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METROPOLITAN CORRECTIONAL CEMNTER
NEW YORE, NEW YORK
SPECIFIC POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) CARRY POST

POST: OPERATIONS LIEUTENANT
EQUIPMENT: Key Rings E-2, E-3, Radio #722, MK-4 OC Dispenser
SHIFT: MORNING WATCH

HOURS OF DUTY: 12:00 A.M. - 8:00 A.M.

12:00 A.M.

Relieve the Evening Watch Operations Lieutenant and assume your
duties, receive keys, equipment and any pertinent information for
your shift.

12:00 A.M.

OFFICAL COUNT TIME:

The official count will be announced at this time. Ensure all
staff members are present for your shift. As the Operations

Lieutenant it 1is your responsibility to take one official count
during each tour.

1:00 A.M.

(Approximately) After the count clears begin to make rounds of
the institution and the perimeter. While conducting rounds ensure
that you log ontc TRUSCOPE and review the entries by the unit
officer. Ensure the institution sanitation has commenced.

2:00 A.M.

Review all Daily Fire/Security Inspections forms. Collate all of the
daily paperwork for the Captain’s office; include any memorandums
for all delinquent paperwork.

3:00 A.M,
OFFICIAL COUNT TIME

3:30 A.M. (Approximately)

USP Canaan Bus arrives on Wednesdays. Operations will report to
the Rear Gate with the Internal Officer and R&D Staff to escort the
inmates to the R&D area.
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METROPOLITAN CORRECTIOMAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
OPERATIONS LIEUTENANT
THIS IS NOT AN RARMED POST

5:00 A.M.
OFFICIAL COUNMT TIME:

6:30 A.M,
Complete and close out the Lieutenant’s Log and Daily Activities
Log for your shift.

8:00 AM. End of Tour

**DO NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN
PROVIDED. **

Post Orders and log books are confidential documents and should
never be left unattended or in an area accessible to inmates. Post
Orders must be secured at all times when not in use by staff.

It is the responsibility of the employee to inform the employer of
the fact they have not been able or afforded the opportunity to
read such orders. The employer will then advise the employee of
the general requirements of the post, and answer any guestions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reasonable efforts,
before assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review 3heet which is located in Section 5 of this
document. These post orders are not intended to describe in detail
all the officers’ responsibilities. Good judgment and common sense
are expected in all situations not covered in these post orders.

Decenbar 7, 2018 Sensitive But Unclassified Page 2 of 7
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
OPERATIONS LIEUTEHNANT
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) CARRY POSTS

POST: OPERATIONS LIEUTENANT

EQUIPMENT : Eey Rings E-2, E-3, Radio #722, MK-4 OC Dispenser
SHIFT: DAY WATCH

HOURS : B:00 A.M. TO 4:00 P.M,

B:00 A.M.

Relieve the Morning Watch Operations Lieutenant and receive any
pertinent information from the previocus shift.

B:00 A.M,
Ensure all staff members are present for the day watch shift and
all morning watch staff have been properly relieved.

9:00 A.M.

Begin to make rounds of the institution and the outer perimeter.
While conducting rounds ensure that you log onto TRUSCOPE and
review the entries by the unit officer. Ensure the institution
sanitation has commenced.

9:30 A.M.
Ensure all housing units have sent all call-outs to the
respective areas.

10:00 A.M. (Weekends, Federal Holidays)
COUNT TIME (Stand-Up Count): The Operations Lieutenant will take
the count at this time.

11:00 A.M.
Ensure all required paperwork is filled out for the shift.

1:30 P.M.
Complete and finalize all changes to the CPD Roster and finalize
the Daily Activities Report and Lieutenant’s Leog.

December 7, 2018 Sensitive But Unclassified Page 3 of 7
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YOREK
SPECIFIC POST ORDERS
OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED FOST

4:00 P.M,

End of Tour

Ensure all pertinent information and equipment is passed on to the
Evening Watch Operations Lieutenant.

Post Orders and log books are confidential documents and should
never be left unattended or in an area accessible to inmates. Post
Orders must be secured at all times when not in use by staff.

It is the responsibility of the employee to inform the employer of
the fact they have not been able or afforded the opportunity to
read such orders. The employer will then advise the employee of
the general requirements of the post, and answer any questions.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. Officers assigned to this post will not vacate the post
unless properly relieved or instructed to do so by the Operations
or Activities Lieutenants. These post orders are not intended to
describe in detail all the officers’ responsibilities. Good
judgment and common sense are expected in all situations not
covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S)
SHOULD AFPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.

December 7, 2018 Sensitive But Unclassified Page 4 of 7
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) CARRY POSTS

POST: OPERATIONS LIEUTENANT

EQUIPMENT: Key Rings E-2, E-3, Radio #722, MK-4 OC Dispenser
SHIFT: EVENING WATCH

HOURS: 4:00 P.M. TO 12:00 A.M.

4:00 P.M,

Relieve the D/W Operations Lieutenant and assume duties.

4:00 P.M.

COUNT TIME:

The official count will be announced at this time. Ensure all
staff members are present for your shift. As the Operations

Lieutenant it is your responsibility to take one official count
during each tour.

Each Saturday, the 4:00 p.m. count will be a bed book count. The
Operations Lieutenant will obtain a memorandum from each unit
officer detailing the results of the bed boock count and any
corrective actions needed. The Operations Lieutenant will then
ensure any needed corrective actions are taken and produce a
packet for the Captain with each unit officers memorandum and
their assurance memo detailing the results of the count.

4:15 P.M.
Ensure that all D/W officers have been properly relieved.

5:00 P.M.

While conducting rounds ensure that you log onto TRUSCOPE and
review the entries by the unit officer.

6:00 P.M.

Observe the inmates in the visiting area ensuring the inmates and
visitors are following the visiting procedures.

Watch Calls will begin at this time. Call in your watch calls to
the Control Center every thirty minutes.

December 7, 2018 Sensitive But Unclassified Page 5 of 7
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS

OPERATIONS LIEUTEMANT
THIS IS NOT AN ARMED POST

9:45 P.M.
Recall will be announced and all inmates will return to their

assigned cells for lockdown.

10:00 P.M.
OFFICIAL COUNT TIME

Decembar 7, 2018 Sansitive But Unclassified Page 6 of 7
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METROPOLITAN CORRECTIONAL CEMNTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

12:00 A.M.

End of Tour:

Pass on all pertinent information and equipment to the Morning
Watch Operations Lieutenant.

Post Orders and log books are confidential documents and should
never be left unattended or in an area accessible to inmates. Post
Orders must be secured at all times when not in use by staff.

It is the responsibility of the employee to inform the employer of
the fact they have not been able or afforded the opportunity to
read such orders. The employer will then advise the employee of
the general requirements of the post, and answer any gquestions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reasonable efforts to
read the post orders as soon as practicable.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. Officers assigned to this post will not wacate the post
unless properly relieved or instructed to do so by the Operations
or Activities Lieutenants. These post orders are not intended to
describe in detail all the officers’ responsibilities. Good
judgment and common sense are expected in all situations not
covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS MO AUTHORITY.

These Post Orders are guidelines, not orders to work before or
after regularly scheduled shifts.

additions or deletions to these post orders
consent of the Captain.

_ /4;/ 1:_/,/ ¢

Darden , Captain Date

Jermaige
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FLELRUEULL LA CUREUGL L LU L R LB
NEW YORK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSIUM (OC) CARRY POST

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4 PEPPER
SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED IT IS YOUR
RESPONSIEILITY TO NOTIFTY THE OPERATIONS LIEUTENANT PRIOR TO ASSUMING
THE POST.

INTRODUCTION :
Every Lieutenant must read and sign the Post Orders prior to assuming
the duties of this position or as scon as practicable after assuming
duties of the post. This is a supervisory position involving the
direct supervision and evaluation of Correctional Officers assigned
to the Correcticnal Services Department, the overall supervision
of the Institutions in the absence of the Warden, Associate Warden,
and the Captain, you will inwvestigate all incidents, roster
assignments, the scheduling of leave, ordering of supplies,
supervision of the Special Housing Unit, the collection of urine,
administering of alcohol sensor tests, sanitation within the inmate
housing areas and in general. You are an advisor to the Captain
on matters pertaining to security of the facility. As the Operations
Lieutenant, you are directly responsible for the security and the
orderly running of the institution as it relates to custodial matters.
On the Evening and Morning Watches, you shall assume direct
responsibility for all phases of the institution operations.
To accomplish these tasks, you must be well versed in current Bureau
of Prisons Program Statements, Institutional Supplements,
Correctional Services Manual, local policies and procedures. You
must have a good working knowledge of all departments within the
institution and functions of Unit Management. You must carry a radio
at all times and respond to any and all emergencies or requests for
assistance. Report any serious incidents that occur during non-duty
hours to the Captain and Institution Duty Officer.

STAFF TRAINING AND ACCOUNTABILITY:
All staff (including sick and annual reliefs) assigned to an OC
aerosol dispenser post will receive the required training, and go
through quarterly re-familiarization training prior to assuming
their post each quarter. Training will include, but is not limited
to, proper carry and security of an OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post orders.
Staff will be held responsible for guidance ocutlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received OC
specialty training are not authorized to carry an OC aerosol

dispenser.

Dacambar 7. 2018 Sanaitivae But Tnalassifiad Parme 1 nf 11

EFTA00107994



PN L INUEULL LAN GURRAGL L LUNAL RN LG
NEW YORK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

If you believe you need additional training or unfamiliar with the
OC aerosol dispenser, notify the Operations Lieutenant immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS

A post assigned with an OC aerosol dispenser is in addition to

emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aerosol dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will ocutline steps to be taken in case immediate
force is required as a result of a serious assault, recreation yard
incidents, or other serious incidents during all shifts. Trained
officers can use immediate force without the presents of a supervisor.

Once you have assumed your position/post, check the 0OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. 1In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and record it in TRUSCCPE.

In the event of an accidental discharge, decontaminate yourself and
notify the Operations Lieutenant. Once you have decontaminated
yourself with scap and water and notified the Operations Lieutenant,
decontaminate the affected area with soap and water, and ventilation
if possible.

The usage of an OC aercsol dispenser must be limited to the performance
of official duties only. 5taff are again reminded that use of the
OC aerosol dispenser outside established policies and procedures
will result in staff disciplinary action.

The preferred method of resolution is through verbal intervention.
However, the safety of staff and inmates in any dangercus encounter
is paramount and may reguire the use of an OC aerosol dispenser.
Staff may use the necessary amount of force only as a last alternative
after all other reasonable efforts to resolve the situation have
failed. Staff may use the necessary amount of force to gain control
of the inmate, to protect and ensure the safety of inmates, staff
and others, to prevent serious property damage, and to ensure
institution security and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold an

OC aerosol dispenser. No other method of carrying the OC aerosol
dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet but should
not be used closer than 4 feet,

Dacambhar 7. 2018 SGanaitive But IInclassifiad Parma 2 nf 11

EFTA00107995



.

PO L FOUEULL LM LUBEUL L L LUINAL LRI L
NEW YORK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

In the event the OC aerosol dispenser is required the following steps
should be used:

1. Fingers of the drawing hand should be extended and firmly
gripping the aerosol dispenser.
2. Staff should assume an appropriate defensive stance and continue

with verbal commands.

Place thumb on the actuator.

. Spray the facial area, specifically the eyes, delivering one
two-second burst. Once the OC aerosol spray has been dispensed,
staff should step back to aveoid being contaminated by the spray
and maintain direct supervision of the inmate(s). Continue
with wverbal commands.

- Allow the OC aerosol spray to work while providing verbal

commands to the inmate (e.q., lay face down with arms spread).

6. Evaluate the response of the inmate(s). If the inmate(s) does
not submit to restraints and/or comply with staff orders within
15 seconds; a second two—-second burst is authorized. After
a second assessment, or if the inmate(s) has not complied with
staff commands, alternative methods to control the situation
may be pursued.

7. Decontamination procedures include fresh air and the use of
soap and water within 15 minutes, or as soon as possible, after
OC aerosol spray has been applied. Normally, this is done
before the medical assessment.

H. Once the OC aerosol spray is used and the inmate(s) is in
restraints, Health Services staff will be notified immediately.

A medical assessment will be performed to determine if the
inmate(s) sustained any injuries.

9. When an immediate use of force is necessary (e.g., inveolving
serious bodily harm, etc.), staff are cbligated to cobtain a
camera and begin recording the event as soon as it is feasible.
As soon as control of the situation has been cbtained staff
must record information on: circumstances that required the
need for immediate use of force; identification of the
inmate(s); injuries; and staff, and others involved. (See PS
5566.06, Use of Force and Application of Restraints).

L

A reasonable correctional workers perception of the events would
govern the use of the OC aerosol dispenser in situations which require
an immediate response to an emergency situation. The Warden should
be notified as soon as possible after any such use. Documentation
is to be submitted in accordance with the Program Statement Use of
Force and Application of Restraints. Oleoresin Capsicum delivery
systems are authorized to be used for immediate response to situations
in which an inmate cannot be approached without danger to self or
others; and it is determined that a delay in bringing the situation
under control would constitute a serious danger to the inmate or
others.
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NEW YORK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

RETENTION AWARENESS:

Ensure the OC aerosocl dispenser is properly fastened to your duty
belt and firmly secured inside the holster. When confronting an

inmate position your body so the OC aerosol dispenser faces away

from the inmate, maintain a safe distance, and continue with verbal
commands.

FIRST RESPONDER INSTRUCTIONS:

Any Lieutenant may be required to assist the Operations and Activities
Lieutenant at various times throughout the shift should a procedural
problem or emergency situation arise. Because of this, all
Lieutenants are to be familiar with the information contained in
the Post Orders for those posts. The following list of action should
be utilized as a guide when responding to emergency situations.

CELL SEARCHES:

The Operations Lieutenant will ensure that each unit officer does
shakedown at a minimum five (5) inmate cells during their shift on
Day Watch and Evening Watch. The Morning Watch Officer will conduct
five (5) area/cell shakedowns. Shakedowns are to be noted in the
shakedown portion of the TRUSCOPE program.

UNIFORMS :

Lieutenants are required and expected to set examples in the proper
wearing of the prescribed uniform. They are also required to ensure
that the correctional officers assigned to their shift are in the
prescribed uniform.

POST ORDERS REVIEW:

Lieutenants are responsible for the continucus review of Post Orders.
The Captain will assign the rewvision of Post Orders to the
Lieutenants. It will be your responsibility to submit suggestions
for changes to the Captain prior to the review deadline. All
correctiocnal officers are required to read and signify by their
signature that they have read and understand the Post Orders for
their post prior to each quarter change and each time they assume
a new post. Other correctional staff assigned to work correcticnal
posts will read and sign post orders prior to assuming the specific
post.

EMERGENCY PLANS:

Procedures have been written and compiled in binders commonly
referred to as Emergency Plans. These procedures cover escapes,
riots, civil disturbances, etc. All lieutenants and staff will be
familiar with these procedures. There are also Program Statements
and Institutional Supplements dealing with other emergencies. They
will be thoroughly read and understood. The officers assigned to
the Main Control Center should also be well versed in these plans.
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NEW YOREK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED FPOST

FIRE PREVENTION:

Fire prevention is the responsibility of all staff members.
Lieutenants should be constantly on the alert for fire hazards.
The Safety Manager has compiled a Fire Plan for this institution
and will provide each Lieutenant with a copy. Each Lieutenant will
be familiar with this plan. Fire checks of the institution will
be conducted on all shifts.
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NEW YORK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

DURESS CODES:

A duress code system has been devised for use at the Front Lobby,
Rear Gate, and Outside Patrols. This duress code will be a word
or sentence that can be interjected into normal radio traffic that
would alert the Control Center and Lieutenants Office that the staff
member was under duress and an emergency situation was occurring.
In order to ensure that all staff have a thorough knowledge of the
duress codes and proper procedures, the Operations Lieutenant will
guestion staff and conduct cccasional tests of the system.

The EPO Lieutenant will be responsible for generating and
implementing the duress codes on a quarterly basis or immediately
upon the compromise of the duress code. The EPO Lieutenant is
responsible for developing the Contingency Plans as they pertain
to this institution. All factors must be analyzed and thoroughly
examined when developing the best plan of action. Emergency Plans
must take into account any and all uncertainties, such as weather
conditions, staff and inmate locations throughout the institutiocn
and surrounding buildings.

AFTER HOURS NOTIFICATION:

The following staff will be notified following any incident
occurring, and/or medical emergency requiring transportation of the
inmate to outside hospital services other than normal duty hour.

o Captain
. Associate Warden (P)
u Institution Duty Officer

PROBATIONARY CORRECTIONAL OFFICERS:

In addition to teaching the I.F. classes to new staff, the Admin.
Lieutenant will be required to document all training that new
correctional officers are receiving. The Administrative Lieutenant
will also be responsible to develop the Performance Logs, along with
all appropriate forms, for the probaticnary officers. Entries in
these logs will be made by the Administrative Lieutenant.

CORRECTIONAL OFFICER'S EVALUATIONS:

A file containing a Performance Log for each employee supervised
by a Lieutenant will be maintained in the Admin Lieutenant’s Office,
the log will be filled out quarterly and will reflect the officer’s
performance as it relates to the wvarious performance bench marks
outlined and described in the position standards issued to each
officer. The log will also be used to record unusual events such
as substandard performance, special acts or any other unusual
activities by the officer of either positive or negative performance.

LOBEY SECURE SAFE INVENTORY:

Each shift the contents of the secured locker in the lobby area will
be inventoried. If there are any discrepancies, they will be brought
to the attention of the Captain and the Security Officer immediately.
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NEW YORK, NEW YORK
SPECIAL POST ORDERS

OPERATIONS LIEUTEMANT
THIS IS NOT AN ARMED POST

SUB-ARMORY IMNVENTORY :

Each shift the contents of the sub-armory located in the Rear Gate
will be inventoried. If there are any discrepancies, they will be
brought to the attention of the Captain and the Security Officer
immediately.

CHEMICAL AGENTS:

Only the Warden or his designee, has the authority to approve the
use of chemical agents or the Pepper Ball Chemical Dispensing
Launcher. However, the shift Lieutenant may authorize the use of
chemical agents, Pepper ball Dispensers or OC in situations which
require an immediate response to an emergency, where sufficient time
does not exist to secure higher level approval. The Warden should
be notified as soon as possible. A limited supply of immediate
response chemical agents are maintained in the Control Center.

CONTROL CENTER (EMERGENCY ACCESS) :

In the event the Control Room Officer should become incapacitated,
a emergency key ring for Control is located in the front lobby safe.
All MCC New York Lieutenants and Outside Patrol Officer have the
access code for this safe. In the event of that the Control Center
Officer becomes incapacitated, the following procedures will be
followed:

- The Operations/Activities Lieutenant will respond to the Front
Lobby area and retrieve the emergency keys that are maintained
in the safe. These keyswill allow access to the Contrcl Center.

. If the Operations/Activities Lieutenant are unable to reach
the wall safe they will notify the OP Officer should something
occur during hours the lobby is not manned that a condition
exists involving the Control Center Officer. The
Operations/Activities Lieutenant will advise the OP officer
so that he/she can retrieve the emergency keys to enter the
Control Center. The Outside Patrol Officer will retrieve the
combination which is located in the outside booth and open the
safe.

CHEMICAL AGENTS:

Only the Warden or his designee, has the authority to approve the
use of chemical agents or the Pepper Ball Chemical Dispensing
Launcher. However, the shift Lieutenant may authorize the use of
chemical agents, Pepper ball Dispensers or OC in situations which
require an immediate response to an emergency, where sufficient time
does not exist to secure higher level approval. The Warden should
be notified as soon as possible. A limited supply of immediate
response chemical agents are maintained in the Control Center.
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NEW YOREK, NEW YORK
SPECIAL POST ORDEERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

USE OF FORCE

If a Use of Force is determined to be necessary, and other means
of gaining control of an inmate are deemed inappropriate or
ineffective, then the Use of Force Team Technigue shall be used to
control the inmate and to apply to include ambulatory leg restraints.
The Use of Force Team Technigue ordinarily involves a Lieutenant,
trained staff, clothed in protective gear, who enter the inmate's
area in tandem, each with a coordinated responsibility for helping
achieve immediate control of the inmate. Calculated rather than
immediate use of force is desirable in all instances corrections
workers encounter. Although this is not always possible, Lieutenants
must use common sense and good correctional judgment in each incident
to determine whether the situation allows for the implementation
of calculated or immediate use of force procedures.

PERPETUAL AUDITS:

The Captain will assign Lieutenant’s to conduct perpetual audits

of all Correctional Service areas of responsibility, to ensure that
policy and procedures that relate to the security of the institution
are adhered to. The Correctional Services Manual and established
audit guidelines will be used as a guide to conduct these audits.

DAILY ROSTERS:

Daily Rosters will be maintained by the Administrative Lieutenant.
The primary responsibility for the Correctional Services Roster will
be the Administrative Lieutenant’s. The Administrative Lieutenant
will prepare Change Sheets for each week to reflect sick & annual
assignments, authorized leave, training and any other assignment
changes. All special requests will be given to the Administrative
Lieutenant for appropriate action and notification of staff.
Ordinarily rosters will be prepared at least fourteen days in
advance. All Lieutenants are responsible to make any changes in
the roster occurring on their shift.

MEDICAL TREATMENT OF INMATES:
Inmates will be treated by the institution hospital as directed by
current policy and procedure. When the institution hospital staff
are not available at the institution, medical emergencies will be
handled by the Operations Lieutenant, if the situation permits
contact the duty physician for guidance, if the emergency appears
to be life threatening dial 911 and request EMS. If an emergency
medical trip is necessary, you are responsible to review SENTRY to
determine relevant information concerning the inmate’s custody level
and history so that you may assign staff to conduct the escorted
trip. Additionally, youwill prepare the escorted trip authorization.
Notify the Captain and Duty Officer as soon as possible.
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SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

COUNTS :

All Lieutenants are responsible for ensuring that counts are properly
taken and reported. Furthermore, one count will be taken by a
Lieutenant and this will be noted in the Daily Log.

LIEUTENANT' S LOG:

The Operations Lieutenants Log will be prepared at the close of each
shift. All three shifts Lieutenant’s Log will contain a
chronological listing of important events occurring on the shift.
Additionally, the Log will contain a recap of the institutions
population and will also reflect changes to the institutional count
as they occur. You will monitor all paperwork coming into the
Lieutenants Office to ensure it is complete, accurate and is of an
acceptable guality before it is filed or forwarded to the Captain
for review. If necessary, you will return it to staff and assist
staff in the proper completion.

TRUSCOPE PROGEAM AND LOG BOOKS:

TRUSCOPE and Log Books are maintained in all units, and it is the
responsibility of the Unit Officers to maintain this log and enter
all pertinent information concerning their areas of responsibility.
It should be strongly emphasized that TRUSCOPE and any log books

are official documents which could be entered as evidence in a court
of law. When making tours of units, log onto TRUSCOPE and document
your presence. Any other Logbook will be signed by the lieutenant
touring the unit, and the TRUSCOPE will be checked to ensure that
entries are clear, concise, legible, accurate and professiocnal.

INCIDENT REPORTS AND INMATE DISCIPLINE:

Incident Reports will be investigated by the Operations Lieutenant
and/or the Activities Lieutenant. The Program Statement dealing
with Inmate Discipline will be strictly followed in dealing with
the discipline of inmates to assure the orderly running of the
institution. All incident reports will be thoroughly investigated
and conclusions and recommendations should be made to assist the
UDC/DHO in making decisions that promote the orderly running of the
institution.

FRONT LOBBY SUPERVISION:

A Lieutenant will be positioned in the first floor sallyport adjacent
to Control during the following hours: 7:45 A.M.- 8:30 A.M. and 3:45-
4:30 P.M.. This is done to ensure that all individuals leaving the
institution are identified as being a staff member or they are
authorized to leave.
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SPECIAL POST ORDERS

OPERATIONS LIEUTENANT
THIS IS NOT AN ARMED POST

METAL DETECTORS:

A Lieutenant will check all walk through metal detectors at least
once per day. This check will be documented in the Metal Detector
Log. Any malfunctions will be reported to the Captain and to the
Facilities Manager so that repairs may be accomplished as soon as
possible

HOSTAGES :

Officers should under no circumstances take orders from, heed the
instructions of, or otherwise act under the direction of any person
who their judgment leads them to believe, might be a hostage or acting
under duress. By way of explanation, an Official or Supervisory
Officer, be the Warden or any other, may be considered to be in charge
of the institution if he is the highest ranking Official on the
premises and is a free agent acting as his judgment directs. Should
this individual be acting under duress, having been taken as a hostage
or because of threats of bodily harm, his orders should be
disregarded. The matter should be referred to a higher, or next
highest official available who is able to act under his own
initiative.

SANITATION:

Each Operations Lieutenant is respcnsible for the sanitation of the
institution. The Day Watch Lieutenant will ensure that formal
inspections are conducted each day, Monday thru Friday, informal
inspections on weekends, and holidays. The areas of concern are the
1st Floor Sallyport, Visiting Room, Front Lobby and all outside public
areas. You will ensure only those inmates assigned to these specific
work areas are allowed to work the areas.

SHAEKEDOWHNS :

Shakedowns are the responsibility of all shifts. It is the
responsibility of the Operations Lieutenant to ensure that shakedowns
are conducted in a timely and proper manner. The shakedown log in
the units will be reviewed daily to ensure that entries are being
made properly.

PAT SEARCHES
§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other ocut-of-cell
opportunities in order teo comply with this prowvision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.
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SPECIAL POST ORDERS

OPERATIONS LIEUTEMANT
THIS IS NOT AN ARMED POST

Post assignments may not be restricted on the basis of gender.
Institutions will ewvaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

{(e) The facility shall document all cross-gender strip searches and
cross—-gender visual body cavity searches, and shall decument all
cross—-gender pa searches of female inmates,

\/z/-z_/w

Jermaine 'E_rden, Captain Date
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IHTBﬂﬁUCTIDH: The General Post orders are designed tO aid each
Cdrrectienal officer in understanding the ddrreetidnal
pnilesdphy of the pureau of Prisons, and as a pbasic guide to the
policy and operations within your facility. It should be
emphasized that these post orders are not intended tO be a
substitute for Bureau of Prisons policy: and should not be
interpreted as such. The primary purpose is to provide the
Correctienel officer with 2 generel review of edrredtienal
preeedures and serve as a resource to locate more detailed and
gpecific infermatien+ although the information in the General
post Orders is not cleesified, it will be rreated as
“Reetricted". caution should be exercised toO assure that this
material 1is not diseemineted to unautherized persons.

PERSONAL APPEARANCE : All necessary articles of Officer’s
clothing are jssued without cost, (uniform allowance) - It 1is
the officer’s respnneibility to present a neat, prefessinnel
appearance at all times. only autnerired Bureau of Prisons
clothing 18 approved for wear while on duty of any post: 1f you
wear a blazer, OF a long sleeve shirt, Yyou are required to wear
a tie. Shoes should be shined at all times-

POSTED pICTURE FILE: The posted is picture file 1is reserved for
inmates censidered as serious egcape risks, sexually deviant, or
who have a record of extreme aseaultive pehavioX, etC. Inmates
will be placed on this status by the S15 pepartment. officers
are required to review and sign this file on & monthly pasis in
order tO pe familiar with these inmates; espeeially those
assigned to their work details or housing units. The Electronic
posted Picture Files are located on the sally port Bop Ware

program fOT MCC New York.

pOST ORDERS : post Orders are general instrnctinns designed toO
aid the Cdrreetidnal officer in the daily operation of each
custodial post- gach officerl should review the post Orders:
prior tO assuming the post for the first time, during 2 guarter.
The Master rFile of the post Orders are meintained in the
Lieutenents' gffices. A copy °of the Post Orders shall also be
Jkept on site, if adequate facilities are available tO prohibit
of fenders from havind access Lo them. Post Orders are to be
treated as “Cenfidential" and kept secured and away from inmates
at all times. No changes will be made to the post orders without

eutherization from the captain.
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EMERGENCY ?RDEEDUEES

EMERGENCY PLREN IHPLEHEHTRTIUH: Each officer is required to
review the fifteen pasic emergency plans which are located in
the command Centerl. Each staff member is required to sign
indicating they have reviewed the contingency plans for the
year. puring emergency gituations, officers assigned to @
speeifie area are respeneible for the accountability of all
inmates and staff in their areas unless otherwise directed-
EMERGENCY WARNING gYSTEMS: The control Center gerves as the
central receiving area for emergency warnindgs. The control
Center officer will immediately notify the eerreetienel
supervisor and other authorized officials in order to summon

+Any person held hostage shall be eensidered.under duress, and
any orders jssued by such person regardless of rank, and
including the Warden, shall be disregerded.

TELEPHONE wg22": This pnumber 1s @ system for reporting
emergeneiee at the institutien. Wwhenever peesible, remain on
the line to relay necessary jnformation to the control center.
1f a situation occurs that makes 1t imprectieel to remain onl the
line, be sureé the telephon€ is ringing the control center before
1eaving the jmmediate area. This number also rings into the
Cerreetienel Supervieer’e office. The “222" telephone system
will be tested weeklY - :

BODY ALRRMS: “Body plarms” should be eeneidered only as an
auxiliary to the emergency alarm system telephone aumber 22Zs
and do not supersede the dial alarm if a telephone is convenient
or epprepriate to use- only the “general area,” ©:9-r specific
unit, can be determined py the control Center when this alarm is
used. officers will not tamper with ©Or attempt tO repair the
transmitter units. The pody alarm tests will be conducted in the
following manner. The control Center officer wlll-eenteet the
staff member with the pody alarm advising them that @& pody alarm
test 18 beingd conducted. The control Rooml gfficer will verify
the body alarm number and direct the staff member to activate
the body alarmm by depressing the red putton located at the top
of the unit. Once the test has been eueeeesful the control Room
pfficer will advise the staff member that the test was @ good
rest, and advise them to clear the alarm and conduct 2 radio
rest. After perferminq this procedure the unit is now ready t°
receive radio transmieeiene and send an alarm to summon staff
assistance if needed .
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WATCH caLLS: The watch call is an official report that
everythingd on an officer's post js secure and in good order.
Watch calls are made every thirty (30) minutes from 6:00 p.Mm- to
6:00 a.m. a1l officers should ;dentify the watch calls and state
his/her name and post. wWatch calls will be made petween the
nours of 6: 00PM and 6:00RM DY dialind w333" using the relephone-

EQEIHHEHT: Equipment needed gyaries with each assignment and 1s

ined in the individual post prders. Generally, equipment
d will be @ eembinatien of keys. pertable radio, and detail

pouch. A flashlight is required durind the evening and morning

Flnshlight: Flashliqhts and patteries are issued as needed
from the control Center and are receipted py key chits.

All morning watch and evening watch officers are required
to have & f1ashlight as part of the equipment for the post -
Flashlights remaining on the unit need not be reeeipted_fer
with key chits. Replacement patteries are available from
the gecurity officers, ©°n an exchange pasis.

padios: Radios are for employee use only. Employee using
pertable units normally jdentify themselves by statind
their name and/or lecatienfjeb essignment. Radios are
issued bY the control Center and are receipted for with a
key chit. officers will have 3 radio only when specific
assignments require its use. For emergencles:s pertable
radios previde a direct contact with the control center-

Keys: Keys issued to employees will be receipted by metal
key chits. only the necessary keys to work a speciiic job
or assignment will be issued. officers carryind keys away
from the institutien will be lnetructed-te returmn them
immediately: Employees are respensible for the number of
keys included in any selt ijssued to them and will never
remove keys from the set. UpoR receipt of keys: each
employee has the rnlpensibility to count the number of keys
on each set.
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reaponsibil1ty for the custody control and conduct of all

are respnnsible for turning them in at the end of the
workind day .

¢ Body Alarm: Unit of ficers assiqned to posts with pody alarms
are required ro carry the body alarm on thelr pexrson on
every shift- 1f an individual is celieved from & post that

not be removed or carried from the post to which assiqned
but should it pecome necessaryrs the Control center MusT be
tontacted and the staff membeXr given authurization to mMOVE
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the Dperatiene Lieutenant. petail eupervisors will screen
carefully all individual inmate requests +o leave their assigned
area. This would jpclude requests ro go to the nhospital and
other areas and departmente at times other than regularly
echeduled for the department activity. Ensure that jnmates in
your area are autherized to be there and require those under
your eupervisien to remain in thelr area. pllow inmates o0

echeduled call-outs ample time (AppLo*- 10 minutes) S° they may
arrive at the calling department at the time spec1fied.

inmater the officer will prepare an jncident report and forwar
it to the apprepriate eerreetienal gupervisor: The cerrectienal
supervisor may infermaily resolve of the jncident report or
forward the jpcident report O the Unit Dieciplinary committee
¢or further disposition if indicated. As these reports can be
eubpeenaed into court as 1egal evidence: all reports must be

printed in ink O typed-

IH?ESTIGBEIUH: The inveatigatiene should be cendueted
within 24 hours from the time the violation is detected,
unless circumataneee peyond the control of the investigatcr
intervene. The inveetiqatinq officer will usually pbe @

peginning of the inveatiqatian. The inveetigater should
a1so read the charges-to the inmate and - obtain the inmate’s
statement concernind the sjncident. pfrer thereuqhiy
inveatigating the ineident, the inmate does not receive a
copY of the inveetiqatien. However should the case be
forwarded to the Unit Diaeiplinary committee: ultimately,
the inveetiqatien may be given to the inmate’ s staff
repreaentative for use in the preaentatien on the jnmate’s
pehalf.
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UNIT DIECIPLIHLBI C TTEE: The authoxrity to impose minor
dlspeeltlen and anction shall be delegat® to sta

members of 2 inmate’ s uni The Unit Manager will be
responsl 1 or the membership an superv?l io f thee Unit

Dieciplinary committes (upc) as set forth in the Unit plan.
The UDC should function with no 1ess rhan twWo (2) membelSr
one of which 18 either the inmate'e Ccase Manager oK

minor ganction: the chargde may Pe referred to the
Dieciplinery Hearind officer for hearind and diepesitien+

inmate’s pehaviols this shoul be noted. Cempleted
incident reports should b€ ferwerded to the Lieutenente
pffice as soon as practicel for diepeeitien. Furtherl
infermetien can be found 1N program gtatement 5270.07

unable to resolve throudh normal channels- he inmate is to
request the pemedy Form (BP-8 BE-2¢ pp-10) grom the ynit Team:
1t 18 returned ro the gnit Team for preceeeing.
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HETFDPDLiThH CﬂFBECTIDHhL CENTER
WEW JORK, HEW YORK
GEMERARL pOST ORDERS

PURPOSE OF IﬁSPEETIDﬂs: gecurity inspeotions are necessary to
control the introduction of oonttoband and provoot escapes- One
of the chief duties of the chief Correotionol Suporvisor is to
establish a formalized plan of ioopeotions that will cover every
part of the institution at least once 2 week- in qooerol, these

Minor Wwork Reques to correct the concern staff rosponSLblo
for thelr dopartmont will initia the gecurity inspootion form
located PY the control centers dicatind hey have checke

ns of pugust 20, 2015 or Rugus® 01, 2017 for & facility whose
rated capacity does not exceed 50 ijnmates. the facility shall

female ijnmates’ access @ regularly aval able Prog¥ ing ©F
other out of-cell opportunitioo in oT to © 1y w3 this
provis;on

Aanaitive But'ﬂnclaonifind paqe 7 af 31

EFTA00108011



gee the program Ststement Searches of Housing Units, Inmates.
and Inmate Work Rreas: or current yersion of this policy:

Post sssignments may not be restricted on the pasis of gender -
Instituticns will evaluate cpersticnsl concerns csnsistsnt with
collective bargsininq cbliqaticns, the Master nqreement, and
other lawss rules; and requlsticns. The agency will continue to
comply with Title y11 and other Equal Emplcyment Gppcrtunity
commission suthcrities in implsmentrng this policy-

(c) The facility shall dceument all crcss-gsnder strip searches
and crcss-gender visual body cavity gearches. and shall dccument
all crcss-gender pat—down saarches of femalée ijnmates -

pat searches will be condccted on a routine pasis solely 2% a
means to control ccntrsbsnd. pefore 2 pat search is conducted,

offects Wi 1 be inspect fter removal and pl ced out of reach
gyom the jnmate 2% raff member will search the female lnmste's
chest area using he back © the hand t searches of the male

inside, (palm and £ingers) s of the hand. The pat gearch will be
ccnducted according to the prccedure described on the spprcved
pureau pat search yideo tape:- -

searched (striP gearched) s and screened h the nand eld metal
detector - Inmates will also be yisually searche whe leavind
the institutien for any reasons including releas p thoroud
gsearch of the in re's cl thind will be c© lete Except 11

emergency situations: all strip searches will be ccndccted by @
staff memnber of the same SE* as the jnmate - at least one male
and one female staff will be svsilsble 24 hours 2 day to conduct

ccrridsrs, and other areas in order to eliminate ccntrsbsnd,
giving specisl attention ro items which might D€ used in an
escape attempt.

instituticn that was not jssued py the 1nstituticn, purchased in
the ccmmisssry, purchssed chrough spprcved channels. or spprcved
py an spprcpriate staff member -
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HETRQPDLITAE CDEEEETIDHBL CENTER
HEW YORK, WEW YORK

All contraband seized must be placad in the 109 pook in the
Liautananta‘ office 1isting ijtem, date and inmaté. when money
is canfiacatad, the appropriate recelpt: available grom the
control centerl and/or 15M must be utilizad. all coin and any
currency is to be canflscatad and duly racorded. purind regular
duty hours: cantraband funds along with the confiacatian forms
are taken to the cashiers pffice. puring non-duty hours, the
confiscatad funds and accompanyinq form will be placed in the
night dapaaitary, 1ocated in the control centel, until the next
regulal working day- Cantraband, other than money should be
recorded on the Canfiacatian and Diapaaitian of COntraband form
and should accompany the confiscated articles.

SEBBEEIHG INMATE LIVING gﬂhﬂ t
inmate’s 1iving quarterss sach officer should make Sure that

nothing 1S destroyed in the process- officers should make every
effort to return all articles to thelr place; axceptinq things
which are datarminad to be contraband and are removed.

EUHBIHhEIOH LOCKS® Inmates are autharirad,to purchaaa
combination locks from the commissary for individual use. The

way will be considerad cantraband and will be seized as

All inmate mﬂvamant in MCC New york is suparviaad by staff
members. There are gerious gecurity and safety concerns

inmates with a safe and secure environment during the
apprapriata program- This also alleviates the CIMS concexrns for
each program. The institution has datermined aaparataaa will not
be housed oD the same unit, therefore the prnqrams should b€
clear of all separatees:- 1t is the Unit officer’s raaponaibility
ro ensure all inmates are checked for CcIMS5 concerns prior ro any
escort off of the unit. The Unit officer will check the Unit
aaparatiana roster O ascertain if the inmate’ s name appears on
the roster- Ensure all {nmates are checked for CIMS concerns
prior to any-aacart off of the anit. The Unit gfficer will check
the unit aeparatiana roster O aacartain ;1§ the inmata'a name
appears on the roster. 1f the inmata's name does not appear on
the roster: the inmate is claarad to be eacartad off of the

unit.

cangitive rut ﬂnnlassifiﬂd Pace g of 31

EFTA00108013



1f the jnmate’s name does appear on the 5eparations rostels the
Unit gfficer must clear the jnmate prior Lo allowind the jnmate
to be osoottoo off of the unit.

may P clearind th tels) s th Unit fo:.cor‘s pltimate
respo sgibility to ensure the has beel roperl cleared
Th Unit officer r review the Unit Soparationo roster ar
check for the 1 te's D and register pumber ©7 the roster-
1f the 21 te's nanme does not appeat he inm is cle rad for
movemnent, d you do not 1€ contact the CEE.DEchcr -
the 1 re' s name does ppear © the Eoparations roster: the
Unit officer must conktac the CE&R office at extensl 8 and
clear th i prior allowind the 1 te £ depal grom the
unit.

Tnmates must be propcrly idcntificd and pat 5earchoo prior to
departingd grom the housind unit- Eyvery inmate must carry on
thelr person the institution ioootifioation card. This 18 the
means staff atilize t° properly identify the inmate- 1t is the
Unit officer’'s responsibility to ensure che inmate nas his/her
ioentifioation card on his/her person prior to departind from
rhe unit- The number of inmates escorted at one time on the
elevator is directly related t° the numper of staff available to

conduct the oscort. one gtaff memberl can escort ten (10

inmates in the elevato at one e. nything juit than tells
(10), L in the elevatorl causes gecurl and safelty
concerns:- puring Inmate yisitind t nte gficers an he

pctivities officers will assist the yisiting officers in
escortind inmates ro and from the yisitind ROOMS - The pumber of
jnmates osoorted through the connecting 1ink 13 oirectly relateo

to the number © staff availabl ro conduc the escort: pnytime
In—Cuotody inmates are © corte through th oonnecting 1ink, twO
gtaff members must DPe presont or the €8 ort. One s ember
gsition the £ ont of the escorty and the oooond ataff
membelr poSitio ed LO ar of rhe esCO

When an inmate is being oscortod to O f rom h pccial Housind
unit, ™V staff me ers must pe pres for the escort- ratlo

_:i+ive Butb onclassifind pace 10 nf 31

EFTA00108014



Entrance procedures include the control of jnmates: emplcyee5,
yisitors oI commercial rraffic entering the institutiun.
Because of the need for & proad knowledge of the institutian and
its function, along with 2 thorough understanding of gecurity
requirements, only those officers with such knowledge will
normally pe staffing these posts. constant contact with the
public requires that these of ficers display 2@ neatness of
appearance, ability to nandle people: tactfulness in enforcing
ns and alertness in recognizinq security hazards-
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o CusEO O A
e 'ﬁéﬁé?{v&;@e:eap
o (o1R) and

ally
nmates have

peen poﬁltlvely X 1 request
for the door lea ngd ghrough the 1%F floo t to the rear

dock- The detail will be further processed py the Rear

gfficer- All requlred infermetien will be recerded in the
apprepriete lod pook. BARY work perfermed in the pear Gate is
ceneidered outside of the secured perimeter. This means any area
on the rearl dock to include, Warehouse:r and Trash compactor - The
Rear Gate officer will peeitively jdentify and preperly process

holidaysr the inmate details will be processed through the
control Center The Dperetione Lieutenant will designatée a staff
memper O pﬂsitively 1dentify the detail, in the elevatol sally

?ISITIEG

It is the pollcy of MCC Hew YOT to maintall yisitind faCllltlES
for the purpos k& melnteinlng family Tt cause © the
pature of this facilityy visits must P endueted unde
epproprlete supervxsee so that cecurity is intal d an the
yisitind privlleqe exten to inmates and thell familles are

clearly eemmunieeted. For the purpose of this policy: the term
pre*trial inmate refers t° any inmate who 185 non-cadrer
includingd noldovers: treaty gransfers: BICE detainees:s state
inmatesr and any designated jnmate other than those eeeiqned to
rhe MCC Mew York work cadre Unit. graff must b€ able to gerify
the jdentity of gisitors pefore their sdmission into the

&
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acceptable means of identification are, governmant~issaed
identifioation, passport, stato-issuod photo identification
r

license- in cases where gisitors do not have & photo
idantifioation, they will be raquirad to have rhree types of
identifioation with signatures- These need not be the sole
means of idantifioation. HoweVvel, identif‘oation cards from
quick photo places: and check cashing astablishmants are not
acceptable forms of idantifioation. ractful quastioning may
clear 4P doubtful cases. yisiters sixteen (16) and under do not
have tO show idsntifioation unless of course they appear ro be
plder. 1n such cases; if a gyisitor under the ade of sixteen
cannot provida dooumantation, j.e., 2 pirth oertifioata {when
requastadj to prove talationship and ade: the yisitor will not
be allowed into the institution.

The following procedures will be in effect regarding authorizsd
gisitindg 1ists. gach jnmate will complete 2 visiting 1ist. The
visitind 1ist will not exceed ten (10) approvsd gyisitors for
pre—trial jnmates and (12) for cadre jnmates. Immeoiata family
members and LtwWO (2) person of wpmeaning” will be plaoad on the
yisiting list absent strond ciroumstanoss that praoiuds
yisiting. Tmmediate family 18 defined as mothel. father, step~
parents: stsp—ohildrsn, foster parents: qrand‘ohiidran,
prothers: gisters, spouse and children. as the situation
presents itself, other nonsimmediate family members will be
allowed Lo visit at the approVal of the associate Warden of
programs (AWP) - rurtherl. in oiroumstanoas, when an jnmate
requests more than ten yisitors to be piaoad on thelr yisitind
1ist, the Unit Manager will approve / deny any gisitor exceedlind
the limit.

prtorney yisitind can occur 24 hours @& day - pLtorneys may visit
with their clients (one at 2 rime) in the 3rd Fleool attorney
conference poom from 6:00 A.M. to 8:00 P.M. daily- They reguire
no advance notice-

foioial yisitors including sttorneyss intetpratara, law
anforoamant parsonnai, probation officers: voluntaars, etc. are
to be asarchad at the Front Entrance using the "raasonahle
assurance standard." all gisitors are subjected to random
restind by atilizing the IOH Spaotromatry pevice program. Random
selection for restindg yisitors must be oonduotad in an impattial
and non#disoriminatory method- yisitors may be rested out of

s T. 2018 - gensitive BRut Unclussified pane 14 af 3
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oS jtalized: isi see & designated or

Tetrial/ holdover inmate Who i be reviewed
py all pertinent staff, and the ugnited gtates marshals gervice ~
if the inmate is & pretrial jnmate- More specifieally, the

Health services ﬁdminietrater (HSR) + chief Cerreetienal
Supervieer and Unit Manager will determine whether they should
permit +he visit.

fihen the HSA reeemmende against the visit: s, LE the inmate is
gufferind from an infectious diseaser jg in a peyehetie or
emetienal state, and not in a condition ro see visitoIrsS: or
there are compellind health requletiene that will prdhibit the
visit, the Health gervices Adminietreter or designee must
explaln the ertuatienle] to the yisiting party-

gpecial Housin Unit Inmates: Urdlnerily, an inmate retains
visiting privlleqee while in the Epeelel Housind Unit. yisiting
may be restricted via a UDC / DHO sanction. 1f the restrietien
ijs not 23 ypC/DHO ganctiomns such reetrretien must Dbe appreved by
the Warden- gnit 10 south social and legal visits shall be non-
contact unless otherwise determlned py the farden tO allow

contact V jsits.

