When used for a parent, spouse or child, this leave runs concurrent to leave pursuant to Labor Code §233.

[[] Sick pursuant to Labor Code §233 for spouse, parent, child or domestic partner only
Approximate date of return:
Relationship to employee Doctor’s note requested by Supervisor: YES or NO

Note: The Supervisor will calculate and track the appropriate amount of leave depending on the employee’s bargaining unit.

[[] Sick— Employee or spouse for pregnancy related conditions Approximate date of return:
(Circle one: Employee / Spouse ) Doctor’s note requested by Supervisor: YES or NO

[ ] Worker’s Compensation / 4850 (Charged as sick leave until confirmed by Worker’s Compensation Division)
Date of Injury or Iliness: Approximate date of return:

Note: Medical substantiation must be provided to the HIP Coordinator.

[[] Bereavement — Immediate Family*
Relationship to employee: Approximate Date of return:

[] Leave pursuant to Family and Medical Leave Act for spouse, parent or child only
Leave is requested for (circle one): Employee Spouse Parent Child
Is leave pre-approved: YES or NO Approximate date of return:
Note: Medical substantiation must be provided to the Personnel Unit whenever the employee uses this type of leave.

[ ] Other:
Approximate date of return: (Circle one: Emergency or LWOP)




County of Santa Clara By Direction of the Chief
Department of Correction NOTICE T ALL STAFF

Professional Compliance and

Audit Unit (PCAU) ‘i,% RS

(408) 957-5322

Policy #3.39 Amendment Effective 05/12/2008

The Department is amending Policy #3.39, Employee Attendance, to reflect
recent changes affecting the use of sick leave banks when utilizing FMLA and/or
Labor Code 233 protected leaves. Sick leave hours approved under these leaves
will be documented consecutively instead of concurrently.

Additionally, policy language was modified to clarify the steps necessary to
request Scheduled Time Off (STO) when an employee does not utilize any sick
leave during the calendar year. A sample version of ‘STO Cash Out’ electronic
form has been attached to the pelicy.

The following modifications to the policy are shown as strikethroughs for deletion
and underlined in bold font for addition.

Section(s) Amended: 1., B.2, b & C, 2

I.  Sick Leave
B. Sick Leave may be used under the following conditions:

2. Family Care consistent with FMLA, CFRA, Contract and Labor
Code 233

b. Pursuant to CPOA, CEMA and SEIU Local 715 Labor
Contracts, an employee who has acquired a sufficient
right to sick leave with pay may be granted permission
to use same not to exceed 3 working days of such leave
in order to care for a sick or injured member of the
employee’s Immediate Family (see definition) requiring
care; however, the initial period of time granted, up to
one full shift, must be charged to the STO bank. The
second and third day will be charged to sick leave if
necessary. If the family member is a child, parent,
spouse or domestic partner of the employee, the leave
will run consecutively eeneurrent—with Labor Code
233.
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the Pregnancy Discrimination Act, the Fair Employment and
Housing Act, labor agreements, or as otherwise provided by
"~ law.

Division Commanders/Unit Managers shall ensure that this notice is read at all
briefings and/or a copy given to each staff member. A copy of this notice must also
be attached to the front of Policy #3.39 in the Policy Manuals located in the
respective Divisions or Units. This amendment may also be viewed online at
Department workstations. Any questions regarding this policy amendment should be
directed to PCAU at 957-5322.

R:/policy d: /03.39Policy Amend am 042908 2
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COUNTY OF SANTA CLARA

Policy Number: 343
No. of Pages: 5

Department of Correction

Date of Origin: 10 Feb 2006
Date of Revision: new

Policy and Procedure Manual

Chapter: Personnel Subject: Employee Suggestion Program
Supersedes: None | Distribution:
References: Santa Clara County Employee Suggestion Program Guidelines
Signature of Issuing Authority Current Policy Review
< 4 Date of Review: new
Edward C. Flores, Chief of Correction Revisions Made: | |Yes [ No
POLICY: It 1s the policy of the Department of Correction to encourage and

reward employees who submit suggestions resulting in improved
service, financial savings, and/or the generation of revenue for the
Department/County.

PURPOSE: To establish guidelines for acknowledging and/or rewarding
employees for ideas which contribute workable solutions for
improvement of Department or County operations.

DEFINITIONS: Tangible Savings: Employee suggestions that demonstrate savings
Or revenue increases. :

Intangible Savings: Employee suggestions that offer benefits that
enhance or improve operations, customer service, and/or working
environment but do not clearly demonstrate a direct cost savings or
revenue increase.

PROCEDURE:
L Employee Suggestion Program

A. The Employee Suggestion Program (ESP) is a County-wide program developed to
acknowledge and/or reward employees for ideas that contribute workable solutions
for improvement to Department or County operations and/or services including, but
not limited to:

1. Improving service delivery or operations

2. Enhancing business practices or technologies
3. Increasing morale

4, Enhancing team building

5. Improving safety

6.

Generating monetary savings or revenue growth
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B. All employees or groups of employees are eligible to participate with the exception

of the following;

1. County Board Members or their staff

2. Elected Officials

3. Executive Management

4. Administrators of the program or their staff

C.  The Personnel Manager will act as the Department’s ESP Program Administrator
and shall be responsible for the dissemination, administration and maintenance of

the program.
I Employee Suggestion Program Process
A. Employees may submit suggestions that improve efficiency, reduce waste, reduce

costs and/or increase revenue.

1. Suggestions are not exclusive to only monetary-related suggestions. Non-
monetary-related suggestions may also be submitted.

2. Suggestions may address any County department or agency operation or
service.

3. Suggestions that are exempt from the program include, but are not limited
to:
a. Routine maintenance and repair that the Department/County can

correct through normal operating procedures.

b. Matters which are the result of assigned or contracted auditing,
studies, surveys, reviews, or research (e.g. suggestions made as a
result of an Internal Audit report)

c. Matters already under consideration or previously awarded.

d. Suggestions made by managers/supervisors related to their areas of
responsibility.

€. Personal grievances or specific personnel actions.

f. Matters subject to collective bargaining, as determined by labor

relations (e.g. changes in labor contracts)

g. Recommendations of changes to pay of classifications.
h. Suggestions to diminish or discontinue services or programs.
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B.

i.

Suggestions that involve providing unsupported preferences.

Employees may submit suggestions via a signed memorandum including sketches,
or charts, when applicable, to the Department’s Personnel Manager.

1.

Suggestions must clearly articulate the following information:

a.

b.

The existing issue, process or situation that is being addressed.

A specific and clear statement of what can be done to resolve or
improve the issue, process or situation.

Specific steps on how to accomplish or implement change.

Anticipated benefits (e.g. estimated cost savings, increased
revenues, operational efficiency)

Associated implementation costs

Upon receipt of a written suggestion, the Personnel Manager will:

a.

Review the document to ensure all required elements have been
addressed and the suggestion subject matter is not exempt from the
program (section II, B).

1) If elements are missing, the Personnel Manager will return
the document to the employee with instructions or
suggestions on how to address the missing elements.

2) The employee will be required to resubmit the suggestion to
the Personnel Manager after completing appropriate
additions or changes.

Maintain confidentiality of the authors and his or her suggestion until
it is accepted.

Forward the suggestion to the Department’s subject matter experts to
determine viability, financial impact.

Provide analysis and recommendation to the Chief for acceptance
and decisions on implementation.

1) Recommendations to the Chief should be made within 60

days from the time that the suggestion was initially
submitted.
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2) Final approval for suggestions that are submitted through the
program by Department employees will be the responsibility
of the Chief.

3) Final decision for a suggestion should be made within 90
days from the time that the suggestion was initially
submitted. Additional time may be required if further
research is necessary.

e. Notify the employee in writing on the final disposition of his or her
suggestion.

Suggestion Approval - Awards and Recognition

A.

Employees submitting successfully approved suggestions that demonstrate tangible
or intangible savings may be eligible for monetary and/or non-monetary awards.

1. Employees submitting approved suggestions involving tangible savings may
be eligible for a monetary award, which will be determined based on 10% of
the calculated Department or County savings/revenue, not to exceed
$10,000.

2. Employees submitting approved suggestions involving intangible savings
may be eligible for a monetary or non-monetary award.

a. Intangible savings awards are based on Department evaluation of the
estimated benefit to the organization.

b. Intangible savings awards can be presented from $50.00 to 200.00
dollars.

The Chief will evaluate each approved suggestion and determine the type of award,
including any monetary values, to be awarded and presented.

1. Awards will be established in accordance with applicable County Employee
Suggestion Program guidelines.

2. All determinations by the Chief will be final and not subject to appeal.

The personnel manager will coordinate recognition and award efforts to publicly
recognize approved employee suggestions.

1. Events to recognize successful employee suggestions should take place at
least twice a year and may be conducted quarterly, if necessary.

2. All successful suggestions will be submitted to the County Comline for
publication in the next available issue.

3.43-4



D. Approved suggestions shall become the property of the Department and County.
IV.  Quarterly Tracking
A. The Personnel Manager will submit quarterly tracking reports to the Employee

Services Agency and the Deputy County Executive addressing the program’s
performance within the Department.

B. Reports will include the following information:
1. Number of suggestions received within the quarter.
2. A list of all open suggestions with a title, brief description, identifying

number, and date received.

3. Status of each suggestion by using the following categories;
a. “In Review”
b. “Approved”
C. “Denied”
d. “Duplicate”
e. “Awarded”
f. “Comline”
g. “Closed”
h. “Financial Award” (when applicable)
V. Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 3.45
No. of Pages: 4

Policy and Procedure Manual Date of Origin: 06 Nov 2000
Date Revised: 09 May 2002

Chapter: Personnel Subject: The Lautenberg Domestic Confiscation
Law (1996 Amendment to the Federa Gun
Control Act of 1968)

Super sedes. Policy 3.45, The Lautenberg Disgtribution:
Domedtic Confiscation Law 11/06/00.

References: The Federd Gun Control Act of 1968, as amended effective September 30, 1996,
a0 referred to as the Lautenberg Domestic Confiscation Law.
United States Code, Title 18, Sections 922(g)(8) and (9)
Pena Code Sections 240/242, 243, 273.5, 273.6, 646.9, and 1203.4

Signature of Issuing Authority Current Policy Review
Date of Review: 09 May 2002
Dennis P. Handis, Chief of Correction RevisonsMade XYes [ |No
POLICY: It isthe policy of the Department of Correction to adhere to the Federa

Gun Control Act of 1968 and the Lautenberg Domestic Confiscation
Law (September 30, 1996 amendment to the federal Gun Control Act
of 1968) which prohibit law enforcement personnd who are currently
subject to a redraining order or convicted of federd or date
misdemeanor crimes of domestic violence from possessing firearms,
indluding while on duty.

PURPOSE: To egtablish uniform guidelines for adhering to the Federd Gun Control
Act of 1968 and the 1996 Amendment to the Federal Gun Control Act
of 1968.

DEFINITIONS: Misdemeanor Crime of Domedic Violence An offense that is a

misdemeanor under federa or state law; and has, as an element, the use
or attempted use of physica force, or the threatened use of a deadly
weapon, committed by a current or former spouse, parent or guardian
of the victim, by a person with whom the victim shares a child in
common, by a person who is cohabiting with or has cohabited with the
victim as a spouse, parent or guardian of the victim. (Reference 18
U.S.C. § 921(a)(33)(A).) This dHfinition includes dl misdemeanors
that involve the use or attempted use of physicd force eg., smple
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assault, assault and battery, if the offense is committed by one of the
defined persons.  This is true whether or not the state or locd datute
specificdly defines the offense as a domestic violence misdemeanor. A
conviction of a misdemeanor crime of domedtic violence includes
offenses described in Penad Code 88 240, 242, 243, 273.6 and 646.9.

Prohibited Person: A “Prohibited Person” is  defined as one who can
never again own or acquire a firearm of any type. The only exception is
if the person is subsequently pardoned or otherwise has hisher crimind
record expunged.

PROCEDURE:

l. The Lautenberg Domestic Confiscation Law (Federal Gun Control Act of 1968 as
Amended, Effective September 30, 1996)

A.

Effective September 30, 1996, 18 USC 8§ 922(g)(8) prohibits any person from
possessing any firearm or ammunition who is subject to a court order that restrains such
person from harassing, staking, or threatening an intimate partner of such person or
child of such intimate partner or person, or engaging in other conduct that would place
an intimate partner in reasonable fear of bodily injury to the partner or child; and

1. Includes a finding that such person represents a credible threat to the physica
safety of such intimate partner or child; or

2. By its terms explicitly prohibits the use, attempted use, or threatened use of
physica force againg such intimate partner or child thet would reasonably be
expected to cause bodily injury.

Effective September 30, 1996, 18 U.S.C. § 922(g)(9) prohibits any person who has
been convicted in any court of a misdemeanor crime of domegtic violence from
possessing any fireearm or ammunition

1 The Lautenberg Domestic Confiscation Law applies to any misdemeanor crime
of domestic violence committed regardless of the date of conviction.

Law enforcement officers and other employees of government agencies ARE NOT
exempt from this prohibition, thus, badge personnd and sworn peace officers who are
subject to a current restraining order or have been convicted of a federal or date
misdemeanor crime of domestic violence WILL NOT be permitted to possess or use a
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fiream, induding in the course of their officid duties. (Reference 18 U.SC. §
925(A)(1).)

The Effect of the L autenberg Domestic Confiscation Law on Department of Correction
Badge Per sonnel

A.

In order to determine those employees who are classified as “Prohibited Persons,” the
Department of Correction Personne Director shal ensure the Department of Jugtice
recelves the gppropriate information in order to conduct a criminal history check on
current and future employees.

Responghilities of affected badge personnd:

1. All current and new badge personnd MUST complete the Domestic Violence
Questionnaire within 14 days of receipt. The completed questionnaire must be
returned to the employee’ s immediate supervisor and that supervisor MUST
forward the completed questionnaire to the Department of Correction
Personnd Director for further processing.

2. Department of Correction badge personnel who are currently subject to a
restraining order, or who have been convicted a any time of a misdemeanor
crime of domedtic violence M UST notify the Chief of Correction, through their
Divison Commander, in writing within 24 hours of the entry of a restraining
order or conviction for amisdemeanor crime of domestic violence.

3. Upon natification, the Chief of Correction MUST natify the Office of the
Sheriff of those individuas, who under this law, are no longer digible to carry,
possess, or use afirearm in the course of their officia duties.

Any Depatment of Correction employee, who is a “Prohibited Person” and is

convicted of possessing afirearm, may be guilty of afelony that could subject him/her to
a$250,000 fine and a 10-year prison sentence.

Any Department of Correction employee who is classified as a“Prohibited Person” will
be indigible to possess or use a firearm, even in the course of ther officid duties and
may be subject to termination, consistent with the current laws.

Responsihilities of the Internd Affairs Commander:

1. The Internd Affairs Commander will be respongble for reviewing al results
received from the Department of Justice regarding firearm digibility for new and
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current employees. Thel.A. Commander will date stamp the paperwork noting
his or her review and forward the paperwork to the Personnel Director to be
filed in the employee s Personnd file.

2. The Internd Affars Commander will mantan a confidentid lig on the
Department’ s Executive Information System of those employees who are or are
not Prohibited Persons.  This list will be reviewed monthly and as changes
occur.