Clethin

Bpprepriate dress 18 required and must pe in good taste-
Exeeeeively preveeative, jmmodest or revealind attire is reason
to deny 2 yisit- yisitors over the age of 12 will not be
allowed into the-inetitutien in skirtsy shorts, ©°F dresses
exceeding three inches above the kneecap in 1ength- pathing
guits or any Lype of swim wearl will not be permitted jn the
inetitutien. 5ee=threugh clothind: revealind gleeveless
garmente, halter topS: rube topsSr rank tops and any kind of to
that reveals the midriff ared; 1ow-cut shirts oL plouses:

prehibite . additiona 1y, hooded shirts of any kind, hats:
caps: and head scarfs (except for religious reasons) are also
rohibited- all yisitors are requlred to wear footweal (no

showel shoes of any kind) and undergarments Lineluding pras for
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METRDPDLITBH CDEBECTIUEBL CENTER
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in accordance with OSHA quidelinea, yisitors shoes are to be
nclosed roed" and have the existence of lat 2 minimum) @ strap
around the heel of the foot. The front 1obby officer will not
permit yisitors to wearl jackets or blazers up to the yisiting

the dress ruquir&menta for gisitation: only 2 Eerreetianal
.Superviaer and Inatitutien puty pfficert may deny yislits for
naneemplianee. Inmatea' attire for yisitind includes jumpauit
and bus shoes for pre-trial males: females must wearl the blue
uniform and bus shoes; cadres must wear khaki uniforms with
inatitutienal shoes. B random gelection of visitors will be
tested with the Ion Spectrematry

inmate 18 a citizen of a foreign countryr the warden must
permit the consular representative of that country o yisit
on matters of the 1egitimate pusiness- pfter 2 request has
heen aubmitted from the inmate Of eanaulate, a memarandum
should be generated from the jnmate's unit Teal for the

maintained in the Lieutenant‘a poffice and the Front LobbY -

-Eﬂpreaantatives of community Groups - The warden 18 the

appraving authority on visits from repreaentative of

community pased Groups- A memarandum should be qanerated

and sent through the Chief Gerreetianal gupervisors
pssociate Wwarden, t° the Warden for appraval. once
appraved, a copy should be maintained in the Lieutenant‘a
pffice and the Front Lobby -

e Minister of pecord/Clerdy: An existence of an eatablished
relatianahip prior to cenfinement for yisitors does not

apply t© yisitors in this category- These gisitors

PaCeS 16 nf =
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e« Minister of Record An inmate must supmit 10 writing thelr
request to be approved for & wigit frol his Minister of
Record. They must supmit thelr reguest to the chaplin- An
inmate may only have one minister of record on his/her
visiting 1ist at @ rime. The Minister of pecord does NOT
count aqainet the total numpber of authorized regulal
vieitors! social yisitors.

e Clexrg¥ an inmate must submit in writingd their request O be

aoproveo for & wvisit from clerdy - yisits from clerdy

(other than the Minister of pecord) will be in accordance

with the generel yisitor procedures, and WILL count aqainet
the total number of regular visits allowed. on both yisits,
an epproved memorandum will be forwerded through the chief
Correctional officer and poeted in the Lieutenant‘e pffice
and the Front LobbY '

children under the age of sixteen (16) who are plaoed on the
yisiting 1ist must be aooompenied by an adult who is also anf
approved visitoxr- a brief embrace and kiss is permitted when
an inmate greets their vieitorfohild. The same applies upon

termination of the visit. puring the visit, an¥ physioal

inmates lap during the course of thelr wisit. yisits with
children are to take place only petween the inmate identified
on the official wisiting form and the child 1isted on the
official yisitind form with the child's parent or guardiahl
present.

workindg area; and €O prevent tools from peindg used to

effect escape ©T assault-

escapers OF to do podily harm Lo personnel or other inmates-
The Class B group includes those of @ less nazardous
nature-
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all Class B tools must be qathered from the work area and moved
ro the storade area at the end of the work day- When & class B
rools 1S 1pst O misplaced, a search for it will be initiated
and a written report will be made TO the chief Ecrrecticnal
Euperviscr and the department head coverind the details of the
loss at the end of the day -

TOOL IHVEHTORIES: Up-tc-date inventcries will be kept DY all
shopsS industries: school and any other person havind tools

particuiariy careful 23 to the whereabouts and the
accountability of these items. The Tool Room gfficer will
maintain & record of all tools 1in pcaseaeicn of the inatituticn.

BROKEN DE.HDEH-UUT TOOLS: proken ©oT worn-out rools will be
removed from the shadow poard and returned to the central Tool
room for replecement. 1f it 1is determined rhat they cannot D€
eurveyed and replaced, class B tools guch 2 saw plades. etC.1
requiring replaeement, will be returned to the central Tool Room
for disposal-

SERVICE ToOLS: B knife and tool eqnipment cage with &

reapcnaible employee- The acccuntability of the knives will be
checked at frequent intervals durindg the shift and at the end of
rhe day-

EGHTRQLLED FOOD ITEMS: Special attention must be given to food
i tems such as yeast, nutmed, fruits, and fruit juices. of this
group: yeast shall be 1ccked in a seCcure pox in 2 refrigerated
area. RO inventory shall be kept: indicating the date and
quantity of issuer receipts: the palance On hand, and the
jpitials of the reepcneible employee:- Yeast shall be diepensed
only bY the Food gervice employee and kept under strict

CONTROL OF s AND POISDHQUB CHEMICALS Inventeries will
be maintained of all peiscnoue and toxiC fluids ysed in the
instituticn, such a3 narcctics, wood alcchcla, methyl-alcchel,
ditto fluids, acids, gases etc. These€ i tems will be stored 10 a
1ocked cabinet and will pe drawn by an employe® only, when
authcrized py the department superviecrs. The issuing ogffice
will record the dater cime, amount, and who received the item.

= 2018 Saneitiva put T.‘lnclas-nifiad Pace 19 nf 2
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pOLICI: 1t is th 1icy of the Bureau of Prisons to maintain
proper control of keys and locks at all rimes- The purpose of
this is to establish preeeduree fer.eentrel and inventory of
institutien keys and locks: Further detailed infermatien can be
optained by referring to BOF program statements:

pll keys autherized for daily us€ will be stored oOn the control
center keY¥ poard when not in use: gsets of keys are identified
by letter and number with the number of keys in that set
indicated. Two 1istinds of key locations ;dentifyind active and
emergency keys can pe found in the control center and 1n the
office of the gecurity gfficer-

RICTED AND cy KEIS: Restricted keys have bluefblack
rags on the keybeerd in the Control Ccenter. The Watch Supervieer
will be notified when it pecomes necessary to draw keys for a
department or post other than his/her assigned are, or t° a
restricted area, such as the commissarys storeroom etc. The
officer will prepare a Reetrieted Key Form {ndicatind the
purpose for entering such ared- Emergency keys OF red—lined

drawind of keys for a epeeific time peried yia memo through the
captain.
avoided in the presence of inmates- Keys should never b€

the pereonal peeseeeien of the gfficer at all times. pach
officer nas the reepensibility to count the number of keys om

each set to ensure that all keys are preeent. Inmates will
never be permitted to handle keys desiqnated for employee use at
any time. or under any eireumetanees. should an employee take
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Sufficient copies of the master call-

ro all units will be copied and torwarded +to the Con

does not arrive as scheduled: 5 s staff menmber shall

contac the 8 membeT :asponsihln for jnmate’ s

accoun 1ity- 1€ € i ral(s) jsfare gound to be an area

other the assl ned callout area, i the rasponsib1litg

of the staff ris) °%f dnpa:tman at has place the

inmate( y en call-out to prepa:e an ncident report for the

ipmate’s failure to repo to call-out 1f efforts to locate
inmate £ail, the shall jately T to the
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allOWEd ro choo

some jnmates may be petter hous

baequeunds!affiliations, than arbitrarily n

without eeneiderinq all veriables. Bs noted earlier, preteetive
custody and sexual of fenders will be screened thereughly. 1f
there are no single cells aveilable, this review will be crucial

in minimlzinq the potential for assault.

HIGH B—————

purind the weekly sHu meetind: the Warden will be previded @
1ist of those inmates who are eeneidered high risk from &
psycheloqical and maneqement stand point. The captaln and chief
Psyeheloqist should P€ reepcnsible for qeneratinq +rhis list.
This 1ist will be previded ro the Lieutenente’ office and the
puty officers so they are infermed should 2 high risk inmate act
out and pe in need of medicalfpsycheleqieal attention-
hdditionally, the captain should inform the Warden of any camera
malfunctiene, plumbinq preblems, or issues that may cause
preblemsr as well a8 the corrective actionSs takenfettempted to

gerious jncidentss prevents sraff from beind aple to record and
or/fviev the jncident for pessible preseeutien or administrative

pop HIGH Sk
¢ HNHew Tnmates ~ The girst fev hours and days after
admission can be critieal. Newly inearcerated inmates may
experienee feelings such a3 shame, quilt, feal, gadness.
angeXry aqitatien, depressien, relatienship preblems,
1egal concernsr hepelessness, and helpleseness, which canp

. protectl custody ~ Inmates wh yolunteer to enter
rotective custody are at n risk for suicide,
espeerally during jrst 72 hours * cuy. These
inmates should b€ referred to psycheluqy services
mmedietely.
- anf Sensitiva mrut Unnlaeeifiad pace 23 of
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« Long-term protective custody Inmates ~ These ipmates are
pertieulerly yulnerable to depreeeien rhat can lead to 38
suicide attempt, and should be menitered closely while

they are in SHU.

e Imnmates Taking Medication for Mental Health Reasons ~
These ipmates are yulnerable to developing suicidal
rhoughts and attempting suicide by overdosingd on thelrl
medication- Inmates ©n medication should be nonitored o
make sure rhey are not hoardind medication- Any signs of
distress: deterieratien in hygiene: or sudden changes in
pehavior should be reported to psyehelegy.

FRﬂBhBILIT? THAT AN INMATE

1 Is the inmate depresseds sctively PS chotlc
2 Has the inmate been compliant with peyehetrepie medication?
3 Have there peen changes 101 eatind, 5leeplndy hygien€:

Z. How many attempts have been made?

Inmate’s current mood, affect, and pehavior
1. is the jinmate emetienally_upeet, angrys and easily

2. are the inmete'e +houghts clearl and goal directed (vs.
delueienel or peyehetie in nature)?

3. 1s the inmate depreesed, has there peen & recent loss?

4. Has hopeleeenees persieted even after the depression has
1ifted?

5. Has the inmate given away preperty, revised a will oI

requested a phone call to sa¥ his geedbyee?

Medical Conditiﬂn{s]fChranic pain

1. poes the inmate have & chronic 1ixe thneatening medical
illneee?
. Has the jnmate’s overall health diminished recently?
3. Is the jinmate experieneinq pain of other negative eymptoms?

Eﬂlatiunship Difficulties :
s Has the inmate reeeived a Dear John letter?

2. Have communicatinns and or visits decreesed?
3. Has there peen 2 change 1n the relatienship?
. .= 2018 Sﬂnsitiva But ﬂnclassifiad. PAacCie 24 of 3z
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Bituatinnal Factors

1. Legal jssues ~ pendingd jpdictmenti 1oss of appeal to reduce
sentence

2. Difficulties with staff oOr other inmates.

3. Gambling debts, drugs.

4. Endind of a close relationship with another inmate.

5. possible yictlim of a sexual assault.

BEPDBIIHG AND DOCUHENTIHG INMATE BEHAVIOR

Eeggrt Your concerns - any inmate behaviDrLSl rhat 1is
queetienable and may reflect @ change 1m mental health status
should be reported to the shift 1ieutenant immediately.

puring npn—werking hours ~ Inform che shift Lieutenant of any
queetienable inmate pehavior.- He/she will determine y£ the on~
call psyeheleqiet needs tO pe eentacted.

pook - ANY changes 1D inmate pehavioIs should be
hoted in the 109 pook. B detailed note regarding the ebaerved
pehavior is advisable. Deeumentinq in the log pook serves tWo
purpesee. Firsts the entry gerves as a means of eemmunicatien
for other staff mempers - second, it previdee an accurate account
of activity during your shift. Deeumentatien should be neat,
1egible. and prefeaaienal.

FESEGHDIHG TO A SUICIDE EHEEGﬂH ¥
28 Seqregatien of ficer observind an inmate in the act of
cemmittinq suicide; causing other self—ln]urlaus pehaviols or

who appears to have eemmitted suicide will call for pack-up
pefore entering the cell: The officer will notify the control
center and the Lieutenant's office PY radio of the situation and
request jmmediate pack-up- BACK-UF MUST BE PRESENT TN ORDER TO
ENTER A CELL.

an inmate death. nll measures necessary to preserve and document
the evidence needed to support gubsequent investiqatiens will be
maintained or otherwise adequately reeerded.
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In all cases of repdrted sexually abusive pehaviors (e.Q-r from

alleged yictim, staff, and/or wrhird party"] the following will
pccur:

The Gpe:etiene Lieutennnt will be netified immediately and
he/she will:

. Immedietely safeguard the inmate (which will vary
depending on the severilty of the alleged sexually abusive
pehavior and could rang® from meniterinq the situation:
changing housing eeeiQnmente, changing work aesignment,

placing alleged yictim and perpetrater in Special

the victim of sexually abusive pehavior Psynhnldgy
gervices for eeeeeement of vnlnerahility and treatment
needs;

e Duringd pusiness hours, ensure that the s1S, chief of
Cdrrectinnal Services: program Cderdinetdr, and Warden
are notified: and puring nen—bueineee hoursSy ensure that
the SIS, chief of Cdrrecticnal gervices: program

Cenrdinetnr, puty pfficer. and the on-call Psydheloqiet
are notif jed. '

The Progra® coordinator will review the psychdldgical eeseeement

and other relevant factors and make 2 determinatien as to

whether ©OF not to preceed with the full activation of the

Response protocol-

Not all ellegatidns of sexually apusive pehavior will require
full activation of the pesponse protocol- In some casesy the
program Ederdinater will determine that there is not sufficient
reason Lo prddeed (e.Ger the alleged yictim credibly recanted;
the alleged perpetratet was not in the inetitutien on the date
of the allegations the inmates invelved independently report &
nnn-cdetcive gexual encountel etc.) and the Response protocol
may be terminated.

1n cases where more infermatien is needed, or in cases where
there is 2 credible and serious allegation or instance of
sexually apusive pehavior: the full Response protocol will be
implemented. once the program coordinator determineés that the
interventien should continue, 2 gensitive and cenrdineted

full Response Prntnndl, menitered py the program Cnn:dineter,
jnvolves the followind components:

~ 92018 Eensitive Bput Unnlaeeified pane a6 of 3
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protection

mll apprnpriata staff will consult and determine the actions to
pe taken to pravant further sexually abusive pehavior poth t©
the alleged victim (e.g- change 10 work aasignmenta, change in
housind assiqnmant, closer supervision, prntectiva custody
rransfer etc.) and/or bY the alleged parpatrator (e.d-r remove
from campnund, chande housind asaiqnmant, etc.) - The captain
will ensure that 2 STG category of "V Sh uNv" is entered into
SENTRY . and in pnstances where an jnmate parpetratcr is allegeds
will enter the STG category of “P SR ynv” for that inmate (See
gection 13.b. for further details}.

pSYCHOLOE=———

psycholod staff are raapnnsibla for crisis intervention,
aaaasamant of treatmﬁnt needs; documantatinn of the avaluation
results. rreatment, psychiatric referrals and/or other rreatment
options related te the alleged gictim. 1In addition: psycholod¥

. gtaff provide guidance to Unit Management and community
corrections staff regarding an inmate’s post-release mental
health needs - Inmate perpetrators (or alleged parpetratnrs} of
sexually apbusive pehaviors will be referred by

SICHDLDGICBL:
b

and/or manaqamant prngrama, individual or group counselind: oT
may b€ managed through standard cnrractional technigues:

1f an inmate perpetratnr is determinad in need of treatment
services and refuses treatment, Paychnioqy gervices staff will

Examinnticn

Medical staff are reapnnaible for axamination, daaumantaticn,
and greatment of inmate injuries arisind from gexually abusive
pehavioIrsS: including testind when apprcpriate for preqnancy,
and otherl saxually tranamitted diseases lSTDsj. Wwhere indicatad,
medical staff trainad in the cailection of gexual assault
evidence (L.€-r “rape kit™) should conduct an axaminatinn for
physical evidence which may pe used jater in formal

gatharing, the inmate will be axamined at the institution by
trained health care profasainnals from the 1ocal community or at

the 1ocal community facility aquinpad (in accordance with 1ocal
laws) to evaluate and rreat sexual assault yictims -
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Prephylaetic t reatment and follow-up for sexually transmitted
diseases will be of fered tO 211 inmate vyictims, a3 appropriate.
Whenever an inmate is referred to Health gervices for
examinatien and treatment of injuries ralated T8 sexually
abusive pehavioly staff will encourade the inmate yictim tO
complete an Inmate Injury aeeesement and Follow—up form (BP~
g362) as reqguired py the program gratement ©oF patient care-

Investigatinn
In cases where the full Response Preteeel is aetivated, staff
are trained to inveetiqate allegations of sexually apusive

pehavior thoreughly. The infermatien concerninq the jdentity of
the alleged jnmate yictim and the epecifie facts of the case are

Tnitial Hotificatinns. Upon activetinq the full Response
Preteeel, the inveetiqation phase is initiated and the fellewing
netifieatien{e} will be made:

is a1leged tO have perpetrated sexually abusive pehavioX against
another inmate, the Epecial aneetiqative ngent (oL S1S) will be
netified immediately.

Internal pffairs (OIR) « who will in turn notify the Office of
the Inspector General (OIG) « and when apprepriate, will notify
the rFederal pureau of Inveetiqatien (FBIL) -

gtaff yvictim. 1IN the event that an inmate

Inmate Pe gratoxr o0
is alleged tO have perpetrated sexually abusive pehavior against

a staff member the gIA/SIS will be eentaeted immediately with

crime Scenc FreserVatien. The staff first respondel will
reserve the crime gcene. SIS staff will be reepeneible for

eelleeting infermatienfeﬁidenee+ The inveetigatien,

will follow the guidance given in the Speeial Investigative
Eupervieer*e Manual that outlines qatherinq and preceaeing
preeeduree.
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Phxsieal Evidence collection: When there is a report of a recent
Rape ©OF sexual nssault with an object., ©F there 15 @ strong
suspicion that a recent, serious assault may nave beenl gexual in
pnature, 2 rhorough phyeieal examinatien of the alleged gictim ~
to include & “rape kit” will be enmpleted immediately. Phyeieal
avidence cellection may also include an examinatiﬂn of, and
collection of phyeical evidence from the euepeeted

‘After Action Reviews of violent gexual assaults- Following any
incident of Rape ©f sexual Assault with an object: the Warden:
program Ceerdineter, chief of Cerrentienal gervices: Health
gervices Rdminietrater, and chief Peyeheleqist will meet and
review the incident. This review 15 ro assess the reaeenahlenees
of the actions of staff following the incident. to ensure the
security and treatment needs of the inmate gictim have peen
addreaaad adequately and the management and inveetigation of the
inmate oI staff perpetrater is pregresainq appropriately.

Within two workind days after the initial repnrtinq of the Rape
or sexual Assault with an object, 2 written report hithiqhtinq
the relevant facts should b€ predueed and the Wwarden OI designee
will perannally attest py his or her eignature that the review
has taken place and that the steps taken DY staff were either
apprepriate or inappropriate. A copy of this report will be
fnrwarded to the Reqienal pirector-

Cnnsideratinn for staff impaeted py the incident is necessary-
Rrrangementa for debriefing affected staff and referral E
apprepriate services to mitigate the stress aeeeciated with
these events should be of fered.

ative piscipli ss and Ereseeutinn
In keepingd with this wzero teleranee" policyr perpetratere of
sexually abusive pehavior will be dieeiplined and/or referred
for preeeeutien.

Trackind gexually pbusive pehavioX - Tracking and analyzing the
incidents of sexually apusive pehavior are critical to the
safety and management of inmates and the security of all pureaud
facilities- Monitoring these incidents allows the Buread to
assess the effectiveneee of current policy and procedures in
regard to the extent of sexual victimizatien. To ensure full and
accurate reporting and analysis: the SIS will maintain secure

pehaviori
Ccrime eharacteristiee:
Formal and/or infermal actinn{ej rakeni
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HETED?DLIThH CDEBECTIUNBL CENTER
NEW YORK, HEW YORK
GENERAL pOST ORDERS

e All csllatsral reports, supportind memoranda, and
videotapes:

. Medical forms; and

e« RAny other evidentiary materials pertaining to the
allegation.

rhe Office of Internal pffairs will report the cumulated data on
the inmate yictims of staff and inmate sexually abusive pehavior
to all Chief Executive officers and the psychology gervices
Hdministrator at the end of ecach guarter and at the end of each
fiscal year.

SUICIDAL sTTUATION IN gHuU OR THE HOUSING UNITS: 1f you are the
first person to notlice an inmate hanging. you should call for
staff assistance iOpsratioﬂs Lisutsnant & Cantrsl Csntsr]and

remain calm and walt until sufficisnt staff and Lisutsnant

applisabls} and unlocking the cell door. 1If feasible. obtain
prdtsctiva squipment from the above msntlonsd areas. cut the
inmate down prstsstinq the head and neck area. nlways
administer 1ife-saving prcsedurss.

post rs and 109 books are snnfidsntaal documents and should
never be left unattandsd or in an area accE551hla to inmates Post
orders mast be gecured at all times when not in use taff

1t is the :aspansihility of the employee to inform the employer of
the fact they have not been able oT afforded the nypartunity to
read such orders - The employer will then advise the employee of

Employees assuming posts under these circumstances still have the
raspsnsibility of exercising sound corractianal judqmant pased upon
their craining and experience and will make reasonable efforts,
before assuming your post.

after reading the post orders, the employee€ must sign and date the
post Order Review Sheet which is 1ocated in gection 5 of this
document. These post orders are not intended o describe in detail
all the officers’ rssponsihilities. Good judgmsnt and common sense
are expected 1P all situations not covered in these post orders.

Ammw T 2018 Eansitive But Unclasslifiad Pace 30 of ch
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS

NOTE: IT IS pOLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION 1S THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY .

- 2./ S—

arden, Capta—in Date
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INSTITUTIONAL SUPPLEMENTS/PROGRAM STATEMENTS

FIREARMS AND BADGES P.8. 500.13
INMATE ACCOUNTABILITY I.S. NYM 5511.06
INMATE PERSONAL PROPERTY I.5. NYM 5580.07
SECURITY INSPECTIONS I.S. NYM 5500.13
TOOL CONTROL I.S. NYM 5500.13
MAIL MANAGEMENT P.5. 5800.16
VISITING PROCEDURES I.S. NYM 5267.08
INMATE CORRESPONDENCE I.S. NYM 5265.14
ALCOHOL SURVEILLANCE/TESTING I.S. NYM 6590.07
ENTRANCE PROCEDURES I.5. NYM 5500.13
INMATE TELEPHONES P.S. 5264.08

-ON SCREENING P.S. 5522.02
SEARCHING/DETAINING PERSONS P.8. 5510.15
SEXUAL ABUSE PREVENTION/INTERVENTION P.8. 5324.12
INMATE DISCIPLINE P.S., 5270.09
SPECIAL HOUSING P.S. 5270.10
SUICIDE PREVENTION P.S. 5324.08
SEARCHES OF HOUSING UNITS/INMATES AND WORK AREAS P.8. 5521.06
ESCORTED TRIPS P.S. 5538.07

USE OF FORCE/APPLICATION OF RESTRAINTS I.5. NYM 5566.06
POSTED PICTURE FILE P.8. 5510.13
HUNGER STRIEKES P.S. 5562.05
ESCAPES DEATH NOTIFICATIONS P.8. 5553.07
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CHAPTER 7
FIREARMS AND BADGES

700, DEFINITIONS. Probable cause, reasonable determination, or
reasonable belief means facts and circumstances known to the
employee at the time of the use of firearms that would cause a
reasonable employee to conclude that the action is appropriate.

701. CARRYING OF FIREARMS. Title 18 U.S.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau officers and employees.
This authority is delegated to the Director in 28 CFR 0.96 (o).

When approved by the Warden, institution staff are permitted to
carry firearms when:

® transnnrting inmates.

* assigned to escape posts, and

¢ assigned to security posts which require firearms as
standard issued eguipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. Staff Qualification. MNew employees must not be assigned to
posts requiring the carrying of firearms before completing the
Introduction to Correctional Technigques Training at the Federal
Law Enforcement Training Center.

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regicnal
Director.

c¢. Re-qualification. 5Staff must complete satisfactorily the
Bureau's approved firearms training course each year. Allowances
will be made in accordance with applicable laws, rules, and
regulations.
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Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Director's
designee may authecrize, in writing, Bureau staff to carry
Government-issued firearms for purposes not expressed in this
Program Statement.

702, USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

= Prevent escapes;
* Prevent loss of life or serious physical injury;

* Protect government property, upon determination that
the damage or loss of property would contribute
directly to an escape, loss of life, or serious
physical injury; and

* Maintain or restore control of a correctiocnal
institution.

The use of firearms is prohibited if force other than firearms
appear reasonably sufficient te accomplish law enforcement
purposes. Examples are, but not limited to:

®* Prevention of escape:;

®* Prevention serious physical injury; and
e« Restoration of control in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely
to fail.

An employee is not required to jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the
subject with every intention of hitting "center mass" to ensure
the subject is stopped.
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Staff will not attempt to shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger to staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving vehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

¢ Employee has a reasonable belief that the subject poses an
imminent danger of death or serious physical injury teo the
employee or others.

¢ Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As soon as practicable, medical attention must be provided to any
persons injured during an incident inveolving use of firearms.
Pirearms will not be usad if the axmployee recognices & potantial
escapee as an inmate sentenced under the Juvenile Justice and
Delinquency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations.

{1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hock, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prieor to
shooting the subject.

(2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior to using firearms, staff
must reasonably believe that an inmate has the capability teo
escape.

For example, the inmate may be carrying items such as, but

not limited to, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this policy, warning shots
should be used only if there is no apparent danger to self, other
staff and inmates, or the community.

Warning shots will be fired into the ground and never into
the air or in an indiscriminate direction.

The inmate is not required to be on the first/inner
perimeter fence before the employee issues the warning. When the
inmate actually contacts the [irst/inner perimeier fence in an
attempt to climb or demonstrates an attempt to get on or over the
first/inner perimeter fence, and the employee reasonably
determines an escape is being attempted, the employee may shoot
the subject.

The employee is not required to wait until the inmate is
between the perimeter fences or over the first/inner fences.

{3) Metropolitan Correctional Centers (MCCs) and
Metropoclitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a verbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.,

(4) Minimum Security Institutions. Ordinarily, firearms
are not used to prevent escapes from minimum security level
institutions. However, weapons are authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or serious physical injury te the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

(5) Escapes with Outside Assistance. Firearms may be used
against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6) Escape from Escorted Trip or Prisconer Transport. When
an employee reasonably determines an escape is being attempted
from an escorted trip or prisoner transport, the employee must
issue a verbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
prior to shooting the subject.

Qutside the immediate environs of a correctional
institution, the employee should not fire a warning shot prior to
shooting the subject due to the possibility of injury to innocent

5 . *
e LalluleEl 5.

Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
Lo prevent an escape of an inmate in transit teo or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum and non-minimum security level institutions.

(7) Once An Escape Has Occurred. After an escape from a
transport vehicle or an institution, and the immediate environs
has been successful, employees attempting to apprehend the
escaped prisconer may not use firearms unless there is probable
cause to believe:

(a) The subject has committed a felony involving the
jnfliction or threatened infliction of serious physical injury or
death.

(b) The subject’s escape would pose an imminent danger
of death or serious physical injury to the employee or others.

Note: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated" should be
interpreted in the following manner:
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¢ As long as a staff member is in continuous pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport vehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
is permissible under the escaping inmate standard.

* The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible.

A verbal warning should be given if it would not pose a risk
of death or serious bodily injury to the officer or others.

Warnlng shots are prchlblted due to the possibility of

injury Lo innocent b SLalldela.
J ¥

b. Prevent the Loss of Life or Serious Physical Injury. Staff
may use firearms when reasonable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others.

Firearms will be used in the same manner as for escapes; verbal »
warnings and warning shots should be given, when feasible, prior .;‘
to shooting the subject.

When authorized, warning shots should be used only if there is 4
no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

In a hostage situation, once it has been contained and attempts
to negot;ate have begun, only the Warden may order the use of
firearms to resolve the hostage situation.

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion.

c. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons

are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt to break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should ke given, when feasible, pricr
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

d. Maintain or Restore Control of a Correctional Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reasonably believes
the intended subject of the use of firearms is participating in a
disiulbanve i a waliel Lldi Lliileaiens e safely ui siali, uller
inmates, or the community.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots shculd
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

703. AERMED ESCORT BY COMMERCIAL AVIATION. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 108.11, Carriage of Weapons, and Part 108.21,
Carriage of Passengers Under the Control of Armed Law Enforcement
Escorts (1995), allows law enforcement officials, while
performing their duties, to travel while armed.

Staff must notify the air carrier prior to departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide required information to the
carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When not transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms in
checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational
[JUI'FIDSES. 4

For an incident while on duty, the report must be submitted prior
to the end of the employee's duty shift.

Tm wa = e Lo 2 e -t 2OW L o = AL _ai . oL T N . ) ] .o -
Ld @R LMl ATL L WA AE WL L WuL Yy Ll LERUL L WS L e Sl L L e

prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review
processes.

705. IDENTIFICATION BADGES. Upon request, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution,

The Captain will maintain strict accountability of Bureau badges.
Lost or stolen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
of firearms will be issued a Bureau identification badge.

The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of routine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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706. NON-DISCLOSURE OF BUREAU STAFF NAMES IN SHOOTING INCIDENTS.
Disclosure of an employee's name following a shooting incident
as prescribed 1in the Program Statement

will follow the guidelines
on News Media Contacts.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SPECIAL HOUSING UNIT LIEUTENANT
THIS IS NOT AN AEMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) CARRY POSTS

POST: SPECIAL HOUSING LIEUTENANT
EQUIPMENT : Key Rings C-26, E-7, Radio #679, MK-4 OC Dispenser
SHIFT: DAY WATCH

HOURS OF DUTY: 7:00 A.M. - 3:00 P.M.

8:00 A.M.
Verify your presence with the Captain, receive any pertinent
information and report to the Special Housing Unit.

B:30 A.M.

Begin conducting recreation, telephone calls and placing inmates
in the Law Library that are to be escorted by a lieutenant. These
inmates will include the S.A.M.5 inmates, and the High Security
Inmates housed in the 10-South Housing Unit.

9:00 A M.
Begin escorting the High Security inmates to their call-out
appointments and legal wvisits as necessary.

As the SHU Lieutenant you are directly responsible for the
operations of the Special Housing Unit and the 10-South High
Security Unit.

The SHU Lieutenant will maintain a list of the inmates that are
not authorized to have legal visits in the third floor attorney
conference area. The inmates housed in Administrative Detention
and Disciplinary Segregation status will wvisit in the Attorney
Conference area located on the third fool of the institution.

All high security inmates will be escorted from the Special
Housing Unit, in full restraints (handcuffs, leg irons and belly

chain). A control move will be conducted by the escorting
lieutenant when any High Security inmate is transported.

December 7, 2018 Sensitive But Unclassified Page 1 of 3
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SPECIAL HOUSING UNIT LIEUTENANT
THIS IS NOT AN ARMED POST

The SHU Lieutenant will ensure all logbooks located within the
unit are updated by the Special Housing Unit staff, and all staff
are conducting 30 minute rounds in a timely manner.

11:00 A.M,

Mainline feeding will be conducted in the unit. The SHU Lieutenant
will begin feeding all High Security inmates located within 9-South
and 10-South.

Cell rotations will be conducted every 21 days the SHU Lieutenant
will ensure the rotations are conducted in a timely manner in the
Special Housing Unit, and the High Security Unit.

Females will not be housed in SHU without the Warden’s
authorization. If authorization is given, a female correctional
cfficer will be assigned to the unit.

12:00 P.M.

Ensure all paperwork is complete for the day, 292's are assigned,
and the SHU report has been updated to include all pertinent
information.

4:00 P.M,

End of tour

Pass all pertinent information on to the Evening Watch Operations
Lieutenant.

Post Orders and log books are confidential documents and should
never be left unattended or in an area accessible to inmates. Post
Orders must be secured at all times when not in use by staff.

It is the responsibility of the employee to inform the employer of
the fact they have not been able or afforded the opportunity to
read such orders. The employer will then advise the employee of
the general requirements of the post, and answer any gquestions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon

their training and experience and will make reascnable efforts,
before assuming your post.

Dacembar 7, 2018 Sensitive But Unclassified Page 2 of 3
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SPECIAL HOUSING UNIT LIEUTENANT
THIS IS NOT AM ARMED POST

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail
all the officers’ responsibilities. Good judgment and common sense
are expected in all sit igns not covered in these post orders.

_ /z./ ?/’if’

Jermaine C. D Captain Da

December 7, 2018 Sensitive But Unclassified Page 3 of 3
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

SPECIAL HOUSING UNIT LIEUTENANT

THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) AEROSOL SPRAY POST.

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4 PEPPER
SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED IT IS YOUR
RESPONSIBILITY TO NOTIFTY THE OPERATIONS LIEUTENANT PRIOR TO ASSUMING
THE POST.

STAFF TRAINING AND ACCOUNTABILITY:

All staff (including sick and annual reliefs) assigned to an 0OC
aerosol dispenser post will receive the required training, and go
through quarterly re-familiarization training prior to assuming
their post each quarter. Training will include, but is not limited
to, proper carry and security of an OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post orders.

Staff will be held responsible for guidance outlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received OC
specialty training are not authorized to carry an OC aerosol
dispenser.

If you believe you need additional training or unfamiliar with the
OC aerosol dispenser, notify the Operations Lieutenant immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS

A post assigned with an OC aerosol dispenser is in addition to

emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aerosol dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will outline steps to be taken in case immediate
force is required as a result of a serious assault, recreation yard
incidents, or other serious incidents during all shifts. Trained
officers can use immediate force without the presents of a supervisor.

Once you have assumed your position/post, check the OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and document this in TRUSCOPE any defects noted.

December 7, 2018 Sensitive But Unclassified Page 1 of 6
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, WNEW YORK
SPECIAL POST ORDERS

SPECIAL HOUSING UNIT LIEUTENANT

THIS IS NOT AN ARMED POST

In the event of an accidental discharge, decontaminate yourself and
notify the Operations Lieutenant. Once you have decontaminated
yourself with soap and water and notified the Operations Lieutenant,
decontaminate the affected area with socap and water, and ventilation
if possible.

The usage of an OC aerosol dispenser must be limited to the performance
of official duties only. Staff are again reminded that use of the
OC aerosol dispenser outside established policies and procedures
will result in staff disciplinary action. The preferred method of
resolution is through verbal intervention. However, the safety of
staff and inmates in any dangerous encounter is paramount and may
require the use of an OC aerosol dispenser. Staff may use the
necessary amount of force only as a last alternative after all other
reasonable efforts to resolve the situation have failed. Staff may
use the necessary amount of force to gain control of the inmate,
to protect and ensure the safety of inmates, staff and others, to
prevent serious property damage, and to ensure institution security
and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold an
OC aerosol dispenser. No other method of carrying the OC aerosol
dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet but should
not be used closer than 4 feet,

In the event the OC aerosol dispenser is required the following steps
should be used:

n [ Fingers of the drawing hand should be extended and firmly
gripping the aeroscl dispenser.

2. Staff should assume an appropriate defensive stance and continue
with verbal commands.

£, 8 Flace thumb on the actuator.

4, Spray the facial area, specifically the eyes, delivering one

two-second burst. Once the OC aerosol spray has been dispensed,
staff should step back to avoid being contaminated by the spray

and maintain direct supervision of the inmate(s). Continue
with verbal commands.
& Allow the OC aeroscol spray to work while providing verbal
commands to the inmate (e.g., lay face down with arms spread).
6. Evaluate the response of the inmate(s). If the inmate(s) does

not submit to restraints and/or comply with staff orders within
15 seconds, a second two-second burst is authorized. After

December 7, 2018 Sensitive But Unclassified Page 2 of 6
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

SPECIAL HOUSING UNIT LIEUTENANT

THIS IS NOT AN ARMED POST

a second assessment, or if the inmate(s) has not complied with
staff commands, alternative methods to control the situation
may be pursued.

I Decontamination procedures include fresh air and the use of
soap and water within 15 minutes, or as soon as possible, after
OC aerosol spray has been applied. Normally, this is done
before the medical assessment.

8. Once the OC aeroscl spray is used and the inmate(s) is in
restraints, Health Services staff will be notified immediately.

A medical assessment will be performed to determine if the
inmate (s) sustained any injuries.

9, When an immediate use of force is necessary (e.g., involving
serious bodily harm, etc.), staff are obligated to obtain a
camera and begin recording the event as soon as it is feasible.

As soon as control of the situation has been obtained staff
must record information on: circumstances that required the
need for immediate use of force; identification of the
inmate(s); injuries; and staff, and others involved. (See PS
5566.06, Use of Force and Application of Restraints).

A reasonable correctional workers perception of the events would

govern the use of the OC aerosol dispenser in situations which require
an immediate response to an emergency situation. The Warden should
be notified as soon as possible after any such use. Documentation
is to be submitted in accordance with the Program Statement Use of
Force and Application of Restraints. Oleoresin Capsicum delivery
systems are authorized to be used for immediate response to situations
in which an inmate cannot be approached without danger to self or
others; and it is determined that a delay in bringing the situation
under control would constitute a serious danger to the inmate or

others.

RETENTION AWARENESS:

Ensure the OC aerosol dispenser is properly fastened to your duty
belt and firmly secured inside the holster. When confronting an

inmate, position your body so the OC aerosol dispenser faces away
from the inmate, maintain a safe distance, and continue with verbal
commands. '

It is impossible to define all of your duties in detail. These Post
Orders are intended to act as a guide in the performance of the duties
of your post. If you have any questions concerning policy and
procedure, contact the Captain for assistance.
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SPECIAL POST ORDERS

SPECIAL HOUSING UNIT LIEUTENANT

THIS IS NOT AN ARMED POST

As the Special Housing Unit Lieutenant, you are directly responsible
to the Captain for the security and orderly running of the Special
Housing Unit.

As the SHU Lieutenant, you have direct responsibility for the
supervision of all correctional officers assigned to the unit in
conjunction with the Operations Lieutenant. You will evaluate and
document the Correctional Officers performance and keep the Captain
informed of any unusual activities. The Captain will be notified
when any unusual activities take place in SHU and written notification
will be provided as needed. Written instructions may be supplemented
by oral direction at the discretion of the Captain. You must carry
a radio at all times, and respond to any emergency reguest for
assistance. Any sericus and or unusual incidents during non-duty
hours will be report to the Captain and the Institutional Duty
Officer.

SHU REVIEWS:

The SHU Lieutenant is responsible for conducting SRO reviews on all
inmates housed in the Special Housing Unit according to policy.
Documentation for the SRO reviews are maintained within the Special
Housing Unit report. The SHU Lieutenant, is also responsible for
ensuring the Psychology Department conduct psychological reviews
on inmates housed within the unit.

The SHU Lieutenant will ensure the SHU reports are updated and
generated for the weekly Special Housing meeting. You will be prepared
to offer a brief summary on all the inmates housed in the unit. You
will ensure the Captain reviews the report and copies are made for
all staff attending the meeting.

RELEASES FROM SHU:

Only the Captain can authorize an inmate be released from SHU into
general population. A release form will be initiated by the SHU
Lieutenant, requesting the inmate be released. This form will be
routed to the CMC, SIA, Captain and Associate Warden of Programs.
The inmate will not be released into population until all signatures
are obtained. ***Due to the large number of CIMS concerns at MCC
New York, it is imperative that a PP-10 is utilized to ensure that
no inmate is housed with his/her separations***

S.I.A ASSISTANCE:

The S.I.A. will provide documentation weekly of all inmates who
require special monitoring (mail, telephones, visiting). All SHU
staff will be responsible to adhering to these procedures to
effectively monitor these individuals. '
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SPECIAL HOUSING UNIT LIEUTENANT

THIS IS NOT AN ARMED POST

POST ORDER REVIEW:

Lieutenants are responsible for the continuous review of Post Orders.
The Captain will assign the revision of Post Orders to a lieutenant.
All submissions in reference to changes to the Post Orders will be
forwarded to the Captain who will route them to the lieutenant. The
SHU staff will be responsible for reviewing the SHU/Suicide Watch
post orders, and the SHU Lieutenant will be required to sign and
date the signature review sheets.

TOOL CONTROL:

All tools entering the Special Housing Unit will be inventoried upon
entering and exiting the unit. All tools will be documented on the
tool inventory form by the SHU OIC and maintained in a bound ledger
in the SHU Lieutenant’s Office.

COUNTS :

All lieutenants are responsible for ensuring the institution counts
are conducted and reported to the Counts and Assignments QOfficer.
The 4:00 P.M count and the 10:00 A.M. count (weekends, federal
holidays) are stand up counts. All inmates in Special Housing will
stand for the count at these times.

INCIDENT REPORTS AND INMATE DISCIPLINE:

Incident reports for the inmates housed in Special Housing will be
forwarded to the SHU Lieutenant who will conduct the initial
investigation. All incident reports will be thoroughly investigated
and recommendations should be forwarded to the respective unit team.

ESCORTING INMATES:

Al1]1 inmates escorted within SHU will be handcuffed from the back
and the cuffs will be double locked at all times. All inmates will
be escorted with a minimum of two cfficers to one inmate.

DOCUMENTATION :

The SHU Lieutenant will keep a file on all sack lunch requests, orderly
memos, administrative detention orders, and SRO/Psychological
reviews.

APPLICATION OF RESTRAINTS:

As the SHU Lieutenant is responsible for supervising disruptive
inmates and may be called upon teo conduct a forced cell move on an
inmate. The Warden or his/her designee authorization will be required
to conduct the move. It is imperative that you have an understanding
of the Program Statement regarding Use of Force and the application
of restraints. Authorization for the use of less than lethal munitions
will be determined by the Warden
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THIS IS NOT AN ARMED POST

PAT SEARCHES
§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross-gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(c) The facility shall document all cross-gender strip searches and

cross-gender visual body cavity searches, and shall document all
cross-ge at-down searches of female inmates.

/2 /7/ g

Jerfain C. Darden, Captain Date =
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Children under the age of sixteen (16) who are placed on the
visiting list must be accompanied by an adult who is also an
approved visitor. A brief embrace and kiss is permitted when an
inmate greets their wvisitor/child. The same applies upon
termination of the wisit. During the visit, any physical contact
other than hand holding will be considered improper and is
prohibited. Children are not permitted to be seated on inmates lap
during the course of their wisit. Visits with children are to take
Place only between the inmate jidentified on the official wisiting
form and the child listed on the official visiting form with the
child's parent or guardian present.

TOOL COMNTROL

e PURPOSE OF TOOL CONTROL: It is the policy of the Bureau of
Prisons to maintain strict control and accountability of tools
used and in storage at all institutions. Tool Control procedures
are imperative for the following reasons: to provide a tool in
good repair for the job at hand, to improve the general
appearance of the shop or working area, and to prevent tools from
being used to effect escape or assault.

* CLASSIFICATION OF TOOLS: All tftools are classified as Class AL;
Class A; or Class B. The Class AA group includes tools
considered too dangerous to leave inside the institution. The
Class A group includes tools most likely used in escape, or to do
bodily harm to personnel or other inmates. The Class B group
includes those of a less hazardous nature.

All tools, where possible, shall be stored on a shadow board as

follows:

 All class "AA" tool shadow boards will hawve a white background
with a bright (curb) yellow silhouette of each tool.

# All Class "A"™ tocl shadow boards will have a white background
with a red silhouette of each tool.

e All Class "B" tool shadow boards will have a white background
with a black silhouette of each tool.
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Non-Contact Visits:

If the Warden deems it necessary to give an inmate a non-contact
visit, the Warden will instruct the SHU Lieutenant to do so. The
visit will be conducted in the 10 South Annex wisiting room. This
visit will be directly supervised to ensure all established visiting
procedures are followed.

Clothing:
Bppropriate dress is required and must be in good taste.

Excessively provocative, immodest or revealing attire is reason to
deny a visit. Visitors over the age of 12 will not be allowed into
the institution in skirts, shorts, or dresses exceeding three inches
above the kneecap in length. Bathing suits or any type of swim wear
will not be permitted in the institution. See-through clothing,
revealing sleeveless garments, halter tops, tube tops, tank tops and
any kind of top that reveals the midriff area, low-cut shirts or
blouses, revealing front and backless clothing, skin-tight clothing,
spandex clothing, leotards, and sweat pants are NOT permitted. Any
pants with holes in the knee or buttocks area are also prohibited.
BAdditionally, hooded shirts of any kind, hats, caps, and head scarfs
(except for religious reasons) are also prohibited. All visitors
are required to wear footwear (no shower shoes of any kind) and
undergarments (including bras for females). In accordance with OSHA
guidelines, Visitors shoes are to be "closed toed" and have a strap
around the heal of the foot. The front lobby officer will not
permit visitors to wear jackets or blazers up to the visiting room.
Inmates are responsible for advising their visitors of the dress
requirements for visitation. Only a Correctional Supervisor and
Institution Duty Officer may deny visits for noncompliance.

Inmates' attire for wvisiting includes jumpsuit and bus shoes for
pre-trial males; females must wear the blue uniform and bus shoes;
cadres must wear khaki uniforms with institutional shoes. A random
selection of visitors will be tested with the Ion Spectrometry

Special Visit Requirements:

At times, Cléergymen, former or prospective employers, sponsors and
parole advisors may request special visits. They must make these
requests in writing with sufficient advance notice (72 hours). The
request will be reviewed by the Unit Manager for approval.
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VISITING

It is the policy of MCC New York to maintain visiting facilities for
the purpose of maintaining family ties. Because of the nature of
this facility, visits must be conducted under appropriate
supervision so that security is maintained and the wvisiting
privileges extended to inmates and their families are clearly
communicated. For the purpose of this policy, the term pre-trial
inmate refers to any inmate who is non-cadre, including holdovers,
treaty transfers, BICE detainees, state inmates, and any designated
inmate other than those assigned to the MCC New York Work Cadre
Unit. Staff must be able to verify the identity of visitors before
their admission into the institution. Acceptable means of
identification are, government-issued identification, passport,
state-issued photo identification (with a date of issue and
expiration) and valid drivers’ license. In cases where visitors do
not have photo identification, they will be required to have three
types of identification with signatures. These need not be the sole
means of identification. However, identification cards from quick
photo places, and check cashing establishments are not acceptable
forms of identification. Tactful questioning may clear up doubtful
cases. Visitors sixteen (16) and under do not have to show
identification unless of course they appear to be older. In such
cases, if a visitor under the age of sixteen cannot provide
documentation, i.e., a birth certificate (when requested) to prove
relationship and age, the visitor will not be allowed into the
institution.