3. The Internd Affars Commander will notify the Sheriff’'s Jail Adminidration
Lieutenant and the Personnel Director when an employee is liged as a
Prohibited Person, or when an employee’ s status changes, no longer making the
employee a Prohibited Person.

1. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professond

Compliance and Audit Unit will establish an annud schedule identifying policies to be
reviewed during a specific month.
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CONFIDENTIAL QUESTIONNAIRE
The Lautenberg Domestic Violence Law

FEDERAL LAW, TITLE 18, UNITED STATES CODE SECTION 922(g)(8) and (9)

Employee Name: Badge #: Date:

Within fourteen (14) days of receipt, you are required to complete this questionnaire and return it to
your immediate supervisor. The purpose in completing this form is to obtain information regarding civil
restraining orders or msdemeanor domestic violence convictions in order to assst the Department in
determining if personnd reassignment and/or adminigrative action is warranted.

You have a duty to complete this form. Crimina histories on al Department of Correction badge
personnd will be requested from the Department of Jugtice. Disciplinary action up to, and including,
termination may be undertaken if you refuse to answer or if you fal to reply fully and truthfully.

Question #1.:

Question #2:

Have you ever been convicted of a misdemeanor crime of domedtic violence?
Misdemeanor crimes of domestic violence involve the use or attempted use of physical
force, or threatened use of a deadly wegpon againgt a current or former spouse, the
person who is the mother or father of hisher child, cohabitant, a child, or ward. The
term “convicted” is generdly defined in the datute as excluding anyone whose
conviction has been expunged or been set aside, or has been pardoned.

Initid and Date: Yes No

Are you currently subject to a court order that restrains you from harassing, stalking, or
threatening an intimate partner, or a child of an intimate partner or of your own, or
engaging in other conduct that would place an intimate partner in reasonable fear of
bodily injury to the partner or child?
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Initial and Date: Yes No

Copy: Personnel File
Policy 3.45 - rev 11/00

The Lautenberg Domestic Violence Law
Confidentid Questionaire
Page 2

If you answered “Yes' to Question #1, provide the following information with respect to the
conviction(s). If you need additiona space, use the back of the form:

Court/Jdurisdiction:

Docket/Case Number:

Statute/Charge:

Date Sentenced:

Court/Jdurisdiction:

Docket/Case Number:

Statute/Charge:

Date Sentenced:

If you answered “Yes’ to Question #2, provide the following information:

Court/Jdurisdiction:

Docket/Case Number:

Court Hearing Date/Expiration Date:

| hereby swear or affirm that the foregoing is true, correct, and provided under pendty of perjury. |
understand that false or fraudulent information provided herein may be grounds for further adminidrative
action up to, and including, termination.

Print Name; Date:
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Title: Badge #: Current Assignment:

Signature:

Copy: Personnel File
Policy 3.45 - 10/00
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Policy and Procedure Manual

COUNTY OF SANTA CLARA

Department of Correction Policy Number: 3.49
No. of Pages: 3

Date of Origin: 29 Jul 1996
Date of Revision: 11 Dec 2008

Chapter: Personnel

Subject: Drug-Free Workplace & Employee
Assistance Progam

Supersedes: Old DOC Policy 3.17 rev Distribution:

07/29/96

References: ACA 3-ALDF-1C-15, 1C-25, Santa Clara County Compliance Statement of
December 29, 1989 “Drug-Free Workplace Act of 1988, The Drug-Free Workplace Act of 1988
Public Law 100-690 Title V Subtitle D, Schedules I thru V of the Controlled Substances Act 21
United States Code 812, Memorandum of Understanding Between All Applicable Bargaining Units

and Santa Clara County

Slgnature of Issumg\Authorlty Current Policy Review
N T
WMMQ e , Date of Review: 11 Dec 2008
Edward C. Flores, Chief of Correction Revisions Made: [X]Yes [ |No
POLICY: It is the policy of the Department of Correction to maintain a drug-

PURPOSE:

DEFINITIONS:

PROCEDURE:

free workplace. The Department of Correction recognizes drug and
alcohol dependence as treatable conditions and, through the
Employee Assistance Program (EAP), offers support for employees
with dependency problems.

To establish guidelines for maintaining a drug-free workplace and
offer support for those employees with dependency problems.

Controlled Substances: Classes of drugs that include, but are not
limited to: cannabis, depressants, hallucinogens, narcotics,
stimulants, steroids, designer drugs, non prescribed medications, and
recreational use of prescribed medications.

Employee Assistance Program (EAP): A program designed to assist

county employees having problems or illnesses, where they can
participate in counseling, diagnosis or treatment. This program is an
attempt to aid and help employees before their job performance
deteriorates and warrants disciplinary action.

L Illegal Use of Drugs or Alcohol
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The Drug-Free Workplace Act of 1988 (Public Law 100-690, Title V, Subtitle D)
requires that employees engaged in the performance of work on a Federal contract
or grant shall abide by this compliance statement as a condition of employment.

The Drug-Free Workplace Act of 1988 requires that employees shall notify their
employer within five (5) days of any criminal drug statute conviction which occurs
in the workplace or while on County of Santa Clara or Department business.

The County of Santa Clara and its various departments are also required to notify
the Federal contracting or granting agency within ten (10) days of receiving notice
of such conviction and to take appropriate corrective action or to require the
employee to participate satisfactorily in an approved drug abuse assistance or
rehabilitation program.

Employees shall not use illegal substances or abuse legal substances in a manner
that impairs performance of assigned tasks.

Possession of Illegal or Unauthorized Controlled Substances

A.

The County of Santa Clara and the Department of Correction strive to maintain a
workplace free from the illegal use, possession or distribution of controlled
substances (as defined in Schedules I through V of the Controlled Substances Act,
21 United States Code 812, as amended).

Controlled substances include, but are not limited to, cannabis, depressants,
hallucinogens, narcotics, stimulants, steroids, designer drugs, non prescribed

medications, and recreational use of prescribed medications

The unlawful use, possession, distribution, or manufacturing of controlled

‘substances by the employees of Santa Clara County or the Department of Correction

is prohibited.

Assistance, Treatment and Counseling

A.

B.

Employees are encouraged to seek assistance for drug and alcohol-related problems.

A Santa Clara County employee having substance abuse problems will be given the
same consideration and offer of assistance extended to workers having any other
illness.

Employees who participate in counseling, diagnosis or treatment may, at their
request, use accumulated sick leave or scheduled time off while away from work for

such a purpose.

Leaves of absence without pay may be granted, depending upon departmental
policies and labor management agreements for such purposes.
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E. Implementation of this policy will not require or result in any special regulations,
privileges or exemptions from the standard administration practices applicable to
job performance requirements.

IV.  Employee Corrective Action

A. The County of Santa Clara and the Department of Correction agree that if the
situation and circumstances permit, an employee with substance abuse problems
will be offered access to the Employee Assistance Program before job performance
problems warrant disciplinary action.

B. Employees found to be in violation of this policy may be subject to disciplinary
action up to and including termination under applicable policies, ordinance codes
and labor agreements.

C. Employees may be required at the discretion of the County of Santa Clara or the
Department of Correction to satisfactorily participate in an employee rehabilitation
program as monitored and verified by the Santa Clara County Employee Assistance
Program.

V. Policy Revision

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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COUNTY OF SANTA CLARA

Policy Number: 3.51
No. of Pages: 3

Date of Origin: 01 May 1992
Date of Revision: 11 Dec 2008

Subject: Non-Department Personnel

Department of Correction

Policy and Procedure Manual

Chapter: Personnel

Supersedes: Old DOC policy 3.05 rev I Distribution:
05/01/92
References: ACA 3-ALDF-1A-12, 1C-24
Signga\ture of Issuing Authority Current Policy Review

.
&&@\Q‘%

Edward C. Flores, Chief of Correction

Date of Review: 11 Dec 2008
Revisions Made: Yes I:INO

=

POLICY: It is the policy of the Department of Correction to use resources
provided by consultants and other non-department employees when
the use of those resources is in the best interest of the organization.
All such individuals shall remain under the authority of the Chief of
Correction and/or Division Commander when in a Department of
Correction facility and are subject to the rules and regulations of the
facility and the department.

PURPOSE: To establish guidelines that describes the role of consultants and
other non-department personnel in the operation of Department of
Correction facilities.

DEFINITIONS: Non-Department Personnel: Personnel who are not permanent

employees of the Department of Correction and are working via a
contract for services.

PROCEDURE:
L Non-Department Personnel
A. Non-Department personnel include, but are not limited to, the following categories:
1. Consultants
2. Contract personnel
3. Employees of other public or private agencies who provide valuable services
to the facility.

4. Other individuals who perform duties or services in a facility on an

infrequent basis to include, but not limited to, the following:
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Law enforcement officers investigating charges against persons.
Telephone repair personnel

Vendor representatives

Authorized facility tours

/e o

Non-department personnel also include persons or groups of people who have an
on-going relationship with the facility to include, but not be limited to, the
following:

1. Regular consultants

2. Contract personnel for medical and mental health services.

3. Facilities and Fleet (FAF) staff

4. Authorized Religious volunteers
5. Others that come into the facility for approved purposes at least once a
month.

The department shall inform consultants and contract personnel of the general rules
that apply to all facilities and that their agreement to abide by them is required.

Non-Department personnel entering Department facilities are to be admonished of
the Department’s “No Hostage” policy. In addition, the Department has signs posted
at main facility entrances, which inform persons entering a facility of this policy.

II. Authority and Responsibility

A.

The Division Commander or their designee may approve individual access to the
facility by non-department personnel who perform duties and/or services in the
facility on an infrequent basis.

1. These individuals will be escorted at all times while in the facility.

2. All such approved personnel shall be subject to identification, search and
other procedures prior to entering the facility.

1L Supervision of Non-Department Personnel

A.

Non-department personnel in the facility on an infrequent basis who are authorized
entry will be escorted by a department employee and it shall be the escorting
employee’s responsibility for supervision.

Non-department personnel who have an ongoing relationship with the department
and are issued a Security Clearance Card shall be authorized to proceed through the
facility under minimal staff supervision and direction. Supervision of repetitive
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visitors with valid security clearances shall be the responsibility of the facility
utilizing the services of that individual.

Iv. Security Clearance Records
A. The designated Department Security Clearance Coordinator shall maintain records

that will include application materials and a current list of all valid non-department
personnel who are authorized to enter Department of Correction facilities.

V. Policy Revision

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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COUNTY OF SANTA CLARA

Department of Correction

Policy and Procedure Manual

3.35
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01 Jun 1992
08 Jan 2010

Policy Number:
No. of Pages:
Date of Origin:
Date Revised:

Chapter: Personnel Subject: Employee Vacations and Leaves of
Absence
Supersedes: Policy 3.08, Employee Leaves of | Distribution:

Absence rev. 04/28/98

References: California Family Rights Act of 1991; California Family and Medical Leave Act of
1993; Military and Veterans Code of the State of California 395; Military and Veterans Code of
the United States of America; Federal Uniformed Services Employment and Reemployment Rights
Act (USERRA); County of Santa Clara Ordinance Code, Chapter VI, Section A25-680; Santa Clara
County Merit System Rules, Article 6; Santa Clara County Family and Medical Leave Policy,
revised and effective 07/01/2006; Memorandums of Understanding between all applicable
bargaining units and the Department of Correction/County; Department Policies: 1.57, Subpoenas,
Claims, Summons, Other Requests for Information; 3.37, Reporting Serious Injury or Death of an
Employee and 3.39, Employee Attendance; The County of Santa Clara Employee Handbook

Signature of Issuing Authority
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Current Policy Review

Date of Review: 08 Jan 2010
Revisions Made: DYes |:]No

POLICY:

It is the policy of the Department of Correction to provide leaves of

absence for its employees in accordance with applicable employee
bargaining unit agreements/contracts, County policies and directives,
and federal, state, and local laws, regulations and ordinances.

PURPOSE:

DEFINITIONS:

Leave of Absence:

To describe the guidelines for employee leaves of absence.

Employee: A person holding a position in the County service.

Permission to be absent from duty for a

specified period and for a specified purpose, with the right to return
at the expiration of the period.

PROCEDURE:
L Employee Vacations

A.

Department employees accrue vacation time on an hourly basis in accordance with

their representing union/collective bargaining unit agreement with the County and
applicable County Merit System Rules.
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Vacation time accrued during a one-year period (26 pay periods) should be
taken by the employee during the following one-year period. However, in
the event the employee does not take all the vacation time to which he or
she is entitled in the succeeding 26 pay periods, he or she shall be allowed
to carry over the unused portion.

a. Employees shall not accumulate more than three years of vacation
earnings, except:

D When absent on full salary due to work-related compensation
injury which prevents reducing their vacation hours to the
maximum allowable amount; or

2) In the case of inability to take vacation because of extreme
emergency such as fire, flood or other similar disaster; or

3) As approved by the County Executive and the Director of
County Personnel.

b. In the event that the Department cannot provide an employee the
time to utilize accumulated vacation time sufficient to reduce his or
her accumulated balance to the amount permitted (three years
vacation earnings), the employee may take vacation as a matter of
right immediately before the end of the pay period in which
vacation time could be lost.

Employees who separate from County employment shall be paid the
monetary value of the earned vacation as of the actual date of separation of
employment.

Employees shall bid for vacations within their designated classifications of service
and in accordance with their representing union/bargaining unit agreements with
the County and applicable County Merit System Rules. Employees may only sign
up for the amount of vacation, which they have accrued or will accrue by the date
or dates requested.

1.

The vacation bid process for Department badge staff will occur on the
basis of rank, tenure in rank, class, and seniority within assigned
divisions/units, after due consideration of administrative requirements.

a. Vacation bids for Lieutenants will be conducted in accordance with
this policy except vacation bids for Lieutenants assigned as Team
Watch Commanders shall be conducted Department-wide by team
and then seniority.
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b.

Badge employees assigned to a work out of class rank will bid for
vacations within their actual classified rank (e.g. work out of class
Sergeant would bid with officers).

Vacation bids for Department badge staff including Academy graduated
on-the-job-trainees, will occur in December of each year.

a.

Administrative Division Sergeants will post a listing prior to the
dates for vacation sign-ups, which outlines the rank and seniority
number of those supervisors and officers assigned to the particular
Division and the date and time that they are scheduled to bid and
sign up for vacation.

Assistant Division Commanders will coordinate and schedule
vacation sign ups for those Lieutenants assigned to their Division.

Specialized Unit Managers will coordinate and schedule vacation
sign ups for those badge staff assigned to their unit.

Badge employees may sign up for a maximum of eight calendar weeks
(Sunday through Saturday) during the primary vacation sign up. Badge
employees must have enough vacation hours in their vacation banks or be
on schedule to accumulate enough projected vacation hours to cover their
requested weeks in order to sign up for those weeks. Each block must be
at least one calendar week in duration and must not be more than eight
calendar weeks for all blocks combined.

Employees who miss their scheduled sign-up time will lose their
place on the sign-up list and have to bid from the remaining
available time slots when they call in. Employees expecting to be
unavailable for their scheduled sign up time should submit a memo
to the appropriate staff member (e.g. Administrative Division
Sergeant, Assistant Division Commander, or Specialized Unit
Captain/Manager) explaining the situation and documenting their
requested dates for vacation.

Once initial vacation sign-ups have been completed, a secondary
vacation sign up process may be implemented if there are
remaining time slots available. However, the Department may
elect to freeze or cancel secondary vacation sign ups based on
Department need (e.g. staffing issues).

1) When secondary vacation sign-ups occur, a notice shall be
posted listing the remaining time slots.
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2) Employees may participate in secondary vacation sign ups
by completing an Employee’s Report, indicating requested
one week time blocks from those still available.

3) Secondary vacation bidding shall occur on the basis of
rank, class, and seniority within assigned divisions/units.

4) All initial and secondary sign-ups will be completed by
January 1%,

C. Employees will notify their supervisor of their intention to take their scheduled
vacation times (via Request for Leave/Overtime Approval form) one week prior to
the vacation time so that payroll can be properly processed.

L. Employees must take their scheduled vacation in increments of not less
than one week (Sunday through Saturday).

2. Employees may cancel their vacation in increments of one week. All
cancellations must be submitted to the employee’s Division Captain a
minimum of two calendar weeks prior to their scheduled vacation.

a. If a cancellation notice is not submitted the employee may be
required to take that vacation block.

D. Employees shall not be ordered to work during their annually scheduled vacation
assignments, absent exigent circumstances. Authorization from the Watch
Commander must be obtained prior to ordering an employee to work during his or
her vacation.

E. Employees will retain their scheduled vacation assignments (for that year) if
promoted or transferred to another assignment (e.g. Division, Division Special
Assignment, Special Unit Assignment, and Special Project Assignment).

F. Division Captains/Unit Managers shall determine the maximum number of
employees within their division/unit that may be on vacation during any given
week.

G. Exchanging vacation leaves between employees is prohibited.

H. Employees are responsible for monitoring and managing their own vacation
balances.

Leaves of Absence / Leaves of Absence Without Pay

A. Department employees shall not be entitled to a leave of absence as a matter of
right, but only upon the approval of the Chief of Correction and County Personnel
Director.
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1. Leaves for a period not exceeding 30 workdays may be granted by the
Chief of Correction at his or her discretion. Such leaves shall be reported
to the County Personnel Director.

2. When a leave of absence is granted to a probationary employee, the period
of such leave shall not be credited toward the completion of the
employee's probationary period.

Leaves of absence without pay may be granted to Department employees by the
Chief of Correction for up to one year, and beyond one year in unusual or special
circumstances.

1. The following are approved reasons for such leave:
a. Illness beyond that covered by sick leave
. Education or training which will benefit the Department/County
c. Other personal reasons, which do not cause inconvenience on/to
the Department/County
d. To accept other government agency employment or to accept
employment with an employee organization
e. Paternity leave, not to exceed six months
2. Extensions to leaves approved for less than one year shall not be

unreasonably denied, provided adequate advance notice is given.

3. If an employee wishes to return to work early from a leave of absence, he
or she shall provide reasonable advance notice to the Chief of Correction
and Personnel Manager.

4. A leave may be revoked by the Chief of Correction, upon evidence that the
reason for granting the leave was misrepresented, or no longer exists.

Department employees may elect to utilize their earned vacation time or take
leave without pay for an authorized leave of absence. Employees must notify the
Department of their option prior to payroll action; otherwise vacation time will be
used. The Department may assign leave without pay for unauthorized absences.

Maternity leaves of more than 13 pay periods, leaves of absence without pay of
more than two pay periods, and suspensions, shall not be counted as time spent in
a salary step in computing eligibility of the employee for further salary increases.
All time spent on industrial injury/illness leave shall be counted.

Employees who fail to report for three or more consecutive working days for their
assigned duties without notification to the Department and without legitimate
reason for absence shall be presumed to be resigning from their employment with
the Department.
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1. Compulsory Leaves of Absence

A.

The Chief of Correction/designee may require an employee whom he or she
deems incapacitated for work, due to illness or injury, to submit himself/herself to
a designated physician for examination, and may require the employee to take
such leave of absence as will be necessary to perform his duties.

The Chief of Correction/designee may require an employee who has been
formally charged in a court of competent jurisdiction with the commission of any
felony or of a misdemeanor involving moral turpitude, provided said crime is
related to the employee's employment status, to take a compulsory leave of
absence without pay pending determination by way of a plea, finding or verdict at
the trial court level as to the guilt or innocence of such employee.

1. If there is a determination of innocence or the charges are dropped, the
employee shall be reinstated to his/her position with return of all benefits,
including salary, that were due for the period of compulsory leave; subject,
however, to appropriate disciplinary action if warranted under the
circumstances.

2. Any such disciplinary action may be imposed effective as of the
commencement date of the compulsory leave imposed under this section.

V. Personal Leave

A. Employees who need time off work for personal reasons may be authorized
personal leave time.
1. Requests for personal leave time will be directed to the employee’s
supervisor for consideration. Final approval must be obtained from the
Watch Commander/Unit Manager before granting personal leave requests.
2. Personal leave should not be used for multiple days off. Only single day
requests should be accepted. Employees requesting personal leave for
more than a single day must obtain approval from the Assistant Division
Commander or Division Captain.
V. Bereavement Leave
A. Bereavement leaves of absence with pay shall be granted to employees in order

that they may discharge the customary obligations arising from the death of a
member of their immediate family.

1. Immediate family member shall mean the mother, father, grandmother,
grandfather of the employee or of the spouse of the employee and the
spouse, son, son-in-law, daughter, daughter-in-law, brother, sister,
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grandchild, brother-in-law, or sister-in-law of the employee or any person
living in the immediate household of the employee.

2. This time is charged in various ways, dependent upon the employee’s
bargaining unit agreement/contract and applicable County Merit System
Rules.

Employees who are not able to report for duty due to a death in their immediate
family should contact the on-duty supervisor as soon as possible and notify the
supervisor of the circumstances and the amount of leave time required to attend to
their family needs.

VI.  Family and Medical Leave

A.

Family and medical leave addresses leaves of absence protected under the
following laws and regulations:

California Family Rights Act (CFRA)
Family and Medical Leave Act (FMLA)
Fair Employment and Housing Act (FEHA)
Temporary Family Disability Insurance
Labor Code Section 233

RARF Il e

Refer to the Santa Clara County Family and Medical Leave Policy (attachment)
and applicable bargaining unit agreements/contract for information and guidelines
addressing leaves of absence due to family and medical leave purposes.

Employees may obtain information pertaining to family and medical leave from
the Department’s Personnel Unit.

VII. Sick Leave

A.

Sick Leave may be used under the following conditions:

1. Employee injury or illness that renders the employee incapable of
performing his or her duties.

2. Family care consistent with section VI of this policy and applicable
bargaining unit agreements/contracts.

3. Employee’s or immediate family member’s medical, dental or eye
exams/treatment consistent with the current labor agreement for the affected
employee.

4. Employee industrial injuries or illness
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5. Berecavement Leave consistent with the current labor agreement for the
affected employee and applicable County Merit System Rules.

Refer to Department policy 3.39, Employee Attendance, as needed, for further
information and guidelines relating to sick leave.

CPOA and CEMA represented employees who use no Sick Leave for a period of
one full calendar year shall be allowed to cash out 40 hours of STO with an option
to cash out an additional 40 hours of STO.

L. Eligible employees shall submit their request to the Office of Labor
Relations during the month of January and payment shall be made during the
month of February during each calendar year.

2. Requests shall be in writing (sample form attached) and contain the
following information:

Name

Rank

Employee ID number

Number of hours to be cashed out
Verification that no sick leave was used

oo ot

Leaves of Absence to Perform Jury Duty or Respond to a Subpoena

A.

Department employees shall be allowed to take leave from their Department
duties without loss of wages, vacation time, sick leave or benefits for the purpose
of responding to summons to jury selection or serving on a jury for which they
have been selected, subject to the limitation that employees shall receive paid
leave to serve on a jury not more than once during a calendar year, and provided
that they execute a written waiver of all compensation other than mileage
allowance, for which they would otherwise receive compensation by virtue of
their performance of such jury duty.

1. Employees shall not be paid more than their regular shift pay or regular
workweek pay as a result of jury duty service. Employees on alternate
schedules (i.e.10-plan or 12-plan schedule) will not have their personal or
vacation banks charged for the difference of the 8 hour jury duty shift.

a. Employees who live locally will be required to return to work if
their service is complete prior to the end of their normal shift to

include travel time.

b. Employees living in another county and are serving jury duty will
have the remaining travel hours treated as jury duty hours.

c. Employees released early from jury duty will be expected to return
to work as soon as possible.
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2. Employees are required to notify their immediate supervisor when they
receive a jury summons and when their jury service is completed.

3. Employees who respond to a summons to jury duty and who are not
selected as jurors shall not be deemed to have performed jury duty and
shall return to work immediately.

4. Nothing in this policy shall prevent any Department employee from
serving on a jury more than once per calendar year; provided, however,
that such additional periods of absence from regular Department duties as
a result thereof shall be charged, at the option of such employee, to either
accrued vacation time or leave without pay.

Employees who are subpoenaed to testify in court shall be compensated for that
time in accordance with their bargaining unit agreement/contract and applicable
County Merit System Rules.

Department employees shall not suffer loss of wages or benefits in responding to a
subpoena to testify in court so long as employees are not a party to the litigation.

IX.  Military Leave

A.

Military Leaves of absence are protected under the following laws and
regulations:

1. Military and Veterans Code of the State of California 395
. Military and Veterans Code of the United States of America;
3 Federal Uniformed Services Employment and Reemployment Rights Act

(USERRA);

4, County of Santa Clara Ordinance Code, Chapter VI, Section A25-680;

5. The employee’s bargaining unit agreement/contract; and applicable County
Merit System Rules.

Employees may obtain information pertaining to Military Leave from the
Department’s Personnel Unit.

X. Industrial Injury/Illness Leave

A.

Department employees shall be entitled to industrial injury/illness leave when they
are unable to perform services/duties because of any injury/illness as defined in
the Worker's Compensation Act.

Employees who are disabled as a result of an industrial injury/illness shall be
placed on leave. Not more than an employee’s full salary will be paid using
accumulated compensable overtime, accrued sick leave and vacation time
combined with any disability indemnity payable under the Worker's
Compensation Act.
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1. Employees represented by CPOA will have their Sick Leave bank charged
pending the approval of a Worker’s Compensation claim.

2. Employees represented by Local 521 will have the first three days charged
to their accrued but unused sick leave. If the temporary disability exceeds
14 calendar days, temporary disability will be paid for the first three days.

Those employees governed by the public safety members’ provision of the public
employees' retirement system, when entitled to benefits under Section 4850 of the
Worker's Compensation Act, shall be entitled to disability leaves of absence for a
period not to exceed one year as provided in the Act, without loss of salary or
related benefits.

1. When an injured employee covered by these provisions has received the
maximum benefits allowed by section 4850, he or she shall be entitled to
use sick leave and vacation accruals as provided for under the provisions
of section 4850.

2. Retirement ends the benefits listed in this section, except for the rights to
receive vacation and sick leave payoffs in accordance with applicable
bargaining unit agreements/contracts.

Refer to Department policy 3.37, Reporting Serious Injury or Death of an Employee,
as needed, for further information and guidelines addressing reporting requirements
for industrial related injuries and illnesses.

XI.  Request For Leave/Overtime Approval Forms (County form #5289-A rev. 12/05)

A.

Employees who take approved time off work will complete a Request for
Leave/Overtime Approval form and submit the completed form to their supervisor
(prior to taking the time off or upon returning to work, as applicable to the type of
leave).

1. The supervisor will review and sign the completed form, noting whether or
not the leave has been approved, and forward the form to the Watch
Commander/Unit Manager for review and signature.

a. With regards to leave requests that are prescheduled (e.g. personal
leave days), employees shall not assume that the act of submitting a
completed Request for Leave/Overtime Approval form to their
supervisor implies that the requested leave has been approved.

b. Approval is signified by the supervisor’s/manager’s signature in the
approval section of the form.
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2. The supervisor will give a copy of the form to the employee and submit the
original (along with the payroll roster) to the Department’s Financial
Services Division for reference and retention. In instances where leave is
not approved (e.g. personal leave request denied), the supervisor will file the
original form in the requesting employee’s Supervisor File for retention.

XII.  Policy Review

A. All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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POLICY:

PURPOSE:

APPLICABILITY:

RESPONSIBILITY:

DEFINITIONS:

It is the policy of the Department of Correction to develop its budget
within applicable statutes and regulations using a process that allows
the Chief of Correction to have full input into resource allocation.

All funds will be allocated in accordance with the County Executive
process. No funds will be reallocated from one appropriation to
another without specific written authorization from the Chief of
Correction.

To establish an institutional budget process which includes the planning
and utilization of funds, space, equipment, and personnel in the most
cost-effective method.

This policy applies to all Department of Correction employees.

It is the responsibility of all employees of the Department of Correction
to adhere to this policy. Daily financial management of the Department
of Correction will be the responsibility of the Financial Services

Manager.

Allocation: The location of assets such as money, positions, or
equipment that are, or have been, distributed according to approved
plans.

Command Staff: Division, Unit and/or Section Commanders and
Managers.
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PROCEDURE:

L

II.

III.

The Chief of Correction will participate in the annual budget deliberation process at the County

level.

Command Staff will participate in the Budget Program to accomplish the following:

A.

The preparation of a written budget for the anticipated revenues and expenditures of
funds for their assigned command responsibilities.

The preparation of a written report reviewing the utilization of space and equipment.
The report will include documentation of existing utilization of space and a projection
of further and current needs.

The preparation of a written assessment of presently assigned personnel and any future
need for additional personnel in each facility and unit.

The reporting of all requirements and deficiencies that are due annually. The written
report will be given to the Financial Services Manager, who will summarize it and
report to the County Executive’s Office.

Scheduled Meetings

A.

The Command Staff, chaired by the Chief of Correction, will meet regularly. Minutes
will be recorded to summarize each meeting. Copies will be forwarded to each person
in attendance. These meetings will be scheduled to:

1. Discuss the status of funding.

2. Enable each Division Commander/Unit Manager to discuss and present
justification for any present or future needs.

Items that may be discussed in the meetings include, but are not limited to, the
following:

1. Summary of current funds and recommendations for reallocation of funds for
each department.

2. Status of personnel training and recruitment.
3. Identifying specific Departmental problem areas.

4. Problems with building maintenance or construction.
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IV.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Policy Number: 4.03
No. of Pages: 3
Date of Origin: 04 Oct 1993
Date Revised: 06 Nov 2000

Subject: Accounting

Department of Correction

Policy and Procedure Manual

Chapter: Financial Services
Supersedes: All Previous Orders I Distribution:

References: ACA 3-ALDF-1B-02,04,06,09 County Ordinance Code A7,
Executive Department Policies.

i ﬁ ity: Current Policy Review:
# 7 Date of Review: 06 Nov 2000

Chieflof Correction/  // ‘ Revisions Made: Yes QNO
POLICY: It is the policy of the Department of Correction to structure the

Financial Services Division to comply with regulations in the County
Charter, County Ordinance Codes, and state and federal statutes.

PURPOSE: To describe and initiate accounting procedures for the receipt and
disbursement of funds.

APPLICABILITY: This policy applies to all Department of Correction employees.

RESPONSIBILITY: It is the responsibility of all employees of the Department of Correction

to adhere to this policy. The Financial Services Manager is responsible
for following standard accounting procedures.