The following procedures will be in effect regarding authorized
visiting lists. Each inmate will complete a visiting list. The
visiting list will not exceed ten (10) approved visitors for pre-
trial inmates and (12) for cadre inmates. Immediate family members
and two (2) person of "meaning" will be placed on the wvisiting list
absent strong circumstances that preclude visiting. Immediate family
is defined as mother, father, step-parents, step-children, foster
parents, grand-children, brothers, sisters, spouse and children. As
the situation presents itself, other non-immediate family members
will be allowed to visit at the approval of the Associate Warden of
Programs (AWP).
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housed on the same unit, therefore the programs should be clear of
all separatees. It is the Unit Officer’s responsibility to ensure
all inmates are checked for CIMS concerns prior to any escort off of
the unit. The Unit Officer will check the Unit separations roster to
ascertain if the inmate’s name appears on the roster. Ensure all
inmates are checked for CIMS concerns prior to any escort off of the
unit. The Unit Officer will check the unit separations  roster to
ascertain if the inmate’s name appears on the roster. If the
inmate’s name does not appear on the roster, the inmate is cleared
to be escorted off of the unit.

If the inmate’s name does appear on the separations roster, the Unit
Officer must clear the inmate prior to allowing the inmate to be
escorted off of the unit.

Inmates must be properly cleared by the Unit Officer and requesting
staff member prior to any escort. The requesting staff member must
clear all inmate movement to their area with the C&A Officer at
extension 5123. The C&A Officer must clear the inmate prior to the
inmate departing from his/her assigned housing wunit. The Unit
Officer must also clear the inmate with the C&A Officer prior to
allowing any inmate to depart from the unit. Even though, the
Hospital Officer or the Visiting Room may be clearing the inmate(s) ,
it is the Unit Officer’s ultimate responsibility to ensure the
inmate has been properly cleared. The Unit Officer must review the
Unit Separations roster and check for the inmate’s name and register
number on the roster. If the inmate’'s name does not appear, the
inmate is cleared for movement, and you do not need to contact the
C&A Officer. If the inmate’'s name does appear on the Separations
roster, the Unit Officer must contact the C&A Officer at extension
6468 and clear the inmate prior to allowing the inmate to depart
from the unit.

Inmates must be properly identified and pat searched prior to
departing from the housing unit. Every inmate must carry on their
person the institution identification card. This is the means staff
utilize to properly identify the inmate. It is the Unit Officer’s
responsibility to ensure the inmate has his/her identification card
on his/her person prior to departing from the unit. The number of
inmates escorted at one time on the elevator is directly related to
the number of staff available to conduct the escort. One staff
member can escort ten (10) inmates in the elevator at one time.
Anything more than ten(10), inmates in the elevator causes security
and safety concerns. During Inmate Visiting, the Intern Officers
and the Activities Officers will assist the Visiting Officers in
escorting inmates to and from the Visiting Rooms. The number of
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§ 115.15 Limits to cross—-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
eross—-gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(c) The facility shall document all cross-gender strip searches and
cross-gender visual body cavity searches, and shall document all
cross-gender pat-down searches of female inmates.

Visual Search(Strip Search) :

All inmates entering the institution from court, transfers or trips
out in the community, will be visually searched (strip searched),
and screened with the hand held metal detector. Inmates will also
be visually searched when leaving the institution for any reason,
including release. A thorough search of the inmate's clothing will
be completed. Except in emergency situations, all strip searches
will be conducted by a staff member of the same sex as the inmate.
At least one male and one female staff will be available 24 hours a
day to conduct visual searches.

December 7, 2018 Sensitive But Unclassified Page 8 of 29

EFTA00108059



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS

SPECIAL HOUSING UNIT
THIS IS NOT AN ARMED POST

less than two(2) members. Where an alleged wvioclation of
institution rules or regulations warrants consideration for
other than a minor sanction, the charge may be referred to the
Disciplinary Hearing Officer for hearing and disposition.

¢ DISCIPLINARY HEARING OFFICER (DHO): The DHO shall conduct
hearings and make findings, and may impose appropriate
sanctions on incidents of inmate misconduct referred to him/her
for disposition.

e OFFICER RESPONSIBILITY: All Correctional Officers should make a
concentrated effort to ensure that incident reports contain the
precise details of action(s) being reported. All facts about
the incident which are known by the officer should be recorded.
If there is anything unusual about the inmate’s behavior, this

should be noted. Completed incident reports should be
forwarded to the Lieutenants’ Office as soon as practical for
disposition. Further information can be found in Program

Statement 5270.07

ADMINISTREATIVE REMEDIES:

Administrative Remedies are formal complaints submitted by inmates
concerning problems they were unable to resolve through normal
channels. The inmate is to request the Remedy Form (BP-8, BP-9, and
BP-10) from the Unit Team. It is normally returned to the Unit Team
for processing, although the inmate may mail directly to the Region
or Central offices for sensitive matters.

ENFORCEMENT OF RULES AND REGULATIONS:

All staff members must be familiar with the Inmate Discipline
Program Statement. The rules and regulations must be adhered to,
with firm but fair tactics used. You may at times be able to
correct an inmate without writing an incident report. However, if
the inmate's violation of the institution's rules and regulations is
of a serious nature, an incident report must be written.
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. Detail Pouches: Each employee in charge of a detail assumes
responsibility for the custody, contrel and conduct of all
inmates assigned to his/her detail. Both Unit Officers and
those staff members having details will pick up their detail
pouches prior to reporting to their assignment, and are
responsible for turning them in at the end of the working day.

. Body Alarm: Unit Officers assigned to posts with body alarms
are required to carry the body alarm on their person on every
shift. If an individual is relieved from a post that is
assigned a body alarm, the relieving officer will be given the
body alarm to carry. Normally, body alarms will not be removed
or carried from the post to which assigned but should it become
necessary, the Control Center MUST be contacted and the staff
member given authorization to move with the body alarm. The
purpose of this is to allow the unit Officer to be in constant
communication with the Control Center. A check of all issued
units for proper functioning will be made at the beginning of
every shift. Further instructions in the utilization of these
transmitters will be explained in the Chapter entitled
Emergency Procedures.

KEY CHITS:

Metal key chits are used as receipts for obtaining most equipment
that you will be using. Replacement chits are available through the
Security Officer. Key chits will not be left in the Control Center
at the end of the work day, or upon return of the equipment. Paper
tags/Paper chits utilized as key chits are not authorized. Use of
any item other that a metal key chit will be subject to the approval
of the OPS LT. Temporary Chits can be obtained from the
Lieutenants’ Office

SECURITY AND ACCOUNTABILITY:

Conduct daily security inspections of your entire area, paying
particular attention to any defective locks or the tampering of
locks, windows, doors, etc., and report the findings to the
Operations Lieutenant in a timely manner. Daily security
inspections of your entire area are required and are vital to the
security of the institution. Minor repairs will require a work
order to the department concerned through the Captain's Office.
Defective locks will be brought to the attention of the Operations
Lieutenant immediately. Security inspections shall be supplemented
with periodic searches by regular search teams. The searches will
be initiated by the Operations Lieutenant, under the direction of
the Captain. BAs a Unit Officer, you are responsible for the
accountability of your details, authorized lay-ins, and unassigned
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EMERGENCY PROCEDURES

EMERGENCY PLAN IMPLEMENTATIOM: Each officer is required to review
the fifteen basic emergency plans which are located in the Command
Center. Each staff member is required to sign indicating they have
reviewed the contingency plans for the year. During emergency
situations, officers assigned to a specific area are responsible for
the accountability of all inmates and staff in their areas unless
otherwise directed. _

EMERGENCY WARNING SYSTEMS: The Control Center serves as the central
receiving area for emergency warnings. The Control Center Officer
will immediately notify the correctional supervisor and other
authorized officials in order to summon help to the designated
areas. )

*Any person held hostage shall be considered under duress, and any
orders issued by such person, regardless of rank, and including the
Warden, shall be disregarded.

TELEPHONE “222": This number is a system for reporting emergencies
at the institution. Whenever possible, remain on the line to relay
necessary information to the Control Center. If a situation occurs
that makes it impractical to remain on the line, be sure the
telephone is ringing the Control Center before leaving the immediate
area. This number alsc rings into the Correctional Supervisor’s
Office. The “222" telephone system will be tested weekly.

BODY ALARMS:

"Body Alarms” should be considered only as an auxiliary to the
emergency alarm system telephone number 222, and do not supersede
the dial alarm if a telephone is convenient or appropriate to use.
Only the “general area,” e.g., specific unit, can be determined by
the Control Center when this alarm is used. Officers will not
tamper with or attempt to repair the transmitter units. The body
alarm tests will be conducted in the following manner. The Control
Center Officer will contact the staff member with the body alarm
advising them that a body alarm test is being conducted. The Control
Room Officer will verify the body alarm number and direct the staff
member to activate the body alarm by depressing the red button
located at the top of the unit. Once the test has been successful
the Control Room Officer will advise the staff member that the test
was a good test, and advise them to clear the alarm and conduct a
radio test. After performing this procedure the unit is now ready to
receive radio transmissions and send an alarm to summon staff
assistance if needed.

WATCH CALLS:
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STORAGE AND SUPERVISION OF CLASS “AA" TOOLS:

Class "AA" Tools must be removed from the institution at the end of
each work day, stored in a combination locked safe in a Class "A"
Tool Room, stored in the armory, or turned into the control center.
Class "A" Tools must be stored in a metal cage or a class #1
concrete walled room physically separated from Class "B" Tools
behind two (2) locked doors. When the Class "A" Tool Room is inside
the Class "B" Tool Room, the lock on the Class "B"™ Tecol Room serves
as one (1) of the two (2) required locks for the Class "A" Tool
Room. Supervision of Class "AA" Tools will be under constant wvisual
supervision.

STORAGE AND SUPERVISION OF CLASS “A" TOOLS:

Class A tools will be kept on a shadow board in a locked room or
cabinet. This storage area will be separate and secure from the
Class B tools storage area. Only employees are authorized to issue
and draw Class A tools from the Tool Room or places of storage.
Class A tools will be under the supervision of an employee at all
times. Inmates are not permitted to carry them about the
institution without an employee escort nor use them without
supervision. A complete inventory of Class A tools will be made at
the beginning of the workday, before the detail is released for
dinner and at the end of the workday. When a Class A tocol is lost
or misplaced, the Chief Correctional Supervisor will be notified
immediately. All inmates who may have had access to the tool will
be held at the work location until a thorough search has been made.

STORAGE AND SUPERVISION OF CLASS “B" TOOLS:

All tools not in the Class A or Class AA categories will be
considered to be Class B tools. All Class B tools are under the
supervision of the employees and must be accounted for at the end of
the work day. These tools must be issued to inmates, in the presence
of their supervisor. All Class B tools must be gathered from the
work area and moved to the storage area at the end of the work day.
When a Class B tools is lost or misplaced, a search for it will be

- initiated and a written report will be made to the Chief

Correctional Supervisor and the department head covering the details
of the loss at the end of the day.
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EEY AND LOCK CONTROL

POLICY: It is the policy of the Bureau of Prisons to maintain proper
control of keys and locks at all times. The purpose of this is to
establish procedures for control and inventory of institution keys
and locks. Further detailed 4information can be obtained by
referring to BOP Program Statements.

All keys authorized for daily use will be stored on the Control
Center key board when not in use. Sets of keys are identified by
letter and number with the number of keys in that set indicated.
Two listings of key locations identifying active and emergency keys
can be found in the Control Center and in the office of the Security
Officer.

RESTRICTED AND EMERGENCY KEYS:

Restricted keys have blue/black tags on the keyboard in the Control
Center. The Watch Supervisor will be - notified when it becomes
necessary to draw keys for a department or post other than his/her
assigned are, or to a restricted area, such as the commissary,
storeroom, etc. The officer will prepare a Restricted Key Form
indicating the purpose for entering such area. Emergency keys or
red-lined keys will be issued only at the direction of the Warden,
Chief of Correctional Services, Associate Warden, Watch Supervisor
or the Institution Duty Officer. Acting positions may delegate the
drawing of keys for a specific time period via memo through the
Captain.

HANDLING OF KEYS:

Keys will be carried on a ring which is securely fastened to a chain
affixed to the belt of the officer. Discussion of key numbers and
reference to their use will be avoided in the presence of inmates.
Keys should never be carelessly thrown around, dropped, or left
unattended, etc. Always personally hand the keys to your relief so
they remain in the personal possession of the officer at all times.
Each officer has the responsibility to count the number of keys on
each set to ensure that all keys are present. Inmates will never be
permitted to handle keys designated for employee use at any time, or
under any circumstances. Should an employee take keys home, the
keys must be brought back to the institution immediately.
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CALL-QUTS:

Sufficient copies of the master call-out sheet for distribution to
all units will be copied and forwarded to the Control Center Officer
so that the Morning Watch Control Center Officer can place one in
each detail pouch. Extra copies of the call-outs will be placed at
the detail pouch cabinet. Unit officers will post the call-out in
the housing units.

The employee who places an inmate on call-out must ensure the
requested inmate arrives at the specified time. If the inmate doces
not arrive as scheduled, the requesting staff member shall contact
the staff member responsible for the inmate’s accountability. If
the inmate(s) is/are found to be in an area other than the assigned
callout area, it is the responsibility of the staff member(s) or
department that has placed the inmate(s) on call-out to prepare an
- incident report for the inmate’s failure to report to call-out. If
efforts to locate the inmate fail, the inmate shall be immediately
reported to the shift lieutenant as missing and appropriate action
initiated to locate the inmate.

CELL ASSIGNMENT - SEXUAL OFFENDER/PROTECTIVE CUSTODY

Cell assignments will be determined in an methodical manner. This
involves the SHU Lieutenant and 0IC, Psychology staff, Unit Team as
well as Investigative staff, in determining suitability of cellmates
for inmates in protective custody and/or sexual offenders. Most
inmates do not like to be housed with sexual offenders or protective
custody inmates. Housing the wrong inmates with sexual offenders or
protective custody inmates, can lead to serious assaults and/or
homicide. Inmates cannot be allowed to choose their roommates, but
it is understood that some inmates may be better housed with inmates
of like backgrounds/affiliations, than arbitrarily housing the
inmates without considering all variables. As noted earlier,
protective custody and sexual offenders will be screened thoroughly.
If there are no single cells available, this review will be crucial
in minimizing the potential for assault,.

HIGH RISK LIST

During the weekly SHU meeting, the Warden will be provided a list of
those inmates who are considered high risk from a psychological and
management stand point. The Captain and Chief Psychologist should be
responsible for generating this list. This list will be provided. to
the Lieutenants’ office and the Duty Officers so they are informed
should a high risk inmate act out and be in need of medical or
psychological attention.
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Inmate’s current mood, affect, and behavior

1s Is the inmate emotionally upset, angry, and easily agitated?

2. Are the inmate’s thoughts clear and goal directed (vs.
delusional or psychotic in nature)?

B Is the inmate depressed, has there been a recent loss?

q. Has hopelessness persisted even after the depression has
lifted?

5. Has the inmate given away property, revised a will, or

reguested a phone call to say his goodbyes?

Medical Condition (s)/Chronic Pain

1. Does the inmate have a chronic life threatening medical
illness?

2. Has the inmate’s overall health diminished recently?

. I8 Is the inmate experiencing pain or other negative symptoms?

Relationship Difficulties

1 Has the inmate received a Dear John letter?

- 3 Have communications and or visits decreased?

3. Has there been a change in the relationship?

Situational Factors

1 Legal issues - pending indictment; loss of appeal to reduce
santence.

Difficulties with staff or other inmates.

Gambling debts, drugs.

Ending of a close relationship with another inmate.
Possible victim of a sexual assault.

ks L B

REPORTING AND DOCUMENTING INMATE BEHAVIOR

Report Your Concerns: Any inmate behavior(s) that is guestionable
and may reflect a change in mental health status should be reported
to the Shift Lieutenant immediately.

During non-working hours: Inform the Shift Lieutenant of any
questionable inmate behavior. He/she will determine if the on-call
psychologist needs to be contacted.

Segregation Log Book: Any changes in inmate behaviors should be
noted in the TRUSCOPE program. A detailed note regarding the
observed behavior is advisable. Documenting in the TRUSCOPE program
serves two purposes. First, the entry serves as a means of
communication for other staff members. Second, it provides an
accurate account of activity during your shift. Documentation
should be neat, legible, and professional.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Responding

Not all allegations of sexually abusive behavior will require full
activation of the Response Protocol. In some cases, the Program
Coordinator will determine that there is not sufficient reason to
proceed (e.g., the alleged victim credibly recanted; the alleged
perpetrator was not in the institution on the date of the
allegation, the inmates involved independently report a non-coercive
sexual encounter, etc.) and the Response Protocol may be terminated.

In cases where more information is needed, or in cases where there
is a credible and serious allegation or instance of sexually abusive
behavior, the full Response Protocol will be implemented. Once the
Program Coordinator determines that the intervention should
continue, a sensitive and coordinated response is necessary.
Services will be provided in an environment that meets both security
and therapeutic needs. The full Response Protocel, monitored by the
Program Coordinator, involves the following components:

Protection

All appropriate staff will consult and determine the actions to be
taken to prevent further sexually abusive behavior both to the
alleged victim (e.g. change in work assignments, change in housing
assignment, closer supervision, protective custody, transfer, etc.)
and/or by the alleged perpetrator (e.g., remove from compound,
change housing assignment, etc.).

The Captain will ensure that a STG category of “W SA UNV” is entered
into SENTRY, and in instances where an inmate perpetrator is
alleged, will enter the STG category of “P SA UNV"” for that inmate
(See Section 13.b. for further details).

PSYCHOLOGICAL:

Psychology staff are responsible for crisis intervention, assessment
of treatment needs, documentation of the evaluation results,
treatment, psychiatric referral, and/or other treatment options
related to the alleged wvictim. In addition, Psychology staff provide
guidance to Unit Management and Community Corrections staff
regarding an inmate’s post-release mental health needs. Inmate
perpetrators (or alleged perpetrators) of sexually abusive behaviors
will be referred by the Operations Lieutenant to Psychology
Services. Inmates considered high-risk for sexual re-offending may
be referred to specialty treatment and/or management programs,
individual or group counseling, or may be managed through standard
correctional technigues.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Staff Perpetrator on Inmate Victim:

In the event that a staff member is alleged to have perpetrated
sexually abusive behavior against an inmate, the Warden will be
notified immediately. The Warden will notify the Regicnal Director
and the Office of Internal Affairs (0OIZA), who will in turn notify
the Office of the Inspector General (0IG), and when appropriate,
will notify the Federal Bureau of Investigation (FBI).

Inmate Perpetrator on Staff Victim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against a staff member, the SIA/SIS will be
contacted immediately with follow-up notification to the Warden.

Crime Scene Preservation:

The staff first responder will preserve the crime scene. SIS staff
will be responsible for collecting information/evidence. The
investigation, in coordination with the agency to which the case may
be referred, will follow the guidance given in the Special
Investigative Supervisor’s Manual that outlines gathering and
processing procedures.

Physical Evidence Collection:

When there is a report of a recent Rape or Sexual Assault with an
Object, or there is a strong suspicion that a recent, serious
assault may have been sexual in nature, a thorough physical
examination of the alleged wictim - to include a “rape kit” will be
completed immediately. Physical evidence collection may also include
an examination of, and collection of physical evidence from the
suspected perpetrator(s).

After Action Reviews of Violent Sexual Assaults:

Following any incident of Rape or Sexual Assault with an Object, the
Warden, Program Coordinator, Chief of Correctional Services, Health
Services Administrator, and Chief Psychologist will meet and review
the incident. This review is to assess the reasonableness of the
actions of staff following the incident, to ensure the security and
treatment needs of the inmate victim have been addressed adequately
and the management and investigation of the inmate or staff
perpetrator is progressing appropriately. Within two working days
after the initial reporting of the Rape or Sexual Assault with an
Object, a written report highlighting the relevant facts should be
produced and the Warden or designee will personally attest by his or
her signature that the review has taken place and that the steps
taken by staff were either appropriate or inappropriate. A copy of
this report will be forwarded to the Regional Director.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Post Orders, the TRUSCOPE program and log books are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders . The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reasonable efforts before
assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail all
the officers’ responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGAFRD F RANK, HAS NO AUTHORITY.

12/7/i&

Jermai Darden, Captain Date
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INSTITUTIONAL SUPPLEMENTS/PROGRAM STATEMENTS

FIREARMS AND BADGES P.S. 500.13
INMATE ACCOUNTABILITY I.5. N¥M 5511.06
INMATE FERSONAL FROPERTY I.S. NYM 5580.07
SECURITY INSPECTIONS I.S. NYM 5500.13
TOOL CONTROL I.5. NYM 5500.13
MAIL MANAGEMENT P.5. 5800.16
VISITING PROCEDURES I.S. NYM 5267.08
INMATE CORRESPONDENCE I.S. NYM 5265.14
ALCOHOL SURVEILLANCE/TESTING I.5. NYM 6590.07
ENTRANCE PROCEDURES I.s. N¥YM 5500.13
INMATE TELEPHONES P.S. 5264.08
-ON SCREENING P.S. 5522.02
SEARCHING/DETAINING PERSONS P.8. 5510.15
SEXUAL ABUSE PREVENTION/INTERVENTION P.S. 5324.12
INMATE DISCIPLINE P.8. 5270.08
SPECIAL HOUSING P.S. 5270.10
SUICIDE PREVENTION P.S. 5324.08
SERRCHES OF HOUSING UNITS/INMATES AND WORK AREAS P.8. 5521.06
ESCORTED TRIPS P.S. 5538.07
USE OF FORCE/APPLICATION OF RESTRAINTS I.5. NYM 5566.06
POSTED PICTURE FILE P.8. 5510.13
HUNGER STRIEKES P.S. 5562.05
ESCAPES DEATH NOTIFICATIONS P.5. 5553.07
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CHAPTER 7
FIREARMS AND BRDGES

700. DEFINITIONS. Prcbable cause, reascnable determination, or
reasonable belief means facts and circumstances known to the
employee at the time of the use of firearms that would cause a
reasonable employee to conclude that the action is appropriate.

701. CARRYING OF FIREARMS. Title 18 U.S5.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau officers and employees.
This authority is delegated to the Director in 28 CFR 0.96(0o).

When approved by the Warden, institution staff are permitted to
carry firearms when:

® transnorting inmates.

* assigned to escape posts, and
* assigned to security posts which require firearms as
standard issued egquipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. Staff Qualification. New employees must not be assigned to
posts requiring the carrying of firearms before completing the
Introduction te Correctional Technigques Training at the Federal
Law Enforcement Training Center. '

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regional
Director.

c. Re-qualification. Staff must complete satisfactorily the
Bureau’s approved firearms training course each year. BAllowances
will be made in accordance with applicable laws, rules, and
regulations,

4
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Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Director's
designee may authorize, in writing, Bureau staff to carry
Government-issued firearms for purposes not expressed in this
Program Statement.

702. USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

s Prevent escapes;
e Prevent loss of life or serious physical injury;

& Protect government property, upon determination that
the damage or loss of property would contribute
directly to an escape, loss of life, or serious
physical injury; and

e Maintain or restore control of a correctional
institution.

The use of firearms is prohibited if force other than firearms
appear reascnably sufficient to accomplish law enforcement
purposes. Examples are, but not limited to:

®* Prevention of escape;
® Prevention serious physical injury; and
* Restoration of control in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely
to fail. )

An employee is not required to jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the

subject with every intention of hitting "center mass"™ to ensure
the subject is stopped.
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Staff will not attempt to shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger to staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving wvehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

*» Employee has a reascnable belief that the subject poses an
imminent danger of death or serious physical injury to the
employee or others.

¢ Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As soon as practicable, medical attention must be provided to any
persons injured during an incident involwving use of firearms.
rirearms will not be used if the employse recognizes a potential
escapee as an inmate sentenced under the Juvenile Justice and
Delinguency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations.

(1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hook, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject. ’

(2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior to using firearms, staff
must reasonably believe that an inmate has the capability to
escape.

For example, the inmate may be carrying items such as, but

not limited to, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

Verbal warnings and warning shots are not required when the
employee reascnably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this policy, warning shots
should be used only if there is no apparent danger to self, other
staff and inmates, or the community.

Warning shots will be fired into the ground and never into
the air or in an indiscriminate direction.

The inmate is not required to be on the first/inner
perimeter fence before the employee issues the warning. When the
inmate actualily contacis the [irst/inner perlueier [eace 1 all
attempt to climb or demonstrates an attempt to get on or over the
first/inner perimeter fence, and the employee reasonably
determines an escape is being attempted, the employee may shoot
the subject.

The employee is not required to wait until the inmate is
between the perimeter fences or over the first/inner fences.

(3) Metropolitan Correctional Centers (MCCs) and
Metropolitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a wverbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.

{(4) Minimum Security Institutions. Ordinarily, firearms
are not used to prevent escapes from minimum security level
institutions. However, weapons are authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or serious physical injury to the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

{(5) Escapes with Outside Assistance. Firearms may be used
against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6) Escape from Escorted Trip or Prisoner Transport. When
an employee reasonably determines an escape is being attempted
from an escorted trip or prisoner transport, the employee must
issue a verbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
prior to shooting the subject.

Outside the immediate environs of a correctional
institution, the employee should not fire a warning shot prior to
shooting the subject due to the possibility of injury te innocent

] . '
Lyowdlludol o,

Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
to prevent an escape of an inmate in transit to or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum and non-minimum security level institutions.

(7) ©Once An Escape Has Occurred. After an escape from a
transport wvehicle or an institution, and the immediate environs
has been successful, employees attempting to apprehend the
escaped prisoner may not use firearms unless there is probable
cause to believe:

(a) The subject has committed a felony involving the
infliction or threatened infliction of serious physical injury or
death. ‘

(b) The subject’s escape would pese an imminent danger
of death or serious physical injury to the employee or others.

Note: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated” should be
interpreted in the following manner:
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e As long as a staff member is in continuous pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport wvehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
1s permissible under the escaping inmate standard.

¢ The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible.

A verbal warning should be given if it would not pose a risk
of death or serious bodily injury to the officer or others,

Warning shots are prohibited due to the possibility of

2 am o awame i 1 S CRI T = i 1]
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b. Prevent the Loss of Life or Serious Physical Injury. Staff
may use firearms when reasonable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others.

Firearms will be used in the same manner as for escapes; verbal »
warnings and warning shots should be given, when feasible, prior ‘i‘
to shooting the subject.

When authorized, warning shots should be used only if there is -4
no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

In a hostage situation, once it has been contained and attempts
to negotiate have begun, only the Warden may order the use of .
firearms to resolve the hostage situation. ;

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion.

c. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons

are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt toc break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury te self or others.

d. Maintain or Restore Control of a Correctional Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reasonably believes
the intended subject of the use of firearms is participating in a
'q.;-J..bL-U:J-LFﬂiIM-G JI.JI o lleiirel Lllﬂi‘- L].J.l.':.‘d.ll,.\',.'il.‘;r L.;II: .‘;H;l.rl;‘i..}' UI ;de’:[, UL.iH;J.
inmates, or the community.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

703. ARMED ESCORT BY COMMERCIAL AVIATION. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 108.11, Carriage of Weapons, and Part 108.21,
Carriage of Passengers Under the Control of Armed Law Enforcement
Escorts (1995), allows law enforcement officials, while
performing their duties, to travel while armed.

Staff must notify the air carrier prior to departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide required information to the
carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When not transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms in
checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational
purposes. d

For an incident while on duty, the report must be submitted prior
to the end of the employee's duty shift.
IS an incident wnile off duly, Ll lepuli wusi e suliullieod

prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review
processes.

705. IDENTIFICATION BADGES. Upon request, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution.

The Captain will maintain strict accountability of Bureau badges.
Lost or stolen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
of firearms will be issued a Bureau identification badge.

The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of routine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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NON-DISCLOSURE OF BUREAU STAFF NAMES IN SHOOTING INCIDENTS.
name following a shooting incident

706.
as prescribed in the Program Statement

Disclosure of an employee's
will follow the guidelines
on News Media Contacts.
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METROPOLITAN CORRECTIONAL CENTER
NEW YOREK, NEW YORK
SPECIFIC POST OEDERS
SHU #1
THIS IS HOT AN ARMED POST

THIS IS AN OLEORESIN CAPSIUM (OC) CARRY POST

POST: SPECIAL HOUSING UNIT #1(SHU #1)

EQUIPMENT : Key Ring(s) C-27, C-28, C-30, C-31, C-32, C-33, B-32,
B-33 Radio/BA, Metal Detector, MK-4 OC Dispenser

All equipment assigned to this post and will be accountable on the shift
to shift inventory form. All 24 hour equipment and key rings will be
logged inte TRUSCOPE program with type of equipment and key ring
numbers.

SHIFT: MORNING WATCH

HOURS OF DUTY: 12:00 A.M. to B8:00 A.M.

NORMAL ROUTINE:

All Correctional Officers will report to the institution according to
their assigned work schedule. You are required to utilize the “Staff
Chit Board” whenever you enter and/or depart from the secured perimeter
of the institution

SECURITY PROCEDUREES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED SHU
DOORS :

Door 27 and Inner Door: Both doors must always remain secured when not
being used. They are to be opened as needed for traffic and secured
immediately. These doors are to be considered a sallyport only and one
door will be open at a time unless there is an emergency. '

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
- population movement. The controlled move is conducted to guarantee
that the inmate is closely monitored and kept separate from other
inmates.

12:00 A.M.

Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Evening Watch Officer. After you have relieved
the Evening Watch Officer, as the equipment is issued on a 24-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
HOUSING UNITS
THIS IS NOT AN ARMED POST

THESE POSTS ARE OLEORESIN CAPSICUM(OC) CARRY POSTS WITH THE EXCEPTION OF
THE 5-SCUTH CADRE INMATES

POST: THESE POST ORDERS WILL COVER THE FOLLOWING HOUSING UNITS

EQUIPMENT : UNIT 2(BA): BODY ALARM #601 EKEYS Cl W/8, MK-4 OC DISPENSER
UNIT 3(CA): BODY ALARM #602 KEYS C2 W/8, MK-4 OC DISPENSER
UNIT SN (EN): BODY ALARM #603 KEYS C5 W/8, MK-4 OC DISPENSER
UNIT 58 (ES): BODY ALARM #604 KEYS CB W/7, MK-4 OC DISPENSER
UNIT 7N (GN): BODY ALARM #605 KEYS Cllw/9, MK-4 OC DISPENSER
UNIT 7S(GS): BODY ALARM #606 KEYS Cl4wW/9, MK-4 OC DISPENSER
UNMIT 9N (IN): BODY ALARM #607 KEYS C17W/10, MK-4 OC DISPENSER
UNIT 11N(KN): BODY ALARM #619 KEYS C20W/8, MK-4 OC DISPENSER
UNIT 11S(KS): BODY ALARM #616 KEYS C23W/6

All equipment and key rings will be logged into TRUSCOPE program with type
of equipment and key ring numbers.

SHIFT: MORNING WATCH / DAY WATCH / EVENING WATCH

HOURS OF DUTY: 12:00 A.M. - B8:00 A.M. (M/W SHIFT)
7:45 A.M. - 4:15 P.M. (D/W SHIFT) (Weekdays)
8:00 A.M. - 4:00 P.M. Weekends and Holidays
4:00 P.M. - 12:00 A.M. (E/W SHIFT)

LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE: All correctional officers will report to the institution
in a timely manner. You are required to utilize the “Staff Chit Board”
whenever you enter and/or depart from the secured perimeter of the
institution.

**Remember inmates do not have authority over other inmates. Staff are
responsible for supervising inmates at all times#*¥**

MORNING WATCH

12:00 A.M.
Report directly to the Unit wearing the prescribed uniform and relieve the
Evening Watch Officer. After you relieve the Evening Watch Officer and

receive all pertinent information, as the equipment is issued on a Z4-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.
Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by clips
and a metal chain.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YOREK
SPECIFIC POST ORDERS
HOUSING UNITS
THIS IS NOT AN ARMED POST

THESE POSTS ARE OLEORESIN CAPSICUM(OC) CARRY POSTS WITH THE EXCEPTION OF
THE 5-SCUTH CADRE INMATES

POST: THESE POST ORDERS WILL COVER THE FOLLOWING HOUSING UNITS

EQUIPMENT: UNIT 2 (BA): BODY ALARM #601 KEYS Cl W/8, MK-4 OC DISPENSER
UNIT 3(CA): BODY ALARM #602 KEYS C2 W/8, MK-4 OC DISPENSER
UNIT 5N (EN): BODY ALARM #603 KEYS C5 W/8, MK-4 OC DISPENSER
UNIT 5S(ES): BODY ALARM #604 KEYS C8 W/7, MK-4 OC DISPENSER
UNIT 7N (GN) : BODY ALARM #605 KEYS Cl11W/9, MK-4 OC DISPENSER
UNIT 7S(GS): BODY ALARM #606 KEYS Cl4W/9, MK-4 OC DISPENSER
UNIT 9N (IN): BODY ALARM #607 KEYS Cl17wW/10, MK-4 OC DISPENSER
UNIT 11N(KN): BODY ALARM #619 KEYS C20W/8, MK-4 OC DISPENSER
UNIT 11S(KS): BODY ALARM #616 KEYS C23W/6

All equipment and key rings will be logged into TRUSCOPE program with type
of equipment and key ring numbers.

SHIFT: MORMNING WATCH / DAY WATCH / EVENING WATCH

HOURS OF DUTY: 12:00 A.M. - B8:00 A.M. (M/W SHIFT)
7:45 A.M. - 4:15 P.M. (D/W SHIFT) (Weekdays)
8:00 A.M. - 4:00 P.M. Weekends and Holidays
4:00 P.M. - 12:00 A.M. (E/W SHIFT)

LUNCH RELIEF: See Current Lunch relief Schedule

HOBMAL ROUTINE: All correctional officers will report to the institution
in a timely manner. You are required to utilize the "“Staff Chit Board”
whenever you enter and/or depart from the secured perimeter of the
institution.

**Remember inmates do not have authority over other inmates. Staff are
responsible for supervising inmates at all times***

MORNING WATCH

12:00 A.M.
Report directly to the Unit wearing the prescribed uniform and relieve the
Evening Watch Officer. After you relieve the Evening Watch Officer and

receive all pertinent information, as the equipment is issued on a Z4-hour
basis, vyou are reguired to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.
Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by clips
and a metal chain.

December 7, 2018 Sensitive But Unclassified Page 1 of 15

EFTA00108082



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #1
THIS IS NOT AN ARMED POST

Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by
clips and a metal chain. Contact the Control Center on #333 and test
your Radio/Body Alarm. Begin making watch calls at this time. Watch
calls will be made every 30 minutes from the hours of 6:00 PM to 6:00
AM.

Unit officers must maintain a log of pertinent information regarding
inmate activity, detailing time, persons involved (if pertinent) and the
event. These entries must be entered into TRUSCOPE program.

Report for duty by telephone with the Operations Lieutenant and receive
any additional information. Begin making 30 minute rounds ensuring you
document the findings into TRUSCOPE. Staff will observed all inmates in
continued lock down status once in the first 30 minute period of the
hour ex: (12:00 -12:30AM) followed by another round in the second 30
minute period of the same hour (12:30-1:00 AM).This will ensure an
inmate is ocbserved at least twice per hour. These rounds are to be
conducted on an irregular schedule and no more than 40 minutes apart.
All observations must be documented.

It should be clearly understood that none of these activities are to
take place until the Evening Watch officer is relieved. It should be
noted that it is understocod that not all of the above will be
accomplished by or before the count.

OFFICIAL COUNT TIME: The SHU#2 Officer, will assist with backing the
count. All counts will be completed by two staff members. One staff
member will count the inmates in the assigned cells and the other staff
member will observe the unit for any unauthorized movement from the
range grill. When you count the inmates you will count living
breathing flesh. Ensure that all cell doors are locked prior to
conducting your count. Call your count into the C&A Officer at extension
“6468”.

Always ensure the correct time, date, and Officers printed name and
signature conducting the count are noted on the count slip. All count
slips will be written in blue or black ink and should be clear and
legible. Count slips which appear to be altered will not be accepted.
Internal Security Officer will pick up the count slips and take them to
the Control Center. Once the Control Center announces a clear
institutional count, record this information into TRUSCOPE.
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BED BOOK COUNTS: The Bed Books will be utilized for emergency counts,
bad institutional counts and random Bed Boock counts requested by the
Shift Lieutenant. When a unit has two consecutive bad counts, a bed
book count must be conducted. 1In conjunction with the Bed Book the unit
roster will be used to conduct these counts. Upon receiving a new
inmate on the unit, the unit officer will receive two 3 x 5 cards, one
to be utilized for the bed book, and the other to use for inmate
movement. The bed book card is not to be removed from the bed book

Throughout your shift, you must Audit the location board, bed book,
and all inmate files including the Special Housing Record (BP-292),
Administrative Detention Orders, 30 day psychology reports and twenty
one day cell rotations. It is the responsibility of the SHU #1 to
ensure all information contained on the SHU Report is accurate and up-
to-date for each inmate. The SHU Report will list the reason the
inmate is housed in SHU. Ensure all doors, traps and grills in the
Special Housing Unit are locked and secured. If it has a lock, it
should be locked. You must ensure a comprehensive fire and security
inspection of the unit is conducted. Ensure all equipment is accounted
for, operational and logged into TRUSCOPE program and the fire and
security form is completed.

ANY DISCREPANSIES WILL BE REPORTED TO THE LIEUTENANT'S OFFICE.

12:30 A.M.
Begin making watch calls to the Control Center by calling extension 333
or via radio every half hour. These calls are mandatory and are

designed for your safety as well as the security of the institution.
It is your responsibility to supervise the overall operation of the
Special Housing Unit. A body alarm test should be conducted at this
time. Remember body alarms are assigned to a specific post, not a
person. The Contrel Center must be notified before moving with the body
alarm to another location.

The Morning Watch SHU #1 will run an SENTRY Inmate Discipline Daily Log
(PD 14) for any changes to an inmate’s status in the Special Housing
Unit. Any changes will be annotated in the SHU Report, and also in the
SHU Program. The SHU #1 must go through the Special Housing Unit
program making sure all inmate data is correct, also ensuring inmate’s
disposition status is correct. Ensure unit team information, and any
other pertinent information appears on the SHU Report. The SHU #1
Officer will provide a copy of the SHU Report daily to the SHU
Lieutenant.
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The SHU #1 Officer is responsible for notifying the Control Center of
inmates being admitted or released from the Special Housing Unit. At no
time will you be in possession of the cell door key without the presence
of another staff member. The SHU #1 Officer will initiate a file on all
inmates being admitted to the Special Housing Unit.

1:00 AM

Begin conducting searches/shakedowns of all common areas of the unit
which. Particular attention must be paid to plumbing facilities chases,
vents, tables, chairs, activities rooms, utility closets, laundry
room, and the rest of the common area inside the unit. After completing
at least five shake downs in your unit, document the correct information
into TRUSCOPE. Discoveries of hard contraband will be reported to the
Operations Lieutenant and documented into TRUSCOPE. All items of
contraband are to be disposed of according to policy. Continue
patrolling the unit observing and listening for abnormal activity and
noiLses.

Check the unit bed book, charts and BP-292, Special Housing Unit Record
to ensure that all are up to date. Check the callout and transfer sheet
for information affecting the inmates under your care and direction.
Sundays: Remove the prior week’s BP-292's, ensure they are completely
filled out and place them in the corresponding inmates file located in
the officers station. A new BP-292 will be generated on each inmate and
placed in the BP-292(52) binder.

1:30 A.M.

Continue to document and update all activities and paperwork assigned to
this post. The weekly recap of the entrance log will also be conducted
on Sunday. The recap- form and signature sheets will be forwarded to the
Special Housing Lieutenant who will forward them to the Captain. The
SHU #1 will generate the new sign in sheets for the week and placed them
in the sign-in log book.

2:00 A.M.

The Morning Watch SHU #1 is responsible for forwarding all official and
general correspondence generated within the unit to the institutional
mail room. When screening the mail, attempt to identify escape plots,
drug use and any other suspicious information. The SHU #1 will review
all Inmate Request to Staff and other correspondence addressed to staff
members within the institution. The Inmate Regquest to Staff and
institution correspondence will be routed to appropriate department.
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Anything out of the ordinary will be reported to the Shift Lieutenant
immediately. Outgeoing mail from inmates on mail monitoring status will
be separated and identified as SIS mail and left open. After processing
is complete, all mail will be sealed and placed in the mail bag for pick
up. The Internal Security Officer will pick mail up at approximately
5:00 A.M.

3:00 A.M.

The official count will be announced at this time. Staff will perform a
double staff count, observing human flesh and movement before counting
any inmate. Call in the count to the C&A QOfficer at extension “6468"

5:00 A.M.

The official count will be announced at this time. You are to follow the
same procedures used at the 3:00 a.m. count. Remember Staff will perform
a double staff count, observing human flesh and movement before counting
any inmate.

6:00 A.M.

Ensure that all inmates on the court list are ready for pick up by the
Internal Security. The SHU #3 and Recreation Officers will report to
the unit at this time and assist with the court movement.

All SHU inmates will be escorted to R&D for court at a ratio of two
staff members per every inmate unless otherwise instructed by the
Operations Lieutenant. Contact the C&A Officer to receive clearance
for the escort of the inmate(s). Ex: If you are escorting two inmates
to R&D there should be four escorting staff members

Breakfast Feeding
The SHU #2 will ensure the food carts are properly searched prior to

bringing them into the unit. The SHU #1 will ensure the SHU Officers
{including the Recreation Officers); will count all food trays, lids,
and utensils prior to and after the meal. The SHU #2 will prepare the
breakfast meal, and began feeding with the assistance of the
Recreation Officers. Ensure that all wickets are secured; only one
(1) wicket will be opened at a time for the feeding of the meal.
Report problems with the meal to the Shift Lieutenant and Food Service
staff and ensure corrective measures are taken before serving
commences. The lights in the inmate’s cells will be turned on while
the breakfast feeding is in progress.
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All Food trays must be accounted for; no food trays will be left in an
inmate’s cell after pickup. If an inmate refuses to give you the tray
back notify the SHU Lieutenant or the Operations Lieutenant. Inmate
orderlies will not be utilized to collect food trays.

7:00 A.M.

Prepare the cells and unit for daily inspection. No later than 8:00 am
each morning all inmates will have their cells cleaned, beds made, and
will be dressed in their jumpsuits. All SHU officers will assist with
conducting daily inspections of the unit. Any inmate who desires
recreation will have their cells in a high state of sanitation.
Recreation begins by the Recreation QOfficers Monday through Friday.
INMATES DEPARTING FOR RECREATION WILL NOT LEAVE THEIR CELLS UNTIDY.

7:30 A.M.
Ensure that all pertinent paperwork is properly filled out, (Daily
Security Inspection Sheet, Equipment Inventory, BP-292, etc.

Inmate Work Call: All inmates assigned to work details will report to
their work detail assignments.

8:00 A.M.
End of Tour:
Pass all keys and equipment to your relief. Once properly relieved,
your tour of duty ends and you are to proceed directly out of the
institution.

**D0O NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN PROVIDED**
Officers assigned to this post will not vacate the post unless properly
relieved or instructed te de so by the Operations or Activities
Lieutenants. These post orders are not intended to describe in detail
all the officer’s responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE FERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.
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THIS IS AN OLEORESIN CAPSIUM (OC) CARRY POST

POST: SPECIAL HOUSING UNIT OFFICER #1

EQUIPMENT: Key Rings E-37, E-38, C-8, C-9, Radio/BA, Metal
Detector, MK-4 OC Dispenser

All equipment assigned to this post and will be accountable on the
shift to shift inventory form. All 24 hour equipment and key rings
will be logged into TRUSCOPE program with type of equipment and key

rinﬁ numbers.

SHIFT: DAY WATCH

HOURS OF DUTY: 7:45 A.M. tec 4:15 P.M.

LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE:

All Correctional Officers will report to the institution according to
their assigned work schedule. You are required to utilize the “Staff
Chit Board” whenever you enter and/or depart from the secured perimeter
of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED SHU
DOORS :

Door 27 and Inner Door:

Both doors must always remain secured when not being used. They are to
be opened as needed for traffic and secured immediately. These doors
are to be considered a sallyport only; one door will be open at a time
unless there is an emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to guarantee
that the inmate is closely monitored and kept separate from other
inmates.

T7:45 A M.

Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Morning Watch Officer. After you have relieved
the Morning Watch Officer, as the equipment is issued on a 24-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.

Naramhar 7. 2018 San=aitiva Bnt Tnalass=ifiad Parme 7 nf 1R

EFTA00108088



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #1
THIS IS NOT AN ARMED POST

Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by
clips and a metal chain. Contact the Control Center and test your
Radio/Body Alarm. Unit officers must maintain a log of pertinent
information regarding inmate activity, detailing time, persons involved
(if pertinent) and the event. These entries must be entered into
TRUSCOPE program. Report for duty by telephone with the Operations
Lieutenant and receive any additional information. Prepare inmates for
Daily Callouts.

Begin making 30 minute rounds ensuring you document the findings in the
TRUSCOPE program. Staff will observed all inmates in continued lock down
status once in the first 30 minute period of the hour ex: (12:00 -
12:30AM) feollowed by another round in the second 30 minute pericd of the
same hour (12:30-1:00 AM) .This will ensure an inmate is ocbserved at
least twice per hour. These rounds are to be conducted on an irregular
schedule and no more than 40 minutes apart. All ocbservations must be
documented.

It should be clearly understood that none of these activities are to
take place until the Morning Watch officer is relieved. It should be
noted that it is understood that not all of the above will be
accomplished by or before the count.

Prepare the Release paperwork for inmates returning to general
population. Once the SHU Releases are signed off on began to release
the inmates to the assigned unit. Forward the inmates Bed Book Card
and I.D. Card to the respective unit. The SHU #1 Officer is
responsible for notifying the Control Center of inmates being admitted
or released from the Special Housing Unit. The Special Housing Report
will be updated to reflect the releases. It is the responsibility of
the SHU #1 to ensure all information contained on the SHU Report is
accurate and up-to-date for each inmate. An informal census count of
the unit should be conducted. Although this count is not called into
the C&A Officer, the number of inmates present in the unit should
always directly correspond to the total documented in TRUSCOPFE. Any
discrepancies should be brought to the immediate attention of the SHU
Lieutenant. Attorney visits will begin at this time.

It is the SHU #1's responsibility to ensure all inmates are checked
for CIMS concerns prior to any escort off of the unit. The SHU #1
will check the Unit SEPARATIONS roster to ascertain if the inmate's
name appears on the roster.
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B:30 A.M.

Conduct a comprehensive inspection of the unit. Any discrepancies
found will be noted on the Fire and Security Inspection Form. Serious
breaches of security will be immediately reported to the SHU
Lieutenant and Operations Lieutenant., This security inspection of the
unit is primarily designed to detect contraband, prevent escapes, and
ensure sanitary standards and to eliminate fire and safety hazards.
Begin 21 day cell rotations at this time and showers at this time.
Note: 21 day rotations must be done when due if inmate refuses an
incident report must be written, and the SHU lieutenant must be
noticed. Use the Population Monitoring Census/Roster (PP30).

Conduct the A.M. census count. Log your results of the count into
TRUSCOPE program and notify the Operations Lieutenant of any
unauthorized inmates in your area.

9:00 A.M.

As time permits throughout the shift, you are to conduct searches of
inmate cells. Results will be recorded into TRUSCOPE. Discoveries of
hard contraband will be reported to the Operations Lieutenant and
documented into TRUSCOPE. After completing at least five shake downs
in your unit, reflect the correct information into TRUSCOPE.

10:00 A.M. (Weekends, Federal Holidays)

COUNT TIME (Stand-Up Count): The 10:00 a.m. count is an official stand up
count will be conducted at this time. The count will be conducted as a bed
boock count when directed by the Operations Lieutenant. Ensure all areas
are clear of inmates, i.e., showers, bathrooms, laundry rcoms etc... The
Internal Security Officer or any available staff member will assist with
backing the count. Upon completing the count, call the count into the C&A
Officer by telephone at extension €6468. Always ensure the correct date,
time, and Officer’s printed name and signature conducting the count is
noted on the count slip. All count slips will be written in blue or black

ink and should be clear and legible. Count slips which appear to be
altered will not be accepted. The Internal Officer will pick up the count
slips and take them to the Contrcl Center. Once the Control Center-

announces a clear institutional count, record this information into
TRUSCOPE.
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BED BOOK COUNTS:

The Bed Books will be utilized for emergency counts, bad institutional
counts and random Bed Book counts requested by the Shift Lieutenant.
When a unit has two consecutive bad counts, a bed book count must be
conducted. In conjunction with the Bed Book the unit roster will be
used to conduct these counts. Upon recelving a new inmate on the
unit, the unit officer will receive two 3 x 5 cards, one to be
utilized for the bed book, and the other to use for inmate movement.
The bed book card is not to be removed from the bed book

Between 10:15 A.M. 12:15 P.M. (Weekdays)

LUNCH RELIEF

Contact the department on the current lunch relief schedule to arrange
for staff to relieve you for a 30 minute duty free lunch. When being
relieved, ensure staff have signed the log book designated for lunch
reliefs.

11:00 A.M.

Mainline Feeding:

The food carts will be thoroughly searched by SHU staff prior to
entering the Special Housing Unit. Report problems with the meal to
the SHU/ Shift Lieutenant and Food Serwvice staff and ensure corrective
measures are taken before serving commences.

Ensure that all wickets are secured; only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not pass
or allow anything to be passed from cell to cell. Each inmate will
receive only those items which are on the daily menu or prescribed
dietary menu.

All staff handling food must wear plastic gloves and ensure the food
is served at the proper temperature. Upon completion of the meal, all
trays will be accounted for and placed on the food cart.

Supervise the removal of all food trays from the cells. Officers only
will pick up all trays and trash from cells.

Inmate orderlies will not be utilized to collect food trays.

12:00 P.M.
On Mondays social visiting will begin at this time. Place all trash in
the sallyport for pick-up at this time for preparation of trash call.

Naramhar 7. 2018 Sansitiva Bnt TInnlasaifiad Parme 10 nf 1R

EFTA00108091



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #1
THIS IS NOT AN ARMED POST

12:30 P.M. (Monday through Friday)

PM CENSUS COUNT:

A Unit Census Count will be conducted at this time. Record the results
into TRUSCOPE and notify the Lieutenant of any discrepancies. An incident
report will be written on any inmate found in an unauthorized area.

ROUNDS :

Ensure assigned staff continue to make frequent, random rounds of the
range in the unit. At a minimum, each inmate must be checked, at
least one time every thirty minutes. During these security checks,
ensure staff pay particular attention to those inmates who demonstrate
suspicious or unusual behavior.

MEDICAL VISITS:

During medical wvisits by the Physician Assistant, you are responsible
for providing an escort during their rounds on the unit. Ensure the
SHU Officers announce the PA’s presence on the range and inmate
concerns are addressed.

1:00 P.M.

Conduct bar taps in at least five inmate cells. Ensure all logbocks and
the TRUSCOPE program are up to date, 292s are filled ocut and ensure any
pertinent information is documented in the TRUSCOPE program.

3:00 P.M.
All inmate social visiting concludes at this time.

4:15 P.M. End of Tour
**D0O NOT LEAVE YOUR POST UNTIIL THE PROPER RELIEF HAS BEEEN PROVIDED**

Officers assigned to this post will not vacate the post unless
properly relieved or instructed to do so by the Operations or
Activities Lieutenants. These post orders are not intended to
describe in detail all the officer’s responsibilities. Good judgment
and common sense are expected in all situations not covered in these
post orders.

NOTE: In addition to Post Orders, the Special instructions must be
read in conjunction with post orders. Staff assigned to this post
must thoroughly familiarize themselves with the Program Statement and
Institution Supplement on Entrance Procedures and Inmate Visiting
Procedures. This is one of the most critical areas of the institution
due to the potential for escape.
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IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.
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SHU #1
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAFSIUM (OC) CARRY POST
POST: SPECIAL HOUSING UNIT OFFICER #1

EQUIPMENT: Key Rings E-37,E-38,C-8, C-9, Radio/BA, Metal Detector,
ME-4 OC Dispenser

All equipment assigned to this post and will be accountable on the
shift to shift inventory form. All 24 hour equipment and key rings
will be logged into TRUSCOPE program with type of equipment and key

ring numbers.
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SHIFT: EVENING WATCH
HOURS OF DUTY: 4:00 P.M. to 12:00 A.M.

NORMAL ROUTINE:

All Correctional Officers will report to the institution according to
their assigned work schedule. You are required to utilize the “Staff
Chit Board” whenever you enter and/or depart from the secured perimeter
of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED SHU
DOORS :

Door 27 and Inner Door:

Both doors must always remain secured when not being used. They are to
be opened as needed for traffic and secured immediately. These doors
are to be considered a sallyport only; one door will be open at a time
unless there is an emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to guarantee
that the inmate is closely monitored and kept separate from other
inmates.

4:00 P.M,

Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Evening Watch Officer. After you have relieved
the Evening Watch Officer, as the equipment is issued on a 24-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.
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Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by
clips and a metal chain. Contact the Control Center on #333 and test
your Radio/Body Alarm. Begin making watch calls at this time. Watch
calls will be made every 30 minutes from the hours of 6:00 PM to 6:00
AM.

Unit officers must maintain a log of pertinent information regarding
inmate activity, detailing time, persons involved (if pertinent) and the
event. These entries must be entered into TRUSCOPE program. Begin
making 30 minute rounds ensuring you document the findings into TRUSCOPE
program. Staff will observed all inmates in continued lock down status
once in the first 30 minute period of the hour ex: (12:00 -12:30AM)
followed by another round in the second 30 minute period of the same
hour (12:30-1:00 AM) .This will ensure an inmate is observed at least
twice per hour. These rounds are to be conducted on an irregular
schedule and no more than 40 minutes apart. All observations must be
documented into the TRUSCOPE program.

It should be clearly understood that none of these activities are to
take place until the Day Watch officer is relieved. It should be
noted that it is understood that not all of the above will be
accomplished by or before the count.

COUNT TIME:

The official count will be announced at this time. The Internal
Security Officer or available staff will assist with backing the count.
The same count procedures will be used now as with all other counts.
Upon completing the count, call the count into the C&A Officer by
telephone at extension 6468. Always ensure the correct date, time, and
Officer’s printed name and signature conducting the count is noted on
the count slip. All count slips will be written in blue or black ink
and should be clear and legible. Count slips which appear to be altered
will not be accepted. The Internal Officer will pick up the count slips
and take them to the Control Center. Once the Control Center announces
a clear institutional count, record this information into the TRUSCOPE
Program.
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BED BOOEK COUNTS:

The Bed Books will be utilized for emergency counts, bad institutional
counts and random Bed Book counts requested by the Shift Lieutenant.
When a unit has two consecutive bad counts, a bed book count must be
conducted. In conjunction with the Bed Book the unit roster will be
used to conduct these counts. Upon receiving a new inmate on the
unit, the unit officer will receive two 3 x 5 cards, ocne to be
utilized for the bed book, and the other to use for inmate movement.
The bed book card is not to be removed from the bed book

4:30 P.M.

Conduct a security and fire inspection of the units. Any
discrepancies found will be noted on the Fire and Security Inspection
Form. Serious breaches of security will be immediately reported to
the Operations Lieutenant. Discrepancies found not of a serious
nature will also be reported and the appropriate work order submitted.
Record any confidential information into the TRUSCOPE program. This
information is used to record important information which should be
passed on to other staff. Conduct a bed book audit and make any
changes pertaining to your bed book/inmate picture card files. Check
the TRUSCOPE program for information and initiate daily paperwork.

Dinner Meal: All food trays, utensils, cups, containers, etc. must be
removed from the cells at the end of the meals. Inmates are not
permitted to retain any food trays, utensils, or other items provided
during the meal. The SHU Officers will ensure that all meals are
properly heated and distributed. All staff handling food must wear
plastic gloves and ensure the food is served at proper temperature
utilizing the microwave. Inmate orderlies will not assist with the
feeding process. The SHU Officers will conduct the feeding of the
inmates and the retrieval of the food trays. All inmate food trays
will be issued and retrieved by staff only.

Ensure that all wickets are secured; only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not pass
nor allow anything to be passed from cell to cell. Each inmate will
receive only those items which are on the daily menu or prescribed
dietary menu. At no time will meat products with bones be served to
inmates. Officers will not pass nor allow anything to be passed from
cell to cell. Each inmate will receive only those items which are on
the daily menu or prescribed dietary menu.
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5:00P.M.

The total tray count entering and departing the unit will be annotated
in the TRUSCOPE program by the SHU #1 Officer. Social Vising Begins
(Mondays only)

6:00 P.M.

Begin to conduct inmate mail call. HNever give an inmate mail unless
it belongs to him/her. 1If an inmate has moved to another unit,
contact the Internal Officer to deliver it to the appropriate unit.
Mail for inmates who have been transferred to another institution will
be placed back in the mail bag and returned to the Mail Room. Inmate
mail will not be left in the unit. All undelivered mail will be
returned to the Mail Room. During your shift, you are responsible for
ensuring a comprehensive security inspection of the unit is completed
and properly documented on the Security Inspection form. Cell
sanitation on the unit and telephone calls will be conducted on the
assigned days.

As time permits throughout the shift, you are to conduct searches of
inmate cells. Results will be recorded into the TRUSCOPE program.
Discoveries of hard contraband will be reported to the Operations
Lieutenant and documented in the TRUSCOPE program. After completing
at least five shake downs in your unit, record the information in the
TRUSCOPE program. Begin making watch calls to the Control Center by
calling extension 333 or via radio every half hour. These calls are
mandatory and are designed for your safety as well as the security of
the institution.

8:00 P.M.

Continue conducting the necessary paper work for the unit and ensure
that all tasks have been accomplished throughout the shift. Began bar
taps at this time and enter them into TRUSCOPE. Social wvisiting
concludes.
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10:00 P.M.

The official (Stand-up) count will commence at this time. The use of
the flashlight for this count may be necessary. Upon completing the
count, call the count into the C&A Officer at extension “6468". Always
ensure the correct time, date, and Officers printed name and signature
conducting the count are noted on the count slip. Upon completion of
the count continue to conduct checks of the unit. Trash call will be
announced when there is a clear count. Place all trash in the
sallyport for pick-up.

11:40 P.M.
Ensure all pertinent information is annotated into TRUSCOPE.

12:00 A.M.
END OF TOUR
**DO NOT LEAVE YOUR POST UNTIL THE FROFER RELIEF HAS BEEN PROVIDED**

NOTE: In addition to Post Orders, the Special instructions must be
read in conjunction with post orders. Staff assigned to this post
must thoroughly familiarize themselves with the Program Statement and
Institution Supplement on Entrance Procedures and Inmate Visiting
Procedures. This is one of the most critical areas of the institution
due to the potential for escape.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BEE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.

Post Orders, log books and the TRUSCORE program are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reasonable efforts to read
the post orders as soon as practicable.
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After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this document

These Post Orders are guidelines, not orders to work before or after
regularly scheduled shifts.

There will be no additions or deletions to these post orders without the
written consent of the Captain.

§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross-gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access to
regularly available programming or other out-of-cell opportunities in
order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply with
Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(c) The facility shall decument all cross-gender strip searches and

cross—-gender wvisual body cavity searchea, and shall document all
cross—gender pat-down arches of female inmates.

Jermaine C. D en tain Date g 5
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THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) AEROSOL SFPRAY POST.

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4
PEPPER SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED
IT IS YOUR RESPONSIBILITY TO NOTIFTY THE OPERATIONS LIEUTENANT
PRIOR TO ASSUMING THE POST.

STAFF TRAINING AND ACCOUNTABILITY:
All staff (including sick and annual reliefs) assigned to an OC
aerosol dispenser post will receive the regquired training, and go
through quarterly re-familiarization training prior to assuming
their post each quarter. Training will include, but is not limited
to, proper carry and security of an OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post orders.
Staff will be held responsible for guidance outlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received OC
specialty training are not authorized to carry an OC aerosol

disEnnsar.

If you believe you need additional training or unfamiliar with
the OC aerosol dispenser, notify the Operations Lieutenant
immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS
A post assigned with an OC aerosol dispenser is in addition to
emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aerosol dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will outline steps to be taken in case
immediate force is required as a result of a serious assault,
recreation yard incidents, or other serious incidents during_all
shifts. Trained officers can use immediate force without the
presents of a supervisor.
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Once you have assumed your position/post, check the OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and document in TRUSCOPE program any defects noted.

In the event of an accidental discharge, decontaminate yourself
and notify the Operations Lieutenant. Once you have
decontaminated yourself with soap and water and notified the
Operations Lieutenant, decontaminate the affected area with
scap and water, and ventilation if possible.

The usage of an OC aerosol dispenser must be limited to the
performance of official duties only. Staff are again reminded
that use of the OC aerosol dispenser outside established
policies and procedures will result in staff disciplinary
action.

The preferred method of resolution is through verbal
intervention. However, the safety of staff and inmates in any
dangerous encounter is paramount and may require the use of
an OC aerosol dispenser. Staff may use the necessary amount
of force only as a last alternative after all other reasonable
efforts to resolve the situation have failed. Staff may use
the necessary amount of force to gain control of the inmate,
to protect and ensure the safety of inmates, staff and others,
to prevent serious property damage, and to ensure institution
security and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold
an OC aerosol dispenser. MNo other method of carrying the OC
aerosol dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet
but should not be used closer than 4 feet.

In the event the OC aerosol dlspenser is required the following
steps should be used:

1M Fingers of the drawing hand should be extended and firmly
gripping the aerosol dispenser.

2. Staff should assume an appropriate defensive stance and
continue with verbal commands.

z i Place thumb on the actuator.
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THIS IS NOT AN ARMED POST

Spray the facial area, specifically the eyes, delivering
one two-second burst. Once the OC aercsol spray has been
dispensed, staff should step back to avoid being
contaminated by the spray and maintain direct supervision
of the inmate(s). Continue with wverbal commands.

Allow the OC aerosol spray to work while providing verbal
commands to the inmate (e.g., lay face down with arms
spread) .

Evaluate the response of the inmate(s). If the inmate(s)
does not submit to restraints and/or comply with staff
orders within 15 seconds, a second two-second burst is
authorized. After a second assessment, or if the
inmate({s) has not complied-with staff commands,
alternative methods to control the situation may be
pursued.

Decontamination procedures include fresh air and the use
of soap and water within 15 minutes, or as soon as possible,
after OC aerosol spray has been applied. Normally, this
is done before the medical assessment.

Once the OC aerosol spray is used and the inmate(s) is
in restraints, Health Services staff will be notified
immediately. A medical assessment will be performed to
determine if the inmate(s) sustained any injuries.

When an immediate use of force is necessary (e.g.,
involving serious bodily harm, etc.), staff are obligated
to obtain a camera and begin recording the event as soon
as it is feasible. As soon as control of the situation
has been obtained staff must record information on:
circumstances that required the need for immediate use
of force; identification of the inmate(s); injuries; and
staff, and others involved. (See PS5 5566.06, Use of Force
and Application of Restraints).

A reasonable correctional workers perception of the events
would govern the use of the OC aerosol dispenser in situations
which require an immediate response to an emergency situation.
The Warden should be notified as soon as possible after any
such use. Documentation is to be submitted in accordance with
the Program Statement Use of Force and Application of
Restraints.
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THIS IS NOT AN ARMED FOST

Oleoresin Capsicum delivery systems are authorized to be used
for immediate response to situations in which an inmate cannot
be approached without danger to self or others; and it is
determined that a delay in bringing the situation under control
would constitute a serious danger to the inmate or others.

RETENTION AWARENESS:

Ensure the OC aerosol dispenser is properly fastened to your
duty belt and firmly secured inside the holster. When
confronting an inmate position your body so the OC aerosol
dispenser faces away from the inmate, maintain a safe distance,
and continue with wverbal commands.

INTRODUCTION:

Staff will report for duty in the proper uniform. The primary
responsibilities of the SHU OIC are security, supervision, safety,
and accountability of inmates. Each inmate will be checked a minimum
of once every thirty minute period at irregular intervals. The checks
will be entered in the 30 Minute portion of the TRUSCOPE program.
The officers are responsible for ensuring security inspection
discrepancies are appropriately documented and routed. Sanitation
of the unit is critical for the operation and will be maintained
at the highest level. All emergencies will be reported to the
Operations Lieutenant immediately.

Every officer must read and sign the Post Orders prior to assuming
the duties of this position. As a SHU Officer you will be working
under the direction of the SHU Lieutenant and/or the Operations
Lieutenant. You are required to advise the Operations Lieutenant
of your presence when you arrive for duty. You will maintain the
TRUSCOPE program throughout your shift. The TRUSCOPE program will
accurately reflect all pertinent information concerning the housing
unit, equipment accountability, inmate population, unit count, and
inmate activity as well as other specific information pertaining
to your tour of duty.

All Correctional Services staff will review and sign the Inmate Posted
Picture File on a monthly basis

ENTRANCE PROCEDURES:

The SHU #1 controls entrance to the Special Housing Unit. Only the
SHU #1 will approve the opening of the entrance by the Control Center.
The SHU #1 will ensure the inner door to the unit is secured prior
to approving the opening of the outer door by the Control Center.
The inner and outer doors will never be open at the same time.
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No one will enter the Special Housing Unit without showing proper
identification when requested by the SHU #1. All visitors whom are
unknown will be challenged for proper identification. All inmates
entering and exiting the Special Housing Unit will be wvisually
searched and screened with a hand-held metal detector prior to
entering the unit. The SHU #1 will ensure this procedure is
completed.

ENTRANCE LOGS:

The Visitors Log will be maintained at the entrance of SHU. All
persons visiting this unit will utilize this log to document their
visit to the Special Housing Unit. The log is organized by
discipline. On Saturday, the evening watch SHU #1 will collect the
logs, and prepare the new logs for the new week.

VISUAL SEARCHES:

Any inmate who enters into, and/or departs from the Special Housing
Unit will be visually searched, to include the hand-held metal
detector, no exception. This includes inmates entering the unit
for work details, UDC/DHO hearings, and the Unit Barber.

CELL INSPECTION FORMS:

The SHU OIC will ensure a Cell Inspection Report is completed; to
include the inmates and the inspecting officer’s name/signature.

This report will be maintained in the inmates SHU File. The inmate
must verify the condition of his cell on this form. If anything

is broken, missing, cracked, etc., the inmate is responsible for

advising staff upon admission to the cell. The inmate is responsible
for the contents of his assigned cell. If the inmate refuses to

sign the form, the officer will note on the form the inmate refused
to sign.

CELL ROTATION AND CELL SEARCHES:

All SHU staff are expected to conduct searches of the Special Housing
Unit. The morning watch officer(s) will conduct searches of the
common areas and document their findings in the Search section of
the TRUSCOPE program. The day watch officer(s) will conduct a search
of every inmate’s cell who attends recreation. The evening watch
officer(s) will conduct a minimum of five (5) cell searches during
their shift. The entire Special Housing Unit will be searched each
and every week. Officers will pay particular attention to the
sink/commodes, showers, and vents. Staff will inspect under the
beds and desks. Inmates will be rotated to a new cell assignment,
at a maximum of every 21 days. This will be performed by the SHU
Officer(s) on the Day Watch.
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The SHU #1 will document the rotations in sentry and the SHU report.

Hote: If an inmate refuses a cell rotation, an incident report must
be written and the SHU Lieutenant must be noticed.

CELL SANITATION:

The evening watch SHU Officers will provide inmates with the necessary
cleaning supplies o to properly sanitize their assigned cells. The
cleaning supplies will be issued to the inmates through the food
slot. The SHU Officers will be responsible for delivery of the
cleaning supplies to the inmates through the food slot.

Under no circumstances will cleaning equipment be allowed to remain
in a cell after cleaning.

LAUNDRY :

When clean laundry is brought to the Special Housing Unit, the SHU
#1 MUST ensure the clothing is thoroughly searched, to include use
of a metal detector, prior to inmates receiving the clothing.
Although this procedure is time consuming and tedious, it is very
important to control the introduction of contraband.

LAN PASSWORD:

Staff working in SHU should have a computer LAN system password to
access WORD documents and GroupWise. BAdditionally, staff should
have a password to access sentry and the SHU Program.

DISPOSABLE RAZORS:

Inmates are permitted to use disposable razors to perform personal
hygiene necessities. The razors will be issued, collected, and
accounted for by the D/W SHU Range Officers. The SHU Range Officers
will conduct an audit of the disposable razors as soon as they report
for duty. The SHU Range Officers will offer and issue disposable
razors .to inmates on Monday, Wednesday, and Friday.

Note: Inmates assigned to the Special Housing Unit who are on trial,
or who are scheduled to report to court, will be given the opportunity
to shave, on any day, if they request to use the razor. Always direct
the inmate to leave the razor on the food slot when he/she returns
it to you. Never allow the inmate to hand you the razor to reduce
the chance of an assault.
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SHOWERS :

The SHU #1 will ensure the appropriate entries are completed on the
inmates BP-292 when inmates are afforded the opportunity to shower.
Special Housing unit inmates will be escorted by the range officers
to the showers on Mondays, Wednesdays and Fridays. At this time the

inmates will receive hygiene supplies (toilet paper, soap, toothbrush
etc.

All toothbrushes will be no longer than three (3) inches in length.

COMMISSARY :

The approved Commissary List will be used for inmates housed in A/D
and D/S status. All Commissary slips will be forwarded to the SHU
Lieutenant for review prior to being sent to the Commissary.

LAW LIBBARY:

The SHU law library is available for the inmates. The inmate must
submit an Inmate Request to Staff Member requesting use of the law
library. The SHU #1 will place the inmate on a waiting list in the
appropriate log book upon receipt of the request. The SHU #1 will
record in the law library logbook when an inmate uses the library.
Legal material not available in the SHU Law Library can be requested
by the inmate from the Education Department. This is accomplished
by the inmate submitting an Inmate Request to Staff to the Education
Department.

SOCIAL TELEPHONE CALLS:

Inmates are permitted to use the telephone in the Special Housing
Unit once every thirty (30) days while housed in the Special Housing
Unit. An inmate will submit an Inmate Request to Staff prior to

the day he/she requests to use the phone. Additionally, inmates will
be authorized to utilize the telephone within the first 7 days of
arrival to the special housing unit. The SHU#1 will record in the
proper logbook each time an inmate is authorized to use the telephone.

LEGAL TELEFPHONE CALLS:

Inmates must be permitted access to their attorneys. The inmate

will submit an Inmate Request to Staff Member to their respective
unit team. There is a Legal Telephone Log Book in the Special Housing
Unit. All Legal calls will be recorded in this log book. Legal

phone calls will be recorded by the Unit Team member affording the
inmate the ecall.
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RECREATION:

While assigned to the Special Housing Unit, inmates have the
opportunity to recreate for five hours per week. The five hours
will be broken down into one-hour increments throughout the week.

Inmate files, BP-292's, and any other pertinent information must
be reviewed prior to scheduling the inmates for recreation. Staff
must ensure all precautions are taken to prevent inmates with
SEPARATION status, REC/CELL ALONE, or Protective Custody from
recreation with other inmates.

The Recreation Officers will place the inmates in handcuffs, and
then escort them from their assigned cells to the recreation area.
The inmates will be pat searched and metal detected prior to entering
the recreation cell. The recreation cell will be secured then the
inmate’s restraints will be removed. Staff will ensure the
recreation cages are searched before and after inmates receive
recreation.

**NOTE** In the event of inclement weather, e.g. cold weather, inmates
will be issued jackets or other available inclement weather clothing
for use on the recreation decks.***

COUNTS :

The following procedures will be strictly adhered to and will be
enforced by all staff. There will be no inmate movement during
Official Counts. All inmates assigned as Orderlies will be secured
in their cell during all counts. All counts will be conducted by
two staff members. All count slips will be signed in blue or black
ink by both staff members. All inmates in the unit will stand for
the 4:00 P.M. and 10:00 A.M. count. The 10:00 A.M. count will be
conducted on weekends and holidays. All official counts will be called
into the C&A Officer at ext. 6468. The SHU#1 will log the count
in the Unit Log Book.

HAIRCUTS:

Haircuts will be approved for once a month. The barber shop will
be operational on the day watch shift, on Saturdays. The inmate
will have to request a haircut via the "Regquest to Staff Member Form"
(cop-out). The assigned Barber will be escorted to the Special
Housing Unit. The inmate will be visually searched with the results
documented in the search portion of the TRUSCOPE program.
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INMATE ORDERLIES:

Any inmate assigned as the orderly in the Special Housing Unit must
be approved by the Captain. The S5HU Lieutenant will route a memorandum
seeking the Captains approval for all orderlies. It is the SHU
Officers responsibility to ensure the SHU Orderlies are properly
supervised and accounted for at all times.

All staff are responsible for ensuring restrained and un-restrained
inmates do not have the opportunity to come into contact with each
other. The SHU Orderlies must be secured behind a locked door before
any inmate can be safely moved into or within the housing unit.

INMATE PROPERTY :
The SHU PROP Officer is responsible for the inmate’s property while
assigned to the Special Housing Unit. The SHU PROP Officer will ensure
the property of inmates placed in SHU is reviewed, properly stored,
and accounted for in the SHU Property Room. The SHU#1 Officer will
secure all new commits to the unit property in the property cage
when no property officer is available.

MATL:

All outgoing general Correspondence must be left unsealed with the
exception of legal mail, which will be sealed by the inmate. The
SHU Officers must review and inspect the outgoing correspondence
prior to sealing the envelopes. The staff members are searching
for intelligence, and contraband. BAll outgoing legal mail will be
bundled separately for the Mail Room Staff. All S.A.M.S. inmates,
also inmates on the mail monitoring list mail will be forwarded to
5.I1.5. Mail will be passed out immediately following the official
4:00 P.M. count.

MEALS :

The SHU QIC will ensure all food carts are locked upon delivery to
the Special Housing Unit. Food Carts will be searched inside and
out, to prevent the introduction of contraband into the Special
Housing Unit. All meals will be counted to verify the required meals
have been delivered. Any discrepancies will be reported to the Food
Service Foreman immediately.

The meals will be properly heated and distributed by the SHU staff.
The inmate orderlies will not assist in the feeding of the unit
population in any way.

December 7, 2018 Sensitive But Unclassified Page 9 of 14

EFTA00108108



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UMNIT

THIS IS NOT AN ARMED POST

The SHU Officers issue the meals in the unit. The cell door food
slot will be opened, food trays placed on the slot, and then secured.
Food slots will not remain open during the meal. No more than one
food slot is to be open at a time.

Staff will inspect and count all food trays and lids given to inmates
for the meal. Any food service items which goes into the cell for
the meal MUST come out of the cell after the meal. - Ensure the food
trays and lids are in the same condition as when they were delivered.

MEDICAL:

A Physician's Assistant will make daily rounds in the SHU to attend
to the inmate’s medical needs. Medical requests will be telephoned
to the medical staff by the SHU #1 on an as needed basis. Medical
appointments cutside the unit will be coordinated by the medical
staff through the SHU Lieutenant. The SHU #1 will ensure the Duty
PA signs the BP-292's in the appropriate section each day.

RELEASE FROM ADMINISTRATIVE DETENTION (AD) & DISCIPLINARY
SEGREGATION (DS) status:

The Disciplinary Hearing Officer (DHO) and the Unit Disciplinary
Committee (UDC) have the authority to release an inmate from SHU.
The Release Form must be completed and signed by the Captain or
designee prior to an inmate being released. This is to ensure there
are no separation issues or other security concerns which would
preclude the inmate’s release. The Control Center and the C&A Officer
will be notified of all releases.

SECURITY PROCEDURES :

All inmates will be cuffed from behind prior to being moved. IE£
there are two inmates assigned to a cell, both inmates must be cuffed
before the cell door is opened. When preparing to move an inmate,
the escorting staff must maintain constant visual supervision of
the inmate. BAll offices and supply storage areas will be secured
prior to any inmate movement. If there are two inmates in a cell
then two staff will be present before opening the cell door. Both
inmates must be restrained. For those inmates deemed as Three or
Four-Man Hold, the Operations Lieutenant will be notified for
additional staff assistance prior to opening the cell. A Lieutenant
must be present when an inmate on this status is to be moved. At
no time will the number of inmates being transported from one secure
location in the unit to another exceed the number of staff present
in the unit.
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The unit food slots will not be left unsecured. Any time a food slot
is opened, a SHU Officer will be present at the food slot. If a

staff member needs to speak to an inmate, the voice box, located

on the cell door, will be utilized. 1If a staff member needs to provide
the inmate with documents or any approved items, the SHU Officer

will open the slot, allow the item(s) to be passed, and secure the
'slot immediately. The food slots are security devices and leaving
the slot unsecured defeats the security. During main line feeding,
one slot will be opened, the food items will be passed, and then

the slot will be secured. No more than one slot will be opened at
any time on the range.

INMATE FILES:

Upon the inmate’s admission to the Special Housing Unit, the SHU
#1 will create a SHU file. All forms will be typed, and completed
in their entirety. Any discrepancies will be reported to the SHU
Lieutenant immediately.

NOTE: The SHU #1, on the morning watch shift, is responsible for

conducting an audit of the inmate SHU files each and every night.
The SHU #1 will ensure all of the required forms are contained within
each inmates SHU file. Any missing forms will be reported to the
SHU LT in the morning. Any forms the SHU #1 is able to initiate,
he/she will complete the forms to ensure the forms are maintained
in the inmates SHU file.

SPECIAL HOUSING UNIT RECORDS FORM: (BP-292)

The Special Housing Record Form shall be used to record meals,
recreation periods, and other pertinent information concerning the
inmate’s confinement in SHU.

FIRE AND SECURITY CHECKS:

Officers assigned to the special housing unit are required to conduct

daily fire and security checks throughout the unit daily. The checks

will be frequent but irregular so that a pattern does not develop.
The security checks will be documented on the 30 Minute Log Book.

EMERGENCY SITUATIONS:

USE OF FORCE/USE OF RESTRAINTS:

P.S. 5566.06 states: The Bureau of Prisons authorizes staff to use
force only as a last alternative after all other reasonable efforts
to resclve a situation has failed. When authorized, staff shall
use only the amount of necessary force to gain contrel of the inmate.
This program statement must be read for a clear understanding of
all required procedures.
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For inmates who are contained in a cell and present no immediate

danger to themselves or others, but are exhibiting aggression or

threatening behavior, the SHU Lieutenant or Operations Lieutenant
will be notified immediately. At no time will a cell be opened until
sufficient staff is present to control the situation.

For situations which present immediate danger to staff or inmates,
again, only the amount of necessary force to contain the inmate(s)
may be used, however, immediate request for assistance, i.e., body
alarm, triple deuces alarm, or radio will be made.

Staff are authorized to begin the videotaping of an incident without
the authorization of the SHU Lieutenant and/or the Operations
Lieutenant. Videotaping is the first step in confrontation
avoidance techniques. Many inmates calm down, and become compliant,
once the videotaping begins. When the use of force team technique
is applied, and an inmate is secured in restraints in a cell, the
SHU #1 must ensure 15 minute checks are conducted by the SHU staff
and documented on the back of the BP-292, and the 15 Minute Check
form.

The inmate must be checked by a Lieutenant, afforded the opportunity
to use the restroom, and/or turned over every two hours if he/she
is restrained to the bed (four-pointed). The checks must be
documented on the BP-292 and restraint check form. The inmate must
be checked by the Duty PA twice in an eight-hour period. The SHU
#1 will ensure this occurs and will document this occurrence on the
BP-292 and restraint check form.

Any staff member participating in an immediate use of force, a
calculated use of force, or is a victim of an assault, must submit
a supporting memorandum regarding the incident to the Operations
Lieutenant. :

FIRST RESPONDER IMSTRUCTIONS:

If a body alarm, deuces alarm or other institution emergency is
sounded Special Housing Unit staff will not normally respond unless
directed to by the Operations Lieutenant Staff in the Special
Housing Unit must ensure enough staff are present before attempting
to resolve any emergency in the Special Housing Unit. It will be
the responsibility of the SHU #1 Officer on every shift to ensure
the fire alarm panel is tested and is in working order. Any
discrepancies will immediately be reported to the SHU or Operations
Lieutenant.
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If a fire alarm is sounded in the unit, staff are responsible for
checking each individual cell before clearing an alarm. If an inmate
breaks a sprinkler head in his cell, staff will turn the water to
the sprinkler head off pending repair. '

Duress alarms in the unit are designated for use by inmates during
medical or other emergency situations. Staff will be required to
respond quickly to the activation of duress alarms to determine the
nature of the emergency. Any inmate who activates the duress alarm
for a nonemergency situation will be warned of the improper use of
the duress alarm system. A second false activation will subject

the inmate to disciplinary action specifically; an incident report
will be issued for code 317, failure to follow safety regulations.

VISITING PROCEDURES:

Social visits will be conducted in the 9-South visiting room. Inmates
housed in SHU, will wvisit on Mondays. All other inmates will conduct
their legal and social visits in the wisiting rooms located on the
floor they are housed. Legal visits in SHU will be held in the attorney
conference visiting rooms located on the third floor. High Security
inmates will wisit in Special Housing unless authorization is
approved by the Captain to visit on the third floor

WORK DETAILS:

Any inmates entering the Special Housing Unit will be wvisually
searched upon entry into the unit. The wvisual search will be
documented in the TRUSCOPE program. All tools will be accounted for
and inventoried on the SHU Tool Inventory forms. The Detail Foreman
is responsible for the direct and constant supervision of their detail
inmates-while working in the Special Housing Unit. At no time will
an inmate on a work detail have any contact with an inmate housed
in SHU. The arrival /departure of the inmate details will be documented
in the SHU logbook.

BAR TAPS:

The SHU #1 will ensure all bar taps are conducted on all bars and
window frames throughout the unit once a week. Bar taps will take
place on every shift. The result of the bar taps will be documented
in the TRUSCOPE program.

Hostages Situation:
IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD

APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE,
REGARDLESS OF RANK, IF TAKEN HOSTAGE HAS NO AUTHORITY.
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These Post Orders are issued as guidelines for Officers and are not
intended to completely describe all aspects of this post. Additional
assignments and duties may be assigned by the shift supervisor after
assuming your post. Each officer is expected to exercise good
judgment and initiative during situations not specifically covered
by these Post Orders. All Officers are expected to execute their
duties in a competent and professional manner.

| 2/ )k

5 :
Jermaine C.=fJatdewm, Captain Date
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INTRODUCTION:

The General Post Orders are designed to aid each Correctional
Officer in understanding the correctional philosophy of the Bureau
of Prisons, and as a basic guide to the policy and operations within
your facility. It should be emphasized that these post orders are
not intended to be a substitute for Bureau of Prisons policy, and
should not be interpreted as such. The primary purpose is to provide
the Correctional Officer with a general review of correctional
procedures and serve as a resource to locate more detailed and
specific information. Although the information in the General Post
Orders is not classified, it will be treated as “Restricted”.
Caution should be exercised to assure that this material is not
disseminated to unauthorized persons.

PERSONAL APPEARANCE:

All necessary articles of Officer’s clothing are issued without
cost. (Uniform allowance) It is the officer’s responsibility to
present a neat, professional appearance at all times. Only
authorized Bureau of Prisons clothing is approved for wear while on
duty of any post. If you wear a blazer, or a long sleeve shirt, you
are reqguired to wear a tie. Shoes should be shined at all times.
All staff are required to wear the stab resistant vest which is
supplied by the Bureau.

POSTED PICTUEE FILE:

The posted is picture file is reserved for inmates considered as
serious escape risks, sexually deviant, or who have a record of
extreme assaultive behavior, etc. Inmates will be placed on this
status by the SIS Department. Officers are required to review and
sign this file on a monthly basis in order to be familiar with these
inmates; especially those assigned to their work details or housing
units. The Electronic Posted Picture Files are located on the sally
port BOPWare Program for MCC New York.

POST ORDERS:

Post Orders are general instructions designed to aid the
Correctional Officer in the daily operation of each custodial post.
Each officer should review the Post Orders, prior to assuming the
post for the first time, during a quarter. The master file of the
Post Orders are maintained in the Lieutenants’ Offices. A copy of
the Post Orders shall also be kept on site, if adequate facilities
are available to prohibit offenders from having access to them.
Post Orders are to be treated as “Confidential” and kept secured and
away from inmates at all times. No changes will be made to the post
orders without authorization from the Captain.
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EMERGENCY PROCEDURES

EMERGENCY PLAN IMPLEMENTATION: Each officer is required to review
the fifteen basic emergency plans which are located in the Command
Center. Each staff member is required to sign indicating they have
reviewed the contingency plans for the year. During emergency
situations, officers assigned to a specific area are responsible for
the accountability of all inmates and staff in their areas unless
otherwise directed.

EMERGENCY WARNING SYSTEMS: The Control Center serves as the central
receiving area for emergency warnings. The Control Center Officer
will immediately notify the correctional superviscr and other
authorized officials in order to summon help to the designated
areas. .

*Any person held hostage shall be considered under duress, and any
orders issued by such person, regardless of rank, and including the
Warden, shall be disregarded.

TELEPHONE “222": This number is a system for reporting emergencies
at the institution. Whenever possible, remain on the line to relay
necessary information to the Control Center. If a situation occurs
that makes it impractical to remain on the line, be sure the
telephone is ringing the Control Center before leaving the immediate
area. This number also rings into the Correctional Supervisor’s
Office. The “222" telephone system will be tested weekly.

BODY ALARMS:

“Body Alarms” should be considered only as an auxiliary to the
emergency alarm system telephone number 222, and do not supersede
the dial alarm if a telephone is convenient or appropriate to use.
Only the “general area,” e.g., specific unit, can be determined by
the Control Center when this alarm is used. O0Officers will not
tamper with or attempt to repair the transmitter units. The body
alarm tests will be conducted in the following manner. The Control
Center Officer will contact the staff member with the body alarm
advising them that a body alarm test is being conducted. The Control
Room Officer will verify the body alarm number and direct the staff
member to activate the body alarm by depressing the red button
located at the top of the unit. Once the test has been successful
the Control Room Officer will advise the staff member that the test
was a good test, and advise them to clear the alarm and conduct a
radio test. After performing this procedure the unit is now ready to
receive radio transmissions and send an alarm to summon staff
assistance if needed.

WATCH CALLS:
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The watch call is an official report that everything on an officer’s
post is secure and in good order. Watch calls are made every thirty
(30) minutes from 6:00 p.m. to 6:00 a.m. All officers should
identify the watch call, and state his/her name and post. Watch
calls will be made between the hours of 6:00PM and 6:00AM by dialing
“333" using the telephone.

EQUIPMENT :

Equipment needed varies with each assignment and is outlined in the
individual Post Orders. Generally, eguipment issued will be a
combination of keys, portable radio, and detail pouch. A flashlight
is required during the evening and morning watch shifts.

L Flashlight: Flashlights and batteries are issued as needed
from the Control Center and are receipted by key chits. All
morning watch and evening watch officers are required to have a
flashlight as part of the equipment for the post. Flashlights
remaining on the unit need not be receipted for with key chits.
Replacement batteries are available from the Security Officers,
on an exchange basis.

. Radios: Radios are for employee use only. Employee using
portable units normally identify themselves by stating their
name and/or location/job assignment. Radios are issued by the
Control Center and are receipted for with a key chit. Officers
will have a radio only when specific assignments require its
use. For emergencies, portable radios provide a direct contact
with the Control Center.

® Keys: Keys issued to employees will be receipted by metal key
chits. Only the necessary keys to work a specific job or
assignment will be issued. Officers carrying keys away from
the institution will be instructed to return them immediately.
Employees are responsible for the number of keys included in
any set issued to them and will never remove keys from the set.
Upon receipt of keys, each employee has the responsibility to
count the number of keys on each set.
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. Detail Pouches: Each employee in charge of a detail assumes
responsibility for the custody, control and conduct of all
inmates assigned to his/her detail. Both Unit Officers and
those staff members having details will pick up their detail
pouches prior to reporting to their assignment, and are
responsible for turning them in at the end of the working day.

. Body Alarm: Unit Officers assigned to posts with body alarms
are required to carry the body alarm on their person on every
shift. If an individual is relieved from a post that is
assigned a body alarm, the relieving officer will be given the
body alarm to carry. HNormally, body alarms will not be removed
or carried from the post to which assigned but should it become
necessary, the Control Center MUST be contacted and the staff
member given authorization to move with the body alarm. The
purpose of this is to allow the unit Officer to be in constant
communication with the Control Center. A check of all issued
units for proper functioning will be made at the beginning of
every shift. Further instructions in the utilization of these
transmitters will be explained in the Chapter entitled
Emergency Procedures.

KEY CHITS:

Metal key chits are used as receipts for obtaining most equipment
that you will be using. Replacement chits are available threugh the
Security Officer. Key chits will not be left in the Control Center
at the end of the work day, or upon return of the equipment. Paper
tags/Paper chits utilized as key chits are not authorized. Use of
any item other that a metal key chit will be subject to the approval
of the OPS LT. Temporary Chits can be obtained from the
Lieutenants’ Office

SECURITY AND ACCOUNTABILITY:

Conduct daily security inspections of your entire area, paying
particular attention to any defective locks or the tampering of
locks, windows, doors, etc., and report the findings to the
Operations Lieutenant in a timely manner. Daily security
inspections of your entire area are required and are vital to the
security of the institution. Minor repairs will require a work
order to the department concerned through the Captain's Office.
Defective locks will be brought to the attention of the Operations
Lieutenant immediately. Security inspections shall be supplemented
with periodic searches by regular search teams. The searches will
be initiated by the Operations Lieutenant, under the direction of
the Captain. As a Unit Officer, you are responsible for the
accountability of your details, authorized lay-ins, and unassigned
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inmates. Report all absences to the Operations Lieutenant
immediately and follow through to determine the location of the
inmate(s). If the inmate should return, notify the Operations
Lieutenant. Detail supervisors will screen carefully all individual
inmate requests to leave their assigned area. This would include
requests to go to the hospital and other areas and departments at
times other than regularly scheduled for the department activity.

Ensure that inmates in your area are authorized to be there and
require those under your supervision to remain in their area. Allow
inmates on scheduled call-outs ample time (Approx. 10 minutes) so
they may arrive at the calling department at the time specified.

INMATE DISCIPLINARY PROCEDURES

INCIDENT REPORT: Informal resolution of incidents inwvolving
violations of institutional rules or regulations is encouraged.
However, when an officer witnesses or has a reason to believe that a
violation of institutional rules has been committed by an inmate,
the officer will prepare an incident report and forward it to the
appropriate correctional supervisor. The correctional supervisor
may informally resolve of the incident report or forward the
incident report to the Unit Disciplinary Committee for further
disposition if indicated. BAs these reports can be subpoenaed into
court as legal evidence, all reports must be printed in ink or
typed.

e INVESTIGATION: The investigations should be conducted within 24
hours from the time the violation is detected, unless
circumstances beyond the control of the investigator intervene.
The investigating officer will usually be a Lieutenant. The
inmate will be given a copy of the incident report by the
investigating officer at the beginning of the investigation.
The investigator should also read the charges to the inmate and
obtain the inmate’s statement concerning the incident. After
thoroughly investigating the incident, the inmate does not
receive a copy of the investigation. However, should the case
be forwarded to the Unit Disciplinary Committee, ultimately,
the investigation may be given to the inmate’s staff
representative for use in the presentation on the inmate’s
behalf.

¢ UNIT DISCIPLINARY COMMITTEE: The authority to impose minor
disposition and sanction shall be delegated to staff members of
an inmate’s unit. The Unit Manager will be responsible for the
membership and supervision of thee Unit Disciplinary Committee
(UDC) as set forth in the Unit Plan. The UDC can function with
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less than two(2) members. Where an alleged violation of
institution rules or regulations warrants consideration for
other than a minor sanction, the charge may be referred to the
Disciplinary Hearing Officer for hearing and disposition.

e DISCIPLINARY HEARING OFFICER (DHO): The DHO shall conduct
hearings and make findings, and may impose appropriate
sanctions on incidents of inmate misconduct referred to him/her
for disposition.

¢ OFFICER RESPONSIBILITY: All Correctional Officers should make a
concentrated effort to ensure that incident reports contain the
precise details of action(s) being reported. All facts about
the incident which are known by the officer should be recorded.
If there is anything unusual about the inmate’s behavior, this

should be noted. Completed incident reports should be
forwarded to the Lieutenants’ Office as soon as practical for
disposition. Further information can be found in Program

Statement 5270.07

ADMINISTRATIVE REMEDIES:

Administrative Remedies are formal complaints submitted by inmates
concerning problems they were unable to resolve through normal
channels. The inmate is to request the Remedy Form (BP-8, BP-9, and
BP-10) from the Unit Team. It is normally returned to the Unit Team
for processing, although the inmate may mail directly to the Region
or Central offices for sensitive matters.