PROCEDURE:
L Collection of Funds

A The allotment of funds will be recorded, numbered, and added to the appropriate
budget account.

B. All cash receipts will be entered into a cash receipt log. Areas designated to receive
cash include:

1. County Treasurer - Cashier’s Office
2. DOC Financial Services Division
3. Administrative Booking

4, Main Jail, Elmwood and CCW Mail Rooms
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II.

III.

IV.

5. Main Jail Intake/Booking

C. All cash received and cash receipt logs will be delivered daily to the Financial Services
Manager, or his’her designee, who will:
1. Count and verify the amounts.
2. Return the cash receipt logs, with receipt of cash counted.

D. All cash collected will be deposited in the bank daily.

E. All areas that receive cash will be equipped with a safe or vault. Cash must be secured
at all times.

Disbursements

A. All transactions with vendors will be accomplished through the use of invoices.

B. All transactions will be logged in a general account ledger.

C. All invoices to be paid must have an approval signature.

D. All checks attached to the invoice will be signed by the appropriate party.

E. Signed checks Wlﬂ be distributed to vendors.

Petty Cash

A. A petty cash fund will be established in various areas of the facility with an authorized
daily balance. All petty cash will be kept in a secured / locked area.

B. To obtain petty cash, a “Petty Cash Voucher” must be submitted to the Financial

Services Division with a written request for funds.
1. Disbursements of petty cash must be supported by a register receipt.

2. Petty cash vouchers must be signed by the person receiving the petty cash as
well as the person distributing and approving the transaction.

Employee’s Compensation

A.

A time sheet will be prepared daily for employees of each team or section. The team or
section supervisor will verify and submit the time sheet to his or her commander for
authorization.
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B. After verification and authorization, payroll personnel will enter each employee’s time
into the computer.

C. The County Controller will verify information and enter each employee’s wages for
payroll checks to be printed.

D. Checks are separated into teams/sections and returned to payroll for distribution.
External Audit

A. An annual County audit will be conducted by an external agency. All reports will be
forwarded to the Chief of Correction and to the Board of Supervisors for review.

Policy Revision
All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be reviewed
during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.05

Policy and Procedure Manual

No. of Pages: 2
Date of Origin: 04 Oct 1993
Date Revised: 06 Nov 2000

Chapter: Financial Services Subject: Internal Control

Supersedes:

L,Previous Orders | Distribution:

s

\
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Al 4
z//”

) ¢ i YHIN Date of Review: 06 Nov 2000
Chiefof Correctjon /[ Revisions Made: X]Yes [ [No
/

POLICY: V It is the policy of the Department of Correction to ensure the
safekeeping of all Departmental funds.

PURPOSE: To ensure internal control, monitoring and accounting of all
Departmental funds.

APPLICABILITY: This policy applies to all Department of Correction employees.

RESPONSIBILITY: It is the responsibility of all employees of the Department of Correction
to adhere to this policy.

PROCEDURE:

L Internal Control

The Financial Services Manager will establish a division of duties between the employees
responsible for the handling of money to ensure the safeguarding of the institutional funds
and/or inmate funds.

1L Security of Funds

A.

The responsibilities of the Financial Services Manager include, but are not limited to
the following:

1. Collection, accounting, and monitoring of institutional funds and inmate funds.
2. Maintaining the security of all funds in a safe and secure location.

3. Safeguarding the transfer of all funds.
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III.

Iv.

Signature Control

All Department of Correction employees authorized to sign checks or vouchers must have a
signature card on file with the County Controller or Service Company.

Bonding

A All Department of Correction employees will be covered by a blanket bond, which
rates are set by the County Board of Supervisors.

B. Employees with specialized duties are bonded at a higher rate.
External Audit

An annual County audit will be conducted by an external agency, and all reports will be
forwarded to the Chief of Correction and the Board of Supervisors for review.

Policy Revision
All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be reviewed
during a specific month.
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COUNTY OF SANTA CLARA

Policy Number: 4.07
No. of Pages: 2

Date of Origin: 01 Mar 1992
Date Revised: 30 Nov 2000

Subject: Inventory Control

Department of Correction

Policy and Procedure Manual

Chapter: Financial Services

Supersedes: All Previous Orders I Distribution:
References: ACA 3-ALDF-1B-10

County ordinance Code A31
Signatlm/vf;s? Authggity: Current Policy Review:
It/

Date of Review: 30 Nov 2000

/ ghief of Lrrection Revisions Made: [X]Yes [ ]No
oV
POLICY: It is the policy of the Department of Correction to provide
accountability for all Departmental property, supplies, and other
assets through a regular annual inventory.
PURPOSE: To keep accurate accounts of all Departmental property identified
by regular inventories.

APPLICABILITY: This policy applies to all Department of Correction employees.
RESPONSIBILITY: It is the responsibility of all employees of the Department of
Correction to adhere to this policy.

DEFINITIONS: Major Equipment: Secured/fixed equipment, a value of over
$5,000.
Minor Equipment: All equipment with a value of less than $5,000.
Allotment/Unit Manager: Manager or delegated persons
designated to his/her specific area for inventory.

PROCEDURE:

L Annual Inventory
A. All Departmental property will be divided into appropriate categories as listed
below, and inventoried separately by the Allotment/ Unit Manager on June 30th of
each year.

1. Warehouse Supplies

a. Food
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b. Paper products
c. Cleaning agents
d. Clothing stores

2. Minor Equipment and Furnishings

a. Weapons
b. Pack Set Radios
c. Computers

3. Major Equipment (Classified as secured/fixed equipment)

a. Air conditioners

b. Commercial ovens
c. Boilers

d.

All equipment valued over $5,000.00
4. Buildings and Properties

a. Building records and descriptions
b. Land records and descriptions

II. Inventory Report

A. All items inventoried will be tagged and entered into the Automated Inventory
system by a designee of the Allotment/Unit Manager. The following information

must be entered:
1. Description
2. Location
3. Purchase Date and Price
4. Current Value
B. The Division Commanders/Unit Managers responsible for the inventory in their

facilities will submit a written report annually in December of each year of that
inventory to the Financial Services Manager for review with a copy forwarded to
the Chief of Correction.

III.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The

Professional Compliance and Audit Unit will establish an annual schedule
identifying policies to be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.09
No. of Pages: 2

Date of Origin: 01 Mar 1992
Date Revised 27 Jan 2009
Chapter: Financial Services Subject: Procurement

Supersedes: Policy 4.09 rev 11/06/00 Main Distribution:
Jail Procedure 124

References: ACA 3-ALDF-1B-11

Policy and Procedure Manual

Signature of Issuing Authority: Current Policy Review:
@@L\:& P \@\M Date of Review: 27 Jan 2009
Edward C. Flores, Chief of Correction Revisions Made: Yes |:| No
POLICY: It is the policy of the Department of Correction to procure

supplies, food, furnishings, equipment and materials on a
competitive basis that will enable all institutional suppliers equal
opportunity to submit a bid.

PURPOSE: To provide guidelines for obtaining equipment, supplies, and
services.
DEFINITIONS: County Controller: The Director of Finance, who is the

custodian of all money received by the County from any source.

Contract Release: A supplies or service release from a Master
Contract Agreement which the Procurement Department has
negotiated for a specific service and/or supply. Contract
Releases are processed in SAP and issued to the appropriate
vendors for ordering the goods and services.

Direct Pay: A list of types of payments authorized and approved
by the Board of Supervisors.

Standard Requisition: A request to the Procurement Department
for specific goods and/or services that are not covered by the
Master Contract Agreement and are over $2,500 in total cost.

Petty Cash: A revolving account in various areas of the facilities
used to purchase goods required in the operation of the
Department. These are for small items not covered under
contracts. The Petty Cash limit for the Department is no more
than $100.00 per transaction, including sales tax.
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PROCEDURE:

I. General Fund Procurement

A.

C.

In order to obtain services; supplies, or equipment, the following conditions
must be met:

1. Document the need for service, supplies, or equipment before ordering
by submitting a Departmental Requisition showing justification. The
form must be approved by Division Commander/ Unit Manager/ or
his/her designee.

2. Adequate funding must be available to complete the procurement
process.

3. The requisition must be forwarded to the Financial Services Manager
for review.

4. One of the following methods for ordering the item must be chosen:

Contract Release
Standard Requisition
Direct Pay

Petty Cash

a0 o

Financial Services completes the procurement process for all requisitions with
the exception of food and food related items used by the Food Services Division
following County guidelines. The Food Services Division processes its own
requisitions for food and food related items.

No employee may initiate a procurement action outside these guidelines.

II. Petty Cash

A

B.

All petty cash purchases shall be authorized prior to purchasing any item.

The Division Commander or designee must approve an advance of petty cash

funds.

Once an item has been purchased, the receipt must be given to the Division
Commander or designee along with any remaining monies.

1. Department Warehouse Requisitions

A.

The warehouses are located at the Elmwood Correctional Complex and are
supervised by the Managing Dietitian with the assistance of the Senior
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Storekeeper, Material Handlers (3) and Account Clerk II. The warehouses store
the following items:

1. Warehouse #1

Textile supplies

Janitorial supplies

Chemical supplies

Safety equipment

Emergency and safety supplies

Inmate necessities and supplies (ie, soap, sandals, sanitary
napkins, toilet paper, etc.)

o oo o

2. Warehouse #2

a. Food
b. Food related supplies

3. Warehouse #3

a Office supplies/materials
b. Emergency supplies

c Inmate supplies

d Forms

4, IWF Warehouse

Games

Athletic equipment

Hair dryers

Hot combs

Curling irons

Nail clippers

Televisions

Pencil sharpeners

Miscellaneous IWF items for inmates

S PR Se e o

Note: Warehouse #2 is the Food Services warehouse.

Requests for goods from all of the Department warehouses must be made on a
Departmental Requisition Form with approval from the appropriate supervisor
or manager. The warehouse should receive the requisition at least one week
prior to the needed date. Goods are delivered directly to the requesting unit from
the warehouse except for all Elmwood food supply orders which must be
picked up at the food service warehouse.
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IV.  Ordering Responsibilities

A. The staff listed below is responsible for placing the following types of orders:

L.

V. Policy Review

Inmate Services Supervising CSA

me a0 op

Cleaning supplies/materials
Small tools

Radio batteries

Office supplies

Janitorial supplics
Clothing/bedding

Law Library Coordinator

a.

Resource materials

Programs Coordinator

a.

Resource materials

Managing Dietitian (Warehouse Manager)

o0 o

Food items

Kitchen supplies/materials

Office supplies/equipment

Food Service Equipment

Equipment repair and maintenance parts

Inmate Welfare Fund Manager (All IWF purchases)

a.
b.

C.

Incentive beverages
Recreation and athletic equipment
Non-mandated grooming items

All Department policies will be reviewed by the Professional Compliance and Audit

Unit.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.13
No. of Pages: 2

Policy and Procedure Manual Date of Origin: 01 Mar 1992
Date Revised: 06 Nov 2000

Chapter: Financial Services Subject: Position Code Control
Supersedes: All Previous Orders | Distribution:
References: A -ALDF-1B-14

ighature o i uthority Current Policy Review
M ; /ﬁ Date of Review: 06 Nov 2000

/ "~ Ghief of Gorrection Revisions Made: [X]Yes [ [No
r v
POLICY: It is the policy of the Department of Correction, through its Financial

Services Division and Personnel Units, to regulate position code
control through allocation, budget authorization, personnel records and
payroll. Information on the number and type of positions filled and
vacant, will be available at all times.

The Financial Services Manager, or his/her designee, will verify that all
position codes are authorized in the budget, all persons on the payroll
are legally employed, all attendance records support the payroll, and
that funds are available. Payroll will be based on time keeping records.

PURPOSE: To ensure position code control within the Department of Correction.

APPLICABILITY: This policy applies to all Department of Correction employees.

RESPONSIBILITY: It is the responsibility of all employees of the Department of Correction
to adhere to this policy. ’

DEFINITIONS: Santa Clara County Salary Ordinance: An annual list of all authorized

employment position codes in Santa Clara County. This report is
produced by the Santa Clara County Board of Supervisors.

Position Status Report: A bi-weekly report of all currently paid
position codes in the Department of Correction. This report is
produced by the Santa Clara County Personnel Department.

PROCEDURE:
L. Position Code Control.
A. All Department administrators, facility commanders and unit managers will participate

in personnel planning that includes reviewing position allocations, staff-related budget
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allocations, personnel records and payroll functions. They will be responsible for the
following:

1. Ensuring the effective use of all positions assigned to their area of responsibility.

2. Monitoring position allocations and budget authorizations within their budget area.
B. The Board of Supervisors publishes an annual Santa Clara County Salary Ordinance

that will be used by the Financial Services Manager to verify all Department of

Correction positions. The Financial Services Manager will:

1. Verify that all payroll positions are authorized.

2. Verify employment of all personnel contained in the People Soft system that is
maintained by Santa Clara County Personnel.

3. Verify that attendance records support the payroll.
4. Ensure that needed funds are available.

C. The Personnel Manager will maintain information on the number and type of positions,
filled and vacant at all times and will:

1. Verify employment of all personnel contained in the Position Status Report.

2. Verify that all personnel on the payroll are legally employed in accordance with
the personnel hiring standards.

3. Submit to the Financial Services Manager, a complete list of employee
positions filled, the total number of vacancies and the total number of positions
authorized.

4, Notify the Financial Services Manager when discrepancies arise between the

Personnel Unit and the Financial Services Division.

D. When discrepancies arise between the Financial Services Division and the Personnel
Unit concerning position codes, the Personnel Unit will be responsible for ensuring that
there is proper authorization of positions. Reconciliation of all positions will be
conducted annually by the Financial Services Manager and the Personnel Manager.

IL Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.17
No. of Pages: 4

Date of Origin: 01 Mar 1993
Date Revised: 06 Nov 2000
Chapter: Financial Services Subject: Fixed Assets |
Supersedes: All Previous Orders | Distribution:

References: ACA 3-ALDF-1B-10, County of Santa Clara STARS Fixed Asset Procedures
(6/30/86). Fixed Asset Traim'ng Manual, D.O.C. Financial Services Division (11/94).

Signatur ssuipg Autho Current Policy Review
Wf% %) Date of Review: 06 Nov 2000

Policy and Procedure Manual

Chiéf of Corregtion / "/ | Revisions Made: X]Yes [ [No
POLICY: It is the policy of the Department of Correction to ensure that

all Fixed Assets, County properties, and Inmate Welfare Fund
properties, which have been purchased by Santa Clara County
or the Inmate Welfare Fund, will not be transferred or moved
from one Department of Correction location to another
location or disposed of to other County agencies without
proper approval.

PURPOSE: To establish uniform guidelines for maintaining accountability
and tracking the location of Fixed Assets, equipment, Inmate
Welfare Fund properties and County properties within the
Department of Correction.

APPLICABILITY: This policy applies to all Department of Correction employees.

RESPONSIBILITY: It is the responsibility of all employees of the Department of
Correction to adhere to this policy.

DEFINITIONS: Fixed Asset: Any equipment with a useful life of one year or
longer and a value of five thousand dollars ($5,000.00) or
more. This includes computers, firearms, machinery and video
equipment. Items which can be easily converted to personal
use, such as televisions, VCR’s and camcorders should be
listed and treated as Fixed Assets. Computers and firearms are
regarded as Fixed Assets regardless of their value.