ENFORCEMENT OF RULES AND REGULATIONS:

All staff members must be familiar with the Inmate Discipline
Program Statement. The rules and regulations must be adhered to,
with firm but fair tactics used. You may at times be able to
correct an inmate without writing an incident report. However, it
the inmate's violation of the institution's rules and regulations is
of a serious nature, an incident report must be written.
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SECURITY INSPECTIOMS

PURPOSE OF INSPECTIONMS: Security inspections are necessary to
control the introduction of contraband and prevent escapes. One of
the chief duties of the Chief Correctional Supervisor is to
establish a formalized plan of inspections that will cover every
part of the institution at least once a week. In general, these
inspections include doors, locking devices, fire extinguishers,
grills, windows, building walls, perimeter walls, etc. Inspections
are required even if no discrepancies are found the day prior. All
staff will conduct inspections within their area of responsibility
for contraband and security violations. The staff will report any
discrepancies to the OPS LT, and prepare a Minor Work Request to
correct the concern. Staff responsible for their department will
initial the security inspection form located by the control centers
indicating they have checked their area of responsibility.

SEARCHING INMATES:

The human body can serve as a potential hiding place for contraband.
For that reason, it may become necessary to strip and search an
inmate at various times. Further information regarding the proper
techniques for searching an individual can be found in institution
policy and the Correctional Services Manual. In order to prevent the
introduction of contraband, routine and unscheduled searches of
inmate's person, housing units, work areas, or other facilities used
or frequented by inmates must be conducted. This will include
thorough searches of inmate's clothing, personal property at the
time of admission; searches of inmate's person and guarters when it
is suspected he/she is concealing contraband; his/her place of work,
recreation areas on a routine or unscheduled basis as directed by
supervising personnel. Such searches may be initiated on an
individual inmate basis, or mass searches may be ordered when
contraband is suspected of being in the possession of unknown
individuals.

Pat Searches: Pat searches will be conducted on a routine basis
solely as a means to contrel contraband. Before a pat search is
conducted, the inmate will be asked to remove any head gear and the
contents out of his/her pockets. The head gear and personal effects
will be inspected after removal and placed out of reach from the
inmate. Male and female inmates will be pat searched in the same
manner, with the exception of the chest area. A staff member will
search the female inmate's chest area using the back of the hand.
Pat searches of the male inmate and the rest of the female inmate
will be done with the inside, (palm and fingers), of the hand. The
pat search will be conducted according to the procedure described on
the approved Bureau pat search video tape.
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§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—-gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(¢) The facility shall document all cross-gender strip searches and
cross-gender visual body cavity searches, and shall document all
cross-gender pat-down searches of female inmates.

Visual Search (Strip Search) :

All inmates entering the institution from court, transfers or trips
out in the community, will be visually searched (strip searched),
and screened with the hand held metal detector. Inmates will also
be wisually searched when leaving the institution for any reason,
including release. A thorough search of the inmate's clothing will
be completed. Except in emergency situations, all strip searches
will be conducted by a staff member of the same sex as the inmate.
At least one male and one female staff will be available 24 hours a
day to conduct visual searches.
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CONTROL OF CONTRABAND:

Each officer should make a concentrated effort to make frequent
searches of living quarters, utility corridors, and other areas in
order to eliminate contraband, giving special attention to items
which might be used in an escape attempt.

Contraband may be best defined as any item or article inside the
institution that was not issued by the institution, purchased in the
commissary, purchased through approved channels, or approved by an
appropriate staff member.

All contraband seized must be placed in the log book 1in the
Lieutenants’ Office listing item, date and inmate. When money is
confiscated, the appropriate receipt, available from the control
center and/or ISM must be utilized. All coin and any currency is to
be confiscated and duly recorded. During regular duty hours,
contraband funds along with the confiscation forms are taken to the
Cashiers Office. During non-duty hours, the confiscated funds and
accompanying form will be placed in the night depository, located in
the control center, until the next regular working day. Contraband,
other than money, should be recorded on the Confiscation and
Disposition of Contraband form and should accompany the confiscated
articles.

SEARCHING INMATE LIVING QUARTERS:

When making a search of an inmate’s living quarters, each officer
should make sure that nothing is destroyed in the process. Officers
should make every effort to return all articles to their place,
excepting things which are determined to be contraband and are
removed.

COMBINATION LOCKES:

Inmates are authorized to purchase combination locks from the
commissary for individual use. The key ways are not to be plugged;
any lock having a plugged key way will be considered contraband and
will be seized as contraband

CIM (SEPARATIONS)

All inmate movement in MCC New York is supervised by staff members.
There are serious security and safety concerns regarding the inmates
housed in MCC New York and their CIMS status. An inmate’s CIMS
status is confidential and will not be shared with any inmate(s).
The unit separations roster is a sensitive, confidential item which
must be safeguarded at all times. The various inmate programs at
MCC New York are scheduled by floors. This has been arranged to
provide the inmates with a safe and secure environment during the
appropriate program. This alsc alleviates the CIMS concerns for each
program. The institution has determined separatees will not be
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housed on the same unit, therefore the programs should be clear of
all separatees. It is the Unit Officer’s responsibility to ensure
all inmates are checked for CIMS concerns prior to any escort off of
the unit. The Unit Officer will check the Unit separations roster to
ascertain if the inmate’s name appears on the roster. Ensure all
inmates are checked for CIMS concerns prior to any escort off of the
unit. The Unit Officer will check the unit separations roster to
ascertain if the inmate’s name appears on the roster. If the
inmate’s name does not appear on the roster, the inmate is cleared
to be escorted off of the unit.

If the inmate’s name does appear on the separations roster, the Unit
Officer must clear the inmate prior to allowing the inmate to be
escorted off of the unit.

Inmates must be properly cleared by the Unit Officer and requesting
staff member prior to any escort. The requesting staff member must
clear all inmate movement to their area with the C&A Officer at
extension 5123. The C&A Officer must clear the inmate prior to the
inmate departing from his/her assigned housing unit. The Unit
Officer must also clear the inmate with the C&A Officer prior to
allowing any inmate to depart from the unit. Even though, the
Hospital Officer or the Visiting Room may be clearing the inmate (s) ,
it is the Unit Officer’s ultimate responsibility to ensure the
inmate has been properly cleared. The Unit Officer must review the
Unit Separations roster and check for the inmate’s name and register
number on the roster. If the inmate’'s name does not appear, the
inmate is cleared for movement, and you do not need to contact the
C&A Officer. If the inmate’s name does appear on the Separations
roster, the Unit Officer must contact the C&A Officer at extension
6468 and clear the inmate prior to allowing the inmate to depart
from the unit.

Inmates must be properly identified and pat searched prior to
departing from the housing unit. Every inmate must carry on their
person the institution identification card. This is the means staff
utilize to properly identify the inmate. It is the Unit Officer’s
responsibility to ensure the inmate has his/her identification card
on his/her person prior to departing from the unit. The number of
inmates escorted at one time on the elevator is directly related to
the number of staff available to conduct the escort. One staff
member can escort ten (10) inmates in the elevator at one time.
Anything more than ten(10), inmates in the elevator causes security
and safety concerns. During Inmate Visiting, the Intern Officers
and the Activities Officers will assist the Visiting Officers in
escorting inmates to and from the Visiting Rooms. The number of
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inmates escorted through the connecting link is directly related to
the number of staff available to conduct the escort. Anytime
In-Custody inmates are escorted through the connecting link, two
staff members must be present for the escort. One staff member
positioned at the front of the escort, and the second staff member
positioned to the rear of the escort.

When an inmate is being escorted to or from the Special Housing
Unit, two staff members must be present for the escort. A ratio of
2:1 will always be maintained when escorting inmates to or from the
Special Housing Unit.

ENTRANCE PROCEDURES:

COVERAGE AND METHODS:

Entrance procedures include the control of inmates, employees,
visitors or commercial traffic entering the institution. Because of
the need for a broad knowledge of the institution and its function,
along with a thorough understanding of security requirements, only
those officers with such knowledge will normally be staffing these
posts. Constant contact with the public requires that these officers
display a neatness of appearance, ability to handle people,
tactfulness in enforcing regulations and alertness in recognizing
security hazards.

OUTSIDE INMATE DETAILS:

During normal duty hours, all outside inmate details, (Warehouse,
Building 4, Admin Orderlies, etc., ), will depart from the
institution through the Rear Gate. The inmates must be escorted
from the unit by the detail supervisor, using the inmate elevator.
The inmates must be properly identified, one detail at a time, by
the Internal Officer, in the elevator sally port, utilizing the
approved gate passes. Once the inmates have been positively
identified, the Rear Gate Officer will request for the door leading
through the 1%t floor sally port to the rear dock. The detail will
be further processed by the Rear Gate Officer. All required
information will be recorded in the TRUSCOPE program. Any work
performed in the Rear Gate is considered outside of the secured
perimeter. This means any area on the rear dock to include,
Warehouse, and Trash Compactor. The Rear Gate Officer will
positively identify and properly process the inmate detail into Rear
Sally Port to perform their assigned work. If needed after normal
duty hours, weekends and federal holidays, the inmate details will
be processed through the Control Center the Operations Lieutenant
will designate a staff member to positively identify the detail, in
the elevator sally port, utilizing the approved gate passes. :
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VISITING

It is the policy of MCC New York to maintain visiting facilities for
the purpose of maintaining family ties. Because of the nature of
this facility, visits must be conducted under appropriate
supervision so that security is maintained and the visiting
privileges extended to inmates and their families are clearly
communicated. For the purpose of this policy, the term pre-trial
inmate refers to any inmate who is non-cadre, including holdovers,
treaty transfers, BICE detainees, state inmates, and any designated
inmate other than those assigned to the MCC New York Work Cadre
Unit. Staff must be able to verify the identity of visitors before
their admission into the institution. Acceptable means of
identification are, government-issued identification, passport,
state-issued photo identification (with a date of issue and
expiration) and valid drivers’ license. In cases where visitors do
not have photo identification, they will be required to have three
types of identification with signatures. These need not be the sole
means of identification. However, identification cards from quick
photo places, and check cashing establishments are not acceptable
forms of identification. Tactful gquestioning may clear up doubtful
cases. Visitors sixteen (16) and under do not have to show
identification unless of course they appear to be older. In such
cases, if a visitor under the age of sixteen cannot provide
documentation, i.e., a birth certificate (when requested) to prove
relationship and age, the visitor will not be allowed into the
institution.

The following procedures will be in effect regarding authorized
visiting lists. Each inmate will complete a visiting list. The
visiting list will not exceed ten (10) approved visitors for pre-
trial inmates and (12) for cadre inmates. Immediate family members
and two (2) person of "meaning" will be placed on the visiting list
absent strong circumstances that preclude visiting. Immediate family
is defined as mother, father, step-parents, step-children, foster
parents, grand-children, brothers, sisters, spouse and children. As
the situation presents itself, other non-immediate family members
will be allowed to visit at the approval of the Associate Warden of
Programs (AWP).
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Further, in circumstances, when an inmate requests more than ten
visitors to be placed on their visiting list, the Unit Manager will
approve / deny any visitor exceeding the limit.

Attorney wisiting can occur 24 hours a day. Attorneys may visit with
their clients (one at a time) in the 3rd Floor Attorney Conference
Room from 6:00 A.M. to 8:00 P.M. daily. They require no advance
notice.

Official visitors including attorneys, interpreters, law enforcement
personnel, probation officers, volunteers, etc. are to be searched
at the Front Entrance using the "reasonable assurance standard.™
All visitors are subjected teo random testing by utilizing the ION
Spectrometry Device Program¥ Random selection for testing visitors
must be conducted in an impartial and non-discriminatory method.
Visitors may be tested out of random order when reasonable suspicion
exists, suggesting they’ve had possible involvement with illegal
substances.

Visits for Persons Not in General Population:

Inmates Hospitalized: Visitors requesting to see a designated or
pretrial/ holdover inmate who is hospitalized will be reviewed by
all pertinent staff, and the United States Marshals Service - if the
inmate is a pretrial inmate. More specifically, the Health Services
Administrator (HSA), Chief Correctional Supervisor and Unit Manager
will determine whether they should permit the visit.

When the HSA recommends against the wvisit, if the inmate is
suffering from an infectious disease, is in a psychotic or emotional
state, not in a condition to see visitors, or there are other
compelling health regulations that will prohibit the wvisit, the
Health Services Administrator or designee must explain the
situation(s) teo the wvisiting party.

§Ennial Housing Unit Inmates:

Ordinarily, an inmate retains visiting privileges while in the

Special Housing Unit. Visiting may be restricted via a UDC/DHO
sanction. If the restriction is not a UDC/DHO sanction, such
restriction must be approved by the Warden. Unit 10-South social

and legal visits shall be non-contact unless otherwise determined by
the Warden to allow contact visits.
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Non-Contact Visits:

If the Warden deems it necessary to give an inmate a non-contact
visit, the Warden will instruct the SHU Lieutenant to do so. The
visit will be conducted in the 10 South Annex visiting room. This
visit will be directly supervised to ensure all established visiting
procedures are followed.

Clothing:

Appropriate dress is required and must be in good taste.

Excessively provocative, immodest or revealing attire is reason to
deny a visit. Visitors over the age of 12 will not be allowed into
the institutioen in skirts, shorts, or dresses exceeding three inches
above the kneecap in length. Bathing suits or any type of swim wear
will not be permitted in the institution. See-through clothing,
revealing sleeveless garments, halter tops, tube tops, tank tops and
any kind of top that reveals the midriff area, low-cut shirts or
blouses, revealing front and backless clothing, skin-tight clothing,
spandex clothing, leotards, and sweat pants are NOT permitted. Any
pants with holes in the knee or buttocks area are also prohibited.
Additionally, hooded shirts of any kind, hats, caps, and head scarfs
(except for religious reasons) are also prohibited. All visitors
are required to wear footwear (no shower shoes of any kind) and
undergarments (including bras for females). In accordance with OSHA
guidelines, Visitors shoes are to be "closed toed” and have a strap
around the heal of the foot. The front lobby officer will not
permit visitors to wear jackets or blazers up to the visiting room.
Inmates are responsible for advising their visitors of the dress
requirements for visitation. Only a Correctional Supervisor and
Institution Duty Officer may deny visits for noncompliance.

Inmates' attire for visiting includes jumpsuit and bus shoes for
pre-trial males; females must wear the blue uniform and bus shoes;
cadres must wear khaki uniforms with institutional shoes. A random
selection of visitors will be tested with the Ion Spectrometry

Special Visit Requirements:
At times, Clergymen, former or prospective employers, sSponsors and

parole advisors may request special visits. They must make these
requests in writing with sufficient advance notice (72 hours). The
request will be reviewed by the Unit Manager for approval.
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. Business Visitor. The Warden has the final authority on the
admittance of business visitors and should be notified through
the chain of command. Except for pretrial inmates, an inmate is
not permitted to engage actively in business or profession.
All guestions regarding a business visitor should be addressed
to the duty Lieutenant and Institution Duty Officer.

. Consular Visitors. When it has been determined that an inmate
is a citizen of a foreign country, the Warden must permit the
consular representative of that country to visit on matters of
the legitimate business. After a request has been submitted
from the inmate or consulate, a memorandum should be generated
from the inmate's Unit Team for the Warden's approval. Once
approved, a copy should be maintained in the Lieutenant's
Office and the Front Lobby.

) Representatives of Community Groups. The Warden is the
approving authority on visits from representative of Community
based Groups. A memorandum should be generated and sent
through the Chief Correctional Supervisor, Associate Warden, to
the Warden for approval. Once approved, a copy should be
maintained in the Lieutenant's Office and the Front Lobby.

L Minister of Record/Clergy. BAn existence of an established
relationship prior to confinement for visitors does not apply
to visitors in this category. These visitors ordinarily
provide assistance in release planning, counseling, and
discussion of family problems.

. Minister of Record An inmate must submit in writing their
request to be approved for a visit from his Minister of Record.
They must submit their request to the Chaplin. An inmate may
only have one minister of record on his/her visiting list at a
time. The Minister of Record does NOT count against the total
number of authorized regular visitors/ social visitors.

Clergy An inmate must submit in writing their request to be
approved for a visit from clergy. Visits from clergy (other than
the Minister of Record) will be in accordance with the general
visitor procedures, and WILL count against the total number of
regular visits allowed. On both visits, an approved memorandum will
be forwarded through the Chief Correctional Officer and posted in
the Lieutenant's Office and the Front Lobby
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Children under the age of sixteen (1l6) who are placed on the
visiting list must be accompanied by an adult who is also an
approved visitor. A brief embrace and kiss is permitted when an
inmate greets their visitor/child. The same applies upon
termination of the wvisit. During the wvisit, any physical contact
other than hand helding will be considered improper and is
prohibited. Children are not permitted to be seated on inmates lap
during the course of their wisit. Visits with children are to take
place only between the inmate identified on the official visiting
form and the child listed on the official wvisiting form with the
child's parent or guardian present.

TOOL CONTROL

e PURPOSE OF TOOL CONTROL: It is the policy of the Bureau of
Prisons to maintain strict control and accountability of tools
used and in storage at all institutions. Tool Control procedures
are imperative for the following reasons: to provide a tool 1in
good repair for the 9job at hand, to improve the general
appearance of the shop or working area, and to prevent tools from
being used to effect escape or assault.

¢ CLASSIFICATION OF TOOLS: All tools are classified as Class AA;

Class A; or Class B. The Class AA group includes tools
considered too dangerous to leave inside the institution. The
Class A group includes tools most likely used in escape, or to do
bodily harm to personnel or other inmates. The Class B group

includes those of a less hazardous nature.
All tools, where possible, shall be stored on a shadow board as
follows:
e All class "AA" tool shadow boards will have a white background
with a bright (curb) yellow silhouette of each tool.

¢ All Class "A" tool shadow boards will have a white background
with a red silhouette of each tool.

e All Class "B" tool shadow boards will have a white background
with a black silhouette of each tool.
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STORAGE AND SUPERVISION OF CLASS “AA" TOOLS:

Class "BA" Tools must be removed from the institution at the end of
each work day, stored in a combination locked safe in a Class "A"
Tool Room, stored in the armory, or turned into the control center.
Class "A" Tools must be stored in a metal cage or a class #1
concrete walled room physically separated from Class "B" Tools
behind two (2) locked doors. When the Class "A" Tool Room is inside
the Class "B" Tool Room, the lock on the Class "B" Tool Room serves
as one (1) of the two (2) required locks for the Class "A" Tool
Room. Supervision of Class "AA" Tools will be under constant visual
supervision.

STORAGE AND SUPERVISION OF CLASSE “A" TOOLS:

Class A tools will be kept on a shadow board in a locked room or
cabinet. This storage area will be separate and secure from the
Class B tools storage area. Only employees are authorized to issue
and draw Class A tools from the Tool Room or places of storage.
Class A tools will be under the supervision of an employee at all
times. Inmates are not permitted to carry them about the
institution without an employee escort nor use them without
supervision. A complete inventory of Class A tools will be made at
the beginning of the workday, before the detail is released for
dinner and at the end of the workday. When a Class A tool is lost
or misplaced, the Chief Correctional Supervisor will be notified
immediately. All inmates who may have had access to the tool will
be held at the work location until a thorough search has been made.

STORAGE AND SUPERVISION OF CLASS “B"” TOOLS:

All tools not in the Class A or Class AR categories will be
considered to be Class B tools. All Class B tools are under the
supervision of the employees and must be accounted for at the end of
the work day. These tools must be issued to inmates, in the presence
of their supervisor. All Class B tools must be gathered from the
work area and moved to the storage area at the end of the work day.
When a Class B tools is lost or misplaced, a search for it will be
initiated and a written report will be made to the Chief
Correctional Supervisor and the department head covering the details
of the loss at the end of the day.
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TOOL INVENTORIES:

Up-to-date inventories will be kept by all shops, industries, school
and any other person having tools issued to them or stored under
their supervision Unit Officers having items such as scissors, etc.,
on the unit should be particularly careful as to the whereabouts and
the accountability of these 1items. The Tool Room Officer will
maintain a record of all toecls in possession of the institution.

BROKEN OR WOBN-OUT TOOLS:

Broken or worn-out tools will be removed from the shadow board and
returned to the Central Tool Room for replacement. If it 1is
determined that they cannot be surveyed and replaced, Class A tools
such a saw blades, etc., requiring replacement, will be returned to
the Central Tool Room for disposal.

FOOD SERVICE TOOLS:

A knife and tool equipment cage with a shadow board and adequate
locking device shall be located in the Food Service Department. All
hazardous knives and tools will be marked with an identification
symbol. All knives will be chitted out of the knife cage and
attached to the cutting table by the responsible employee. The
accountability of the knives will be checked at frequent intervals
during the shift and at the end of the day.

CONTROLLED FOOD ITEMS:

Special attention must be given to food items such as yeast, nutmeg,
fruits, and fruit juices. Of this group, yeast shall be locked in a
secure box in a refrigerated area. An inventory shall be kept,
indicating the date and quantity of issue, receipts, the balance on
hand, and the initials of the responsible employee. Yeast shall be
dispensed only by the Food Service employee and kept under strict
supervision.

CONTROL OF HAZARDOUS AND POISONOUS CHEMICALS:

Inventories will be maintained of all poisonous and toxic fluids
used in the institution, such as narcotics, wood alcohols, methyl-
aleohol, ditto fluids, acids, gases etc. These items will be stored
in a locked cabinet and will be drawn by an employee only, when
authorized by the department supervisors. The issuing office will
record the date, time, amount, and who received the item.

Dacember 7, 2018 Sensitive But Unclassified Page 18 of 29

EFTA00108131



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

KEY BAND LOCEK CONTROL

POLICY: It is the policy of the Bureau of Prisons to maintain proper
control of keys and locks at all times. The purpose of this is to
establish procedures for control and inventory of institution keys
and locks. Further detailed information can be obtained by
referring to BOP Program Statements.

All keys authorized for daily use will be stored on the Control
Center key board when not in use. Sets of keys are identified by
letter and number with the number of keys in that set indicated.
Two listings of key locations identifying active and emergency keys
can be found in the Contrel Center and in the office of the Security
Officer.

RESTRICTED AND EMERGENCY EEYS:

Restricted keys have blue/black tags on the keyboard in the Control
Center. The Watch Supervisor will be  notified when it becomes
necessary to draw keys for a department or post other than his/her
assigned are, or to a restricted area, such as the commissary,
storeroom, etc. The officer will prepare a Restricted Key Form
indicating the purpose for entering such area. Emergency keys or
red-lined keys will be issued only at the direction of the Warden,
Chief of Correctional Services, Associate Warden, Watch Supervisor
or the Institution Duty Officer. Acting positions may delegate the
drawing of keys for a specific time period wvia memec through the
Captain.

HANDLING OF EKEYS:

Keys will be carried on a ring which is securely fastened to a chain
affixed to the belt of the officer. Discussion of key numbers and
reference to their use will be avoided in the presence of inmates.
Keys should never be carelessly thrown arcund, dropped, or left
unattended, etc. Always personally hand the keys to your relief so
they remain in the personal possession of the officer at all times.
Each officer has the responsibility to count the number of keys on
each set to ensure that all keys are present. Inmates will never be
permitted to handle keys designated for employee use at any time, or
under any circumstances. Should an employee take keys home, the
keys must be brought back to the institution immediately.

December 7, 2018 Sensitive But Unclassified Page 19 of 29

EFTA00108132



METROPOLITAN CORRECTIONAL CENTER
HEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

LOST OR MISPLACED.EKEYS:

If a key or a set of keys is lost or misplaced, the officer will
immediately report it to the Watch Supervisor by telephone or in
person so that adequate safeguards may be placed in effect. The area
the keys were last in will be immediately secured and all inmates in
the area will be searched. This will be followed by a written report
to the Chief of Correctional Services as soon as circumstances
permit.

REPLACEMENT OF BROKEN OR DAMAGED KEYS:

Whenever a key is broken or damaged, the employee concerned will
submit a request for replacement to the Security Officer. All parts
of the broken key will be retrieved from the key way immediately to
prevent inmates from gaining access to them. A replacement key will
be issued by the Security Officer in accordance with established
procedures. If the key is broken or damaged and immediate
replacement is needed, the Watch Supervisor will be notified and
will take appropriate action. If it is not possible to retrieve the
broken portion from the lock, the employee will remain at the lock
until the broken portion can be retrieved.

REQUEST FOR REMOVAL AND ADDITION OF KEYS:

When it becomes necessary for a new key to be added to your key
ring, submit a Security Work Request to the Chief Correctional
Supervisor for approval and signature, stating the reason the key is
needed, your key ring number and the institution key number if
possible. If a key is no longer needed, submit a Security Work
Request to the Security Officer.

INMATE URINALYSIS PROGRAM:

Urine Surveillance and Narcotic Identification, inmate urine samples
will be taken at different hours (early morning, noon, late
evening). Therefore in order to accomplish this a weekly urinalysis
test roster has been established for all inmates that fall under the
random testing roster. It is critical that when inmates are
notified for UA testing that they are not left unsupervised. They
must be watched from the time of notification until they report for
testing at the Lieutenants Office. It is also imperative that when
conducting a UA test of an inmate that the subject is also tested
for alcohol by using the Alco-Sensor III.
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CALL-QUTS:

Sufficient copies of the master call-out sheet for distribution to
all units will be copied and forwarded to the Control Center Cfficer
so that the Morning Watch Control Center Officer can place one in
each detail pouch. Extra copies of the call-outs will be placed at
the detail pouch cabinet. Unit officers will post the call-out in
the housing units.

The employee who places an inmate on call-out must ensure the
requested inmate arrives at the specified time. If the inmate doces
not arrive as scheduled, the requesting staff member shall contact
the staff member responsible for the inmate’s accountability. If
the inmate(s) is/are found to be in an area other than the assigned
callout area, it is the responsibility of the staff member(s) or
department that has placed the inmate(s) on call-out to prepare an
" ineident report for the inmate's failure to report to call-out. If
efforts to locate the inmate fail, the inmate shall be immediately
reported to the shift lieutenant as missing and appropriate action
initiated to locate the inmate.

CELL ASSIGNMENT - SEXUAL OFFENDER/PROTECTIVE CUSTODY

Cell assignments will be determined in an methodical manner. This
involves the SHU Lieutenant and OIC, Psychology staff, Unit Team as
well as Investigative staff, in determining suitability of cellmates
for inmates in protective custody and/or sexual offenders. Most
inmates do not like to be housed with sexual offenders or protective
custody inmates. Housing the wrong inmates with sexual offenders or
protective custody inmates, can lead to serious assaults and/or
homicide. Inmates cannot be allowed to choose their roommates, but
it is understood that some inmates may be better housed with inmates
of like backgrounds/affiliations, than arbitrarily housing the
inmates without considering all variables. As noted earlier,
protective custody and sexual offenders will be screened thoroughly.
If there are no single cells available, this review will be crucial
in minimizing the potential for assault.

HIGH RISK LIST

During the weekly SHU meeting, the Warden will be provided a list of
those inmates who are considered high risk from a psycheolegical and
management stand point. The Captain and Chief Psychologist should be
responsible for generating this list. This list will be provided to
the Lieutenants’ office and the Duty Officers so they are informed
should a high risk inmate act out and be in need of medical or
psychological attention.
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Additicnally, the Captain should inform the Warden of any camera
malfunctions, plumbing problems, or issues that may cause problems,
as well as the corrective actions taken/attempted to rectify these
issues. Inoperable security equipment, during serious incidents,
prevents staff from being able to record and or/view the incident
for possible prosecution or administrative action.

SUICIDE PREVENTION INFORMATION
BOF HIGH RISK GROUPS

New Inmates - The first few hours and days after admission can be
critical. Newly incarcerated inmates may experience feelings such
as shame, guilt, fear, sadness, anger, agitation, depression,
relationship problems, legal concerns, hopelessness, and
helplessness, which can contribute to increased suicide risk.
Protective Custedy - Inmates who volunteer to enter protective
custody are at high risk for suicide, especially during the first
72 hours in SHU. These inmates should be referred to psychology
services immediately.

Long-term Protective Custody Inmates - These inmates are
particularly vulnerable to depression that can lead to a suicide
attempt, and should be monitored closely while they are in SHU.
Inmates Taking Medication for Mental Health Reasons - These
inmates are vulnerable to developing suicidal thoughts and
attempting suicide by overdosing on their medication. Inmates on
medication should be monitored to make sure they are not hoarding
medication. Any signs of distress, deterioration in hygiene, or
sudden changes in behavior should be reported to psychology.

FACTORS THAT CAN INCREASE THE PROBABILITY THAT AN INMATE
MAY BECOME SUICIDAL:

Mental Health Factors

History of mental illness

1. Is the inmate depressed, actively psychotic?
2. Has the inmate been compliant with psychotropic medication?
g Have there been changes in eating, sleeping, hygiene, weight,

recreation, activity level?

Prior suicide attempt

Ui How lethal was the attempt?
2. How many attempts have been made?
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Inmate’s current mood, affect, and behavior

X.g Is the inmate emotionally upset, angry, and easily agitated?

2. Are the inmate’s thoughts clear and goal directed (vs.
delusional or psychotic in nature)?

s Is the inmate depressed, has there been a recent loss?

4. Has hopelessness persisted even after the depression has
lifted?

5. Has the inmate given away property, revised a will, or

requested a phone call to say his goodbyes?

Medical Condition(s)/Chronic Pain

1. Does the inmate have a chronic life threatening medical
illness?

2. Has the inmate’s overall health diminished recently?

3 Is the inmate experiencing pain or other negative symptoms?

Relationship Difficulties

1. Has the inmate received a Dear John letter?
2. Have communications and or visits decreased?
3. Has there been a change in the relationship?

Situational Factors

1. Legal issues - pending indictment; loss of appeal to reduce
sentence.

2. Difficulties with staff or other inmates.

3. Gambling debts, drugs.

4. Ending of a close relationship with another inmate.

5. Possible wvictim of a sexual assault.

REPORTING AND DOCUMENTING INMATE BEHAVIOR

Report Your Concerns: Any inmate behavior(s) that is questionable
and may reflect a change in mental health status should be reported
to the Shift Lieutenant immediately.

During non-working hours: Inform the Shift Lieutenant of any
questionable inmate behavior. He/she will determine if the on-call
psychologist needs to be contacted.

Segregation Log Book: Any changes in inmate behaviors should be
noted in the TRUSCOPE program. A detailed note regarding the
cbserved behavior is advisable. Documenting in the TRUSCOPE program
serves two purposes. First, the entry serves as a means of
communication for other staff members. Second, it provides an
accurate account of activity during your shift. Documentation
should be neat, legible, and professional.
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RESPONDING TO A SUICIDE EMERGENCY

A Segregation Officer observing an inmate in the act of committing
suicide, causing other self-injurious behavior, or who appears to
have committed suicide will call for back-up before entering the
cell. The officer will notify the Control Center and the
Lieutenant’s Office by radioc of the situation and reguest immediate
back-up. BACK-UP MUST BE PRESENT IN ORDER TO ENTER A CELL. The “cut-
down” tool is located in the storage closet on a shadow board. It is
the #1 officer’s responsibility to locate this item at the start of
the shift. This tool is only authorized to be used in emergency
gsituations. Miscellaneous use of this tool is not permitted and will
result in dulling the blade of the tool. 1In the event an inmate
commits suicide, the scene of the suicide will be treated in a
manner consistent with the investigation of an inmate death. All
measures necessary to preserve and document the evidence needed to
support subsequent investigations will be maintained or octherwise
adequately recorded.

SEXUAL ASSAULT PROTOCOL

Reporting

In all cases of reported sexually abusive behaviors (e.g., from
alleged victim, staff, and/or “third party”) the following will
occur:

The Operations Lieutenant will be notified immediately and he/she

will:

. Immediately safeguard the inmate (which will wvary depending on
the severity of the alleged sexually abusive behavior and could
range from monitoring the situation, changing housing
assignments, changing work assignment, placing alleged victim
and perpetrator in Special Housing, etc.);

o Promptly refer all inmates reported or suspected of being the
victim of sexually abusive behavior to Psychology Services for
assessment of vulnerability and treatment needs;

. During business hours, ensure that the 5IS, Chief of
Correctional Services, Program Coordinator, and Warden are
notified; and During non-business hours, ensure that the 3TS,
Chief of Correctional Services, Program Coordinator, Duty
Officer, and the on-call Psychologist are notified.

. The Program Coordinator will review the psychological
assessment and other relevant factors and make a determination
as to whether or not to proceed with the full activation of the
Response Protocol.
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Responding

Not all allegations of sexually abusive behavior will require full
activation of the Response Protocol. In some cases, the Program
Coordinator will determine that there is not sufficient reason to
proceed (e.g., the alleged victim credibly recanted; the alleged
perpetrator was not in the institution on the date of the
allegation, the inmates involved independently report a non-coercive
sexual encounter, etc.) and the Response Protocol may be terminated.

In cases where more information is needed, or in cases where there
is a credible and serious allegation or instance of sexually abusive
behavior, the full Response Protocol will be implemented. Once the
Program Coordinator determines that the intervention should
continue, a sensitive and coordinated response is necessary.
Services will be provided in an environment that meets both security
and therapeutic needs. The full Response Protocol, monitored by the
Program Coordinator, involves the following components:

Protection

All appropriate staff will consult and determine the actions to be
taken to prevent further sexually abusive behavior both to the
alleged victim (e.g. change in work assignments, change in housing
assignment, closer supervision, protective custody, transfer, etc.)
and/or by the alleged perpetrator (e.g., remove from compound,
change housing assignment, etc.).

The Captain will ensure that a STG category of "V SA UNV” is entered
into SENTRY, and in instances where an inmate perpetrator is
alleged, will enter the STG category of “P SA UNV"” for that inmate
(See Section 13.b. for further details).

PSYCHOLOGICAL:

Psychology staff are responsible for crisis intervention, assessment
of treatment needs, documentation of the evaluation results,
treatment, psychiatric referral, and/or other treatment options
related to the alleged victim. In addition, Psychology staff provide
guidance to Unit Management and Community Corrections staff
regarding an inmate’s post-release mental health needs. Inmate
perpetrators (or alleged perpetrators) of sexually abusive behaviors
will be referred by the Operations Lieutenant to Psychology
Services. Inmates considered high-risk for sexual re-offending may
be referred to specialty treatment and/or management programs,
individual or group counseling, or may be managed through standard
correctional techniques.
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If an inmate perpetrator is determined in need of treatment services
and refuses treatment, Psychology Services staff will document the
refusal and place it in the medical section of the Inmate Central
File and notify the referring staff of the refusal. Documentation of
treatment compliance or refusal ensures continuity of care within,
between, and outside the Bureau.

Examination

Medical staff are responsible for examination, documentation, and
treatment of inmate injuries arising from sexually abusive
behaviors, including testing when appropriate for pregnancy, HIV and
other sexually transmitted diseases (STDs). Where indicated, medical
staff, trained in the collection of sexual assault evidence (i.e.,
“rape kit”) should conduct an examination for physical evidence
which may be used later in formal investigations. At institutions
where Health Services staff are neither trained nor certified in
sexual assault evidence gathering, the inmate will be examined at
the institution by trained health care professionals from the local
community or at the local community facility equipped (in accordance
with local laws) to evaluate and treat sexual assault victims.
Prophylactic treatment and follow-up for sexually transmitted
diseases will be offered to all inmate victims, as appropriate.
Whenever an inmate is referred to Health Services for examination
and treatment of injuries related to sexually abusive behavior,
staff will encourage the inmate wvictim to complete an Inmate Injury
Assessment and Follow-up form (BP-S362) as required by the Program
Statement on Patient Care.

Investigation

In cases where the full Response Protocol is activated, staff are
trained to investigate allegations of sexually abusive behavior
thoroughly. The information concerning the identity of the alleged
inmate victim and the specific facts of the case are limited to
those staff who need-to-know because of their involvement with the
victim’s welfare and the investigation of the incident. This is
important not only to preserve the victim’s privacy but also to
preserve maximum flexibility to investigate the allegations.

Initial Notifications:
Upon activating the full Response Protocol, the investigation phase
is initiated and the following notification(s) will be made:

Inmate Perpetrator on Inmate Viectim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against another inmate, the Special Investigative
Agent (or SIS) will be notified immediately.
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Staff Perpetrator on Inmate Victim:

In the event that a staff member is alleged to have perpetrated
sexually abusive behavior against an inmate, the Warden will be
notified immediately. The Warden will notify the Regicnal Director
and the O0ffice of Internal Affairs (0OIA), who will in turn notify
the Office of the Inspector General (0OIG), and when appropriate,
will notify the Federal Bureau of Investigation (FBI}.

Inmate Perpetrator on Staff Victim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against a staff member, the SIA/SIS will be
contacted immediately with follow-up notification to the Warden.

Crime Scene Preservation:

The staff first responder will preserve the crime scene. SIS staff
will be responsible for collecting information/ewvidence. The
investigation, in coordination with the agency to which the case may
be referred, will follow the guidance given in the Special
Investigative Supervisor’'s Manual that ocutlines gathering and
processing procedures.

Physical Evidence Collection:

When there is a report of a recent Rape or Sexual Assault with an
Object, or there is a strong suspicion that a recent, serious
assault may have been sexual in nature, a thorough physical
examination of the alleged victim - to include a “rape kit” will be
completed immediately. Physical evidence collection may also include
an examination of, and collection of physical evidence from the
suspected perpetratori(s).

After Action Reviews of Violent Sexual Assaults:

Following any incident of Rape or Sexual Assault with an Object, the
Warden, Program Coordinator, Chief of Correctional Services, Health
Services Administrator, and Chief Psychologist will meet and review
the incident. This review is to assess the reasonableness of the
actions of staff following the incident, to ensure the security and
treatment needs of the inmate victim have been addressed adequately
and the management and investigation of the inmate or staff
perpetrator is progressing appropriately. Within two working days
after the initial reporting of the Rape or Sexual Assault with an
Object, a written report highlighting the relevant facts should be
produced and the Warden or designee will personally attest by his or
her signature that the review has taken place and that the steps
taken by staff were either appropriate or inappropriate. A copy of
this report will be forwarded to the Regional Director.
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Consideration for staff impacted by the incident is necessary.
Arrangements for debriefing affected staff and referral to
appropriate services to mitigate the stress associated with these
events should be offered.

Administrative Disciplinary Process and Prosecution:

In keeping with this “zero tolerance” policy, perpetrators of
sexually abusive behavior will be disciplined and/or referred for
prosecution.

Tracking Sexually Abusive Behavior:

Tracking and analyzing the incidents of sexually abusive behavior
are critical to the safety and management of inmates and the
security of all Bureau facilities. Monitoring these incidents allows
the Bureau to assess the effectiveness of current policy and
procedures in regard to the extent of sexual victimization. To
ensure full and accurate reporting and analysis, the SIS will
maintain secure investigative files which include data on:

. The victim(s) and perpetrator(s) of sexually abusive behavior;
. Crime characteristics;
L Formal and/or informal action(s) taken;

All collateral reports, supporting memoranda, and videcotapes;
Medical forms; and
Any other evidentiary materials pertaining to the allegation.

The Office of Internal Affairs will report the cumulated data on the
inmate victims of staff and inmate sexually abusive behavior to all
Chief Executive Officers and the Psychology Services Administrator
at the end of each quarter and at the end of each fiscal year.

SUICIDAL SITUATION IN SHU OR THE HOUSING UNITS:

If you are the first person to notice an inmate hanging, you should
call for staff assistance (Operations Lieutenant & Control
Center)and remain calm and wait until sufficient staff and
Lieutenant arrive prior to handcuffing the inmate=s cell mate(s)
(if applicable) and unlocking the cell door. If feasible, obtain
protective equipment from the above mentioned areas. Cut the inmate
down, protecting the head and neck area. Always administer life-
saving procedures.

December 7, 2018 Sensitive But Unclassified Page 28 of 29

EFTA00108141



METROPOLITAN CORRECTIOMNAL CENTER
NHEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UMIT

THIS IS NOT AN ARMED POST

Post Orders, the TRUSCOPE program and log books are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reasonable efforts before
assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail all
the officers’ responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S)
SHOULD AFPFROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER HNO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAFE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARD F RANK, HAS NO AUTHORITY.

12 /7/1§ ,

Jermai Darden, Captain Date
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CHAPTER 7
FIREAEMS AND BADGES

700. DEFINITIONS. FProbable cause, reasonable determination, or
reasonable belief means facts and circumstances known to the
employee at the time of the use of firearms that would cause a
reascnable employee to conclude that the action is appropriate.

701. CAREYING OF FIREAEMS. Title 18 U.5.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau officers and employees.
This authority is delegated to the Director in 28 CFR 0.96(0).

When approved by the Warden, institution staff are permitted to
carry firearms when:

® transporting inmates,

* assigned to escape posts, and
e assigned to security posts which require firearms as
standard issued equipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. Staff Qualification. New employees must not be assigned to
posts requiring the carrying of firearms before completing the
Introduction to Correctional Technigques Training at the Federal
Law Enforcement Training Center.

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regicnal
Director.

c. Re-gualification. Staff must complete satisfactorily the
Bureau's approved firearms training course each year. Allowances
will be made in accordance with applicable laws, rules, and
regulations,
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Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Director's
designee may authorize, in writing, Bureau staff to carry
Government-issued firearms for purposes not expressed in this
Program Statement.

702. USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

* Prevent escapes;
# Prevent loss of life or serious physical injury;

e Protect government property, upon determination that
the damage or loss of property would contribute
directly to an escape, loss of life, or serious
physical injury; and

# Maintain or restore control of a correcticnal
institution.

The use of firearms is prohibited if force other than firearms
appear reasconably sufficient to accomplish law enforcement
purposes. Examples are, but not limited to:

* Prevention of escape;

* Prevention serious physical injury; and
e Restoration of contreol in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely
to fail. -

An employee is not required te jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the
subject with every intention of hitting "center mass" to ensure
the subject is stopped.
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Staff will not attempt to shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger to staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving vehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

s Employee has a reasonable belief that the subject poses an
imminent danger of death or serious physical injury to the
employee or others.

# Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As scon as practicable, medical attention must be provided teo any
persons injured during an incident inveolving use of firearms.
Tircaims will not be used if the employes recognizas a potential
escapee as an inmate sentenced under the Juvenile Justice and
Delinguency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations.

(1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hook, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject. "

(2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior to using firearms, staff
must reasonably believe that an inmate has the capability to
escape.

For example, the inmate may be carrying items such as, but

not limited to, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this policy, warning shots
should be used only if there is no apparent danger to self, other
staff and inmates, or the community.

Warning shots will be fired into the ground and never into
the air or in an indiscriminate direction.

The inmate is not required to be on the first/inner
perimeter fence before the employee issues the warning. When the
liunaie aciually cuniacis the fivsi/innen Pt’:i-'ifl-'l-&tl':il fence in an
attempt to climb or demonstrates an attempt to get on or over the
first/inner perimeter fence, and the employee reasonably
determines an escape is being attempted, the employee may shoot
the subject.

The employee is not required to wait until the inmate is
between the perimeter fences or over the first/inner fences.

(3) Metropolitan Correctional Centers (MCCs) and
Metropolitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a verbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.

{4) Minimum Security Institutions. Ordinarily, firearms
are not used to prevent escapes from minimpm security level
institutions. However, weapons are authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or sericus physical injury to the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

(5) Escapes with Outside Assistance. Firearms may be used

against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6) Escape from Escorted Trip or Prisoner Transport. When
an employee reasonably determines an escape is being attempted
from an escorted trip or prisconer transport, the employee must
issue a verbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
pricor to shooting the subject.

Outside the immediate environs of a correctional
institution, the employee should not fire a warning shot prior to
shooting the subject due to the possibility of injury to innocent

¥ I ia . |
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Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
to prevent an escape of an inmate in transit to or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum and non-minimum security level institutions.

(7) Once An Escape Has Occurred. After an escape from a
transport vehicle or an institution, and the immediate environs
has been successful, employees attempting to apprehend the
escaped prisoner may not use firearms unless there is probable
cause to believe:

(a) The subject has committed a felony invelving the
infliction or threatened infliction of serious physical injury or
death. ;

(b) The subject’'s escape would pose an imminent danger
of death or serious physical injury to the employee or others.

Note: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated" should be
interpreted in the following manner:

EFTA00108148



P3S 5500.14
10/19/2012
Chapter 7, Page 6

# As long as a staff member is in continuous pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport wvehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
is permissible under the escaping inmate standard.

¢ The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible,

A verbal warning should be given if it would not pose a risk
of death or serious bodily injury to the officer or others.

Warning shots are prohibited due to the possibility of
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b. Prevent the Loss of Life or Seriocus Physical Injury. Staff
may use firearms when reasonable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others.

Firearms will be used in the same manner as for escapes; verbal »
warnings and warning shots should be given, when feasible, prior e,
to shooting the subject. &

~

When authorized, warning shots should be used only if there is fa

no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasconably believes there is imminent danger of death or
serious physical injury to self or others.

In a hostage situation, once it has been contained and attempts
to negotiate have begun, only the Warden may order the use of
firearms to resolve the hostage situation.

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion. L)

c. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons

are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt to break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there 1s imminent danger of death or
serious physical injury te self or others.

d. Maintain or Restore Control of a Correctional Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reaSDnably believes
the intended sub]ect of the use of firearms is participating in a
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inmates, or the community.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

703. ARMED ESCORT BY COMMERCIAL AVIATICM. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 10B.11, Carriage of Weapons, and Part 108.21,
Carriage of Passengers Under the Control of Armed Law Enforcement
Escorts (1995), allows law enforcement officials, while ;
performing their duties, to travel while armed.

Staff must notify the air carrier pricr tc departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide reqguired information to the
carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When net transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms in
checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational
purposes. '

For an incident while on duty, the report must be submitted prior
to the end of the employee's duty shift.
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prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review
processes,

705. IDENTIFICATION BADGES. Upon regquest, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution.

The Captain will maintain strict accountability of Bureau badges.
Lost or stolen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
of firearms will be issued a Bureau identification badge.

The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of routine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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706. NON-DISCLOSURE OF BUREAU STAFF NAMES IN SHOOTING INCIDENTS.
Disclosure of an employee's name following a shooting incident
will fellow the gquidelines as prescribed in the Program Statement
on News Media Contacts.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #2
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSIUM (OC) CARRY POST

POST: SPECIAL HOUSING UNIT OFFICER #2

EQUIPMENT: Key Ring(s) C-27, Cc-28,C-30,C-31, C-32, C-33,B-32,
B-33 Radio/BA, Metal Detector

All equipment assigned to this post and will be accountable on the
shift to shift inventory form. All 24 hour equipment and key rings
will be logged into the TRUSCOPE program with type of egquipment and

key ring numbers.
e e P

SHIFT: MORNING WATCH
HOURS OF DUTY: 12:00 A.M. to 8:00 A.M.

NMORMAL ROUTINE: All Correctional Officers will report to the
institution according to their assigned work schedule. You are
required to utilize the "Staff Chit Board” whenever you enter
and/or depart from the secured perimeter of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED
SHU DOORS:

Door 27 and Inner Door: Both doors must always remain secured when
not being used. They are to be opened as needed for traffic and
secured immediately. These doors are to be considered a sally port
and only one door will be open at a time unless there is an
emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to
guarantee that the inmate is closely monitored and kept separate
from other inmates.