County Property: All items purchased with Santa Clara County
funds.
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Inmate Welfare Fund Property: All items purchased by the
Inmate Welfare Fund.

GSA: General Services Agency.

PROCEDURE:

L

IL.

III.

Department of Correction Financial Services Manager’s Responsibilities

A.

The Financial Services Manager will maintain a computerized list of all Fixed
Assets, County properties and Inmate Welfare Fund properties. The list will
include specific detail so as to promote easy identification and location of all
items.

The Financial Services Manager will establish a procedure for conducting an
inventory of Fixed Assets, County properties and Inmate Welfare Fund
properties as of June 30th of each year in accordance with the Departmental
policy on Inventory Control.

Division Commander’s and Unit Manager’s Responsibilities

A.

Division Commanders and Unit Managers are responsible for ensuring that
proper record keeping and inventory controls are followed for all Fixed Assets
assigned to their facility or unit.

Division Commanders and Unit Managers will maintain a computerized list of
all Fixed Assets, County properties and Inmate Welfare Fund properties
assigned to their index code, unit or section. The list will be sufficient in detail
as to promote easy identification and location of all items.

Division Commanders and Unit Managers will complete the annual inventory
of all assigned assets, and account for all Fixed Assets. If, after an exhaustive
search, an item is determined to be lost or stolen, the Division
Commander/Unit Manager will submit an Employee’s Report to the Chief of
Correction and the Financial Services Manager.

Division Commanders and Unit Managers will replace missing tags with
substitute tags, engraved numbers, or painted numbers.

Division Commander and Unit Managers will transfer equipment that is
identified as idle or no longer in use to the GSA Property Disposal Unit.

Transfer of Fixed Assets Between Departments.

A.

The transfer of any Fixed Asset, whether County or Inmate Welfare Fund
property, must first be approved by the appropriate Division Commander/Unit
Manager
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Requests to make a transfer must be submitted on the “STARS Fixed Asset
Transfer Form.”

When approved the signed form will accompany the items to be transferred.

The receiving department must verify the item and the property number and
complete their portion of the “Fixed Asset Transfer Form.”

1. Retain one copy.
2. Return one copy to the originating department.
3. Forward the original and canary-colored copies to the Department of

Correction Financial Services Division.

IV. Trarsfer of Fixed Assets Within and Between Divisions

A.

Fixed Asset property/equipment will not be relocated, except for repair,
without approval of the Division Commander/Unit Manager who will ensure
the following:

1. Fixed Assets relocated for repair will be properly tracked and returned
to original locations or properly updated if relocated or disposed of
after repair.

2. Any time a Fixed Asset, whether County or Inmate Welfare Fund
property, is relocated within a facility or transferred between
Divisions, the Financial Services Division will be notified by an
Internal “Fixed Asset Transfer Form.”

Whenever computer equipment is relocated, the Information Systems
Manager will be notified by memorandum.

V.  Disposal of Fixed Assets

A.

Disposal of Fixed Assets are accomplished by completing a “Fixed Asset
Transfer Form” and transferring the item(s) to the GSA Property Disposal
Unit.

The Division Commander/Unit Manager will make arrangements with the
Financial Services Division for the physical movement of disposable Fixed
Assets, except where computer equipment which is Information Systems
Manager’s responsibility.
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VL Inmate Television Control Procedure

A. Specific procedures for tracking IWF-purchased televisions can be obtained
from the Inmate Welfare Fund Manager.

VII.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The

Professional Compliance and Audit Unit will establish an annual schedule
identifying policies to be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.19
No. of Pages: 4

Date of Origin: 04 Oct 1993
Date Revised: 02 Feb 2004

Chapter: Financial Services Subject: Employee Meal Service
Supersedes: Policy 4.19, rev. 12/18/03 | Distribution:

References: Appropriate Labor Unit Bargaining Agreements
Santa Clara County Procedures Manual, Department 102, Part III, Section 320.1
County of Santa Clara Merit System Rule A25-663.1

Policy and Procedure Manual

Signature of IssyfAg Authority Current Policy Review
Date of Review: 02 Feb 2004
Jamed W, BabcockYChief of Correction Revisions Made: X]Yes [ |No
POLICY: It is the policy of the Department of Correction to provide meals and

snacks as authorized by contracts/agreements between the County and
labor unions for their members. The Food Services Unit will provide meals
to staff not covered under County contracts/agreements for a monetary
fee.

PURPOSE: To provide a meal service for employees.

DEFINITIONS: Complimentary Meals: Free meals provided to employees or anyone
authorized a free meal by the Department.

PROCEDURE:
L Meal Services

A The level of meal service available to staff authorized to consume county-
furnished and prepared meals in custody facilities is as follows:

1. One meal per eight-hour or 10-hour work shift.
2. One meal and one snack per twelve-hour work shift.
B. The scope, scale, and content of such meals and snacks will be determined by the
Food Services Unit and will be provided at a time most compatible with the work

functions at each facility.

C. Staff’ will consume all food and condiments in the Staff Dining Room (SDR).
Food and condiments are not to be taken back to the units. An exception will be
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made for any officer that cannot be relieved from his or her post. In that case
another officer may bring him or her a disposable container with food from the
SDR to that officer.

Consumption of Complimentary Meals

A

F.

Staff authorized to consume a complimentary meal in custody facilities are as
listed below:

1. All badge staff, including contractual badge staff when assigned to work in
a custody facility.

2. Food Services Unit staff when on duty during meal periods (all classes).

Inmates routinely assigned to work in the SDR may be given SDR food during
their regularly scheduled break. However, staff will not give other inmates food
from the SDR as work rewards without the permission of the Director of Food
Services and Nutrition.

The Chief of Correction, Assistant Chief, Administrative Services Manager,
Division Commanders or Unit Managers may authorize consumption of
Complimentary Meals for a specific event by persons other than those
contractually authorized; however, a single event authorization will not serve to
establish any continuing right to such complimentary meals.

Staff or others assigned and working within custody facilities who are not
authorized to receive a Complimentary Meal must prepay for such meals prior to
consumption.

1. Meal tickets will be available for purchase during normal business hours in
the Financial Services Unit or in the Elmwood Food Services
Administration Office.

2. On nights and weekends, meals will be purchased on the honor system.
Staff will place a pre-purchased meal ticket or $4.00 in the lock box slot.

It is the responsibility of the Food Services Unit staff to monitor persons
consuming SDR meals for compliance with this policy. Any violations of this
policy will be referred to the appropriate Supervisor.

All persons eating in the SDR will sign the daily meal sign-in sheet.

Reimbursement of Meals

A

If an employee is assigned to work overtime work contiguous to his or her regular
work shift, that employee may be eligible for a second meal and time to eat same
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or reimbursement of the cost of the meal actually purchased and consumed by the
employee up to a maximum of $9.00. Eligibility is determined in accordance with
Merit System Rules or as stipulated in the employee’s memorandum of
understanding.

1. To request meal reimbursement, the employee must complete and submit
a blue “County of Santa Clara Voucher” form and forward it to their
supervisor for approval.

2. The supervisor will verify that the employee is entitled to reimbursement

and forward the form to the Financial Services Unit with payroll.

Whenever the duties and responsibilities of an employee require him or her to be
present and on duty during the serving of meals, such employee will be entitled to
that meal without charge.

1. If the employee misses the Complimentary Meal during his or her
normal working shift because the employee is transporting and away
from the facility, and if that meal is not otherwise provided, the
employee may submit for reimbursement.

2. To request meal reimbursement for such cases, the employee must
complete and submit a “Travel Authorization” form and a “County of
Santa Clara Trip Expense Voucher” form to his or her supervisor.

3. The supervisor will verify that the employee is entitled to reimbursement
and forward the forms to the Financial Services Unit.

V. Disbursement of Meal Tickets

A

B.

Food Services staff will generate numbered meal tickets for use in the SDR.

Food Services Unit staff at Elmwood and Financial Services Unit staff will keep a
log in order to track the number of meal tickets sold. He or she will count and
record the money collected.

A copy of the meal ticket log, along with the money from sales, will be forwarded
to the Financial Services Unit by Food Services Unit staff. A Financial Services

employee will sign the money delivery collection form and prepare a receipt.

All meal tickets or revenue reported missing or stolen must be treated as a cash
shortage and appropriate procedures followed.
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V. Policy Revision
A All Department policies will be reviewed not less than once a year. The

Professional Compliance and Audit Unit will establish an annual schedule
identifying policies to be reviewed during a specific month.
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TRAVEL AUTHORIZATION

Name of Travelling Individual . : Budget Unit Number
Fiest M1
Relation to County _ _ Union
Employee [ ] Board Member/Aide [ ] Other (Specify) . [1CEMA" []715
[Destination - Travel Agent Used [1535
- [] Exec. Mgmt.
Method of Transportation ’
[]AiIr [ ] Private Auto N'County Auto []Carpool  [] Other (Specify)
Date and Time of Departure > Date and Time of Retum Regular Work Hours
Reason for Travel
Hos P Al Guard
Estimated Expenses
Air Fare , Other Public Canier Expense or Air Fare Equivalent (Miles )
. . . s $
Lodging Single Rate™ = ™" -*
No.ofNights . .
Meals
No. of Breakfasts No. of Lunches No. of Dinners
Registration Fees
Car Rental (must include statement of necessity)
Other Expenses (itemize)
Total Estimated Expenses $
TNDEX (4 ESBJ (4) ED®) | FABC@) PCA(S) FUND (4) PROJ (8) PPHR) | GRANT(®) TASK (4)

| hereby certify that the above estimated expenses are reasonable and necessary for the performance of my .

services to the county. _
Traveler's Signature Date Phone No = Supv’s Signature Date Phone No.
Within Contiguous 48 States, Authorized by: Outside Contiguous 48 States, Authorized By:
Dept Head/Designee . Date County Executive Date

e ————— e ——
Controller-Treasurer Dept. Use Only:
Date Paid PV Number Amount

Comments

{Cash Advance

Lodging Advance

Registration

Air Fare

Car Rental

Trip Expense

Other Charges

REV 10/98 REORDER OODE 963248




COUNTY OF SANTA CLARA

TRIP EXPENSE VOUCHER

DEPT. & [3) CURR DOCUMENT & {8) DOCUMENY DATE [(]] VENDOR NUMBER (10) SFX @)

DAF-PO4

V MMOOYY

INDICATE UNION OR EXEC. MGMT .

VENOOR NAME 1 (40) <

ClaTu Ciris
COcema - DOexec.mamT.

T Ty v v
VENDOR NAME 2 (40)

DEPARTMENT:

AOQDRESS OR DEPARTMENT NAME (40) (REQUIRED FIELD FOR VECNNOR NUUMBERS)

T E

¥ any questions call:

oY @) FTRTEA 26 @ a

Name (Type or Print)

AMOUNT!
]
. Air Fare Equivalent I
Employee (s) R S (Miles ) :
Air Fare or other I
Destination R ~ Public Carrier Expense —
|
Means of Travol Breakfast {
Date Left Date Returned ‘ tunch X # - _J:
AM, AM, ]
Time Lelt P.M. Time Relurned - — e PM, Dinner {
|
Regular work hours: Hotel (Singie Rate) {
. - '
#Prisoners __ Meals; B L D Auto Rental o
3 g |
: Registration ) _g_
Misceflaneous Lun ¢h _hie.  As 5345113 td ___"\__._2105 .LLﬂ:L . d (A._‘l:‘.:l___.__._ 4_-:*
: {
|
|
-
i |
! sub total -
REPORT MILEAGE ON MILEAGE VOUCHER Less Amount Charged |
ITEMIZE ALL EXPENSES : Less Expense Advance {
FUANISH RECEIPTS FOR ALL LODGING REGARDLESS OF AMOUNYT ' |
AND FOR ALL OTHER EXPENSES IN EXCESS OF $10.00 TOTAL -

SFX(2) .|Y/C @) | INDEX (4) £S04 (4) | ED 2) [FABC ()] FCA(S) | FUND “) {FO(2)
07 |230 ' '

GLA (4] | SUB ACCT (6) | PROJECT (6) [PPH (2) | GRANT (6} _[GPH (2) | TASK (a)

FAC (4) Lo¢ (&) CRC (4) [Ci(1) MPC (10) |

DESCRIPTION (30
on (o) NOTE: Fot muilipic gccount-

R

[l
L

t heteby certify under penaltly of perjury thatthe above elaimis true and
correct and was incurred in the performance of my olfficiaf duties, in
accordance with Travel Ordinance A31.

CLAIMANT:

APPROVED:

@7’! REV 409 ALORANER CODE 903251

. Date Accepted by STARS:

| hereby certify that the total amount shown has been entered into
STARS as an expenditure against the named accounting codes.

By:

The above payments approved for payment subject to avaitabltity of
funds. .

oy: . GEFJTY CONTROLLER




Policy and Procedure Manual

Department of Correction

Chater: Financial Services

COUNTY OF SANTA CLARA

Policy Number: 4.21
No. of Pages: 3

Date of Origin: 04 Oct 1993
| Date Revised: 28 Mar 2001

Subject: Travel Expenses

Supersedes: All Previous Orders I Distribution:
References: County Ordinance Section A31-7, Section 3 1-2(b), Section A31-1
' Signature of Issuing Authority: Current Policy Review:
PTAIL 7 Date of Review: 28 Mar 2001
Chief of Correction | Revisions Made: Xyes [ INo

POLICY: It is the policy of the Department of Correction and Santa Clara
County to reimburse personnel for travel expenses officially incurred as
a result of a Department-required activity.

PURPOSE: To provide guidelines for the reimbursement of travel expenses
incurred as a result of a Department-required activity.

PROCEDURE:

L Travel Outside the County

A. County employees required to travel outside the County in the performance of their
duties will receive reimbursement for necessary expenditures for the following
expenses:;

L. Transportation

2. Registration and tuition fees
3. Lodging

4 Meals

5. Car storage

B. Maximum amount reimbursed will be quoted on the Santa Clara County Travel
Request Form and must be approved by the proper authority, as provided in County
Ordinance A31-1.

C. Before a trip is made a “Travel Request Form,” showing the estimated cost, is to be
submitted to the employee’s Division Commander/Unit Manager for approval, then
forwarded to the Chief of Correction or his designee for authorization.

D. Once the Travel Request Form is approved, the employee may request an advance of

funds for travel expenses in accordance with County Ordinance Section A31-7.

4.21-1




A Trip Expense Voucher for a cash advance will be prepared and signed by claimant
employee.

1.

2.

The employee who receives an advance for his/her travel, must forward within
ten days of his/her return trip an itemized account of his/her expenses through
a “Trip Expense Voucher” to the Financial Services Division.

The employee will reimburse the County any unexpended amount.

The information listed below must be included on the “Trip Expense Voucher” in order
to claim and be reimbursed for travel expenses:

1.

2.

Transportation: Actual cost of transportation.

Lodging: Normal amount is allowed at the headquarters of the convention,
conference or training course. A receipt must be attached.

Meals: Maximum authorized amounts listed on approved Travel Request
Form.,

Rental Car: Must be authorized on the approved “Travel Request Form.”
Credit cards for car rental can be picked up at the Financial Service Division.
Purchase fuel outside of the car rental agency and return vehicle with a full
tank.

General Receipts for expenditures pertaining to the trip in excess of $10.00
must be attached.

IL Travel Within the County

A

When travel commences more that two hours prior to or extends more than two hours
beyond the normal working day, employees will be reimbursed for meals. Prior
approval must be obtained from the Division Commander/Unit Manager.

1. Other Related Travel Expenses

A

The Revolving Fund may be used to finance trips for transportation of inmates, or
investigations. Upon returning, all claims must be filed for reimbursement to the
Revolving Fund or individuals.

The information listed below must be included on a “Trip Expense Voucher” with a
mandatory explanation.

1.

County car: For gas or diesel fuels, credit cards belonging to Santa Clara
County must be used. They may be picked up from the Transportation
Commander. Upon return, fuel receipts must be turned in with the credit card.
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2. Private car: County approval through Form EXC-17 must be obtained before
payment will be made.

3. All Tickets: Tickets for air or rail must be purchased through the Financial
Services Division.

IV.  Inmate Transfer Receipts

A All Inmate Transfer Receipts received from State institutions on the delivery of inmates
must be attached to, or accompany the “Trip Expense Voucher.”

V. Policy Revision
A All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to be
reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.27
No. of Pages: 3
. Date of Origin: 18 Jun 1993
Policy and Procedure Manual Date Revised: 30 Nov 2000
Chapter: Fiscal Management Subject: Inmate Welfare Fund
Supersedes: All Previous Orders Distribution:

References:”” ACA 3-ALDF-1B-16 1B-17,1B-18, Penal Code Sections 4025 and 4026

Signatur, ﬁsZan Authority Current Policy Review
/ Date of Review: 30 Nov 2000

V4 .‘ "
Chlef){?b(’"ec“on Revisions Made: X]Yes [ [No
/4
POLICY: It is the policy of the Department of Correction, through the

Inmate Welfare Fund Management Analyst and under the
direction of the Chief of Correction, to establish and govern the
operation of an Inmate Welfare Fund. Any interest earned on the
monies other than operating funds accrues to the benefit of the

inmate.
PURPOSE: To describe proper utilization of the Inmate Welfare Fund.
APPLICABILITY: - All inmates and employees involved in the maintenance and

operation of the Inmate Welfare Fund.

RESPONSIBILITY: Under the direction of the Chief of Correction, the Inmate Welfare
Fund Management Analyst is responsible for overseeing the
Inmate Welfare Fund budget. Financial Services Division
personnel are responsible for processing payments and related
accounting functions. Program Managers are responsible for the
development, management and evaluation of all inmate programs.

DEFINITIONS: Inmate Welfare Fund: A trust account composed of profits from
commissary sales, telephone use, a portion of gross profits from
the sale of inmate-produced items and accrued interest.

PROCEDURE
L Inmate Welfare Fund Expenditures
A. Inmate Welfare Funds will not be used to pay the cost of any mandated expenses

associated with confining inmates in a local detention system that include, but are
not limited to, inmate meals, clothing, housing or medical services.
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IL

III.

B. When for the benefit of recreation, education or welfare of inmates, appropriate
expenditures include, but are not limited to:

1. Supplies, equipment and tools.
2. Contracted services for inmate programs.

3. Salaries and benefits of staff assigned to provide for inmate programs and
services.

Public Information Plan

A. As required in Title 15, Section 1045, inmates will have available to them, by
request, the Inmate Welfare Fund Financial Statements. The Financial Statements
are submitted to the County Board of Supervisors annually.

Inmate Commissary

A. The Department of Correction will provide the opportunity for inmates to
purchase confectionery, supplies, postage, writing materials, toilet articles and
hygiene products.

B. Sales prices of the commissary items will be fixed by the IWF Committee. Any
profit will be deposited to the Inmate Welfare Fund and kept in the County
treasury.

C. If any inmate-produced items are sold for profit, the Department will deposit ten
percent of all gross profits into the Inmate Welfare Fund.

D. The Department will deposit in the Inmate Welfare Fund, any money, refund,
rebate or commission received from commissary sales, a telephone company, or a
pay telephone provider when the money, refund, rebate or commission is
attributable to the sale of items to, or use of telephones by inmates.

E. The money deposited in the Inmate Welfare Fund will be expended primarily for
the benefit, education and welfare of the inmates confined within the Department
of Correction.

F. Any funds that are not needed for the welfare of the inmates may be expended for
the maintenance of the jail facilities. Maintenance of County Jail facilities may
include, but is not limited to, the salary and benefits of personnel used in the
programs to benefit the inmates, including, but not limited to:

1. Education

2. Drug and alcohol treatment
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3. Welfare
4. Library
5. Accounting
6. Other programs deemed appropriate by the IWF Committee.
IV.  Policy Revisigg
A Al Depaftment policies will be reviewed not less than once a year. “The

\I?fdﬁs&idﬂﬁl Compliance and Audit Unit will establish an annual schedule
identifying policies to be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Department of Correction Policy Number: 4.31
No. of Pages: 5
Date of Origin: 08 Sep 2008

i P Manual
Policy and Procedure Manua Date of Revision: = New Policy

Chapter: Financial Services Subject: Balancing Facility Funds
Supersedes: Elmwood Procedure 202 Distribution:
References: ACA 3-ALDF-1B-19, 1B-20

Signature of Issuing Ruthority Current Policy Review
M C—% Date of Review: New Policy

Edward C. Flores, Chief of Correction Revisions Made: [ [Yes [ [No
POLICY: It is the policy of the Department of Correction to ensure all monies

at each facility are accounted for by conducting regular cash register
money counts.

PURPOSE: To provide guidelines for counting and recording cash register
activity at designated times at each facility.

DEFINITIONS: CSA: Custody Support Assistant
PROCEDURE:
L Facility Shift Balancing Count Schedules

A. The Main Jail Complex conducts the beginning and end shift balancing counts listed
below. The money count will be conducted by a CSA.

1. 0700-1500 hours
2. 1500-2300 hours
3. 2300-0700 hours

B. The Elmwood Complex conducts the beginning and end shift balancing counts
listed below. The money count will be conducted by a Processing Officer.

1. 0600-1800 hours
2. 1800-0600 hours

II. Beginning of Shift Money Count
A. At the beginning of each shift, the Processing Officer or CSA shall count all money

in the cash tray and box. (Located at Elmwood Processing or Main Jail Property
Room) The officer or CSA shall record and total the cash counted.
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The Processing Officer or CSA shall compare his totals with the total from the Fund
Balancing Report completed by the previous shift.

If the totals match, the Processing Officer or CSA shall place his/her initials and
badge number in the “Sign In” box on the Fund Balancing Report.

The Processing Officer or CSA shall make two (2) copies each of the Fund
Balancing Report and Money Count Sheet and distribute as follows:

1.

Place one copy on the clipboard in Processing and forward the second copy
to Administration.

Insert the original Fund Balancing Report, the original Cash Disbursement
History, Warrant stubs, approved cash over or short reports, and Cash
replenishment document from the end of Shift money count in the manila
envelope and seal. (Night Shift) will deposit the envelope in the accounting
safe and (Day Shift) will transport to Financial Services, except weekends.

I1L End of Shift Money Count

A.

At the end of each shift, the designated Processing Officer or CSA shall initiate the
Money Count Procedure. The sequence of steps shall be as follows:

1.

From the computer Commissary File, go to “Reports” and print the Cash
Disbursement History for the period covering the corresponding shift.

Using a calculator, calculate the cash and total the disbursements for the
shift.

Count the money in the cash tray, noting the total for each denomination on
the Money Count Sheet.

Count the money in the reserve box, noting the total for each denomination
on the Money Count Sheet.

On the Money Count Sheet add each line across to determine the total for
each denomination, and then add the last column to determine the

“REVOLVING CASH BALANCE.”

The Processing Officer or CSA shall complete the upper portion of the Fund
Balancing Report as follows:

a. Check the facility box.
b. Write the date and time of the sign-out procedure.

C. Initial name and badge number in the "SIGN OUT" box.
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9.

d. Record the ending cash count from the preceding shift on the CASH
COUNT PRECEDING SHIFT line.

€. Record the total of any replenishment money that was received
during the shift on the REPLENISHMENT RECEIVED line.

f. Record the amount of cash disbursed verified from the Cash
Disbursement History printout on the UNREPLENISHED CASH
DISBUR VOUCHERS line.

g. Calculate the balance and enter total on the REVOLVING CASH
BALANCE line.

Transfer the money count from the Money Count Sheet used in Step #5
above to the lower section of the Fund Balancing Report. The TOTAL

CASH COUNT should equal the REVOLVING CASH BALANCE on the
upper portion of the report.

If the totals are not equal, the Processing Officer or CSA shall:
a. Recount the money in the cash tray and box.

b. Re-total the cash disbursed during the shift from the Cash
Disbursement History.

C. Be sure that the replenishment received and the preceding shift count
were correctly recorded.

If a discrepancy remains on the totals, a second Processing Officer or CSA
shall repeat Step 8 above.

B. If the Processing Officer or CSA is unable to balance the Fund Balancing Report,
the Processing Officer or CSA shall complete the following:

L.

If the REVOLVING CASH BALANCE is greater than the TOTAL CASH
COUNT, subtract the cash count from the revolving balance and record that
number on the CASH OVER (SHORT) line, highlighting the word
“SHORT.”

If the REVOLVING CASH BALANCE is less than the TOTAL CASH
COUNT, subtract the revolving balance from the cash count and record that
number on the CASH OVER (SHORT) line, highlighting the word
“OVER.”

The Processing Officer or CSA shall report any cash overage or shortage on
a blue CASH OVER OR SHORT report form.
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a. The Processing Officer or CSA shall fill in the date, badge number
(cashier number) and the amount over or short.

b. The Processing Officer or CSA shall indicate in the Remarks section
any reason or condition that may justify the overage or shortage (i.e.
opening a roll of coins and finding too few or too many).

The Processing Officer or CSA shall submit the report of discrepancy to the
Team Sergeant or CSA supervisor. The supervisor will initial the report,
generate a copy of the report, and forward the copy to the Division
Commander.

When the cash count has been completed, the Processing Officer or CSA shall
complete the following steps:

1.

Make two (2) copies of the Cash Disbursement History and two (2) copies
each of the Fund Balancing Report and Money Count Sheet.

Legibly print the facility name, date, time, team, officer initials, and badge
number on the front of a small 6 2 x 9 %2 manila envelope.

Insert the original Cash Disbursement History, Fund Balancing Report,
Money Count Sheet, warrant stubs, approved Cash Over or Short Reports
and any cash replenishment documents into the envelope. DO NOT SEAL
THE ENVELOPE.

Separate the remaining copies into two (2) complete sets and staple them
together.

The officer or CSA shall leave the unsealed envelope in a secured
designated area with appropriate copies for the on-coming staff to review.

IV.  Replenishment Cash

A.

Replenishment cash is normally picked up at Financial Services Division by Main
Jail staff Tuesdays and Thursdays. Elmwood staff will replenish on Mondays and
Fridays.

The Processing Officer or CSA will unlock the security bag and verify that the
plastic bag containing the replenishment cash is sealed and undamaged. Any
evidence of tampering will be immediately reported to the Administrative Sergeant
or CSA supervisor.

The Processing Officer or CSA shall open the bag and remove the contents.
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D. The Processing Officer or CSA shall count each denomination and record the total
of each on a Money Count Sheet. Using a calculator, the Processing Officer or CSA
shall total the column and match it with the total indicated on the receipt enclosed
with the money.

E. If the totals match, the Processing Officer or CSA shall submit the Money Count
Sheet as part of the ending shift count procedure.

F. Any overages or shortages must be reported to the Administrative Sergeant or CSA
supervisor and noted on a Cash Over or Short report which is submitted as part of
the ending shift count procedure.

V. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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COUNTY OF SANTA CLARA

Policy Number: 5.07
No. of Pages: 4

Department of Correction

Date of Origin: 08 Apr 1998
Date of Revision: 13 Nov 2003

Policy and Procedure Manual

Subject: Automated Fingerprint Identification
System (AFIS)

Supersedes: 5.06, AFIS (Automated Distribution:
Fingerprint Identification System) rev 05/05/98

Chapter: Information Systems

References: Requirement Specification for the Santa Clara County Automated Fingerprint
Identification System, 1998

Signaturg of Issying Authority Current Policy Review
Date of Review: 13 Nov 2003
Jamg& W. Babcock, Chief of Correction Revisions Made: &Yes DNO
POLICY: It is the policy of the Department of Correction to ensure positive

identification of all arrestees through the use of the Automated
Fingerprint Identification System.

PURPOSE: To establish guidelines for the proper use of the Automated
Fingerprint Identification System and associated equipment.

DEFINITIONS: AFIS Booking: Arrestee fingerprinted at the Live Scan, resulting in
positive identification, photographs, booking number (CEN), and
Personal Filing Number (PFN).

Criminal _ Justice Information Control (CJIC/2): An
intergovernmental computer-based information system that
provides information concerning the nature of prior and current
involvement in the criminal justice process. CJIC/2 provides rapid
access to data about prior criminal history and about the current
status of individuals in the criminal justice process. CJIC/2
contains County based information only.

Remote AFIS Booking: Preprocessing of a subject and partial or
full CJIC/2 entry at a law enforcement agency. The subject may be
released directly from the law enforcement agency, or transported
to the Department of Correction.

Remote Booking: An arrest and booking conducted, at least in part,
at a law enforcement agency, resulting in partial or full CJIC/2
entry and assignment of a CJIC/2 generated CEN, but subject’s
identity has not been verified by AFIS.
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PROCEDURE:

L AFIS

A.

C.

AFIS is an integrated identification system shared by Santa Clara County law
enforcement agencies. AFIS positively identifies arrestees that have been
previously issued Personal Filing Numbers (PFN) through CJIC/2.

AFIS interfaces with CJIC/2 and San Jose Police Department’s Central
Identification Unit (CIU). The Department utilizes AFIS through Live Scans and
Single Finger Identity Scans.

1. Live Scans and Single Finger Scans capture demographic information and
fingerprint impressions of arrestees and electronically send the captured
data to San Jose Police Department’s Central Identification Unit
fingerprint database, where it is searched against fingerprint impression
records on file within that database.

a. If the CIU database finds a positive match on the fingerprints,
AFIS will send the assigned PFN and a CJIC/2 generated booking
number back to the Live Scan.

b. If the CIU database does not find a match on the fingerprints, AFIS
will send a new CJIC/2 generated PFN and a CJIC/2 generated
booking number back to the Live Scan.

Other law enforcement agencies within the County that have preprocessing sites
equipped with Live Scan equipment may perform Remote AFIS Bookings or
Remote Bookings.

II. AFIS Coordinators

A.

The Professional Compliance Commander will act as the Department’s AFIS
Representative for issues relating to Department use and operation of AFIS.

The ACJCS, under direction of the Professional Compliance Commander will
assume the role of Department AFIS Coordinator. As the Department AFIS
Coordinator, the ACJCS will act as Department liaison with outside agencies on
matters related to AFIS and provide assistance to Live Scan Coordinators as
needed.

Live Scan Coordinators are officers that are trained on the use of Live Scan
devices and AFIS. Live Scan Coordinators perform specific security,
maintenance and training related Live Scan/AFIS functions including, but not
limited to:
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D.

Training staff on the proper use of Live Scan devices and associated
printers.

Modifying, adding, or deleting user accounts including setting or resetting
user passwords.

Shutting down, restoring power, or re-booting the system, as necessary.