12:00 A.M.
Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Evening Watch Officer. After you have

relieved the Evening Watch Office r, as the equipment is issued on
a 24-hour basis, you are required to indicate the key ring number
and type of equipment accounted for in the TRUSCOPE program and
sign the location inventory.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
HOUSING UNITS
THIS IS NOT AN ARMED POST

THESE POSTS ARE OLEORESIN CAPSICUM(OC) CARRY POSTS WITH THE EXCEPTION OF
THE 5-SOUTH CADRE INMATES

POST: THESE POST ORDERS WILL COVER THE FOLLOWING HOUSING UNITS

EQUIPMENT: UNIT 2 (BA): BODY ALARM #601 KEYS Cl W/8, MK-4 OC DISPENSER
UNIT 3(CA): BODY ALARM #602 KEYS C2 W/8, MK-4 OC DISPENSER
UNIT SN (EN): BODY ALARM #603 KEYS C5 W/8, MK-4 OC DISPENSER
UNIT 5S(ES): BODY ALARM #604 KEYS C8 W/7, MK-4 OC DISPENSER
UNIT 7N (GN): BODY ALARM #605 KEYS CllW/9, MK-4 OC DISPENSER
UNIT 7S(GS): BODY ALARM #606 KEYS Cl14W/9, MK-4 OC DISPENSER
UNIT 9N (IN): BODY ALARM #607 KEYS C1l7W/10, MK-4 OC DISPENSER
UNIT 11N (KN): BODY ALARM #619 KEYS C20W/8, MK-4 OC DISPENSER
UNIT 11S(KS): BODY ALARM #616 KEYS C23W/6

All equipment and key rings will be logged into TRUSCOPE program with type
of equipment and key ring numbers.

SHIFT: MORNING WATCH / DAY WATCH / EVENING WATCH

HOURS OF DUTY: 12:00 A.M. - 8:00 A.M. (M/W SHIFT)
7:45 A.M. - 4:15 P.M. (D/W SHIFT) (Weekdays)
B:00 AM. - 4:00 P.M. Weekends and Holidays
4:00 P.M. - 12:00 A.M. (E/W SHIFT)

LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE: All correctional officers will report to the institution
in a timely manner. You are required to utilize the “Staff Chit Board”
whenever you enter and/or depart from the secured perimeter of the
institution.

**Remember inmates do not have authority over other inmates. Staff are
responsible for supervising inmates at all times*¥k

MORNING WATCH

12:00 A.M.
Report directly to the Unit wearing the prescribed uniform and relieve the
Evening Watch Officer. After you relieve the Evening Watch Officer and

receive all pertinent information, as the equipment is issued on a 24-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.
Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by clips
and a metal chain.
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NEW YORK, NEW YORK
SPECIFIC POST ORDERS
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Count the keys to ensure the number of keys corresponds with the
total number on the key ring chit. Key rings must be secured to a
belt by clips and a metal chain. Contact the Control Center on
#333 and test your Radio/Body Alarm. Begin making watch calls at
this time. Watch calls will be made every 30 minutes from the hours
of 6:00 PM to 6:00 AM.

Unit officers must maintain a log of pertinent information
regarding inmate activity, detailing time, persons involved (if
pertinent) and the event. These entries are recorded into the
TRUSCOPE program. Report for duty by telephone with the Operations
Lieutenant and receive any additional information. Begin making 30
minute rounds ensuring you document the findings in the TRUSCOPE
program. Staff will observed all inmates in continued lock down
status once in the first 30 minute period of the hour ex: (12:00 -
12:30AM) followed by another round in the second 30 minute period
of the same hour (12:30-1:00 AM) .This will ensure an inmate is
observed at least twice per hour.

These rounds are to be conducted on an irregular schedule and no
more than 40 minutes apart. All observations must be documented.

It should be clearly understood that none of these activities are
to take place until the Morning Watch officer is relieved. It
should be noted that it is understood that not all of the above
will be accomplished by or before the count.

OFFICIAL COUNT TIME: The SHU#2 Officer, will assist with backing
the count. All counts will be completed by two staff members. One
staff member will count the inmates in the assigned cells and the
other staff member will observe the unit for any unauthorized
movement from the range grill. When you count the inmates you
will count living breathing flesh. Ensure that all cell doors are
locked prior to conducting your count. Call your count into the C&A
Officer at extension “6468".

Always ensure the correct time, date, and Officers printed name
and signature conducting the count are noted on the count slip.
All count slips will be written in blue or black ink and should be
clear and legible. Count slips which appear to be altered will not
be accepted. Internal Security Officer will pick up the count
slips and take them to the Control Center. Once the Contreol Center
announces a clear institutional count, record this information in
the TRUSCOPE program.

December 7, 2018 Sensitive But Unclassified Page 2 of 17

EFTA00108155



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #2
THIS IS NOT AN ARMED POST

BED BOOK COUNTS: The Bed Books will be utilized for emergency
counts, bad institutional counts and random Bed Book counts
requested by the Shift Lieutenant. When a unit has two consecutive

bad counts, a bed book count must be conducted. In conjunction
with the Bed Boock the unit roster will be used to conduct these
counts. Upon receiving a new inmate on the unit, the unit officer

will receive two 3 x 5 cards, one to be utilized for the bed book,
and the other to use for inmate movement. The bed book card is not
to be removed from the bed book

Throughout your shift, you must Audit the location board, bed
book, and all inmate files including the Special Housing Record
(BP-292), Administrative Detention Orders, 30 day psychology
reports and twenty one day cell rotations. It is the
responsibility of the SHU #1 to ensure all information contained
on the SHU Report is accurate and up-to-date for each inmate.

The SHU Report will list the reason the inmate is housed in SHU.
Ensure all doors, traps and grills in the Special Housing Unit
are locked and secured. If it has a lock, it should be locked.
¥You must ensure a comprehensive fire and security inspection of
the unit is conducted. Ensure all equipment is accounted for,
operational and logged intoc the TRUSCOPE program and the fire and
security form is completed. ANY DISCREPANSIES WILL BE REPORTED TO
THE LIEUTENANT'S OFFICE.

12:30 A.M.

Begin making watch calls to the Control Center by calling extension
333 or via radio every half hour. These calls are mandatory and
are designed for your safety as well as the security of the
institution.

It is your responsibility to supervise the owverall operation of the
Special Housing Unit. A body alarm test should be conducted at this
time. Remember body alarms are assigned to a specific post, not a
person. The Control Center must be notified before moving with the
body alarm to another location.

It is your responsibility to supervise the overall operation of the
Special Housing Unit. Ensure that thirty minute irregqular visual
checks are made on each inmate and documented in the TRUSCOPE
program. You are responsible for reviewing and ensuring the
TRUSCOPE program is maintained with the pertinent information
regarding inmate activity.
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1:00 A.M,

As time permits throughout the shift, conduct searches of all
common areas of the unit which inmates have access. Particular
attention must be paid to plumbing facilities chases, vents,
tables, chairs, activities rooms, utility closets, laundry room,
and the rest of the common area inside the unit. After completing
at least five shake downs in your unit, reflect the correct
information in the TRUSCOPE program. Discoveries of hard
contraband will be reported to the Operations Lieutenant and
documented in the TRUSCOPE program.

Serious breaches of security will be immediately reported to the
Operations Lieutenant. Discrepancies found not of a serious nature
will also be reported and the appropriate work order submitted.
Record any confidential information into the TRUSCOPE program.
Check the TRUSCOPE program and initiate daily paperwork. Patrol the
unit, observing and listening for abnormal activity and noises.

The SHU #1 Officer is responsible for notifying the Control Center
of inmates being admitted or released from the Special Housing
Unit. At no time will you be in possession of the cell door key
without the presence of another staff member.

2:00 A.M.

Continue to document and update all activities and paperwork
assigned to this post. Begin processing outgoing mail. All mail
will be received unsealed and screened for contraband and/or
pertinent information. Anything out of the ordinary will be
reported to the Shift Lieutenant immediately. Outgoing mail from
inmates on mail monitoring status will be separated and identified
as SIS mail and left open. After processing is complete, all mail
will be sealed, sorted according to size, and bundled by rubber
bands. The Internal security Officer will pick up the mail at
approximately 5:00 A.M.

3:00 A.M.

The official count will be announced at this time. Staff will
perform a double staff count, observing human flesh and movement
before counting any inmate. Call in the count to the C&A Officer at
extension “6468"
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5:00 A.M.

The official count will be announced at this time. You are to
follow the same procedures used at the 3:00 a.m. count. Remember
Staff will perform a double staff count, observing human flesh and
movement before counting any inmate.

6:00 A. M.

Ensure that all inmates on the court list are ready for pick up by
the Internal Security. The SHU Recreation Officers and the SHU# 3
Officer will report to the unit at this time and assist with the
court movement.

All SHU inmates will be escorted to R&D for court at a ratio of
two staff members per every inmate unless otherwise instructed by
the Operations Lieutenant. Contact the C&A Officer to receive
c¢learance for the escort of the inmate(s). Ex: If you are
escorting two inmates to R&D there should be four escorting staff
members

Breakfast Feeding

The SHU #2 will ensure the food carts are properly searched prior
to bringing them into the unit. The SHU #1 will ensure the SHU
Officers (including the Recreation Officers); will count all food
trays, lids, and utensils prior to and after the meal. The SHU
#2 will prepare the breakfast meal, and began feeding with the
assistance of the Recreation Officers. Ensure that all wickets
are secured; only one (1) wicket will be opened at a time for the
feeding of the meal. Report problems with the meal to the Shift
Lieutenant and Food Service staff and ensure corrective measures
are taken before serving commences. The lights in the inmates’
cells will be turned on while the breakfast feeding is in
progress.

All Food trays must be accounted for; no food trays will be left in
an inmates’ cell after pickup. If an inmate refuses to give you
the tray back notify the SHU Lieutenant or the Operations
Lieutenant. Inmate orderlies will not be utilized to collect food
trays.
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T7:00 A.M.

Prepare the cells and unit for daily inspection. No later than
B:00 am each morning all inmates will have their cells cleaned,
beds made, and will be dressed in their jumpsuits. All SHU
officers will assist with conducting daily inspections of the
unit. Any inmate who desires recreation will have their cells in
a high state of sanitation. Recreation begins by the Recreation
Officers Monday through Friday. INMATES DEPARTING FOR RECREATION
WILL NOT LEAVE THEIR CELLS UNTIDY.

7:30 A.M.

Ensure that all pertinent paperwork is properly filled out, (Daily
Security Inspection Sheet, Equipment Inventory, BP-292.

Inmate Work Call: The Control Center will announce “Attention in
the institution inmate work call.” All inmates assigned to work
details will report to their work detail assignments.

8:00 A.M.
End of Tour:
Pass all keys and equipment to your relief. Once properly

relieved, your tour of duty ends and you are to proceed directly
out of the institution.

**DO NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN
PROVIDED**

Officers assigned to this post will not wvacate the post unless
properly relieved or instructed to do so by the Operations or
Activities Lieutenants. These post orders are not intended to
describe in detail all the officer’'s responsibilities. Good
judgment and common sense are expected in all situations not
covered in these post orders.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.
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POST: SPECIAL HOUSING UNIT OFFICER #2

EQUIPMEMNT : Key Ring(s) C-27, Cc-28, C-30, C-31, Cc-32, C-33, B-
32, B-33, Radio/BA, Metal Detector

All equipment assigned to this post and will be accountable on
the shift to shift inventory form. All 24 hour equipment and key
rings will be logged into the TRUSCOPE program with type of

eguiement and kez ring numbers.

SHIFT: DAY WATCH

HOURS OF DUTY: 7:45 A.M. to 4:15 P.M.
LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE: All Correcticonal Officers will report to the
institution according to their assigned work schedule. You are
reguired to utilize the ™3taff Chit Beocard” whenever you enter
and/or depart from the secured perimeter of the institution
SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED
SHU DOORS:

Door 27 and Inner Door: Both doors must always remain secured when
not being used. They are to be opened as needed for traffic and
secured immediately. These doors are to be considered a sally port
only; one door will be open at a time unless there is an emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to
guarantee that the inmate is closely monitored and kept separate
from other inmates.

7:45 A.M
Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Morning Watch OQfficer. After you have

relieved the Morning Watch Officer, as the equipment is issued on a
24-hour basis, you are required to indicate the key ring number and
type of equipment accounted for in the TRUSCOPE program and sign
the location inventory. Count the keys to ensure the number of
keys corresponds with the total number on the key ring chit.
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Key rings must be secured to a belt by clips and a metal chain.
Contact the Control Center and test your Radio/Body Alarm. Unit
officers must maintain a log of pertinent information regarding
inmate activity, detailing time, persons inveolved (if pertinent)
and the event. Record these activities into the TRUSCOPE program.

Report for duty by telephone with the Operations Lieutenant and
receive any additional information. Prepare inmates for Daily
Call-outs.

Begin making 30 minute rounds ensuring you document the findings in
the TRUSCOPE program. Staff will cobserved all inmates in continued
lock down status once in the first 30 minute period of the hour ex:
(12:00 -12:30AM) followed by another round in the second 30 minute
period of the same hour (12:30-1:00 AM) .This will ensure an inmate
is observed at least twice per hour. These rounds are to be
conducted on an irregular schedule and no more than 40 minutes
apart. All observations must be documented.

8:30 A.M.

Assist the #1 officer Conduct a security and fire inspection of
the unit. Any discrepancies found will be noted on the Fire and
Security Inspection Form. Serious breaches of security will be
immediately reported to the SHU Lieutenant and Operations
Lieutenant. Discrepancies found not of a serious nature will
also be reported and the appropriate work order submitted.
Record any confidential information into the TRUSCCOPE program.
This information is used to record important information which
should be passed on to other staff. Conduct a bed book audit and
make any changes pertaining to your bed book/inmate picture card
files. Check the TRUSCOPE program for information and initiate
daily paperwork.

As time permits throughout the shift, you are to conduct searches
of inmate cells. Results will be recorded in the TRUSCOFE
program. Discoveries of hard contraband will be reported to the
SHU Lieutenant and Operations Lieutenant and documented in the
TRUSCOPE program. Showers and other daily activities are begun
according to the posted schedule.

The SHU #1 Officer is responsible for notifying the Contreol
Center of inmates being admitted or released from the Special
Housing Unit. At no time will you be in possession of the cell
door key without the presence of another staff member.
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9:00 A.M.

Verify all release orders signed by the Captain, and other
designated staff. Once releases orders are signed assist the SHU
#1 Officer with processing inmates out of the unit, ensure all
documentation, i.e., property form and the TRUSCOPE program, are
completed prior to the inmate being released from the unit.
Ensure the property forms are filed out accordingly and the
inmate receives a copy. The SHU Lieutenant will be immediately
notified of any discrepancies with the inmate’s personal
property.

10:00 A.M. (Weekends and Holidays)

COUNT TIME (Stand-Up Count): The 10:00 a.m. count is an official
stand up count will be conducted at this time. The count will be
conducted as a bed book count when directed by the Operations

Lieutenant. Ensure all areas are clear of inmates, i.e., showers,
bathrooms, laundry rooms etc... The Internal Security Officer or any
available staff member will assist with backing the count. Upon

completing the count, call the count into the C&A Officer by
telephone at extension 6468. Always ensure the correct date, time,
and Officer’s printed name and signature conducting the count is
noted on the count slip. All count slips will be written in blue or
black ink and should be clear and legible. Count slips which appear
to be altered will not be accepted. The Internal Officer will pick
up the count slips and take them to the Control Center. Once the
Contrel Center announces a clear institutional count, record this
information into the TRUSCOPE program.

Between 10:15 A.M. 12:15 P.M. (Weekdays)

LUNCH RELIEF

Contact the department on the current lunch relief schedule to
arrange for staff to relieve you for a 30 minute duty free lunch.
When being relieved, ensure staff have signed the log book
designated for lunch reliefs.

BED BOOK COUNTS: The Bed Books will be utilized for emergency
counts, bad institutional counts and random Bed Book counts
requested by the Shift Lieutenant. When a unit has two
consecutive bad counts, a bed book count must be conducted. In
conjunction with the Bed Book the unit roster will be used to
conduct these counts. Upon receiving a new inmate on the unit,
the unit officer will receive two 3 x 5 cards, one to be utilized
for the bed book, and the other to use for inmate movement. The
bed book card is not to be removed from the bed book
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11:00 A.M.

Mainline Feeding:

The food carts will be thoroughly searched by SHU staff prior to
entering the Special Housing Unit. Report problems with the meal
to the SHU/ Shift Lieutenant and Food Service staff and ensure
corrective measures are taken before serving commences,

Ensure that all wickets are secured, only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not
pass or allow anything to be passed from cell to cell. Each
inmate will receive only those items which are on the daily menu
or prescribed dietary menu.

All staff handling food must wear plastic gloves and ensure the
food is served at the proper temperature. Upon completion of the
meal, all trays will be accounted for and placed on the food
cdrt.

Supervise the removal of all food trays from the cells. Officers
only will pick up all trays and trash from cells. Inmate
orderlies will not be utilized to collect food trays.

12:00 P.M. On Mondays social visiting will begin at this time.
Place all trash in the sally port for pick-up at this time for
preparation of trash call.

12:30 P.M.

PM CENSUS COUNT: A Unit Census Count will be conducted at this time.
Record the results in the TRUSCOPE program and notify the Lieutenant
of any discrepancies. An incident report will be written on any
inmate found in an unauthorized area.

ROUMDS: Ensure assigned staff continue to make frequent, random
rounds of the range in the unit. At a minimum, each inmate must
be checked, at least one time every thirty minutes. During these
security checks, ensure staff pay particular attention to those
inmates who demonstrate suspicious or unusual behavior.

MEDICAL VISITS: During medical visits by the Physician
Assistant, you are responsible for providing an escort during
their rounds on the unit. Ensure the SHU Officers announce the
PA’'s presence on the range and inmate concerns are addressed.
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1:00 P.M.

Conduct bar taps in at least five inmate cells. Ensure the
TRUSCOPE program is up to date along with the 292s. Ensure any
pertinent information is documented in the TRUSCOPE program.

3:00 P.M.
All inmate social visiting concludes at this time.

4:00 P.M. Assist the Evening Watch staff with the 4:00 PM Count.
4:15 P.M. End of Tour

**DO NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN
PROVIDED**

Officers assigned to this post will not wvacate the post unless
properly relieved or instructed to do so by the Operations or
Activities Lieutenants. These post orders are not intended to
describe in detail all the officer’s responsibilities. Good
judgment and common sense are expected in all situations not
covered in these post orders.

NOTE: In addition to Post Orders, the Special instructions must
be read in conjunction with post orders(Section 2). Staff
assigned to this post must thoroughly familiarize themselves
with the Program Statement and Institution Supplement on Entrance
Procedures and Inmate Visiting Procedures. This is one of the
most critical areas of the institution due to the potential for
escape.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES EE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.
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POST: SPECIAL HOUSING UNIT OFFICER #2

EQUIFMENT: Key Ring(s)C-27, C-28,C-30,C-31, C-32, C-33,B-32, B-
33, Radio/BA, Metal Detector

All equipment assigned to this post and will be accountable on
the shift to shift inventory form. All 24 hour equipment and key
rings will be logged into the TRUSCOPE program with type of
equipment and key ring numbers.

SHIFT: EVENING WATCH
HOURS OF DUTY: 4:00 P.M. to 12:00 A.M.

NORMAL ROUTINE: All Correctional Officers will report to the
institution according to their assigned work schedule . You are
required to utilize the “Staff Chit Bocard” whenever you enter
and/or depart from the secured perimeter of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED
SHU DOORS:

Door 27 and Inner Door: Both doors must always remain secured when
not being used. They are to be opened as needed for traffic and
secured immediately. These doors are to be considered a sally port
only, one door will be open at a time unless there is an emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to
guarantee that the inmate is closely monitored and kept separate
from other inmates.

4:00 P.M.
Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Evening Watch Officer. After you have

relieved the Day Watch Officer, as the equipment is issued on a 24-
hour basis, you are required to indicate the key ring number and
type of equipment accounted for in the TRUSCOPE program and sign
the location inventory. Count the keys to ensure the number of
keys corresponds with the total number on the key ring chit.
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Key rings must be secured to a belt by clips and a metal chain.
Contact the Control Center on #333 and test your Radio/Body Alarm.
Begin making watch calls at this time. Watch calls will be made
every 30 minutes from the hours of 6:00 PM to 6:00 AM,.

Unit officers must maintain a log of pertinent information
regarding inmate activity, detailing time, persons involved (if
pertinent) and the event. These entries recorded into the TRUSCOPE
program. Begin making 30 minute rounds ensuring you document the
findings in the TRUSCOPE program. Staff will observed all inmates
in continued lock down status once in the first 30 minute period of
the hour ex: (12:00 -12:30AM) followed by another round in the
second 30 minute period of the same hour (12:30-1:00 AM) .This will
ensure an inmate is observed at least twice per hour. These rounds
are to be conducted on an irregular schedule and no more than 40
minutes apart. All observations must be documented.

It should be clearly understood that none of these activities are
to take place until the Day Watch officer is relieved. It should
be noted that it is understood that not all of the above will be
accomplished by or before the count.

COUNT TIME: The official count will be announced at this time. The
Internal Security Officer or available staff will assist with
backing the count. The same count procedures will be used now as
with all other counts. Upon completing the count, call the count
into the C&A Officer by telephone at extension 6468. Always ensure
the correct date, time, and Officer’s printed name and signature
conducting the count is noted on the count slip. All count slips
will be written in blue or black ink and should be clear and
legible. Count slips which appear to be altered will not be
accepted. The Internal Officer will pick up the count slips and
take them to the Contrel Center. Once the Control Center announces
a clear institutional count, record this information in the
TRUSCOPE program.

BED BOOK COUNTS: The Bed Books will be utilized for emergency
counts, bad institutional counts and random Bed Book counts
requested by the Shift Lieutenant. When a unit has two
consecutive bad counts, a bed book count must be conducted.
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In conjunction with the Bed Bock the unit roster will be used to
conduct these counts. Upon receiving a new inmate on the unit,
the unit officer will receive two 3 x 5 cards, one to be utilized
for the bed book, and the other to use for inmate movement. The
bed book card is not to be removed from the bed book

4:30 P.M.

Conduct a security and fire inspection of the units. Any
discrepancies found will be noted on the Fire and Security
Inspection Form. Serious breaches of security will be
immediately reported to the Operations Lieutenant. Discrepancies
found not of a sericus nature will also be reported and the
appropriate work order submitted. Record any confidential
information into the TRUSCOPE program. Conduct a bed book audit
and make any changes pertaining to your bed book/inmate picture
card files. Check the TRUSCOPE program for information and
initiate daily paperwork.

Dinner Meal: All food trays, utensils, cups, containers, etc.
must be removed from the cells at the end of the meals. Inmates
are not permitted to retain any food trays, utensils, or other
items provided during the meal. The SHU Officers will ensure that
all meals are properly heated and distributed. All staff handling
food must wear plastic gloves and ensure the food 1is served at
proper temperature utilizing the microwave. Inmate orderlies will
not assist with the feeding process. The SHU Officers will
conduct the feeding of the inmates and the retrieval of the food
trays. All inmate food trays will be issued and retrieved by
staff only.

Ensure that all wickets are secured, only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not
pass nor allow anything to be passed from cell to cell. Each
inmate will receive only those items which are on the daily menu
or prescribed dietary menu. At no time will meat items with
bones be served to inmates. Officers will not pass nor allow
anything to be passed from cell to cell. Each inmate will
receive only those items which are on the daily menu or
prescribed dietary menu

5:00P.M.
The total tray count entering and departing the unit will be

annotated in the TRUSCOPE program by the SHU #1 Officer. Social
Vising Begins (Mondays only)
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6:00 P.M.

Begin to conduct inmate mail call. Never give an inmate mail
unless it belongs to him/her. If an inmate has moved to another
unit, contact the Internal Officer to deliver it to the
appropriate unit.

Mail for inmates who have been transferred to another institution
will be placed back in the mail bag and returned to the Mail
Room. Inmate mail will not be left in the unit. All undelivered
mail will be returned to the Mail Room. During your shift, you
are responsible for ensuring a comprehensive security inspection
of the unit is completed and properly documented on the Security
Inspection form. Cell sanitation on the unit, and telephone calls
will be conducted on the assigned days.

As time permits throughout the shift, you are to conduct searches
of inmate cells. Results will be recorded in the TRUSCOPE
program. Discoveries of hard contraband will be reported to the
Operations Lieutenant and documented in the TRUSCOPE program.
After completing at least five shake downs in your unit, reflect
the correct information in the TRUSCOPE program.

Begin making watch calls to the Contreol Center by calling
extension 333 or via radio every half hour. These calls are
mandatory and are designed for your safety as well as the
security of the institution.

8:00 P.M.

Continue conducting the necessary paper work for the unit and
ensure that all tasks have been accomplished through-out the
shift. Begin conducting bar taps at this time. Social wvisiting
concludes.
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10:00 P.M.

The official (Stand-up) count will commence at this time. The
use of the flashlight for this count may be necessary. Upon
completing the count, call the count into the C&A Officer at
extension “6468” . Always ensure the correct time, date, and
Officers printed name and signature conducting the count are
noted on the count slip. Upon completion of the count continue
to conduct checks of the unit. Trash call will be announced when
there is a clear count. Place all trash in the sally port for
pick-up.

11:40 P.M.
Ensure all pertinent information is annotated in the TRUSCOPE
program.

12:00 A.M.

END OF TOUR

**DO NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN
PROVIDED* *

NOTE : In addition to Post Orders, the Special instructions
must be read in conjunction with post orders (Section 2). Staff
assigned to this post must thoroughly familiarize themselves with
the Program Statement and Institution Supplement on Entrance
Procedures and Inmate Visiting Procedures. This is one of the
most critical areas of the institution due to the potential for
aescape.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APFROACH YOU OR YOUR FOST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTRANCES WILL IMMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RAMNK, HAS NO AUTHORITY.

Post Orders, log books and the TRUSCOPE program are confidential
documents and should never be left unattended or in an area

accessible to inmates.

Post Orders must be secured at all times when not in use by
staff.
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METROPOLITAN CORRECTIONAL CEMNTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #2
THIS IS NOT AN ARMED POST

It is the responsibility of the employee to inform the employer
of the fact they have not been able or afforded the opportunity
to read such orders. The employer will then advise the employee
of the general requirements of the post, and answer any
guestions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based
upon their training and experience and will make reasonable
efforts to read the post orders as soon as practicable.

After reading the post orders, the employee must sign and date
the Post Order Review Sheet which is located in Section 5 of this
document

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.

These Post Orders are guidelines, not orders to work before or after
regularly scheduled shifts.

There will be no addi
the written consep

or deletions to these post orders without
E Captain.

) _ (%Z ?ZE&'
Captain Date

Jermaine C. Dfrden,
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METROPOLITAN CORRECTIONAL CENTER
NEW YORE, HNEW YOREK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) AEROSOL SPRAY POST.

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4
PEPPER SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED
IT IS YOUR RESPOMSIBILITY TO WOTIFTY THE OPERATIONS LIEUTEMANT
PRIOR TO ASSUMING THE POST.

STAFF TRAINING AND ACCOUNTABILITY:
All staff (including sick and annual reliefs) assigned to an OC
aerosol dispenser post will receive the required training, and go
through quarterly re-familiarization training pricr to assuming
their post each quarter. Training will include, but is not limited
to, proper carry and security of an OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post corders.
Staff will be held responsible for guidance outlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received 0OC
specialty training are not authorized to carry an OC aerosol

disEgnser.

If you believe you need additional training or unfamiliar with
the OC aerosol dispenser, notify the Operations Lieutenant
immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS
A post assigned with an OC aerosol dispenser is in addition to
emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aerosol dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will outline steps to be taken in case
immediate force is required as a result of a serious assault,
recreation yard incidents, or other serious incidents during all
shifts. Trained officers can use immediate force without the
presents of a supervisor.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOQUSING UNIT

THIS IS NOT AN ARMED POST

Once you have assumed your position/post, check the OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and document in TRUSCOPE program any defects noted.

In the event of an accidental discharge, decontaminate yourself
and notify the Operations Lieutenant. Once you have
decontaminated yourself with scap and water and notified the
Operations Lieutenant, decontaminate the affected area with
soap and water, and wventilation if possible.

The usage of an OC aerosol dispenser must be limited to the
performance of official duties only. Staff are again reminded
that use of the OC aerosol dispenser outside established
policies and procedures will result in staff disciplinary
action.

The preferred method of resolution is through verbal
intervention. However, the safety of staff and inmates in any
dangerous encounter is paramount and may require the use of
an OC aeroscol dispenser. Staff may use the necessary amount
of force only as a last alternative after all other reasonable
efforts to resolve the situation have failed. Staff may use
the necessary amount of force to gain control of the inmate,
to protect and ensure the safety of inmates, staff and others,
to prevent serious property damage, and to ensure institution
security and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold
an OC aerosol dispenser. HNo other method of carrying the OC
aerosol dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet
but should not be used closer than 4 feet.

In the event the OC aerosol dlspenser is required the following
steps should be used:

i i Fingers of the drawing hand should be extended and firmly
gripping the aerosol dispenser.

7.3 Staff should assume an appropriate defensive stance and
continue with verbal commands.

3. Place thumb on the actuator.

December 7, 2018 Sensitive But Unclassified Page 2 of 14

EFTA00108172



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Spray the facial area, specifically the eyes, delivering
one two-second burst. Once the OC aerosol spray has been
dispensed, staff should step back to avoid being
contaminated by the spray and maintain direct supervision
of the inmate(s). Continue with wverbal commands.

Bllow the OC aerosol spray to work while providing verbal
commands to the inmate (e.g., lay face down with arms
spread) .

Evaluate the response of the inmate(s). If the inmate(s)
does not submit to restraints and/or comply with staff
orders within 15 seconds, a second two-second burst is
authorized. After a second assessment, or if the
inmate(s) has not complied with staff commands,
alternative methods to control the situation may be
pursued.

Decontamination procedures include fresh air and the use
of soap and water within 15 minutes, or as soon as possible,
after OC aerosol spray has been applied. Normally, this
is done before the medical assessment.

Once the OC aerosol spray is used and the inmate(s) is
in restraints, Health Services staff will be notified
immediately. A medical assessment will be performed to
determine if the inmate(s) sustained any injuries.

When an immediate use of force is necessary (e.d.,
involving serious bodily harm, etc.), staff are obligated
to obtain a camera and begin recording the event as soon
as it is feasible. As soon as control of the situation
has been obtained staff must record information on:
circumstances that required the need for immediate use
of force: identification of the inmate(s); injuries; and
staff, and others involved. (See PS 5566.06, Use of Force
and Application of Restraints).

A reasonable correctional workers perception of the events
would govern the use of the OC aeroscl dispenser in situations
which require an immediate response to an emergency situation.
The Warden should be notified as soon as possible after any
such use. Documentation is to be submitted in accordance with
the Program Statement Use of Force and Application of
Restraints.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Oleoresin Capsicum delivery systems are authorized to be used
for immediate response to situations in which an inmate cannot
be approached without danger to self or others; and it is
determined that a delay in bringing the situation under control
would constitute a serious danger to the inmate or others.

RETENTION AWARENESS :

Ensure the OC aerosol dispenser is properly fastened to your
duty belt and firmly secured inside the holster. When
confronting an inmate position your body so the OC aerosol
dispenser faces away from the inmate, maintain a safe distance,
and continue with verbal commands.

INTRODUCTION :

Staff will report for duty in the proper uniform. The primary
responsibilities of the SHU 0IC are security, supervision, safety,
and accountability of inmates. Each inmate will be checked a minimum
of once every thirty minute period at irregular intervals. The checks
will be entered in the 30 Minute portion of the TRUSCOPE program.
The cfficers are responsible for ensuring security inspection
discrepancies are appropriately documented and routed. Sanitation
of the unit is critical for the operation and will be maintained
at the highest level. All emergencies will be reported to the
Operations Lieutenant immediately.

Every officer must read and sign the Post Orders prior to assuming
the duties of this position. As a SHU Officer you will be working
under the direction of the SHU Lieutenant and/or the Operations
Lieutenant. You are required to advise the Operations Lieutenant
of your presence when you arrive for duty. You will maintain the
TRUSCOPE program throughout your shift. The TRUSCOPE program will
accurately reflect all pertinent information concerning the housing
unit, equipment accountability, inmate population, unit count, and
inmate activity as well as other specific information pertaining
to your tour of duty.

All Correctional Services staff will review and sign the Inmate Posted
Picture File on a monthly basis

ENTRANCE FPROCEDURES:

The SHU #1 controls entrance to the Special Housing Unit. Only the
SHU #1 will approve the opening of the entrance by the Control Center.
The SHU #1 will ensure the inner door to the unit is secured prior
to approving the opening of the outer door by the Control Center.
The inner and outer doors will never be open at the same time.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

No one will enter the Special Housing Unit without showing proper
identification when requested by the SHU #1. All visitors whom are
unknown will be challenged for proper identification. All inmates
entering and exiting the Special Housing Unit will be wvisually
searched and screened with a hand-held metal detector prior to
entering the unit. The SHU #1 will ensure this procedure is
completed.

ENTRANCE LOGS:

The Visitors Log will be maintained at the entrance of SHU. All
persons visiting this unit will utilize this log to document their
visit to the Special Housing Unit. The log is organized by
discipline. On Saturday, the evening watch SHU #1 will collect the
logs, and prepare the new logs for the new week.

VISUAL SEARCHES:

Any inmate who enters into, and/or departs from the Special Housing
Unit will be visually searched, to include the hand-held metal
detector, no exception. This includes inmates entering the unit
for work details, UDC/DHO hearings, and the Unit Barber.

CELL INSPECTION FOBRMS:

The SHU OIC will ensure a Cell Inspection Report is completed; to
include the inmates and the inspecting cfficer’s name/signature.

This report will be maintained in the inmates SHU File. The inmate
must verify the condition of his cell on this form. If anything

is broken, missing, cracked, etc., the inmate is responsible for

advising staff upon admission to the cell. The inmate is responsible
for the contents of his assigned cell. If the inmate refuses to

sign the form, the officer will note on the form the inmate refused
to sign.

CELL ROTATION AND CELL SEARCHES:

All SHU staff are expected to conduct searches of the Special Housing
Unit. The morning watch officer(s) will conduct searches of the
common areas and document their findings in the Search section of
the TRUSCOPE program. The day watch officer(s) will conduct a search
of every inmate’s cell who attends recreation. The evening watch
officer(s) will conduct a minimum of five (5) cell searches during
their shift. The entire Special Housing Unit will be searched each
and every week. Officers will pay particular attention to the
sink/commodes, showers, and vents. Staff will inspect under the
beds and desks. Inmates will be rotated to a new cell assignment,
at a maximum of every 21 days. This will be performed by the SHU
Officer (s) on the Day Watch.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED FOST

The SHU #1 will document the rotations in sentry and the SHU report.

Note: If an inmate refuses a cell rotation, an incident report must
be written and the SHU Lieutenant must be noticed.

CELL SANITATION:

The evening watch SHU Officers will provide inmates with the necessary
cleaning supplies o to properly sanitize their assigned cells. The
cleaning supplies will be issued to the inmates through the food
slot. The SHU Officers will be responsible for delivery of the
cleaning supplies to the inmates through the food slot.

Under no circumstances will cleaning equipment be allowed to remain
in a cell after cleaning.

LAUNDRY :

When clean laundry is brought to the Special Housing Unit, the SHU
#1 MUST ensure the clothing is thoroughly searched, to include use
of a metal detector, prior to inmates receiving the clothing.
Although this procedure is time consuming and tedious, it is very
important to control the introduction of contraband.

LAN PASSWORD:

Staff working in SHU should have a computer LAN system password to
access WORD documents and GroupWise. Additionally, staff should
have a password to access sentry and the SHU Program.

DISPOSABLE RAZORS:

Inmates are permitted to use disposable razors to perform personal
hygiene necessities. The razors will be issued, collected, and
accounted for by the D/W SHU Range Officers. The SHU Range Officers
will conduct an audit of the disposable razors as soon as they report
for duty. The SHU Range Officers will offer and issue disposable
razors .to inmates on Monday, Wednesday, and Friday.

Note: Inmates assigned to the Special Housing Unit who are on trial,
or who are scheduled to report to court, will be given the opportunity
to shave, on any day, if they request to use the razor. Always direct
the inmate to leave the razor on the food slot when he/she returns
it to you. Never allow the inmate to hand you the razor to reduce
the chance of an assault.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

SHOWERS : _

The SHU #1 will ensure the appropriate entries are completed on the
inmates BP-292 when inmates are afforded the opportunity to shower.
Special Housing unit inmates will be escorted by the range officers
to the showers on Mondays, Wednesdays and Fridays. At this time the
inmates will receive hygiene supplies (toilet paper, soap, toothbrush
etc.

All toothbrushes will be no longer than three (3) inches in length.

COMMISSARY :

The approved Commissary List will be used for inmates housed in A/D
and D/S status. All Commissary slips will be forwarded to the SHU
Lieutenant for review prior to being sent to the Commissary.

LAW LIBRARY :

The SHU law library is available for the inmates. The inmate must
submit an Inmate Request to Staff Member requesting use of the law
library. The SHU #1 will place the inmate on a waiting list in the
appropriate log book upon receipt of the request. The SHU #1 will
record in the law library logbook when an inmate uses the library.
Legal material not available in the SHU Law Library can be requested
by the inmate from the Education Department. This is accomplished
by the inmate submitting an Inmate Request to Staff to the Education
Department.

SOCIAL TELEPHONE CALLS:

Inmates are permitted to use the telephone in the Special Housing
Unit once every thirty (30) days while housed in the Special Housing
Unit. An inmate will submit an Inmate Request to Staff prior to

the day he/she requests to use the phone. Additionally, inmates will
be authorized to utilize the telephone within the first 7 days of
arrival to the special housing unit. The SHU#1 will record in the
proper logbook each time an inmate is authorized to use the telephone.

LEGAL TELEPHONE CALLS:

Inmates must be permitted access to their attorneys. The inmate
will submit an Inmate Request to Staff Member to their respective
unit team. There is a Legal Telephone Log Book in the Special Housing
Unit. All Legal calls will be recorded in this log book. Legal
phone calls will be recorded by the Unit Team member affording the
inmate the call.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

RECREATION:

While assigned to the Special Housing Unit, inmates have the
opportunity to recreate for five hours per week. The five hours
will be broken down into one-hour increments throughout the week.

Inmate files, BP-292's, and any other pertinent information must
be reviewed prior to scheduling the inmates for recreation. Staff
must ensure all precautions are taken to prevent inmates with
SEPARATION status, REC/CELL ALONE, or Protective Custody from
recreation with other inmates.

The Recreation Officers will place the inmates in handcuffs, and
then escort them from their assigned cells to the recreation area.
The inmates will be pat searched and metal detected prior to entering
the recreation cell. The recreation cell will be secured then the
inmate’s restraints will be removed. Staff will ensure the
recreation cages are searched before and after inmates receive
recreation.

**NOTE** In the event of inclement weather, e.g. cold weather, inmates
will be issued jackets or other available inclement weather clothing
for use on the recreation decks.*%*

COUNTS :

The following procedures will be strictly adhered te and will be
enforced by all staff. There will be no inmate movement during
Official Counts. All inmates assigned as Orderlies will be secured
in their cell during all counts. All counts will be conducted by
two staff members. All count slips will be signed in blue or black
ink by both staff members. All inmates in the unit will stand for
the 4:00 P.M. and 10:00 A.M. count. The 10:00 A.M. count will be
conducted on weekends and holidays. Rll official counts will be called
into the C&A Officer at ext. 6468. The SHU#1 will log the count
in the Unit Log Book.

HATIRCUTS:

Haircuts will be approved for once a month. The barber shop will
be operational on the day watch shift, on Saturdays. The inmate
will have to request a haircut via the "Request to Staff Member Form"
(cop-out). The assigned Barber will be escorted to the Special
Housing Unit. The inmate will be visually searched with the results
documented in the search portion of the TRUSCOPE program.
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METROPOLITAN CORRECTIONAIL CEMNTER
HEW YOREK, NEW YOREK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ABMED POST

INMATE ORDERLIES:

Any inmate assigned as the orderly in the Special Housing Unit must
be approved by the Captain. The SHU Lieutenant will route a memorandum
seeking the Captains approval for all orderlies. It is the SHU
Officers responsibility to ensure the SHU Orderlies are properly
supervised and accounted for at all times.

All staff are responsible for ensuring restrained and un-restrained
inmates do not have the opportunity to come into contact with each
other. The SHU Orderlies must be secured behind a locked door before
any inmate can be safely moved into or within the housing unit.

INMATE PROPERTY:

The SHU PROP Officer is responsible for the inmate’s property while
assigned to the Special Housing Unit. The SHU PROP Officer will ensure
the property of inmates placed in SHU is reviewed, properly stored,
and accounted for in the SHU Property Room. The SHU#1 Officer will
secure all new commits to the unit property in the property cage

when no property officer is available.

MATIL:

All outgoing general Correspondence must be left unsealed with the
exception of legal mail, which will be sealed by the inmate. The
SHU Officers must review and inspect the outgoing correspondence
prior to sealing the envelopes. The staff members are searching
for intelligence, and contraband. &All outgoing legal mail will be
bundled separately for the Mail Room Staff. All S.A.M.S. inmates,
alsc inmates on the mail monitoring list mail will be forwarded to
S.I.5. Mail will be passed out immediately following the official
4:00 P.M. count.

MEALS :

The SHU QIC will ensure all food carts are locked upon delivery to
the Special Housing Unit. Food Carts will be searched inside and
out, to prevent the introduction of contraband into the Special
Housing Unit. All meals will be counted to verify the required meals
have been delivered. Any discrepancies will be reported to the Food
Service Foreman immediately.

The meals will be properly heated and distributed by the SHU staff.
The inmate orderlies will not assist in the feeding of the unit
population in any way.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

The SHU Officers issue the meals in the unit. The cell door food
slot will be opened, food trays placed on the slot, and then secured.
Food slots will not remain open during the meal. WNo more than one
focd slot is to be open at a time.

Staff will inspect and count all food trays and lids given to inmates
for the meal. Any food service items which goes into the cell for
the meal MUST come out of the cell after the meal.  Ensure the food
trays and lids are in the same condition as when they were delivered.

MEDICAL:

A Physician's Assistant will make daily rounds in the SHU to attend
to the inmate’s medical needs. Medical requests will be telephoned
to the medical staff by the SHU #1 on an as needed basis. Medical
appecintments outside the unit will be coordinated by the medical
staff through the SHU Lieutenant. The SHU #1 will ensure the Duty
PA signs the BP-292's in the appropriate section each day.

RELEASE FROM ADMINISTRATIVE DETENTION (AD) & DISCIPLINARY
SEGREGATION (DS) status:

The Disciplinary Hearing Officer (DHO) and the Unit Disciplinary
Committee (UDC) have the authority to release an inmate from SHU.
The BRelease Form must be completed and signed by the Captain or
designee prior to an inmate being released. This is to ensure there
are no separation issues or other security concerns which would
preclude the inmate’s release. The Control Center and the C&A Officer
will be notified of all releases.

SECURITY PROCEDURES:

All inmates will be cuffed from behind prier to being moved. If
there are two inmates assigned to a cell, both inmates must be cuffed
‘before the cell door is cpened. When preparing to move an inmate,
the escorting staff must maintain constant visual supervision of
the inmate. BAll offices and supply storage areas will be secured
prior to any inmate movement. If there are two inmates in a cell
then two staff will be present before opening the cell door. Both
inmates must be restrained. For those inmates deemed as Three or
Four-Man Hold, the Operations Lieutenant will be notified for
additional staff assistance prior to opening the cell. A Lieutenant
must be present when an inmate on this status is to be moved. At
no time will the number of inmates being transported from one secure
location in the unit to another exceed the number of staff present
in the unit.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

The unit food slots will not be left unsecured. Any time a food slot
is opened, a SHU Officer will be present at the food slot. If a

staff member needs to speak to an inmate, the voice box, located

on the cell door, will beutilized. 1If a staff member needs to provide
the inmate with documents or any approved items, the SHU Qfficer

will open the slot, allow the item(s) to be passed, and secure the
‘slot immediately. The food slots are security devices and leaving
the slot unsecured defeats the security. During main line feeding,
one slot will be opened, the food items will be passed, and then

the slot will be secured. No more than one slot will be opened at
any time on the range.

INMATE FILES:

Upon the inmate’s admission to the Special Housing Unit, the SHU
#1 will create a SHU file. All forms will be typed, and completed
in their entirety. Any discrepancies will be reported to the SHU
Lieutenant immediately.

NOTE: The SHU #1, on the morning watch shift, is responsible for

conducting an audit of the inmate SHU files each and every night.
The SHU #1 will ensure all of the required forms are contained within
each inmates SHU file. Any missing forms will be reported to the
SHU LT in the morning. Any forms the SHU #1 is able to initiate,
he/she will complete the forms to ensure the forms are maintained
in the inmates SHU file.

SPECIAL HOUSING UNIT RECORDS FORM: (BP-292)

The Special Housing Record Form shall be used to record meals,
recreation periods, and other pertinent information concerning the
inmate’'s confinement in SHU.

FIRE RND SECURITY CHECES:

Officers assigned to the special housing unit are required to conduct
daily fire and security checks throughout the unit daily. The checks

will be frequent but irregular so that a pattern does not develop.
The security checks will be documented on the 30 Minute Log Book.

EMERGENCY SITUATIONS:

USE OF FORCE/USE OF RESTRAINTS:

P.S. 5566.06 states: The Bureau of Prisons authorizes staff to use
force only as a last alternative after all other reasonable efforts
to resolve a situation has failed. When authorized, staff shall
use only the amount of necessary force to gain control of the inmate.
This program statement must be read for a clear understanding of
all required procedures.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORE, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

For inmates who are contained in a cell and present no immediate

danger to themselves or others, but are exhibiting aggression or

threatening behavior, the SHU Lieutenant or Operations Lieutenant
will be notified immediately. At no time will a cell be opened until
sufficient staff is present to control the situation.

For situations which present immediate danger to staff or inmates,
again, only the amount of necessary force to contain the inmate(s)
may be used, however, immediate request for assistance, i.e., body
alarm, triple deuces alarm, or radio will be made.

Staff are authorized to begin the videotaping of an incident without
the authorization of the SHU Lieutenant and/or the Operations
Lieutenant. Videotaping is the first step in confrontation
avoidance techniques. Many inmates calm down, and become compliant,
once the videotaping begins. When the use of force team technique
is applied, and an inmate is secured in restraints in a cell, the
SHU #1 must ensure 15 minute checks are conducted by the SHU staff
and documented on the back of the BP-292, and the 15 Minute Check
form.