Calibrating Touch Screens and Fingerprint Acquisition Systems (FAS) as
needed.

Investigating and resolving error messages on console log window.
Providing routine maintenance to Live Scan devices, including:

Cleaning touch screens and fingerprint scanning glass

Inspecting cooling fans and intake air filters

Cleaning monitors and cabinet exteriors

Adding paper, changing toner cartridges, and cleaning laser
printers, as needed.

o op

Providing assistance associated with the AFIS or Live Scan devices to
other Department facilities, as needed.

Division Commanders will ensure that an appropriate number of Live Scan
Coordinators are available on each team at their respective facilities.

I AFIS System Off-Line

A.

In the event that AFIS goes off-line, the on-duty Live Scan Coordinator will
immediately investigate for the cause of the problem and attempt to restore the
system to operational status.

1.

If the Live Scan Coordinator is unable to restore the system, he or she will
contact the CIU AFIS Administrator at 277-5104 for further assistance in
restoring the system.

If the AFIS Administrator cannot restore the system, he or she will contact
an on-call vendor system engineer to respond and restore the system. The
AFIS vendor supports the system with 24 hour, seven-day a week on-call
assistance.

In most cases, a problem with AFIS or the Live Scan can be resolved in
less than three hours and the booking process will only be delayed.

If the system is not restored within three hours, the Booking Sergeant may
authorize off-line booking.
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1. When off-line booking is utilized and the identification process is
postponed temporarily, the booking process may be modified as follows:

a. The intake/booking officer will receive the booking paperwork and
complete the booking process using CJIC/2 to issue a booking
number and to search for an existing PFN.

b. The booking packet with the CJIC/2 issued booking number will
be forwarded to the ID Officer who will complete the identification
process once AFIS resumes operation.

c. When AFIS is back on-line, the ID Officer will enter the CJIC/2
issued booking number as the existing booking number and take
the arrestee’s fingerprint impressions.

2. In the event that AFIS or Live Scan is down indefinitely or longer than
twenty-four hours, the off-line booking process may include modifying the
identification process as follows:

a. Fingerprint impressions will be ink rolled on fingerprint cards and
on the Pre-booking ID Sheet.

b. Supplies such as inkpads, rollers, and fingerprint cards are kept in
storage by the Watch Commander and may be used for such
emergencies.

c. The ID Officer will forward the fingerprint cards and ID Sheets to
the Sheriff’s Office Records Unit, who will forward the fingerprint
cards to the Department of Justice.

d. At the discretion of the Division Commander, arrestee’s may be
fingerprinted again at a later date and time to add their fingerprint
impressions to the automated system.

C. AFIS may be affected when CIU or CJIC/2 are off-line. If the Live Scan is
working properly but has a connection problem with CJIC/2 or CIU, staff may
continue to use the Live Scan to store fingerprint impressions for transmission
once the connection is restored.

IV.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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POLICY: It is the policy of the Department of Correction to give notice of

the release of any person who is convicted of violating PC 646.9 or
a felony offense involving domestic violence, as defined in Section
6211 of the Family Code, or to any person the court identifies as a
victim of the offense or a witness to the offense.

PURPOSE: To establish uniform guidelines for victim notification in
accordance with PC 646.9 via the VINE system.

DEFINITIONS: Criminal _ Justice  Information  Control (CJIC/2): An
intergovernmental computer-based information system that
provides information concerning the nature of prior and current
involvement of an individual in the criminal justice process.
CJIC/2 contains County based information only.

Escorted Release: Inmates temporarily released from the custody
of the Department of Correction to that of another law enforcement
agency.

TSO_ Status: Court ordered, unsentenced inmates temporarily
released to the custody of a law enforcement agency.

TSOS Status:  Court ordered, sentenced inmates temporarily
released to the custody of a law enforcement agency.
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Unescorted Releases: Inmates temporarily released from our
custody without the supervision of a Department of Correction
officer, or any other authorized law enforcement officer.

4018.6 Furlough: An inmate request for a pre-release furlough
approved under the provisions of Penal Code Section 4018.6.
Unless exigent circumstances exist, these inmates are unescorted
inmates and are placed in TSO Status until their return to custody.

PROCEDURE:
L Victim Information and Notification Everyday (VINE)
A. The VINE system is a fully automated victim notification and inmate custody

information service contracted by the County through the Appriss Company.
Appriss provides VINE service to customers throughout the United States.

The VINE system provides users with inmate custody, court, and arrest
information in a matter of minutes anywhere in the United States. Users can
access inmate custody status, location and other inmate information anonymously
24 hours a day, 365 days a year, with live operator assistance if needed.

The County’s contracted VINE service is composed of the following functions:
1. Victim Information Line
2. Automated victim notifications

3. Public pay-per-call line

The VINE system works in conjunction with information that is entered into
CJIC/2.

IL Victim Information Line

A.

The Victim Information Line is a toll free number that provides the caller with
access to information on the custody status of an inmate. Callers may also use this
toll free line to register for the VINE systems automated victim notification
service, which notifies registered victims of inmate releases.

The Victim Information Line will only allow a caller to find out if an inmate is in
custody. It will not give out details of bail, charges or other inmate information
that is available through the VINE system’s pay-per-call JAIL line.

The Victim Information Line will be supported in English, Spanish and
Vietnamese languages.
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III.

Automated Notification Calls/Letters

A.

The VINE system will monitor inmate release activity via data that has been
transmitted from CJIC/2 and immediately begins the registered victim notification
processes when one of the following scenarios occurs:

1.

2.

Release of the associated inmate from jail due to bail, escape, expiration of
sentence or temporary sign-out. This message will simply indicate that the
inmate is no longer in custody. In this instance, the registered victim must
use their PIN code to confirm the notification from VINE.

In these scenarios, the VINE system will call the registered victims
at thirty-minute intervals until a person or answering machine
answers the line. Once the system makes contact with a person or
answering machine, the system will continue to call the registered
victim every two hours until, he or she enters their correct
confirmation PIN code into the system or twenty-four hours have
passed. The victim’s PIN code allows the VINE system to confirm
that the victim has received the message.

In the scenario of a scheduled release, the VINE system will notify
registered victims of the upcoming release fifteen days prior to the
inmate’s scheduled release date or upon sentencing if the release
date is less than fifteen days away.

1) The system will call victims until the notitfication message
is acknowledged or twenty-four hours have passed. It will
continue to call at thirty-minute intervals until the
notification is confirmed or twenty-four hours have passed.

2) If the registered victim cannot be reached by telephone
within the twenty-four hour time period, the next morning
the VINE system will automatically prepare notification
letters for all registered victims not reached by telephone
and for whom the Department of Correction has entered a
name and address.

When the inmate is actually released from custody, the system will
call the registered victim within ten to fifteen minutes and notify
him or her that the inmate has been released from custody. If the
victim cannot be rcached, the system will continue calling as
previously described until confirmation of the message is obtained
through the victim’s PIN code.

Transfer of the associated inmate to another facility outside of Santa Clara
County. This message will indicate to the registered victim that the inmate
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is being transferred to a law enforcement agency outside Santa Clara
County. If more information is needed, the victim can call the
Administrative Booking Unit at 299-2306.

3. Temporary release of the associated inmate via temporary sign-out status,
court order or Penal Code 4018.6 furlough. This message will indicate
that the inmate has temporarily been released.

Each day, the VINE system will forward a report to the Department showing all
successful victim notifications performed by the system. The report will indicate
whether notifications were made by telephone or letter.

IV.  Jail Access Information Line (JAIL) Service

A.

The JAIL service is a twenty-four hour public pay-per-call phone service provided
through the VINE system that allows callers access to information on inmates
including, but not limited to:

Inmate housing location

Inmate charges

Inmate bail amount

Information about posting bail
Visitation information

Next court appearance, date and time

Sk v =

To access inmate information when calling, callers will need to input the
particular inmate’s personal filing number, booking number, name or offense case
number to obtain information.

Callers to this service will be charged a per-call access fee on their telephone bill.
Only local callers from billable phones can use this service. Those outside of the
Santa Clara County calling area will not be able to use this service. A 1-900 line
for callers outside of the local area will be provided by the VINE system.

V. CJIC/2 Data Input and VINE Notifications

A.

Scheduled Releases

1. Administrative Booking staff will notify the Release Officer, via a CJIC/2
“JNOT” message, of inmates scheduled for release. The “JNOT” message
will include:

a. Inmate’s name and booking number
b. Inmate’s housing location
c. . Type ofrelease
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2. The Release Officer will process the releases in accordance with
Department policy and procedure. The Release Officer is responsible for
entering the appropriate information into CJIC/2 via the “JIUR” release
code prior to the inmate physically exiting the facility.

a. If the Network System is down, but CJIC/2 is up, the Release
Officer must enter the release information into CJIC/2 terminal
located at the Release Station via the “JIUR” release code prior to
the inmate exiting the facility.

b. If CJIC/2 is down and VINE is up, the Release Officer must
contact Administrative Booking to update the VINE terminal prior
to the inmate exiting the facility. Once CJIC/2 is up, the Release
Officer must update the release information in CJIC/2.

C. If VINE and CJIC/2 are down, the Release Officer must call
Administrative Booking to notify them of the VINE release.
Administrative Booking will call the appropriate telephone number
to notify the victim of the scheduled release. The Release Officer
will wait for the Administrative Booking Unit to advise that the
VINE terminal has been updated prior to the inmate being released.

B. Other Releases

1. - Inmates that are TSO/TSOS releases, program releases, prison releases or
releases to other agencies will have their status updated in CJIC/2 using
the appropriate code for the particular type of release.

a. The update must be completed prior to the inmate exiting the
facility.

b. The VINE System will then make appropriate notifications to
affected registered victims. The victim will not be removed from
the VINE database until the inmate is permanently released.

C. If CJHIC/2 is down and the inmate is an Escorted Release, do not
delay the transporting agency. The releasing officer must contact
~ Administrative Booking to update the VINE terminal or call the

800 number to notify VINE of the temporary release.

C. Release In Error
1. In the event that a release in error occurs, such as the releasing officer

enters the wrong booking number, the releasing officer will implement the
following actions:
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a. Notify Administrative Booking Unit of the errant release.

b. Run the JIQC query to determine the exact date and time of release
as entered in CJIC/2.

C. Run the “JIAC” query in CJIC/2 to reactivate and restore the
release into custody in CJIC/2 and into VINE.

1) The Release Officer must enter the booking number, PFN
and the exact date and time of release.

2) Once accepted, VINE will automatically be reactivated.

VL CJIC/2 Timely Victim Notification Report

A.

The County CJIC Office will forward a monthly Timely Victim Notification Report
to the Department’s Administration regarding the performance of staff involved in
the release of inmates from custody as it relates to the timely notification of victims
and others registered on the VINE system.

VII.  Vine Block

A.

A VINE block is a method of removing an inmate’s Personal Filing Number from
the VINE System.

A VINE block may be requested by an inmate or initiated by the Classification .
Commander without request from the inmate based on such factors including, but
not limited to:

1. Major threats to security
2. High profile inmate

The Classification Unit will be responsible for reviewing requests by inmates for
VINE blocking.

Inmates may request a VINE block via an Inmate Request Form forwarded to the
Classification Commander. Inmates requesting a block will be considered on a case
by case basis.

The Classification Commander will be responsible for the final approval or denial
for inmate requests for VINE System blocking.

VIII. Policy Revision

A.

All Department policies will be reviewed by the Professional Compliance and Audit
Unit.
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POLICY: It is the policy of the Department of Correction to maintain a training

support unit that assists each staff member in maintaining proper job
performance and assist with their professional development
consistent with the Department’s Mission.

PURPOSE: To describe the Central Training Unit and outline it’s relationship to
Department training goals, objectives and philosophies.

DEFINITIONS: STC: Standards and Training for Corrections.
Training: An organized, planned, and evaluated activity designed to

achieve specific learning objectives through classroom, computer-
based or guided on-the-job instruction.

PROCEDURE:
L. Central Training Unit - Objectives and Responsibilities
A. The Central Training Unit is a specialized unit that manages and facilitates training

programs for Department badge staff under the direction and supervision of a
Training Manager or other designated representative.

B. The overall objective of the Central Training Unit is to provide Department
employees with quality training programs of instruction aimed at improving
employee performance, facilitating the professional development of employees and
assist the Department in achieving its stated goals and objectives.

1. Training programs will be based on needs assessments and task analysis
designed to ensure training integrity, quality and credibility.
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a. Training programs should be assessed on such factors as current
position requirements, professional development needs, current
correctional issues and any new theories, techniques and
technologies related to the delivery or dissemination of training.

b. Assessments may entail observation and analysis of job tasks, formal
staff surveys, individual and group interviews and review of training
evaluations and various departmental reports and documents.

c. Individual and unit specific training programs may be customized
and tailored to meet specialized assignment requirements.

2. Training programs produced or sponsored by the Department will be
student-centered and performance-based, achieve specific learning
objectives and results, which can be identified, and maintain a constant
sensitivity and responsiveness to the community, Department and work
environment.

3. Training programs may be administered and disseminated through various
means including, but not limited to:

a. Prepackaged programs of instruction prepared by private providers
or other agencies and organizations.

b. Interactive audio-visual, computer based, distance learning and
satellite training programs of instruction.

c. Outside training specialists or in-house instructors who provide in-
house training or off-site training at other locations.

C. Central Training Unit staff responsibilities include, but are not limited to:
1. Plan, develop and coordinate the facilitation of:
a. The annual Department Training Plan, which outlines the program

elements, requirements, resources and schedules that will be utilized
and implemented to meet Department training goals and objectives
and STC compliance requirements for the upcoming fiscal year.

1) The Training Plan will be developed from information
provided by the Training Advisory Committee (refer to
section II) and based on an assessment of training needs and
current and future job related requirements.
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2) The Training Plan will outline provisions for providing for
an ongoing formal evaluation of all training activities
scheduled and completed throughout the course of each
annual Training Plan.

3) The Training Plan will include a review and assessment of
the allocation of funding to accomplish projected training
activities, as well as a calendar of projected training dates
and a specific time schedule proposed for the
accomplishment of all approved training for the upcoming
fiscal year.

b. The correctional officer academy, including agency specific training
programs and the Adult Corrections Officer Core training program
(administered by the South Bay Regional Public Safety Consortium).

c. Division specific core and supplemental training requirements.
d. STC training requirements.
1) Ensure that badge staff meet or exceed the annual Standards

and Training for Corrections (STC) compliance requirements
consistent with Titles 15 and 24 of the California
Administrative Code and Section 6035 of the California
Penal Code.

2) Ensure timely enrollment of selected staff into appropriate
Supervisor and Manager/Administrator Core Training to be
completed within the first year of assignment as a supervisor,
manager or administrator.

Maintain badge staff Central Training files.
Maintain accurate tracking data of training programs (e.g. compliance
information, attendance information, completion information and

evaluation information).

Maintain current listing of certified in-house training instructors that are
available to administer programs of instruction to Department employees.

Serve as a resource for staff as they continue their educational and
professional development, which may include:

a. Providing staff advisory support.
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b. Encouraging attendance of approved professional meetings,
seminars, workshops and similar work-related activities.

c. Providing library reference services in support of training and staff
development programs.
d. Coordinating and sponsoring guest lectures and workshops for the

purpose of delivering current information and education to specific
audiences by acknowledged subject matter experts.