The inmate must be checked by a Lieutenant, afforded the opportunity
to use the restroom, and/or turned over every two hours if he/she
is restrained to the bed (four-pointed). The checks must be
documented on the BP-292 and restraint check form. The inmate must
be checked by the Duty PA twice in an eight-hour period. The SHU
#1 will ensure this occurs and will document this occurrence on the
BP-292 and restraint check form.

Any staff member participating in an immediate use of force, a
calculated use of force, or is a victim of an assault, must submit
a supporting memorandum regarding the incident to the Operations
Lieutenant.

FIRST RESPONDER INSTRUCTIONS:

If a body alarm, deuces alarm or other institution emergency is
sounded Special Housing Unit staff will not normally respond unless
directed to by the Operations Lieutenant Staff in the Special
Housing Unit must ensure enocugh staff are present before attempting
to resolve any emergency in the Special Housing Unit. It will be
the responsibility of the SHU #1 Officer on every shift to ensure
the fire alarm panel is tested and is in working order. Any
discrepancies will immediately be reported to the SHU or Operations
Lieutenant.
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THIS IS NOT AN ARMED POST

If a fire alarm is sounded in the unit, staff are responsible for
checking each individual cell before clearing an alarm. If an inmate
breaks a sprinkler head in his cell, staff will turn the water to
the sprinkler head off pending repair. '

Duress alarms in the unit are designated for use by inmates during
medical or other emergency situations., Staff will be required to
respond quickly to the activation of duress alarms to determine the
nature of the emergency. Any inmate who activates the duress alarm
for a nonemergency situation will be warned of the improper use of
the duress alarm system. A second false activation will subject

the inmate to disciplinary action specifically; an incident report
will be issued for code 317, failure to follow safety regulations.

VISITING PROCEDUERES:

Social visits will be conducted in the 9-Scuth visiting room. Inmates
housed in SHU, will visit on Mondays. All other inmates will conduct
their legal and social wvisits in the visiting rooms located on the
floor they are housed. Legal visits in SHU will be held in the attorney
conference visiting rooms located on the third flocor. High Security
inmates will visit in Special Housing unless authorization is
approved by the Captain to visit on the third floor

WORK DETAILS:

Any inmates entering the Special Housing Unit will be wvisually
searched upon entry into the unit. The visual search will be
documented in the TRUSCOPE program. All tools will be accounted for
and inventoried on the SHU Tool Inventory forms. The Detail Foreman
is responsible for the direct and constant supervision of their detail
inmates-while working in the Special Housing Unit. At no time will
an inmate on a work detail have any contact with an inmate housed
in SHU. The arrival /departure of the inmate details will be documented
in the SHU logbook.

BAR TAPS:

The SHU #1 will ensure all bar taps are conducted on all bars and
window frames throughout the unit once a week. Bar taps will take
place on every shift. The result of the bar taps will be documented
in the TRUSCOPE program.

Hostages Situation:

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
COMSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE,
REGARDLESS OF RANK, IF TAKEN HOSTAGE HAS MO AUTHORITY.
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These Post Orders are issued as guidelines for Officers and are not
intended to completely describe all aspects of this post. Additional
assignments and duties may be assigned by the shift supervisor after
assuming your post. Each officer is expected to exercise good
judgment and initiative during situations not specifically covered
by these Post Orders. All Officers are expected to execute their
duties in a competent and professional manner.

/ -‘-‘-_/7(/!5"

Jermaine C.-TEr , Captain Date
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INTRODUCTION:

The General Post Orders are designed to aid each Correctional
officer in understanding the correctional philosophy of the Bureau
of Prisons, and as a basic guide to the policy and operations within
your facility. It should be emphasized that these post orders are
not intended to be a substitute for Bureau of Prisons policy, and
should not be interpreted as such. The primary purpose is to provide
the Correctional Officer with a general review of correctional
procedures and serve as a resource to locate more detailed and
specific information. Although the information in the General Post
Orders is not classified, it will be treated as “Restricted”.
Caution should be exercised to assure that this material is not
disseminated to unauthorized persons.

PERSONAL APFEARANCE:

All necessary articles of Officer’s clothing are issued without
cost. (Uniform allowance) It is the officer’s responsibility to
present a neat, professional appearance at all times. Only
authorized Bureau of Prisons clothing is approved for wear while on
duty of any post. If you wear a blazer, or a long sleeve shirt, you
are required to wear a tie. Shoes should be shined at all times.
All staff are required to wear the stab resistant vest which is
supplied by the Bureau.

POSTED PICTURE FILE:

The posted is picture file is reserved for inmates considered as
serious escape risks, sexually deviant, or who have a record of
extreme assaultive behavior, etc. Inmates will be placed on this
status by the SIS Department. Officers are required to review and
sign this file on a monthly basis in order to be familiar with these
inmates; especially those assigned to their work details or housing
units. The Electronic Posted Picture Files are located on the sally
port BOPWare Program for MCC New York.

POST ORDERS:

Post Orders are general instructions designed to aid the
Correctional Officer in the daily operation of each custodial post.
FEach officer should review the Post Orders, prior to assuming the
post for the first time, during a quarter. The master file of the
Post Orders are maintained in the Lieutenants’ Offices. A copy of
the Post Orders shall also be kept on site, if adequate facilities
are available to prohibit offenders from having access to them.
Post Orders are to be treated as “Confidential” and kept secured and
away from inmates at all times. No changes will be made to the post
orders without authorization from the Captain.
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EMERGENCY PROCEDURES

EMERGENCY PLAN IMPLEMENTATION: Each officer is reguired to review
the fifteen basic emergency plans which are located in the Command
Center. Each staff member is required to sign indicating they have
reviewed the contingency plans for the year. During emergency
situations, officers assigned to a specific area are responsible for
the accountability of all inmates and staff in their areas unless
otherwise directed. _

EMERGENCY WARNING SYSTEMS: The Control Center serves as the central
receiving area for emergency warnings. The Control Center Officer
will immediately notify the correctional supervisor and other
authorized officials in order to summon help to the designated
areas. -

*Any person held hostage shall be considered under duress, and any
orders issued by such person, regardless of rank, and including the
Warden, shall be disregarded.

TELEPHONE “222": This number is a system for reporting emergencies
at the institution. Whenever possible, remain on the line to relay
necessary information to the Control Center. If a situation occurs
that makes it impractical to remain on the line, be sure the
telephone is ringing the Control Center before leaving the immediate
area. This number also rings into the Correctional Supervisor’s
Office. The “222" telephone system will be tested weekly.

BODY ALARMS:

“Body Alarms” should be considered only as an auxiliary to the
emergency alarm system telephone number 222, and do not supersede
the dial alarm if a telephone is convenient or appropriate to use.
Only the “general area,” e.g., specific unit, can be determined by
the Control Center when this alarm is used. Officers will not
tamper with or attempt to repair the transmitter units. The body
alarm tests will be conducted in the following manner. The Control
Center Officer will contact the staff member with the body alarm
advising them that a body alarm test is being conducted. The Control
Room Officer will verify the body alarm number and direct the staff
member to activate the body alarm by depressing the red button
located at the top of the unit. Once the test has been successful
the Control Room Officer will advise the staff member that the test
was a good test, and advise them to clear the alarm and conduct a
radio test. After performing this procedure the unit is now ready to
receive radio transmissions and send an alarm to summon staff
assistance if needed.

WATCH CALLS:
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The watch call is an official report that everything on an officer’s
post is secure and in good order. Watch calls are made every thirty
{30) minutes from 6:00 p.m. to 6:00 a.m. All cofficers should
identify the watch call, and state his/her name and post. Watch
calls will be made between the hours of 6:00PM and 6:00AM by dialing
“333" using the telephone.

EQUIPMENT : _

Equipment needed varies with each assignment and is outlined in the
individual Post Orders. Generally, equipment issued will be a
combination of keys, portable radio, and detail pouch. A flashlight
is required during the evening and morning watch shifts.

. Flashlight: Flashlights and batteries are issued as needed
from the Control Center and are receipted by key chits. All
morning watch and evening watch officers are required to have a
flashlight as part of the equipment for the post. Flashlights
remaining on the unit need not be receipted for with key chits.
Replacement batteries are available from the Security Officers,
on an exchange basis.

. Radios: Radios are for employee use only. Employee using
portable units normally identify themselves by stating their
name and/or location/job assignment. Radios are issued by the
Control Center and are receipted for with a key chit. Officers
will have a radio only when specific assignments require its
use. For emergencies, portable radios provide a direct contact
with the Control Center.

. Keys: Keys issued to employees will be receipted by metal key
chits. Only the necessary keys to work a specific job or
assignment will be issued. Officers carrying keys away from
the institution will be instructed to return them immediately.
Employees are responsible for the number of keys included in
any set issued to them and will never remove keys from the set.
Upon receipt of keys, each employee has the responsibility to
count the number of keys on each set.
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. Detail Pouches: Each employee in charge of a detail assumes
responsibility for the custedy, contreol and conduct of all
inmates assigned to his/her detail. Both Unit Officers and
those staff members having details will pick up their detail
pouches prior to reporting to their assignment, and are
responsible for turning them in at the end of the working day.

. Body Alarm: Unit Officers assigned to posts with body alarms
are required to carry the body alarm on their person on every
shift. If an individual is relieved from a post that is
assigned a body alarm, the relieving officer will be given the
body alarm to carry. Normally, body alarms will not be removed
or carried from the post teo which assigned but should it become
necessary, the Control Center MUST be contacted and the staff
member given authorization to move with the body alarm. The
purpose of this is to allow the unit Officer to be in constant
communication with the Control Center. A check of all issued
units for proper functioning will be made at the beginning of
every shift. Further instructions in the utilization of these
transmitters will be explained in the Chapter entitled
Emergency Procedures.

KEY CHITS:

Metal key chits are used as receipts for obtaining most equipment
that you will be using. Replacement chits are available through the
Security Officer. Key chits will not be left in the Control Center
at the end of the work day, or upon return of the eguipment. Paper
tags/Paper chits utilized as key chits are not authorized. Use of
any item other that a metal key chit will be subject to the approval
of the OPS LT. Temporary Chits can be obtained from the
Lieutenants’ Office

SECURITY AND ACCOUNTABILITY:

Conduct daily security inspections of your entire area, paying
particular attention to any defective locks or the tampering of
locks, windows, doors, etc., and report the findings to the
Operations Lieutenant in a timely manner. Daily security
inspections of your entire area are required and are vital to the
security of the institution. Minor repairs will require a work
order to the department concerned through the Captain's Office.
Defective locks will be brought to the attention of the Operations
Lieutenant immediately. Security inspections shall be supplemented
with periodic searches by regular search teams. The searches will
be initiated by the Operations Lieutenant, under the direction of
the Captain. As a Unit Qfficer, you are responsible for the
accountability of your details, authorized lay-ins, and unassigned
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inmates. Report all absences to the Operations Lieutenant
immediately and follow through to determine the location of the
inmate(s). If the inmate should return, notify the Operations
Lieutenant. Detail supervisors will screen carefully all individual
inmate requests to leave their assigned area. This would include
requests to go to the hospital and other areas and departments at
times other than regularly scheduled for the department activity.

Ensure that inmates in your area are authorized to be there and
require those under your supervision to remain in their area. Allow
inmates on scheduled call-outs ample time (Approx. 10 minutes) so
they may arrive at the calling department at the time specified.

INMATE DISCIPLINARY PROCEDURES

INCIDENT REPORT: Informal resolution of incidents invelving
violations of institutional rules or regulations is encouraged.
However, when an officer witnesses or has a reason to believe that a
violation of institutional rules has been committed by an inmate,
the officer will prepare an incident report and forward it to the
appropriate correctional supervisor. The correctional supervisor
may informally resolve of the incident report or forward the
incident report to the Unit Disciplinary Committee for further
disposition if indicated. As these reports can be subpoenaed into
court as legal evidence, all reports must be printed in ink or
typed.

e INVESTIGATION: The investigations should be conducted within 24
hours from the time the vieolation is detected, unless
circumstances beyond the control of the investigator intervene.
The investigating officer will usually be a Lieutenant. The
inmate will be given a copy of the incident report by the
investigating officer at the beginning of the investigation.
The investigator should also read the charges to the inmate and
obtain the inmate’s statement concerning the incident. After
thoroughly investigating the incident, the inmate does not
receive a copy of the investigation. However, should the case
be forwarded to the Unit Disciplinary Committee, ultimately,
the investigation may be given to the Iinmate’s staff
representative for use in the presentation on the inmate’s
behalf.

¢ UNIT DISCIPLINARY COMMITTEE: The authority to impose minor
disposition and sanction shall be delegated to staff members of
an inmate’s unit. The Unit Manager will be responsible for the
membership and supervision of thee Unit Disciplinary Committee
(UDC) as set forth in the Unit Plan. The UDC can function with
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less than twe(2) members. Where an alleged violation of
institution rules or regulations warrants consideration for
other than a minor sanction, the charge may be referred to the
Disciplinary Hearing Officer for hearing and disposition.

¢ DISCIPLINARY HEARING OFFICER (DHO): The DHO shall conduct
hearings and make findings, and may impose appropriate
sanctions on incidents of inmate misconduct referred to him/her
for disposition.

e OFFICER RESPONSIBILITY: All Correctional Officers should make a
concentrated effort to ensure that incident reports contain the
precise details of action(s) being reported. All facts about
the incident which are known by the officer should be recorded.
If there is anything unusual about the inmate’s behavior, this

should be noted. Completed incident reports should be
forwarded to the Lieutenants’ Office as soon as practical for
disposition. Further information can be found 1in Program

Statement 5270.07

ADMINISTRATIVE REMEDIES:

Administrative Remedies are formal complaints submitted by inmates
concerning problems they were unable to resolve through normal
channels. The inmate is to request the Remedy Form (BP-8, BP-9, and
BP-10) from the Unit Team. It is normally returned to the Unit Team
for processing, although the inmate may mail directly to the Region
or Central offices for sensitive matters.

ENFORCEMENT OF RULES AND REGULATIONS:

All staff members must be familiar with the Inmate Discipline
Program Statement. The rules and regulations must be adhered to,
with firm but fair tactics used. You may at times be able to
correct an inmate without writing an incident report. However, if
the inmate's violation of the institution's rules and regulations is
of a serious nature, an incident report must be written.
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SECURITY INSPECTIONS

PURPOSE OF INSPECTIONS: ©Security inspections are necessary to
control the introduction of contraband and prevent escapes. One of
the chief duties of the Chief Correctional Supervisor 1is to
establish a formalized plan of inspections that will cover every
part of the institution at least once a week. In general, these
inspections include doors, locking devices, fire extinguishers,
grills, windows, building walls, perimeter walls, etc. Inspections
are required even if no discrepancies are found the day prior. All
staff will conduct inspections within their area of responsibility
for contraband and security violations. The staff will report any
discrepancies to the OPS LT, and prepare a Minor Work Regquest to
correct the concern. Staff responsible for their department will
initial the security inspection form located by the control centers
indicating they have checked their area of responsibility.

SEARCHING INMATES:

The human body can serve as a potential hiding place for contraband.
For that reason, it may become necessary to strip and search an
inmate at wvarious times. Further information regarding the proper
techniques for searching an individual can be found in institution
policy and the Correctional Services Manual. In order to prevent the
introduction of contraband, routine and unscheduled searches of
inmate's person, housing units, work areas, or other facilities used
or frequented by inmates must be conducted. This will include
thorough searches of inmate's clothing, personal property at the
time of admission; searches of inmate's person and quarters when it
is suspected he/she is concealing contraband; his/her place of work,
recreation areas on a routine or unscheduled basis as directed by
supervising personnel. Such searches may be initiated on an
individual inmate basis, or mass searches may be ordered when
contraband is suspected of being in the possession of unknown
individuals.

Pat Searches: Pat searches will be conducted on a routine basis
solely as a means to control contraband. Before a pat search is
conducted, the inmate will be asked to remove any head gear and the
contents out of his/her pockets. The head gear and personal effects
will be inspected after removal and placed out of reach from the
inmate. Male and female inmates will be pat searched in the same
manner, with the exception of the chest area. A staff member will
search the female inmate's chest area using the back of the hand.
Pat searches of the male inmate and the rest of the female inmate
will be done with the inside, (palm and fingers), of the hand. The
pat search will be conducted according to the procedure described on
the approved Bureau pat search video tape.
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§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(¢) The facility shall document all cross-gender strip searches and
cross-gender vwisual body cavity searches, and shall document all
cross-gender pat-down searches of female inmates.

Visual Search (Strip Search):

All inmates entering the institution from court, transfers or trips
out in the community, will be visually searched (strip searched) ,
and screened with the hand held metal detector. Inmates will also
be visually searched when leaving the institution for any reason,
including release. A thorough search of the inmate's clothing will
be completed. Except in emergency situations, all strip searches
will be conducted by a staff member of the same sex as the inmate.
At least one male and one female staff will be available 24 hours a
day to conduct visual searches.
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CONTROL OF CONTRABAND :

Each officer should make a concentrated effort to make frequent
searches of living quarters, utility corridors, and other areas in
order to eliminate contraband, giving special attention to items
which might be used in an escape attempt.

Contraband may be best defined as any item or article inside the
institution that was not issued by the institution, purchased in the
commissary, purchased through approved channels, or approved by an
appropriate staff member.

All contraband seized must be placed in the log book in the
Lieutenants’ Office listing item, date and inmate. When money is
confiscated, the appropriate receipt, available from the control
center and/or ISM must be utilized. All coin and any currency is to
be confiscated and duly recorded. During regular duty hours,
contraband funds along with the confiscation forms are taken to the
Cashiers Office. During non-duty hours, the confiscated funds and
accompanying form will be placed in the night depository, located in
the control center, until the next regular working day. Contraband,
other than money, should be recorded on the Confiscation and
Disposition of Contraband form and should accompany the confiscated
articles.

SEARCHING INMATE LIVING QUARTERS:

When making a search of an inmate’s living gquarters, each officer
should make sure that nothing is destroyed in the process. Officers
should make every effort to return all articles to their place,
excepting things which are determined to be contraband and are
removed.

COMBINATION LOCES:

Inmates are authorized to purchase combination locks from the
commissary for individual use. The key ways are not to be plugged;
any lock having a plugged key way will be considered contraband and
will be seized as contraband

CIM (SEPARATIONS)

All inmate movement in MCC New York is supervised by staff members.
There are serious security and safety concerns regarding the inmates
housed in MCC New York and their CIMS status. An inmate’'s CIMS
status is confidential and will not be shared with any inmate(s).
The unit separations roster is a sensitive, confidential item which
must be safeguarded at all times. The various inmate programs at
MCC New York are scheduled by floors. This has been arranged to
provide the inmates with a safe and secure environment during the
appropriate program. This also alleviates the CIMS concerns for each
program. The institution has determined separatees will not be
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housed on the same unit, therefore the programs should be clear of
all separatees. It is the Unit Officer’s responsibility to ensure
all inmates are checked for CIMS concerns prior to any escort off of
the unit. The Unit Officer will check the Unit separations roster to
ascertain if the inmate’s name appears on the roster. Ensure all
inmates are checked for CIMS concerns prior to any escort off of the
unit. The Unit Officer will check the unit separations roster to
ascertain if the inmate’s name appears on the roster. If the
inmate’s name does not appear on the roster, the inmate is cleared
to be escorted off of the unit.

If the inmate’s name does appear on the separations roster, the Unit
Officer must clear the inmate prior to allowing the inmate to be
escorted off of the unit.

Inmates must be properly cleared by the Unit Officer and requesting
staff member prior to any escort. The requesting staff member must
clear all inmate movement to their area with the C&A Officer at
extension 5123. The C&A Officer must clear the inmate prior to the
inmate departing from his/her assigned housing unit. The Unit
Officer must also clear the inmate with the C&A Officer prior to
allowing any inmate to depart from the unit. Even though, the
Hospital Officer or the Visiting Room may be clearing the inmate(s),
it is the Unit Officer’'s ultimate responsibility to ensure the
inmate has been properly cleared. The Unit Officer must review the
Unit Separations roster and check for the inmate’s name and register
number on the roster. If the inmate’s name does not appear, the
inmate is cleared for movement, and you do not need to contact the
C&A Officer. If the inmate’s name does appear on the Separations
roster, the Unit Officer must contact the C&A Officer at extension
6468 and clear the inmate prior to allowing the inmate to depart
from the unit.

Inmates must be properly identified and pat searched prior to
departing from the housing unit. Every inmate must carry on their
person the institution identification card. This is the means staff
utilize to properly identify the inmate. It is the Unit Officer’s
responsibility to ensure the inmate has his/her identification card
on his/her person prior to departing from the unit. The number of
inmates escorted at one time on the elevator is directly related to
the number of staff available to conduct the escort. One staff
member can escort ten (10) inmates in the elevator at one time.
Anything more than ten(10), inmates in the elevator causes security
and safety concerns. During Inmate Visiting, the Intern Officers
and the Activities Officers will assist the Visiting Officers in
escorting inmates to and from the Visiting Rooms. The number of
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inmates escorted through the connecting link is directly related to
the number of staff available to conduct the escort. Anytime
In-Custody inmates are escorted through the connecting link, two
staff members must be present for the escort. One staff member
positioned at the front of the escort, and the second staff member
positioned to the rear of the escort.

When an inmate is being escorted to or from the Special Housing
Unit, two staff members must be present for the escort. A ratio of
2:1 will always be maintained when escorting inmates to or from the
Special Housing Unit.

ENTRANCE PROCEDURES:

COVERAGE AND METHODS:

Entrance procedures include the control of inmates, employees,
visitors or commercial traffic entering the institution. Because of
the need for a broad knowledge of the institution and its function,
along with a thorough understanding of security regquirements, only
those officers with such knowledge will normally be staffing these
posts. Constant contact with the public requires that these officers
display a neatness of appearance, ability to handle people,
tactfulness in enforcing regulations and alertness 1in recognizing
security hazards.

QUTSIDE INMATE DETAILS:

During normal duty hours, all outside inmate details, (Warehouse,
Building 4, Admin Orderlies, etc.,), will depart from the
institution through the Rear Gate. The inmates must be escorted
from the unit by the detail supervisor, using the inmate elevator.
The inmates must be properly identified, one detail at a time, by
the Internal Officer, in the elevator sally port, utilizing the
approved gate passes. Once the inmates have been positively
identified, the Rear Gate Officer will request for the door leading
through the 15t floor sally port to the rear dock. The detail will
be further processed by the Rear Gate Officer. All required
information will be recorded in the TRUSCOPE program. Any work
performed in the Rear Gate is considered outside of the secured
perimeter. This means any area on the rear dock to include,
Warehouse, and Trash Compactor. The Rear Gate Officer will
positively identify and properly process the inmate detail into Rear
Sally Port to perform their assigned work. I1f needed after normal
duty hours, weekends and federal holidays, the inmate details will
be processed through the Control Center the Operations Lieutenant
will designate a staff member to positively identify the detail, in
the elevator sally port, utilizing the approved gate passes.
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VISITING

It is the policy of MCC New York to maintain visiting facilities for
the purpose of maintaining family ties. Because of the nature of
this facility, visits must be conducted under appropriate
supervision so that security is maintained and the visiting
privileges extended to inmates and their families are clearly
communicated. For the purpose of this policy, the term pre-trial
inmate refers to any inmate who is non-cadre, including holdovers,
treaty transfers, BICE detainees, state inmates, and any designated
inmate other than those assigned to the MCC New York Work Cadre
Unit. Staff must be able to verify the identity of visitors before
their admission inteo the institution. Acceptable means of
identification are, government-issued identification, passport,
state-issued photo identification (with a date of issue and
expiration) and valid drivers’ license. In cases where visitors do
not have photo identification, they will be required to have three
types of identification with signatures. These need not be the sole
means of identification. However, identification cards from quick
photo places, and check cashing establishments are not acceptable
forms of identification. Tactful questioning may clear up doubtful
cases. Visitors sixteen (16) and under do not have to show
identification unless of course they appear to be older. In such
cases, if a visitor under the age of sixteen cannot provide
documentation, i.e., a birth certificate (when requested) to prove
relationship and age, the visitor will not be allowed into the
institution.

The following procedures will be in effect regarding authorized
visiting lists. Each inmate will complete a visiting list. The
visiting list will not exceed ten (10) approved visitors for pre-
trial inmates and (12) for cadre inmates. Immediate family members
and two (2) person of "meaning" will be placed on the visiting list
absent strong circumstances that preclude visiting. Immediate family
is defined as mother, father, step-parents, step-children, foster
parents, grand-children, brothers, sisters, spouse and children. BAs
the situation presents itself, other non-immediate family members
will be allowed to visit at the approval of the Associate Warden of
Programs (AWP).
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Further, in circumstances, when an inmate requests more than ten
visitors to be placed on their visiting list, the Unit Manager will
approve / deny any visitor exceeding the limit.

Attorney visiting can occur 24 hours a day. Attorneys may visit with
their clients (one at a time) in the 3rd Floor Attorney Conference
Room from 6:00 A.M. to 8:00 P.M. daily. They regquire no advance
notice.

Official visitors including attorneys, interpreters, law enforcement
personnel, probation officers, volunteers, etc. are to be searched
at the Front Entrance using the "reasonable assurance standard.”
All visitors are subjected to random testing by utilizing the TION
Spectrometry Device Program¥ Random selection for testing visitors
must be conducted in an impartial and non-discriminatory method.
Visitors may be tested out of random order when reasonable suspicion
exists, suggesting they’ve had possible involvement with illegal
substances.

Visits for Persons Not in General Population:

Inmates Hospitalized: Visitors requesting to see a designated or
pretrial/ holdover inmate who is hospitalized will be reviewed by
all pertinent staff, and the United States Marshals Service - if the
inmate is a pretrial inmate. More specifically, the Health Services
Administrator (HSA), Chief Correctional Supervisor and Unit Manager
will determine whether they should permit the wvisit.

When the HSA recommends against the wisit, if the inmate is
suffering from an infectious disease, is in a psychotic or emotional
state, not in a condition to see wvisitors, or there are other
compelling health regulations that will prohibit the visit, the
Health Services Administrator or designee must explain the
situation(s) to the wisiting party.

Special Housing Unit Inmates:
Ordinarily, an inmate retains visiting privileges while in the

Special Housing Unit. Visiting may be restricted via a UDC/DHO
gsanction. If the restriction is not a UDC/DHCO sanction, such
restriction must be approved by the Warden. Unit 10-South social

and legal visits shall be non-contact unless otherwise determined by
the Warden to allow contact visits.
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Hon-Contact Visits:

If the Warden deems it necessary to give an inmate a non-contact
visit, the Warden will instruct the SHU Lieutenant to do so. The
visit will be conducted in the 10 South Annex visiting room. This
visit will be directly supervised to ensure all established visiting
procedures are feollowed.

Clothing:
Bppropriate dress is required and must be in good taste.

Excessively provocative, immodest or revealing attire is reason to
deny a visit. Visitors over the age of 12 will not be allowed into
the institution in skirts, shorts, or dresses exceeding three inches
above the kneecap in length. Bathing suits or any type of swim wear
will not be permitted in the institution. See-through clothing,
revealing sleeveless garments, halter tops, tube tops, tank tops and
any kind of top that reveals the midriff area, low-cut shirts or
blouses, revealing front and backless clothing, skin-tight clothing,
spandex clothing, leotards, and sweat pants are NOT permitted. Any
pants with holes in the knee or buttocks area are also prohibited.
Additionally, hooded shirts of any kind, hats, caps, and head scarfs
(except for religious reasons) are also prohibited. All visitors
are required to wear footwear (no shower shoes of any kind) and
undergarments (including bras for females). In accordance with OSHA
guidelines, Visitors shoes are to be "closed toed"” and have a strap
around the heal of the foot. The front lobby officer will not
permit visitors to wear jackets or blazers up to the visiting room.
Inmates are responsible for advising their visitors of the dress
requirements for visitation. Only a Correctional Supervisor and
Institution Duty Officer may deny visits for noncompliance.

Inmates' attire for visiting includes jumpsuit and bus shoes for
pre-trial males; females must wear the blue uniform and bus shoes;
cadres must wear khaki uniforms with institutional shoes. A random
selection of visitors will be tested with the Ion Spectrometry

Special Visit Requirements:
At times, Clergymen, former or prospective employers, Sponsors and

parole advisors may request special visits. They must make these
requests in writing with sufficient advance notice (72 hours). The
request will be reviewed by the Unit Manager for approval.
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. Business Visitor. The Warden has the final authority on the
admittance of business visitors and should be notified through
the chain of command. Except for pretrial inmates, an inmate is
not permitted to engage actively in business or profession.
All questions regarding a business visitor should be addressed
to the duty Lieutenant and Institution Duty Officer.

. Consular Visitors. When it has been determined that an inmate
is a citizen of a foreign country, the Warden must permit the
consular representative of that country to visit on matters of
the legitimate business. After a request has been submitted
from the inmate or consulate, a memorandum should be generated
from the inmate's Unit Team for the Warden's approval. Once
approved, a copy should be maintained in the Lieutenant's
QOffice and the Front Lobby.

. Representatives of Community Groups. The Warden is the
approving authority on visits from representative of Community
based Groups. A memorandum should be generated and sent
through the Chief Correctional Supervisor, Associate Warden, to
the Warden for approval. Once approved, a copy should be
maintained in the Lieutenant's Office and the Front Lobby.

. Minister of Record/Clergy. An existence of an established
relationship prior to confinement for visitors does not apply
to visitors in this category. These visitors ordinarily
provide assistance in release planning, counseling, and
discussion of family problems.

. Minister of Record An inmate must submit in writing their
request to be approved for a visit from his Minister of Record.
They must submit their request to the Chaplin. An inmate may
only have one minister of record on his/her visiting list at a
time. The Minister of Record does NOT count against the total
number of authorized regular visitors/ social visitors.

Clergy An inmate must submit in writing their request to be
approved for a visit from clergy. Visits from clergy (other than
the Minister of Record) will be in accordance with the general
visitor procedures, and WILL count against the total number of
regular visits allowed. On both visits, an approved memorandum will
be forwarded through the Chief Correctional Officer and posted in
the Lieutenant's Office and the Front Lobby
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Children under the age of sixteen (l6) who are placed on the
visiting list must be accompanied by an adult who is also an
approved visitor. A brief embrace and kiss is permitted when an
inmate greets their visitor/child. The same applies upon
termination of the wvisit. During the visit, any physical contact
other than hand holding will be considered improper and is
prohibited. Children are not permitted to be seated on inmates lap
during the course of their wisit. Visits with children are to take
place only between the inmate identified on the official wvisiting
form and the child listed on the official visiting form with the
child's parent or guardian present.

TOOL CONTROL

« PURPOSE OF TOOL CONTROL: It is the policy of the Bureau of
Prisons to maintain strict control and accountability of tools
used and in storage at all institutions. Tocl Control procedures
are imperative for the following reasons: to provide a tool in
good repair for the djob at hand, to improve the general
appearance of the shop or working area, and to prevent tools from
being used to effect escape or assault.

e CLASSIFICATION OF TOOLS: All tools are classified as Class AA;
Class A; or Class B. The Class AA group includes tools
considered too dangerous to leave inside the institution. The
Class A group includes tools most likely used in escape, or to do
bodily harm to personnel or other inmates. The Class B group
includes those of a less hazardous nature,

All tools, where possible, shall be stored on a shadow board as

follows:

e All class "AA" tool shadow boards will have a white background
with a bright (curb) yellow silhouette of each tool.

¢ All Class "A" tool shadow boards will have a white background
with a red silhouette of each tool.

e All Class "B" tool shadow boards will have a white background
with a black silhouette of each tool.
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STORAGE AND SUPERVISION OF CLASS “AA" TOOLS:

Class "AA" Tools must be removed from the institution at the end of
each work day, stored in a combination locked safe in a Class "A"
Tool Room, stored in the armory, or turned into the contrecl center.
Class "A" Tools must be stored in a metal cage or a class #1
concrete walled room physically separated from Class "B" Tools
behind two (2) locked doors. When the Class "A" Tool Room is inside
the Class "B" Tool Room, the lock on the Class "B"™ Tool Room serves
as one (1) of the two (2) required locks for the Class "A" Tool
Room. Supervision of Class "AA" Tools will be under constant visual
supervision.

STORAGE AND SUPERVISION OF CLASS “A" TOOLS:

Class A tools will be kept on a shadow board in a locked room or
cabinet. This storage area will be separate and secure from the
Class B tools storage area. Only employees are authorized to issue
and draw Class A tools from the Tool Room or places of storage.
Class A tools will be under the supervision of an employee at all
times. Inmates are not permitted to carry them about the
institution without an employee escort nor use them without
supervision. A complete inventory of Class A tools will be made at
the beginning of the workday, before the detail is released for
dinner and at the end of the workday. When a Class A tool is lost
or misplaced, the Chief Correctional Supervisor will be notified
immediately. All inmates who may have had access to the tool will
be held at the work location until a thorough search has been made.

STORAGE AND SUPERVISION OF CLASS “B" TOOLS:

All tools not in the Class A or Class AA categories will be
considered to be Class B tools. All Class B tools are under the
supervision of the employees and must be accounted for at the end of
the work day. These tools must be issued to inmates, in the presence
of their supervisor. All Class B tools must be gathered from the
work area and moved to the storage area at the end of the work day.
When a Class B tools is lost or misplaced, a search for it will be
initiated and a written report will be made to the Chief
Correctional Supervisor and the department head covering the details
of the loss at the end of the day.
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TOOL INVENTORIES:

Up-to-date inventories will be kept by all shops, industries, school
and any other person having tools issued to them or stored under
their supervision Unit Officers having items such as scissors, etc.,
on the unit should be particularly careful as to the whereabouts and
the accountability of these items. The Tocl Room Officer will
maintain a record of all tools in possession of the institution.

BROEKEN OR WORN-OUT TOOLS:

Broken or worn-out tools will be removed from the shadow board and
returned to the Central Tool Room for replacement. If it is
determined that they cannot be surveyed and replaced, Class A tools
such a saw blades, etc., requiring replacement, will be returned to
the Central Tool Room for disposal.

FOOD SERVICE TOOLS:

A knife and tool equipment cage with a shadow board and adequate
locking device shall be located in the Food Service Department. All
hazardous knives and tools will be marked with an identification
symbol. All knives will be chitted out of the knife cage and
attached to the cutting table by the responsible employee. The
accountability of the knives will be checked at frequent intervals
during the shift and at the end of the day.

CONTROLLED FOOD ITEMS:

Special attention must be given to food items such as yeast, nutmeg,
fruits, and fruit juices. O©Of this group, yeast shall be locked in a
secure box in a refrigerated area. An inventory shall be kept,
indicating the date and quantity of issue, receipts, the balance on
hand, and the initials of the responsible employee. Yeast shall be
dispensed only by the Food Service employee and kept under strict
supervision.

CONTROL OF HAZARDOUS AND POISONOUS CHEMICALS:

Inventories will be maintained of all poisonous and toxic fluids
used in the institution, such as narcotics, wood alcohols, methyl-
alcohol, ditto fluids, acids, gases etc. These items will be stored
in a locked cabinet and will be drawn by an employee only, when
authorized by the department supervisors. The issuing office will
record the date, time, amount, and who received the item.
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KEY AND LOCE CONTROL

POLICY: It is the policy of the Bureau of Prisons to maintain proper
control of keys and locks at all times. The purpose of this is to
establish procedures for control and inventory of institution keys
and locks. Further detailed information can be obtained by
referring to BOP Program Statements.

A1l keys authorized for daily use will be stored on the Control
Center key board when not in use. Sets of keys are identified by
letter and number with the number of keys in that set indicated.
Two listings of key locations identifying active and emergency keys
can be found in the Control Center and in the office of the Security
Officer.

RESTRICTED AND EMERGENCY EKEYS:

Restricted keys have blue/black tags on the keyboard in the Control
Center. The Watch Supervisor will be  notified when it becomes
necessary to draw keys for a department or post other than his/her
assigned are, or to a restricted area, such as the commissary,
storeroom, etc. The officer will prepare a Restricted Key Form
indicating the purpose for entering such area. Emergency keys or
red-lined keys will be issued only at the direction of the Warden,
Chief of Correctional Services, Associate Warden, Watch Supervisor
or the Institution Duty Officer. Acting positions may delegate the
drawing of keys for a specific time period via memo through the
Captain.

HANDLING OF EEYS:

Keys will be carried on a ring which is securely fastened to a chain
affixed to the belt of the officer. Discussion of key numbers and
reference to their use will be avoided in the presence of inmates.
Keys should never be carelessly thrown around, dropped, or left
unattended, etc. Always personally hand the keys to your relief so
they remain in the personal possession of the officer at all times.
Each officer has the responsibility to count the number of keys on
each set to ensure that all keys are present. Inmates will never be
permitted to handle keys designated for employee use at any time, or
under any circumstances. Should an employee take keys home, the
keys must be brought back to the institution immediately.
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LOST OR MISPLACED.EKEYS:

If a key or a set of keys is lost or misplaced, the officer will
immediately report it to the Watch Supervisor by telephone or in
person so that adequate safeguards may be placed in effect. The area
the keys were last in will be immediately secured and all inmates in
the area will be searched. This will be followed by a written report
to the Chief of Correctional Services as soon as cilrcumstances
permit.

REPLACEMENT OF BROKEN OR DAMAGED KEYS:

Whenever a key is broken or damaged, the employee concerned will
submit a request for replacement to the Security Officer. All parts
of the broken key will be retrieved from the key way immediately to
prevent inmates from gaining access to them. A replacement key will
be issued by the Security Officer in accordance with established
procedures. If the key is broken or damaged and immediate
replacement is needed, the Watch Supervisor will be notified and
will take appropriate action. If it is not possible to retrieve the
broken portion from the lock, the employee will remain at the lock
until the broken portion can be retrieved.

REQUEST FOR REMOVAL AND ADDITION OF EKEYS:

When it becomes necessary for a new key to be added to your key
ring, submit a Security Work Request to the Chief Correctional
Supervisor for approval and signature, stating the reason the key is
needed, your key ring number and the institution key number if
possible. If a key is no longer needed, submit a Security Work
Regquest to the Security Officer.

INMATE URINALYSIS PROGRAM:

Urine Surveillance and Narcotic Identification, inmate urine samples
will be taken at different hours (early morning, noon, late
evening). Therefore in order to accomplish this a weekly urinalysis
test roster has been established for all inmates that fall under the
random testing roster. It is critical that when inmates are
notified for UA testing that they are not left unsupervised. They
must be watched from the time of notification until they report for
testing at the Lieutenants Office. It is also imperative that when
conducting a UA test of an inmate that the subject is also tested
for alcohol by using the Alco-Sensor III.
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CALL-0UTS :

Sufficient copies of the master call-out sheet for distribution to
all units will be copied and forwarded to the Control Center Officer
so that the Morning Watch Control Center Officer can place one in
each detail pouch. Extra copies of the call-outs will be placed at
the detail pouch cabinet. Unit officers will post the call-out in
the housing units.

The employee who places an inmate on call-out must ensure the
requested inmate arrives at the specified time. If the inmate does
not arrive as scheduled, the requesting staff member shall contact
the staff member responsible for the inmate’s accountability. If
the inmate(s) is/are found to be in an area other than the assigned
callout area, it is the responsibility of the staff member(s) or
department that has placed the inmate(s) on call-out to prepare an
incident report for the inmate’s failure to report to call-out. If
aefforts to locate the inmate fail, the inmate shall be immediately
reported to the shift lieutenant as missing and appropriate action
initiated to locate the inmate.

CELL ASSIGNMENT - SEXUAL OFFENDER/PROTECTIVE CUSTODY

Cell assignments will be determined in an methodical manner. This
involves the SHU Lieutenant and OIC, Psychology staff, Unit Team as
well as Investigative staff, in determining suitability of cellmates
for inmates in protective custody and/or sexual offenders. Most
inmates do not like to be housed with sexual offenders or protective
custody inmates. Housing the wrong inmates with sexual offenders or
protective custody inmates, can lead to serious assaults and/or
homicide. Inmates cannot be allowed to choose their roommates, but
it is understood that some inmates may be better housed with inmates
of like backgrounds/affiliations, than arbitrarily housing the
inmates without considering all variables. As noted earlier,
protective custody and sexual offenders will be screened thoroughly.
If there are no single cells available, this review will be crucial
in minimizing the potential for assault.

HIGH RISE LIST

During the weekly SHU meeting, the Warden will be provided a list of
those inmates who are considered high risk from a psychological and
management stand point. The Captain and Chief Psychologist should be
responsible for generating this list. This list will be provided to
the Lieutenants’ office and the Duty Officers so they are informed
should a high risk inmate act out and be in need of medical or
psychological attention.
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Additionally, the Captain should inform the Warden of any camera
malfunctions, plumbing problems, or issues that may cause problems,
as well as the corrective actions taken/attempted to rectify these
issues. Inoperable security equipment, during serious incidents,
prevents staff from being able to record and or/view the incident
for possible prosecution or administrative action.

SUICIDE PREVENTION INFORMATION

BOP HIGH RISK GROUPS
New Inmates - The first few hours and days after admission can be
critical. Newly incarcerated inmates may experience feelings such
as shame, guilt, fear, sadness, anger, agitation, depression,
relationship problems, legal concerns, hopelessness, and
helplessness, which can contribute to increased suicide risk.
Protective Custody - Inmates who volunteer to enter protective
custody are at high risk for suicide, especially during the first
72 hours in SHU. These inmates should be referred to psychology
services immediately.
Long-term Protective Custody Inmates - These inmates are
particularly wulnerable to depression that can lead to a suicide
attempt, and should be monitored closely while they are in SHU.
Inmates Taking Medication for Mental Health Reasons - These
inmates are vulnerable to developing suicidal thoughts and
attempting suicide by overdosing on their medication. Inmates on
medication should be monitored to make sure they are not hoarding
medication. Any signs of distress, deterioration in hygiene, or
sudden changes in behavior should be reported to psychology.

FACTORS THAT CAN INCREASE THE PROBABILITY THAT AN INMATE
MAY BECOME SUICIDAL:

Mental Health Factors

History of mental illness

1 Is the inmate depressed, actively psychotic?
2. Has the inmate been compliant with psychotropic medication?
3. Have there been changes in eating, sleeping, hygiene, weight,

recreation, activity level?

Prior suicide attempt

8 How lethal was the attempt?
= g How many attempts have been made?
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Inmate’s current mood, affect, and behavior

. Is the inmate emotionally upset, angry, and easily agitated?

2 Are the inmate’s thoughts clear and goal directed (vs.
delusional or psychotic in nature)?

3. - Is the inmate depressed, has there been a recent loss?

4, Has hopelessness persisted even after the depression has
lifted?

- Has the inmate given away property, revised a will, or

requested a phone call to say his goodbyes?

Medical Condition(s) /Chronic Pain

1. Does the inmate have a chronic life threatening medical
illness?

2 Has the inmate’s overall health diminished recently?

< Is the inmate experiencing pain or other negative symptoms?

Relationship Difficulties

I Has the inmate received a Dear John letter?
2. Have communications and or visits decreased?
3 Has there been a change in the relationship?

Situational Factors

: Legal issues - pending indictment; loss of appeal to reduce
sentence.

Difficulties with staff or other inmates.

Gambling debts, drugs.

Ending of a close relationship with another inmate.
Possible victim of a sexual assault.

Lo L B

REPORTING AND DOCUMENTING INMATE EEHAVIOR

Report Your Concerms: Any inmate behavior(s) that is questionable
and may reflect a change in mental health status should be reported
to the Shift Lieutenant immediately.

During non-working hours: Inform the Shift Lieutenant of any
questionable inmate behavior. He/she will determine if the on-call
psychologist needs to be contacted.

Segregation Log Book: Any changes in inmate behaviors should be
noted in the TRUSCOPE program. A detailed note regarding the
observed behavior is advisable. Documenting in the TRUSCOPE program
serves two purposes. First, the entry serves as a means of
communication for other staff members. Second, it provides an
accurate account of activity during your shift. Documentation
should be neat, legible, and professional.
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RESPONDING TO A SUICIDE EMERGENCY

A Segregation Officer observing an inmate in the act of committing
suicide, causing other self-injurious behavior, or who appears to
have committed suicide will call for back-up before entering the
cell. The officer will notify the Control Center and the
Lieutenant’s Office by radio of the situation and reguest immediate
back-up. BACK-UP MUST BE PRESENT IN ORDER TO ENTER A CELL. The "“cut-
down” tool is located in the storage closet on a shadow board. It is
the #1 officer’s responsibility to locate this item at the start of
the shift. This tool is only authorized to be used in emergency
situations. Miscellaneous use of this tool is not permitted and will
result in dulling the blade of the toocl. In the event an inmate
commits suicide, the scene of the suicide will be treated in a
manner consistent with the investigation of an inmate death. All
measures necessary to preserve and document the evidence needed to
support subsequent investigations will be maintained or otherwise
adequately recorded.

SEXUAL ASSAULT PROTOCOL

Reporting

In all cases of reported sexually abusive behaviors (e.g., from
alleged victim, staff, and/or “third party”) the following will
QCCur:

The Operations Lieutenant will be notified immediately and he/she

will:

. Immediately safeguard the inmate (which will wvary depending on
the severity of the alleged sexually abusive behavior and could
range from monitoring the situation, changing housing
assignments, changing work assignment, placing alleged victim
and perpetrator in Special Housing, etc.);

. Promptly refer all inmates reported or suspected of being the
victim of sexually abusive behavior to Psychology Services for
assessment of vulnerability and treatment needs;

. During business hours, ensure that the SIS, Chief of
Correctional Services, Program Coordinator, and Warden are
notified; and During non-business hours, ensure that the 35IS,
Chief of Correctional Services, Program Coordinator, Duty
Officer, and the on-call Psychologist are notified.

. The Program Coordinator will review the psychological
assessment and other relevant factors and make a determination
as to whether or not to proceed with the full activation of the
Response Protocol.
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Responding

Not all allegations of sexually abusive behavior will require full
activation of the Response Protocol. In some cases, the Program
Coordinator will determine that there is not sufficient reason to
proceed (e.g., the alleged victim credibly recanted; the alleged
perpetrator was not in the institution on the date of the
allegation, the inmates involved independently report a non-coercive
sexual encounter, etc.) and the Response Protocol may be terminated.

In cases where more information is needed, or in cases where there
is a credible and serious allegation or instance of sexually abusive
behavior, the full Response Protocol will be implemented. Once the
Program Coordinator determines that the intervention should
continue, a sensitive and coordinated response is necessary.
Services will be provided in an environment that meets both security
and therapeutic needs. The full Response Protocol, monitored by the
Program Coordinator, involves the following components:

Protection

All appropriate staff will consult and determine the actions to be
taken to prevent further sexually abusive behavior both to the
alleged victim (e.g. change in work assignments, change in housing
assignment, closer supervision, protective custody, transfer, etc.)
and/or by the alleged perpetrator (e.g., remove from compound,
change housing assignment, etc.).