6. Coordinate the use of available alternative training resources from the
public, private agencies, private industry, colleges and libraries.
7. Coordinate the facilitation of training programs with Division/Unit training
representatives (e.g. Jail Training Officers, Administrative Sergeants).
8. Manage and administer the Department’s Career Incentive Program (CIP).
II. Training Advisory Committee

A.

The Department shall establish a Training Advisory Committee consisting of the
Department Training Manager and designated representatives from each
division/unit who will represent their respective division/unit on the committee.

1.

Committee representatives should possess knowledge of current staff
development and training practices.

Committee representative responsibilities include, but are not limited to:

a. Addressing their division’s/unit's training needs and concerns.

b. Assisting in the evaluation, development and revision of Department
Training Plans.

C. Assisting in the development of selected curriculums.

d. Assisting in the review and evaluation of training resources and
budgets.

e. Providing the committee with their division’s/unit’s current status

towards STC compliance.

The committee will convene on a quarterly basis. The Training
Manager/designee will coordinate and chair the meeting.

a. A written record of these meetings will be prepared and maintained
by the Training Manager/designee.

b. Copies of the record will be provided to Executive Staff and
committee representatives.
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II. Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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County of Santa Clara By Direction of the Chief

Department of Correction NOTICE TO ALL STAFF

Professional Compliance and ) . .
Audit Unit (P.C.A.U.) Re: Policy fhange effective Aug\ust 25,2006

(408) 957-5322 3 IR )

~.

Policy Amendment

The Department is amending policy 6.03, Employee Training, to change
Division core training timelines from approximately 18 weeks at each
Division to approximately 22 weeks at the Main Jail Complex and 24 weeks at
the Elmwood Complex. Section III, B, 1, a, 1) of this policy has been
amended to reflect these changes.

B. Division specific training programs
1. Division specific training includes:
a. Core training
1) Core training consists of approximately +8 22 weeks of training at

the Main Jail Complex or approximately 24 weeks of training at the

Elmwood Complex eftraining-eovering-all-of the-basie-posts-at-the
an-asstgned-Pivision and addresses training requirements for all of
the basic posts at an assigned Division.

2) Core training is for newly appointed correctional officers.

Division Commanders/Unit Managers must ensure that this notice is read at all
briefings and/or a copy given to each staff member. A copy of this notice must
also be attached to Policy 6.03 in the Policy Manuals located in their respective
Divisions or Units. Any questions regarding this policy amendment should be
directed to the PCAU Unit at 957-5322.
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POLICY: It is the policy of the Department of Correction to provide training to

its employees in accordance with Standards and Training for
Corrections (STC), consistent with Titles 15 and 24 of the California
Administrative Code (CAC) and Section 6035 of the California
Penal Code, aimed at improving employee performance and
facilitating career development.

PURPOSE: To establish guidelines for incorporating training goals and
objectives designed to increase employee productivity and
effectiveness.

DEFINITIONS: CSA: Corrections Standards Authority (formally known as the

Board of Corrections)

Standards and Training for Corrections (STC): A state program
established July 1, 1980 (SB924), which sets minimum standards for
the selection and training of Corrections and Probation Officers.

Training: An organized, planned, and evaluated activity designed to
achieve specific learning objectives through classroom, computer-
based or guided on-the-job instruction.

PROCEDURE:
L Training Programs
A. Training programs consist of a combination of individual courses, combined courses

and courses developed and delivered by outside providers.
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Credit hours are awarded for various classes based upon the designated
period of time specified by curriculum or approved lesson plans.

Credit hours may also be awarded for on-the-job training, which is normally
provided in a non-classroom environment, usually by an immediate
supervisor who trains employees to meet job requirements or to perform in
accordance with new policies and directives.

Actual classroom time may vary due to class size and prior level of
participant experience.

Instructors are selected and qualified on the basis of subject matter expertise
and the ability to teach.

Training programs will be based on one or more of the following forms of
implementation:

L.

Informal training, which is normally provided in a non-classroom
environment by immediate supervisors who provide ongoing training to
enable employees to meet job requirements.

Performance oriented training, which assesses the employee’s ability to
perform specified tasks. Successful completion of training requires the
employee to achieve set standards.

Competency based training, where the objective is performance of a job-
related task that can be observed and measured by means of a formal
job/task analysis process.

Applicable training programs shall be offered for all position classification
categories.

IL. STC Training Requirements (Core and Annual)

A.

Core STC training consists of entry-level or basic training linked to specific job
classifications for which attendance is mandatory within the first 12 months of
appointment to a position.

1.

The CSA has identified the following specific training courses as Core
training:

a. Adult Corrections Officer Core Course
1) Consists of a minimum of 200 hours instruction in specific
instructional objectives (administered during the Correctional
Officer Academy).
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2.

2)

Entry-level correctional officer candidates must complete
this course as demonstrated by as satisfactory level of
proficiency on relevant achievement tests.

Supervisor Core Course

)

2)

Consists of a minimum of 80 hours instruction to be
completed during the first year of assignment as a supervisor
in an adult jail institution.

Satisfactory completion of the POST-certified “Supervisor
Training Course” satisfies STC’s core training requirement
for supervisors.

Manager and Administrator Core Course

1)

2)

Consists of a maximum of 80 hours instruction to be
completed during the first year of assignment as a manager or
administrator.

The POST-certified “Management Training Course” or the
“Executive Development Course” may be substituted for this
Core course.

Executive Management Staff - Consists of 24 hours of position

appropriate training each year.

Each course has a specific course outline and required number of hours.

Entry-level courses have subject matter and instructional objectives

that must be presented in set time frames.

The employee’s understanding of this subject matter is also
evaluated through a testing process in the core course.

Annual training consists of specialized or refresher training that develops or
enhances job-related skills. Flexibility is permitted in course content and method of
instruction in order to meet changing conditions and local needs.

1.

A minimum of 24 hours are required annually for all STC eligible staff that
have completed core training.

All non-badge professionals are encouraged and/or mandated to attend
selected STC certified annual training classes that are job-related and
position appropriate.
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I1I. Other Training

a. Clerical and support staff - Newly appointed clerical/support staff
with minimum inmate contact shall receive appropriate orientation
during their first year of employment. It is a Department goal to
provide these employees with an opportunity to attend job-related
training in each subsequent year.

b. Support service staff - It is a Department goal to provide support
services employees, whose work requires day-to-day contact with
inmates, 24 hours of job-related training annually, to include basic
inmate supervision.

c. Part-time/contract staff - The Department will provide an orientation
to facility rules, security/operational procedures as well as technical
training appropriate to their assignment.

d. Probationary staff - All full-time employees shall receive appropriate
on-the-job training during their probationary period, which will be
provided by selected, experienced staff. Training may range from a
documented checklist attesting to the accomplishment of specific
performance/competency based standards to a formalized, structured
on the job-training program administered by a Jail Training Officer
for newly appointed Correctional Officers.

A. Correctional Officer Academy (Agency Specific Requirements)

I.

Agency-specific training requirements (approximately 200 hours) must be
successfully completed during the Correctional Officer Academy, as
demonstrated by a satisfactory level of proficiency.

Agency specific requirements include, but are not limited to:

a. Operational training such as tactical scenarios, less lethal weapons,
OC delivery systems, radio communications, CJIC familiarization,
direct supervision, and drivers training.

b. Training reviews of Department policies, suicide prevention, legal
issues, ethics, sexual harassment, and workplace violence.

c. Description and outline of Department units/divisions (e.g. Main
Jail, Elmwood, Personnel, Programs, Food Services)

d. P.C. 832 training, which includes, laws of arrest, firearms and
chemical agents.
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B. Division specific training programs

L. Division specific training includes:
a. Core training
1) Core training consists of approximately 18 weeks of training

covering all of the basic posts at an assigned Division.

2) Core training is for newly appointed correctional officers.
b. Orientation training
1) Orientation training consists of approximately 2 to 4 weeks

of training covering one or more of the basic posts at an
assigned Division.

2) Orientation training is for those officers who have worked
and successfully completed core training at one Division and
are now assigned to a different Division for the first time.

C. Familiarization training

1) Familiarization training consists of approximately 2 weeks of
training covering one or more of the basic posts at an
assigned Division.

2) Familiarization training is for officers who were assigned to a
Division but have been absent from that Division for more
than one year.

2. Division specific training programs will be administered by Jail Training
Officers (JTOs). JTOs will receive 16-40 hours of specialized training
following JTO designation.

3. Refer to Department policy 6.05, Training Officers, as needed, for further
information and guidelines relating to JTOs and Division specific training

programs.
C. Emergency Response Team (ERT) training
1. ERT members will receive specialized training coordinated by designated

staff at their respective Divisions.

6.03-5



2. Documentation of this training will be the responsibility of the designated
team ERT Sergeant/designee who will forward a copy to the Central
Training Unit. Documentation will include the following information:

a. The names of all participating ERT members.
b. A description of the training conducted.
c. The results, if any, of the training
d. The time spent on training.
€. The name of the supervisor.
3. Refer to Department policy 10.13, Emergency Response Team, as needed,

for further information and guidelines relating to ERT.

D. Range/firearm qualification training

1. Correctional officers authorized to use firearms in a gun-bearing assignment
will demonstrate competency on a semi annual basis through weapons
familiarization/qualification.

2. Refer to Department policy 6.09, Firearms Issuance and Training, as needed,
for further information and guidelines relating to firearms training.

E. First Aid and Cardiopulmonary Resuscitation (CPR) for the Professional
Rescuer/Automated External Defibrillator (AED) training

1. Correctional Officers shall, as a condition of employment, comply with
CPR/AED and First Aid training requirements.

2. First aid certification is required every 3 years and CPR is required annually.
CPR certification must include the Automated External Defibrillator (AED)
refresher-training component of CPR.

a. Certification must be renewed prior to the expiration date of the
current certification.

b. Upon renewal of certification, officers must provide a copy of that
certification to their Division’s Administrative Sergeant and a copy
to the Central Training Unit.

3. Refer to Department policy 12.23, Use of Automated External
Defibrillator (AED), as needed, for further information and guidelines
relating to the AED.

F. Self Contained Breathing Apparatus (SCBA) training
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1. Correctional officers will be required to show proficiency in the use of the
SCBA on a quarterly basis.

2. Sergeants are responsible for scheduling this training for their staff and
submitting the appropriate documentation to their Division Commander.

3. A copy of the documentation will be forwarded to the Central Training Unit.

4. Refer to Department policy 10.31, Fire Prevention/Inspections, as needed,
for further information and guidelines relating to SCBAs.

G. Fire evacuation drill training

1. Each facility must conduct a quarterly fire drill for the purpose of
maintaining staff proficiency in fire and life safety.

2. Team Sergeants will coordinate implementation of fire drills for their
respective teams and maintain appropriate documentation of completed
drills.

3. Refer to Department policy 10.31, Fire Prevention/Inspections, as needed,

for further information and guidelines relating to fire evacuation drills.

H. Supplemental training

1. Officers will receive training consistent with the needs of their respective job
classification and pertinent to their work assignments. Certain positions
such as booking, control, commit desk and gun-bearing assignments require
supplemental training.

2. Administrative Team Sergeants and JTOs will coordinate supplemental
training activities for their respective teams.

3. Copies of the training documentation will be forwarded to the Central
Training Unit.

IV.  Policy Revision
A. All Department policies will be reviewed not less than once a year. The Professional

Compliance and Audit Unit will establish an annual schedule identifying policies to
be reviewed during a specific month.
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POLICY: It is the policy of the Department of Correction to designate and

utilize Correctional Officers in the capacity of Training Officers, as
needed, to implement Department training programs, goals and
objectives.

PURPOSE: To establish uniform procedures for the selection of Training
Officers and to describe their responsibilities for training.

DEFINITIONS: STC: Standards and Training for Corrections

Training: An organized, planned, and evaluated activity designed to
achieve specific learning objectives through classroom, computer-
based or guided on-the-job instruction.

PROCEDURE:
L Training Officers - General

A. The Department utilizes Training Officers to assist in supporting Department
training plans, goals and objectives for badge staff.

1. Training Officers assist with development, maintenance, facilitation and
completion of training plans, goals and objectives; coordinate and facilitate
training activities; and provide training related support and resources.

2. Designated Training Officer positions within the Department include:

a. Jail Training Officers (JTOs)
b. Temporary Jail Training Officers (TTOs)

6.05-1



IL

o oo

Administrative Team JTOs
Administrative Division JTOs
Central Training JTO Coordinator
Academy Training Officers

Jail Training Officers (JTOs)

A.

JTO is an assignment available to officers, upon appointment through successful
completion of a selection process, in addition to their responsibilities of working in
the capacity of a correctional officer. The selection process for JTO assignment
will be as follows:

1. Officers must submit a written memorandum to the Division Commander
detailing their qualifications and reasons for interest in the position of Jail
Training Officer. Those officers submitting applications must:

a. Have completed the probationary period

b. Effectively communicate, orally and in writing

c. Possess knowledge of department policies and procedures and post
orders

d. Present a neat appearance within the grooming standards

e. Have demonstrated respect for superior officers and a good working
relationship with peers

f. Be willing to work any shift or assignment

g. Be aware that others will view the Jail Training Officer as a role
model

h. Have a good attendance record and be aware that an objective review
will be conducted of division and department files with respect to
sick leave and disciplinary actions

2. The Division Commander/designee will initiate and coordinate the JTO

selection process, as needed, to fill JTO positions within his or her Division.

a.

The Division Commander will establish a Selection Committee for
the purposes of:

1) Reviewing all memorandums of interest received for the
position of Jail Training Officer.

2) Holding formal interviews with each applicant.
3) Developing appointment recommendations based upon
review of applications and interviews of officers and

presenting those recommendations to the Division
Commander for final selection.
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b. The Selection Committee should consist of at least one
representative from the Division, the Personnel Unit and the Central
Training Unit.

3. Division Commanders may fill JTO vacancies up to the number of JTO
positions authorized for the particular facility/unit.

a. Division Commanders may appoint Temporary Jail Training
Officers (TTOs) when the workload and the number of trainees
assigned to a facility impacts the ability of the JTO’s to adequately
train and supervise those trainees.

b. TTOs will be selected by the Division Commander and can remain
in place until the next formal JTO selection process or until the need
no longer exists.

4. Applicants who are appointed to the position of JTO through the formal JTO
selection process will be presented with a blue insignia patch, which will be
worn on the right shoulder epaulet of his/her authorized Department uniform
in accordance with applicable guidelines in Department policy 3.33,
Uniform and Grooming Standards.

JTOs, in conjunction with the Administrative Team Sergeant and JTO, assist with
the facilitation of training programs and activities, including Division specific core
orientation, familiarization and supplemental training programs and in-service
training programs.

1. JTOs will ensure that trainees obtain the experience and knowledge
necessary to complete required training objectives and goals. Training
objectives and goals may include, but are not limited to:

Division operations and emergency response
Department policies and procedures

Division rules, regulations, security and post orders
Effective communication skills

Report writing

Radio communications

Investigations

Appropriate execution of duties and tasks

Officer safety

Other related duties
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2. JTOs will utilize the following evaluation forms, as applicable, which must
be completed for each assigned trainee:

a. Daily/Weekly Performance Appraisals forms
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1) Daily Performance Appraisal forms will be completed by
the end of each workday for officers completing core
training.

2) Weekly Performance Appraisal forms will be completed by
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