The Captain will ensure that a STG category of “W SA UNV” is entered
into SENTRY, and in instances where an inmate perpetrator is
alleged, will enter the STG category of “P SA UNV” for that inmate
{See Section 13.b. for further details).

PSYCHOLOGICAL:

Psychology staff are responsible for crisis intervention, assessment
of treatment needs, documentation of the evaluation results,
treatment, psychiatric referral, and/or other treatment options
related to the alleged victim. In addition, Psychology staff provide
guidance to Unit Management and Community Corrections staff
regarding an inmate’s post-release mental health needs. Inmate
perpetrators (or alleged perpetrators) of sexually abusive behaviors
will be referred by the Operations Lieutenant to Psychology
Services. Inmates considered high-risk for sexual re-offending may
be referred to specialty treatment and/or management programs,
individual or group counseling, or may be managed through standard
correctional techniques.
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If an inmate perpetrator is determined in need of treatment services
and refuses treatment, Psychology Services staff will document the
refusal and place it in the medical section of the Inmate Central
File and notify the referring staff of the refusal. Documentation of
treatment compliance or refusal ensures continuity of care within,
between, and outside the Bureau.

Examination

Medical staff are responsible for examination, documentation, and
treatment of inmate injuries arising from sexually abusive
behaviors, including testing when appropriate for pregnancy, HIV and
other sexually transmitted diseases (STDs). Where indicated, medical
staff, trained in the collection of sexual assault evidence (i.e.,
“rape kit”) should conduct an examination for physical evidence
which may be used later in formal investigations. At institutions
where Health Services staff are neither trained nor certified in
sexual assault evidence gathering, the inmate will be examined at
the institution by trained health care professionals from the local
community or at the local community facility equipped (in accordance
with local laws) to evaluate and treat sexual assault victims.
Prophylactic treatment and follow-up for sexually transmitted
diseases will be offered to all inmate victims, as appropriate.
Whenever an inmate is referred to Health Services for examination
and treatment of injuries related to sexually abusive behavior,
staff will encourage the inmate victim to complete an Inmate Injury
Assessment and Follow-up form (BP-3362) as required by the Program
Statement on Patient Care.

Investigation
In cases where the full Response Protocol is activated, staff are

trained to investigate allegations of sexually abusive behavior
thoroughly. The information concerning the identity of the alleged
inmate victim and the specific facts of the case are limited to
those staff who need-to-know because of their involvement with the
victim’s welfare and the investigation of the incident. This is
important not only to preserve the victim’s privacy but also to
preserve maximum flexibility to investigate the allegations.

Initial Notifications:
Upon activating the full Response Protocol, the investigation phase
is initiated and the following notification(s) will be made:

Inmate Perpetrator on Inmate Victim:
In the event that an inmate is alleged to have perpetrated sexually

abusive behavior against another inmate, the Special Investigative
Agent (or SIS) will be notified immediately.
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Staff Perpetrator on Inmate Victim:

In the event that a staff member is alleged to have perpetrated
sexually abusive behavior against an inmate, the Warden will be
notified immediately. The Warden will notify the Regional Director
and the Office of Internal Affairs (0OIA), who will in turn notify
the Office of the Inspector General (0IG), and when appropriate,
will notify the Federal Bureau of Investigation (FBI).

Inmate Perpetrator on Staff Victim:
In the event that an inmate is alleged to have perpetrated sexually

abusive behavior against a staff member, the SIA/SIS will be
contacted immediately with follow-up notification to the Warden.

Crime Scene Preservation:

The staff first responder will preserve the crime scene. SIS staff
will be responsible for collecting information/evidence. The
investigation, in coordination with the agency to which the case may
be referred, will follow the guidance given in the Special
Investigative Supervisor’s Manual that outlines gathering and
processing procedures.

Physical Evidence Collection:
When there is a report of a recent Rape or Sexual Assault with an

Object, or there is a strong suspicion that a recent, serious
assault may have been sexual in nature, a thorough physical
examination of the alleged victim - to include a “rape kit” will be
completed immediately. Physical evidence collection may also include
an examination of, and collection of physical evidence from the
suspected perpetrator(s).

After Action Reviews of Violent Sexual Assaults:

Following any incident of Rape or Sexual Assault with an Object, the
Warden, Program Coordinator, Chief of Correctional Services, Health
Services Administrator, and Chief Psychologist will meet and review
the incident. This review is to assess the reasonableness of the
actions of staff following the incident, to ensure the security and
treatment needs of the inmate victim have been addressed adequately
and the management and investigation of the inmate or staff
perpetrator is progressing appropriately. Within two working days
after the initial reporting of the Rape or Sexual Assault with an
Object, a written report highlighting the relevant facts should be
produced and the Warden or designee will personally attest by his or
her signature that the review has taken place and that the steps
taken by staff were either appropriate or inappropriate. A copy of
this report will be forwarded to the Regional Director.
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METROPOLITAN CORRECTIOMAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Consideration for staff impacted by the incident is necessary.
Arrangements for debriefing affected staff and referral to
appropriate services to mitigate the stress associated with these
events should be offered.

Administrative Disciplinary Process and Prosecution:

In keeping with this “zero tolerance” policy, perpetrators of
sexually abusive behavior will be disciplined and/or referred for
prosecution.

Tracking Sexually Abusive Behavior:

Tracking and analyzing the incidents of sexually abusive behavior
are critical to the safety and management of inmates and the
security of all Bureau facilities. Monitoring these incidents allows
the Bureau to assess the effectiveness of current policy and
procedures in regard to the extent of sexual victimization. To
ensure full and accurate reporting and analysis, the SIS will
maintain secure investigative files which include data on:

The wvictim(s) and perpetrator(s) of sexually abusive behavior;
Crime characteristics;

Formal and/or informal action|(s) taken;

All collateral reports, supporting memoranda, and videotapes;
Medical forms; and

Any other evidentiary materials pertaining to the allegation.

e & & @& @ @

The Office of Internal Affairs will report the cumulated data on the
inmate victims of staff and inmate sexually abusive behavior to all
Chief Executive Officers and the Psychology Services Administrator
at the end of each quarter and at the end of each fiscal year.

SUICIDAL SITUATION IN SHU OR THE HOUSING UNITS:

If you are the first person to notice an inmate hanging, you should
call for staff assistance (Operations Lieutenant & Control
Center)and remain calm and wait until sufficient staff and
Lieutenant arrive prior to handcuffing the inmate=s cell mate(s)
(if applicable) and unlocking the cell door. If feasible, cobtain
protective eguipment from the above mentioned areas. Cut the inmate
down, protecting the head and neck area. Always administer life-
saving procedures.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Post Orders, the TRUSCOPE program and log books are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based wupon
their training and experience and will make reasonable efforts before
assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail all
the officers’ responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISOMS THAT IF AN INMATE(S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL IMMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARD F RANK, HAS NO AUTHORITY.

12 /7/1§

Darden, Captain Date
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INSTITUTIONAL SUPPLEMENTS/PROGRAM STATEMENTS

FIREARMS AND BADGES y P.5. 500.13
INMATE ACCOUNTABILITY i _ I.S. NYM 5511.06
INMATE PERSONAL PROPERTY I.S. N¥YM 5580.07
SECURITY INSPECTIONS ' I.S. NYM 5500.13
TOOL CONTROL I.5. NYM 5500.13
MATI, MANAGEMENT P.S. 5800.16
VISITING FROCEDURES I.S. NYM 5267.08
INMATE CORRESPONDENCE I.5. NYM 5265.14
ALCOHOL SURVEILLANCE/TESTING I.S. NYM 6590.07
ENTRANCE FPROCEDURES I.S. NYM 5500.13
INMATE TELEPHONES P.S. 5264.08

-ON SCREENING P.S. 5522.02
SEARCHING/DETAINING PERSONS P.8. 5510.15
SEXUAL ABUSE PREVENTION/INTERVENTION P.S. 5324.12
INMATE DISCIPLINE P.5. 5270.09
SPECIAL HOUSING P.S5. 5270.10
SUICIDE PREVENTION P.S. 5324.08
SEARCHES OF HOUSING UNITS/INMATES AND WORK AREAS P.S. 5521.06
ESCORTED TRIFS P.5. 5538B.07

USE OF FORCE/APPLICATION OF RESTRAINTS I.S. NYM 5566.06
POSTED PICTURE FILE P.8. 5510.13
HUNGEER. STRIKES P.5, 5562.05
ESCAPES DEATH NOTIFICATIONS .S, 9553.107
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CHAFTER 7
FIREARMS AND BADGES

700. DEFINITIONS. Probable cause, reasonable determination, or
reasonable belief means facts and circumstances known to the
employee at the time of the use of firearms that would cause a
reasonable employee to conclude that the action is appropriate.

701. CARRYING OF FIREARMS. Title 18 U.S.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau cofficers and employees.
This authority is delegated to the Director in 28 CFR 0.96(o).

When approved by the Warden, institution staff are permitted to
carry firearms when:

®* transporting inmates,

= asslgnea Lo escape posts, and
* assigned to security posts which require firearms as
standard issued equipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. BStaff Qualification. New employees must not be assigned to
posts requiring the carrying of firearms before completing the
Intreduction to Correctional Techniques Training at the Federal
Law Enforcement Training Center. '

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regional
Director.

¢. Re-qualification. Staff must complete satisfactorily the
Bureau’s approved firearms training course each year. Allowances
will be made in accordance with applicable laws, rules, and
regulations.
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Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Director's
designee may authorize, in writing, Bureau staff to carry
Government-issued firearms for purposes not expressed in this
Program Statement.

702. USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

* Prevent escapes;

¢ Prevent loss of life or serious physical injury;

- FrorTacT ﬁr'\l.l'l'—‘l'r"'l"!'l"l"lf-'lﬁ'l' l"‘l'r'hhﬂl"f‘ 'I.J' Ilrl.nl‘l Aatarminatinn That

the damage or loss of prcperty would contribute
directly to an escape, loss ¢of life, or serious
physical injury; and

s Maintain or restore control of a correctional
institution.

The use of firearms is prohibited if force other than firearms
appear reasonably sufficient to accomplish law enforcement
purposes. Examples are, but not limited to:

* Prevention of escape;

* Prevention serious physical injury; and
¢ Restoration of contreol in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely

to fail.

An employee is not required to jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the
subject with every intention of hitting "center mass" to ensure
the subject is stopped.

EFTA00108216



PS5 5500.14
10/19/2012
Chapter 7, Page 3

Staff will not attempt toc shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger toc staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving vehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

*» Employee has a reasonable belief that the subject poses an
imminent danger of death or serious physical injury to the
employee or others.

o Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As soon as practicable, medical attention must be provided to any
persons injured during an incident involwvwing use of firearms.

e L

Firsarms will not be usad if the amployse recognizas a
escapee as an inmate sentenced under the Juvenile Justi
Delingquency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations,

(1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hook, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject. .

{2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior to using firearms, staff
must reasconably believe that an inmate has the capability to
escape.

For example, the inmate may be carrying items such as, but
not limited to, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to

shooting the subject.

Verbal warnings and warning shots are not reguired when the
employee reasonably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this pelicy, warning shots
should be used only if there is no apparent danger to self, other
staff and inmates, or the community.

Warning shots will be fired into the ground and never into
the air or in an indiscriminate direction.

The inmate is not required to be on the first/inner
perimeter fence before the employee issues the warning. When the
inmate aciuallyv contacis the [irsi/inner perimeier [ence iu aun
attempt te climb or demonstrates an attempt te get on or over the
first/inner perimeter fence, and the employee reasonably
determines an escape is being attempted, the employee may shoot
the subject.

The employee is not required to wait until the inmate is
between the perimeter fences or over the first/inner fences.

(3) Metropolitan Correctional Centers (MCCs) and
Metropelitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a verbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.

(4) Minimum Security Institutions. Ordinarily, firearms
are not used to prevent escapes from minimum security level ,
institutions. However, weapons are authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or serious physical injury to the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

(5) Escapes with Outside Assistance., Firearms may be used
against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6) Escape from Escorted Trip or Prisoner Transport. When
an employee reasonably determines an escape is being attempted
from an escorted trip or prisoner transport, the employee must
issue a verbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
prior to shooting the subject.

Outside the immediate environs of a correctional
institution, the employee should not fire a warning shot prior to
shooting the subject due to the possibility of injury to innocent

LysLalluels.

Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
to prevent an escape of an inmate in transit to or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum and non-minimum security level institutions.

(7) Once An Escape Has Occurred. After an escape from a
transport vehicle or an institution, and the immediate environs
has been successful, employees attempting to apprehend the
escaped prisoner may not use firearms unless there is probable
cause to believe:

(a) The subject has committed a felony invelving the
infliction or threatened infliction of serious physical injury or '
death. !

(b) The subject’'s escape would pose an imminent danger
of death or serious physical injury to the employee or others.

MNote: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated" should be
interpreted in the following manner:
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¢ As long as a staff member is in continucus pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport wvehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
is permissible under the escaping inmate standard.

¢ The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible.

A verbal warning should be given if it would not pose a risk
of death or serious bodily injury to the officer or others.

Warning shots are prohibited due to the possibility of

Anjuly Lo Lanucent lea Laimiela.

b. Prevent the Loss of Life or Serious Physical Injury. Staff
may use firearms when reascnable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others.

Firearms will be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject.

When authorized, warning shots should be used only if there is
no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

In a hostage situation, once it has been contained and attempts
to negotiate have begun, only the Warden may order the use of
firearms {o resolve the hostage situation.

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion.

¢. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons
are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt to break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

d. Maintain or Restore Control of a Correctional Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reasonably believes
the intended subject of the use of firearms is participating in a

o R .
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inmates, or the community.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

703. ABRMED ESCORT BY COMMERCIAL AVIATION. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 108.11, Carriage of Weapons, and Part 108.21,
Carriage of Passengers Under the Control of Armed Law Enforcement
Escorts (1995),,allows law enforcement officials, while
performing their duties, to travel while armed.

Staff must notify the air carrier prior to departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide required information to the
carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When not transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms in
checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational
purposes. "

For an incident while on duty, the report must be submitted prier
to the end cof the employee's duty shift.

TMraw =m 2mascdoeés il T . X F e PP S TR T N N T e O N e ]
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prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review
processes.

705. IDENTIFICATION BADGES. Upon request, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution.

The Captain will maintain strict accountability of Bureau badges.
Lost or stolen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
of firearms will be issued a Bureau identification badge.

L]
The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of routine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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706. NON-DISCLOSURE OF BUREAU STAFF NAMES IN SHOOTING INCIDENTS.
Disclosure of an employee's name following a shooting incident
will follow the guidelines as prescribed in the Program Statement
on MNews Media Contacts.

£
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSIUM (OC) CARRY POST

POST: SPECIAL HOUSING UNIT OFFICER #3

EQUIPMENT : Key Ring(s) C-27, c-28,C-30,C-31, C-32, C-33,B-32,
B-33 Radio/BA, Metal Detector

All equipment assigned to this post and will be accountable on the shift
to shift inventory form. All 24 hour equipment and key rings will be
logged into the TRUSCOPE program with type of equipment and key ring

numbers.

SHIFT: DAY WATCH

HOURS OF DUTY: 6:00 A. M. to 2:30 P.M.

LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE: All Correctional Officers will report to the institution
according to their assigned work schedule. You are regquired to utilize
the “Staff Chit Board” whenever you enter and/or depart from the secured
perimeter of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN- OPERATING THE BELOW LISTED SHU
DOORS :

Door 27 and Inner Door: Both doors must always remain secured when not
being used. They are to be opened as needed for traffic and secured
immediately. These doors are to be considered a sally port; only one
door will be open at a time unless there is an emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to guarantee
that the inmate is closely monitored and kept separate from other
inmates.

6:00 A.M.
Report directly to the Special Housing Unit wearing the prescribed
uniform. As the equipment is issued on a 24-hour basis, you are

required to indicate the key ring number and type of equipment accounted
for in the TRUSCORE program and sign the location inventory. Count the
keys to ensure the number of keys corresponds with the total numper on
the key ring chit. Key rings must be secured to a belt by clips and a
metal chain.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

Contact the Control Center on #333 and test your Radio/Body Alarm. Unit
officers must maintain a log of pertinent information regarding inmate
activity, detailing time, persons involved (if pertinent) and the event.
These entries must be written legibly, while maintaining your
professionalism. Report for duty by telephone with the Operations
Lieutenant and receive any additional information. Begin making 30
minute rounds ensuring you document the findings in the TRUSCORE
program. Staff will observed all inmates in continued lock down status
once in the first 30 minute period of the hour ex: (12:00 -12:30AM)
followed by another round in the second 30 minute period of the same
hour (12:30-1:00 AM) .This will ensure an inmate is observed at least
twice per hour.

Ensure that all inmates on the court list are ready for pick up by the
Internal Security. The SHU Recreation Officers will report to the unit
at this time and assist with the court movement.

All SHU inmates will be escorted to R&D for court at a ratio of two
staff members per every inmate unless otherwise instructed by the
Operations Lieutenant. Contact the C&A Officer to receive clearance
for the escort of the inmate(s). Ex: If you are escorting two inmates
to R&D there should be four escorting staff members

Breakfast Feeding
The SHU #2 will ensure the food carts are properly searched prior to
bringing them into the unit. The SHU #1 will ensure the SHU Officers
{including the Recreation Officers); will count all food trays, lids,
and utensils prior to and after the meal. The SHU #2 will prepare the
breakfast meal, and began feeding with the assistance of the
Recreation Officers. Ensure that all wickets are secured; only cne
(1) wicket will be opened at a time for the feeding of the meal.
Report problems with the meal to the Shift Lieutenant and Food Service
staff and ensure corrective measures are taken before serving
commences. The lights in the inmates’ cells will be turned on while
the breakfast feeding is in progress.

All Food trays must be accounted for, no food trays will be left in an
inmates’ cell after pickup. If an inmate refuses to give you the tray
back notify the SHU Lieutenant or the Operations Lieutenant. Inmate
orderlies will not be utilized to ceollect food trays.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

7:00 A.M.

Prepare the cells and unit for daily inspection. No later than 8:00 am
each morning all inmates will have their cells cleaned, beds made, and
will be dressed in their jumpsuits. All SHU cofficers will assist with
conducting daily inspections of the unit. Any inmate who desires
recreation will have their cells in a high state of sanitation.
Recreation begins by the Recreation Officers Monday through Friday.
INMATES DEPARTING FOR RECREATION WILL NOT LEAVE THEIR CELLS UNTIDY.

7:30 A.M.
Ensure that all pertinent paperwork is properly filled out, Daily
Security Inspection Sheet, BP-2352.

Inmate Work Call: The Control Center will announce “Attention in the
institution inmate work call.” All inmates assigned to work details
will report to their work detail assignments.

B:30 A.M.

Assist the #1 officer Conduct a security and fire inspection of the
unit. Any discrepancies found will be noted on the Fire and Security
Inspection Form. Serious breaches of security will be immediately
reported to the SHU Lieutenant and Operations Lieutenant.

Discrepancies found not of a serious nature will also be reported and
the appropriate work order submitted. 1Initiate the unit Confidential
Log Report which will be used to record important information which
should be passed on to other staff, in conjunction with the
information contained in the TRUSCORE program. Conduct a bed book
audit and make any changes pertaining to your bed book/inmate picture
card files. Check the TRUSCOPE program for information and initiate
daily paperwork (Confidential Log form, etc.). As time permits
throughout the shift, you are to conduct searches of inmate cells.
Results will be recorded in the TRUSCOPE program. Discoveries of hard
contraband will be reported to the SHU Lieutenant and Operations
Lieutenant and documented in the unit Confidential Log report and the
TRUSCOPE program. Began to conduct showers and all other daily
activities according to schedule

The SHU #1 Officer is responsible for notifying the Control Center of

inmates being admitted or released from the Special Housing Unit. At
no time will you be in possession of the cell door key without the

presence of another staff member.

December 7, 2018 Sensitive But Unclassified Page 3 of 12

EFTA00108226



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS HOT AN ARMED POST

9:00 A.M,

Verify all release orders signed by the Captain, and other designated
staff. Once releases orders are signed assist the SHU#1 Officer with
processing inmates out of the unit, ensure all documentaticn, i.e.,
property form and the TRUSCOPE program, is completed prior to the
inmate being released from the unit. Ensure the property forms are
filed out accordingly and the inmate receives a copy. The SHU
Lieutenant will be immediately notified of any discrepancies with the
inmates’ personal property.

10:00 A.M. (Weekends and Holidays)

COUNT TIME (Stand-Up Count): The 10:00 a.m. count is an official stand up
count will be conducted at this time. The count will be conducted as a bed
book count when directed by the Operations Lieutenant. Ensure all areas
are clear of inmates, i.e., showers, bathrooms, laundry rooms etc. The
Internal Security Officer or any available staff member will assist with
backing the count. Upon completing the count, call the count into the C&A
Officer by telephone at extension 6468. Always ensure the correct date,
time, and Officer’s printed name and signature conducting the count is
noted on the count slip. All count slips will be written in blue or black

ink and should be clear and legible, Count slips which appear to be
altered will not be accepted. The Internal Officer will pick up the count
slips and take them to the Control Center. Once the Control Center

announces a clear institutional count, record this information in the
TRUSCOPE program.

BED BOQOK COUNTS: The Bed Books will be utilized for emergency counts,
bad institutional counts and random Bed Book counts reqguested by the
Shift Lieutenant. When a unit has two consecutive bad counts, a bed
book count must be conducted. In conjunction with the Bed Book the
unit roster will be used to conduct these counts. Upon receiving a
new inmate on the unit, the unit officer will receive two 3 x 5 cards,
one to be utilized for the bed book, and the other to use for inmate
movement. The bed book card is not to be removed from the bed book

Between 10:15 A.M. 12:15 P.M. (Weekdays)

LUNCH RELIEF

Contact the department on the current lunch relief schedule to arrange
for staff to relieve you for a 30 minute duty free lunch. When being
relieved, ensure staff have signed the log book designated for lunch

reliefs.

December 7, 2018 Sensitive But Unclassified Page 4 of 12

EFTA00108227



METROPOLITAN CORRECTIONAL CENTER
NEW YORE, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

11:00 A.M.

Mainline Feeding:

The food carts will be thoroughly searched by SHU staff prior to
entering the Special Housing Unit. Report problems with the meal to
the SHU/ Shift Lieutenant and Food Service staff and ensure corrective
measures are taken before serving commences.

Ensure that all wickets are secured, only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not pass
or allow anything to be passed from cell te cell. Each inmate will
receive only those items which are on the daily menu or prescribed
dietary menu.

All staff handling food must wear plastic gloves and ensure the food
is served at the proper temperature. Upon completion of the meal, all
trays will be accounted for and placed on the food cart.

Supervise the removal of all food trays from the cells. Officers only
will pick up all trays and trash from cells. Inmate orderlies will
not be utilized to ceollect food trays.

12:00 P.M. On Mondays social visiting will begin at this time. Place
all trash in the sally port for pick-up at this time for preparation
of trash call.

12:30 P.M.

PM CENSUS COUNT: A Unit Census Count will be conducted at this time.
Record the results in the TRUSCOPE program and notify the Lieutenant of
any discrepancies. An incident report will be written on any inmate found
in an unauthorized area.

ROUNDS : Ensure assigned staff continue to make frequent, random
rounds of the range in the unit. At a minimum, each inmate must be
checked, at least one time every thirty minutes. During these
security checks, ensure staff pay particular attention to those
inmates who demonstrate suspicious or unusual behavior.

MEDICAL VISITS: During medical visits by the Physician Assistant, you
are responsible for providing an escort during their rounds on the
unit. Ensure the SHU Cfficers announce the PA’'s presence on the range
and inmate concerns are addressed.

11:ﬂu‘ Pan °

Conduct bar taps in at least five inmate cells. Ensure the TRUSCOFE
program are up to date, 292s are filled out and ensure any pertinent
information is documented one the Confidential Report.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

2:30 P.M.
End of Tour

**DO NOT LEARVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN PROVIDED**
Officers assigned to this post will not vacate the post unless
properly relieved or instructed te de so by the Operations or
Activities Lieutenants. These post orders are not intended to
describe in detail all the officer’'s responsibilities. Good judgment
and common sense are expected in all situations not covered in these
post orders.

NOTE: In addition to Post Orders, the Special instructions must be
read in conjunction with post orders(Section 2). Staff assigned to
this post must thoroughly familiarize themselves with the Program
Statement and Institution Supplement on Entrance Procedures and Inmate
Visiting Procedures. This is one of the most critical areas of the
institution due to the potential for escape.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARDLESS OF RANK, HAS MO AUTHORITY.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

POST: SPECIAL HOUSING UNIT OFFICER #3

EQUIFMENT: Key Ring(s) C-27, C-28,C-30,C-31, C-32, C-33,B-32,
B-33 Radio/BA, Metal Detector

All equipment assigned to this post and will be accountable on the shift
to shift inventory form. All 24 hour equipment and key rings will be
logged into the TRUSCOPE program with type of equipment and key ring
numbers.

SHIFT: EVENING WATCH
HOURS OF DUTY: 2:00 P.M. to 10:00 P.M.

NORMAL ROUTINE: All Correctional Officers will report to the institution
according to their assigned work schedule . You are required to utilize
the “Staff Chit Board” whenever you enter and/or depart from the secured
perimeter of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED SHU
DOORS :

Door 27 and Inner Door: Both doors must always remain secured when not
being used. They are to be opened as needed for traffic and secured
immediately. These doors are to be considered a sally port only, one
door will be open at a time unless there is an emergency.

CONTROLLED MOVES: A Lieutenant will call all controlled moves to halt
all general population movement. The controlled move is conducted to
guarantee that the inmate is closely monitored and kept separate from
other inmates.

2:00 P.M.

Report directly to the Special Housing Unit wearing the prescribed
uniform. As the equipment is issued on a 24-hour basis, you are regquired
to indicate the key ring number and type of equipment accounted for in
the TRUSCOPE program and sign the location inventory. Count the keys to
ensure the number of keys corresponds with the total number on the key
ring chit. Key rings must be secured to a belt by clips and a metal
chain. Contact the Control Center on #333 and test your Radio/Body
Alarm. Unit officers must maintain a log of pertinent information
regarding inmate activity, detailing time, persons involved (if
pertinent) and the event. These entries must be written legibly, while
maintaining your professionalism. Report for duty by telephone with the
Operations Lieutenant and receive any additional information.
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METROPOLITAN CORRECTIONAL CENTER
HEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS WOT AN ARMED POST

Begin making 30 minute rounds ensuring you document the findings in the
TRUSCOPE program. Staff will cbserved all inmates in continued lock down
status once in the first 30 minute period of the hour ex: (12:00 -
12:30AM) followed by another round in the second 30 minute period of the
same hour (12:30-1:00 AM) .This will ensure an inmate is observed at
least twice per hour.

3:00 P.M.
All inmate social visiting concludes at this time.

4:00 P.M.

Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Evening Watch Officer. After you have relieved
the Evening Watch Office r, as the equipment is issued on a 24-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for in the TRUSCOPE program and sign the location
inventory. Count the keys to ensure the number of keys corresponds with
the total number on the key ring chit. Key rings must be secured to a
belt by clips and a metal chain. Contact the Contrel Center on #333 and
test your Radio/Body Alarm. Begin making watch calls at this time. Watch
calls will be made every 30 minutes from the hours of 6:00 PM to 6:00
AM,

Unit officers must maintain a log of pertinent information regarding
inmate activity, detailing time, persons involved (if pertinent) and the
event. These entries must be written legibly, while maintaining your
professionalism. Begin making 30 minute rounds ensuring you document
the findings in the TRUSCOPE program. Staff will cbserved all inmates in
continued lock down status once in the first 30 minute period of the
hour ex: (12:00 -12:30AM) followed by another round in the second 30
minute period of the same hour (12:30-1:00 AM).This will ensure an
inmate is observed at least twice per hour. These rounds are to be
conducted on an irregular schedule and no more than 40 minutes apart.
All observations must be documented.

It should be clearly understood that none of these activities are to
take place until the Day Watch officer is relieved. It should be
noted that it is understood that not all of the above will be
accomplished by or before the count.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED FOST

COUNT TIME: The official count will be announced at this time. The
Internal Security Officer or available staff will assist with backing
the count. The same count procedures will be used now as with all
other counts. Upon completing the count, call the count into the C&A
Officer by telephone at extension 6468. Always ensure the correct
date, time, and Officer’s printed name and signature conducting the
count is noted on the count slip. A&all count slips will be written in
blue or black ink and should be clear and legible. Count slips which
appear to be altered will not be accepted. The Internal Officer will
pick up the count slips and take them to the Control Center. Once the
Control Center announces a clear institutional count, record this
information in the TRUSCOPE program.

BED BOOK COUNTS: The Bed Books will be utilized for emergency counts,
bad institutional counts and random Bed Book counts requested by the
Shift Lieutenant. When a unit has two consecutive bad counts, a bed
book count must be conducted. In conjunction with the Bed Book the
unit roster will be used to conduct these counts. Upon receiving a
new inmate on the unit, the unit officer will receive two 3 x 5 cards,
one to be utilized for the bed book, and the other to use for inmate
movement. The bed book card is not to be removed from the bed book

4:30 P.M,

Conduct a security and fire inspection of the units. Any
discrepancies found will be noted on the Fire and Security Inspection
Form. Serious breaches of security will be immediately reported to
the Operations Lieutenant. Discrepancies found not of a serious
nature will also be reported and the appropriate work order submitted.

Initiate the unit Confidential Log Report which will be used to record
important information which should be passed on to other staff, in
conjunction with the information contained in the TRUSCOPE program.
Conduct a bed book audit and make any changes pertaining to your bed
book/inmate picture card files. Check the TRUSCOPE program for
information and initiate daily paperwork.

Dinner Meal: All food trays, utensils, cups, containers, etc., must
be removed from the cells at the end of the meals. Inmates are not
permitted to retain any food trays, utensils, or other items provided
during the meal. The SHU QOfficers will ensure that all meals are
properly heated and distributed. All staff handling food must wear
plastic gloves and ensure the food is served at proper temperature
utilizing the microwave. Inmate orderlies will not assist with the
feeding process. The SHU Officers will conduct the feeding of the
inmates and the retrieval of the food trays. All inmate food trays
will be issued and retrieved by staff only.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

Ensure that all wickets are secured, only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not pass
nor allow anything to¢ be passed from cell to cell. Each inmate will
receive only those items which are on the daily menu or prescribed
dietary menu. At no time will meat items with bones be served to
inmates. Officers will not pass nor allow anything to be passed from
cell to cell. Each inmate will receive only those items which are on
the daily menu or prescribed dietary menu

5:00 P.M.

The total tray count entering and departing the unit will be annotated
in the TRUSCOPE program by the SHU #1 Officer. Social Vising Begins
(Mondays only)

6:00 P.M.

Begin to conduct inmate mail call. Never give an inmate mail unless
it belongs to him/her. If an inmate has moved to another unit,
contact the Internal Officer to deliver it to the appropriate unit.

Mail for inmates who have been transferred to another institution will
be placed back in the mail bag and returned to the Mail Room. Inmate
mail will not be left in the unit. All undelivered mail will be
returned to the Mail Room. During your shift, you are responsible for
ensuring a comprehensive security inspection of the unit is completed
and properly documented on the Security Inspection form. Cell
sanitation on the unit, and telephone calls will be conducted on the
assigned days.

As time permits throughout the shift, you are to conduct searches of
inmate cells. Results will be recorded in the unit search portion of
the TRUSCOPE program. Discoveries of hard contraband will be reported
to the Operations Lieutenant and documented in the TRUSCOPE program.
After completing at least five shake downs in your unit, reflect the
correct information in the Shake Down portion of the TRUSCOPE program.
The Shake-Down Log will reflect the room number; inmates name;
register number; date; time; remarks (to indicate whether contraband
was found; type of contraband; and disposition of contraband); and the
searching officer's name. Discoveries of hard contraband will be
reported to the Operations Lieutenant and documented in the TRUSCOPE
program.

Begin making watch calls to the Control Center by calling extension
333 or via radio every half hour. These calls are mandatory and are
designed for your safety as well as the security of the institution

December 7, 2018 Sensitive But Unclassified Page 10 of 12

EFTA00108233



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

8:00 P.M.

Continue conducting the necessary paper work for the unit and ensure
that all tasks have been accomplished through-out the shift. Begin
conducting bar taps at this time. Social visiting concludes.

10:00 P.M.

End of Tour

Official Count in Progress

**DO MNOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN PROVIDED**

NOTE: In addition to Post Orders, the Special instructions must be
read in conjunction with post orders. (Section 2). Staff assigned to
this post must thoroughly familiarize themselves with the Program
Statement and Institution Supplement on Entrance Procedures and Inmate
Visiting Procedures. This is one of the most critical areas of the
institution due to the potential for escape.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.

Post Orders and the TRUSCOPE program are confidential documents and
should never be left unattended or in an area accessible to inmates.
Post Orders must be secured at all times when not in use by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity te read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reascnable efforts to read
the post orders as soon as practicable.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this document
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METROFOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #3
THIS IS NOT AN ARMED POST

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMEEERE HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARDLESS OF RANEK, HAS NO AUTHORITY.

These Post Orders are guidelines, not orders to work before or after
regqularly scheduled shifts.

There will be no additions or deletions to these post orders without the
written consent of t Captain.

‘ 22/2/1%
7

Jermaine C. D i Date
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, WEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS HNOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) AEROSOL SPRAY POST.

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4
FEPPER SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED
IT IS YOUR RESPONSIBILITY TO NOTIFTY THE OPERATIONS LIEUTENANT
PRIOR TO ASSUMING THE POST.

STAFF TRAINING AND ACCOUNTABILITY:
All staff (including sick and annual reliefs) assigned to an OC
aerosol dispenser post will receive the required training, and go
through quarterly re-familiarization training prior to assuming
their post each quarter. Training will include, but is not limited
to, proper carry and security of an 0OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post orders.
Staff will be held responsible for guidance outlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received OC
specialty training are not authorized to carry an OC aerosol

dispenser.

If you believe you need additional training or unfamiliar with
the OC aerosol dispenser, notify the Operations Lieutenant
immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS
A post assigned with an OC aerosol dispenser is in addition to
emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aeroscl dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will outline steps to be taken in case
immediate force is required as a result of a serious assault,
recreation yard incidents, or other serious incidents during all
shifts. Trained officers can use immediate force without the
presents of a supervisor.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT
THIS IS NOT AN ARMED POST

Once you have assumed your position/post, check the OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. 1In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and document in TRUSCOPE program any defects noted.

In the event of an accidental discharge, decontaminate yourself
and notify the Operations Lieutenant. Once you have
decontaminated yourself with soap and water and notified the
Operations Lieutenant, decontaminate the affected area with
soap and water, and ventilation if possible.

The usage of an OC aerosol dispenser must be limited to the
performance of official duties only. Staff are again reminded
that use of the OC aerosol dispenser outside established
policies and procedures will result in staff disciplinary
action.

The preferred method of resolution is through verbal
intervention. However, the safety of staff and inmates in any
dangerous encounter is paramount and may require the use of
an OC aerosol dispenser. Staff may use the necessary amount
of force only as a last alternative after all other reasonable
efforts to resolve the situation have failed. Staff may use
the necessary amount of force to gain control of the inmate,
to protect and ensure the safety of inmates, staff and others,
to prevent serious property damage, and to ensure institution
security and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold
an OC aerosol dispenser. MNo other method of carrying the OC
aerosol dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet
but should not be used closer than 4 feet.

In the event the OC aerosol dispenser is required the following
steps should be used:

Fingers of the drawing hand should be extended and firmly
gripping the aerosol dispenser.

2. staff should assume an appropriate defensive stance and
continue with verbal commands.

= Place thumb on the actuator.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

4. Spray the facial area, specifically the eyes, delivering
one two-second burst. Once the OC aerosol spray has been
dispensed, staff should step back to avoid being
contaminated by the spray and maintain direct supervision

of the inmate(s). Continue with wverbal commands.

5. Allow the OC aerosol spray to work while providing verbal
commands to the inmate (e.g., lay face down with arms
spread) .

6. Evaluate the response of the inmate(s). If the inmate(s)

does not submit to restraints and/or comply with staff
orders within 15 seconds, a second two-second burst is
authorized. After a second assessment, or if the
inmate(s) has not complied with staff commands,
alternative methods to control the situation may be
pursued.

Tr Decontamination procedures include fresh air and the use
of soap and water within 15 minutes, or as soon as possible,
after OC aerosol spray has been applied. Normally, this
is done before the medical assessment.

8. Once the OC aerosol spray is used and the inmate(s) is
in restraints, Health Services staff will be notified
immediately. A medical assessment will be performed to
determine if the inmate(s) sustained any injuries.

- When an immediate use of force is necessary (e.g.,
involving serious bodily harm, etc.), staff are obligated
to obtain a camera and begin recording the event as soon
as it is feasible. BAs soon as control of the situation
has been obtained staff must record information on:
circumstances that required the need for immediate use
of force; identification of the inmate(s); injuries; and
staff, and others involved. (See PS 5566.06, Use of Force
and Application of Restraints).

A reasonable correctional workers perception of the events
would govern the use of the OC aerosol dispenser in situations
which require an immediate response to an emergency situation.
The Warden should be notified as soon as possible after any
such use. Documentation is to be submitted in accordance with
the Program Statement Use of Force and Application of
Restraints.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Oleoresin Capsicum delivery systems are authorized to be used
for immediate response to situations in which an inmate cannot
be approached without danger to self or others; and it is
determined that a delay in bringing the situation under control
would constitute a serious danger to the inmate or others.

RETENTION RAWARENESS:

Ensure the OC aerosol dispenser is properly fastened to your
duty belt and firmly secured inside the holster. When
confronting an inmate position your body so the OC aerosol
dispenser faces away from the inmate, maintain a safe distance,
and continue with verbal commands.

INTRODUCTION :

Staff will report for duty in the proper uniform. The primary
responsibilities of the SHU OIC are security, supervision, safety,
and accountability of inmates. Each inmate will be checked a minimum
of once every thirty minute period at irregular intervals. The checks
will be entered in the 30 Minute portion of the TRUSCOPE program.
The officers are responsible for ensuring security inspection
discrepancies are appropriately documented and routed. Sanitation
of the unit is critical for the operation and will be maintained
at the highest level. All emergencies will be reported to the
Operations Lieutenant immediately.

Every officer must read and sign the Post Orders prior to assuming
the duties of this position. As a SHU Officer you will be working
under the direction of the SHU Lieutenant and/or the Operations
Lieutenant. You are required to advise the Operations Lieutenant
of your presence when you arrive for duty. You will maintain the
TRUSCOPE program throughout your shift. The TRUSCOPE program will
accurately reflect all pertinent information concerning the housing
unit, equipment accountability, inmate population, unit count, and
inmate activity as well as other specific information pertaining
to your tour of duty.

All Correctional Services staff will review and sign the Inmate Posted
Picture File on a monthly basis

ENTRANCE PROCEDURES:

The SHU #1 controls entrance to the Special Housing Unit. Only the
SHU #1 will approve the opening of the entrance by the Control Center.
The SHU #1 will ensure the inner door to the unit is secured prior
to approving the opening of the outer door by the Control Center.
The inner and outer doors will never be open at the same time.
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METROPOLITAN CORRECTIONAL CENTER \
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT
THIS IS NOT AN ARMED FPOST

L

\
No one will enter the Special Housing Unit without showing propei
identification when requested by the SHU #1. All visitors whom are{
unknown will be challenged for proper identification. All inmates
entering and exiting the Special Housing Unit will be wvisually
searched and screened with a hand-held metal detector prior to \
entering the unit. The SHU #1 will ensure this procedure is
completed. \

ENTRANCE LOGS: ¢
The Visitors Log will be maintained at the entrance of SHU. All
persons visiting this unit will utilize this log to document their
visit to the Special Housing Unit. The log is organized by
discipline. On Saturday, the evening watch SHU #1 will collect the
logs, and prepare the new logs for the new week.

VISUAL SEARRCHES:

Any inmate who enters into, and/or departs from the Special Housing
Unit will be visually searched, to include the hand-held metal
detector, no exception. This includes inmates entering the unit
for work details, UDC/DHO hearings, and the Unit Barber.

CELL INSPECTION FOEMS:

The SHU QIC will ensure a Cell Inspection Report is completed; to
include the inmates and the inspecting officer’s name/signature.
This report will be maintained in the inmates SHU File. The inmate
must verify the condition of his cell on this form. If anything
is broken, missing, cracked, etc., the inmate is responsible for
advising staff upon admission to the cell. The inmate is responsible
for the contents of his assigned cell. If the inmate refuses to
sign the form, the officer will note on the form the inmate refused
to sign.

CELL ROTATION AND CELL SEARCHES:

All SHU staff are expected to conduct searches of the Special Housing
Unit. The morning watch officer(s) will conduct searches of the
common areas and document their findings in the Search section of
the TRUSCOPE program. The day watch officer (s) will conduct a search
of every inmate’s cell who attends recreation. The evening watch
officer(s) will conduct a minimum of five (5) cell searches during
their shift. The entire Special Housing Unit will be searched each
and every week. Officers will pay particular attention to the
sink/commodes, showers, and vents. Staff will inspect under the
beds and desks. Inmates will be rotated to a new cell assignment,
at a maximum of every 21 days. This will be performed by the SHU
Officer(s) on the Day Watch.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

SHOWERS :

The SHU #1 will ensure the appropriate entries are completed on the
inmates BP-292 when inmates are afforded the opportunity to shower.
Special Housing unit inmates will be escorted by the range officers
to the showers on Mondays, Wednesdays and Fridays. At this time the
inmates will receive hygiene supplies (toilet paper, soap, tocthbrush
etc.

All toothbrushes will be no longer than three (3) inches in length.

COMMISSARY :

The approved Commissary List will be used for inmates housed in A/D
and D/S status. All Commissary slips will be forwarded to the SHU
Lieutenant for review prior to being sent to the Commissary.

LAW LIBRARY:

The SHU law library is available for the inmates. The inmate must
submit an Inmate Request to Staff Member requesting use of the law
library. The SHU #1 will place the inmate on a waiting list in the
appropriate log book upon receipt of the request. The SHU 1 will
record in the law library logbook when an inmate uses the library.
Legal material not available in the SHU Law Library can be requested
by the inmate from the Education Department. This is accomplished
by the inmate submitting an Inmate Request to Staff to the Education
Department.

SOCIAL TELEPHONE CALLS:

Inmates are permitted to use the telephone in the Special Housing
Unit once every thirty (30) days while housed in the Special Housing
Unit. An inmate will submit an Inmate Request to Staff prior to

the day he/she requests to use the phone. Additionally, inmates will
be authorized to utilize the telephone within the first 7 days of
arrival to the special housing unit., The SHU#1 will record in the
proper logbook each time an inmate is authorized to use the telephone.

LEGAL TELEPHONE CALLS:

Inmates must be permitted access to their attorneys. The inmate

will submit an Inmate Request to Staff Member to their respective
unit team. There is a Legal Telephone Log Book in the Special Housing
Unit. All Legal calls will be recorded in this log book. Legal

phone calls will be recorded by the Unit Team member affording the
inmate the call.
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RECREATION:

While assigned to the Special Housing Unit, inmates have the
opportunity to recreate for five hours per week. The five hours
will be broken down into one-hour increments throughout the week.

Inmate files, BP-292's, and any other pertinent information must
be reviewed prior to scheduling the inmates for recreation. Staff
must ensure all precautions are taken to prevent inmates with
SEPARATION status, REC/CELL ALONE, or Protective Custody from
recreation with other inmates.

The Recreation Officers will place the inmates in handcuffs, and
then escort them from their assigned cells to the recreation area.
The inmates will be pat searched and metal detected prior to entering
the recreation cell. The recreation cell will be secured then the
inmate’s restraints will be removed. Staff will ensure the
recreation cages are searched before and after inmates receive
recreation.

**NOTE** In the event of inclement weather, e.g. cold weather, inmates
will be issued jackets or other available inclement weather clothing
for use on the recreation decks.***

COUNTS :

The following procedures will be strictly adhered to and will be
enforced by all staff. There will be no inmate movement during
Official Counts. All inmates assigned as Orderlies will be secured
in their cell during all counts. All counts will be conducted by
two staff members. All count slips will be signed in blue or black
ink by both staff members. All inmates in the unit will stand for
the 4:00 P.M. and 10:00 A.M. count. The 10:00 A.M. count will be
conducted on weekends and holidays. BRll official counts will be called
into the C&A Officer at ext. 6468B. The SHU#1l will log the count
in the Unit Log Book.

HAIRCUTS:

Haircuts will be approved for once a month. The barber shop will
be operational on the day watch shift, on Saturdays. The inmate
will have to request a haircut via the "Request to Staff Member Form"
(cop-out). The assigned Barber will be escorted to the Special
Housing Unit. The inmate will be visually searched with the results
documented in the search portion of the TRUSCOPE program.
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IMMATE ORDERLIES:

Any inmate assigned as the orderly in the Special Housing Unit must
be approved by the Captain. The SHU Lieutenant will route a memorandum
seeking the Captains approval for all orderlies. It is the SHU
Officers responsibility to ensure the SHU Orderlies are properly
supervised and accounted for at all times.

All staff are responsible for ensuring restrained and un-restrained
inmates do not have the opportunity to come into contact with each
other. The SHU Orderlies must be secured behind a locked door before
any inmate can be safely moved into or within the housing unit.

INMATE PROPERTY:

The SHU PROP Officer is responsible for the inmate’s property while
assignedtx;theﬁpecialHﬂusingUnit.TheSHUPRGPfoicerwillensure
the property of inmates placed in SHU is reviewed, properly stored,
and accounted for in the SHU Property Room. The SHU#1 Officer will
secure all new commits to the unit property in the property cage
when no property officer is available.

MAIL:

All outgoing general Correspondence must be left unsealed with the
exception of legal mail, which will be sealed by the inmate. The

SHU Officers must review and inspect the outgoing correspondence

prior to sealing the envelopes. The staff members are searching

for intelligence, and contraband. All outgoing legal mail will be
bundled separately for the Mail Room Staff. All S.A.M.S. inmates,
also inmates on the mail monitoring list mail will be forwarded to
5.I.S. Mail will be passed out immediately following the official
4:00 P.M. count.

MEALS :

The SHU OIC will ensure all food carts are locked upon delivery to
the Special Housing Unit. Food Carts will be searched inside and
out, to prevent the introduction of contraband into the Special
Housing Unit. All meals will be counted to verify the required meals
have been delivered. Any discrepancies will be reported to the Food
Service Foreman immediately.

The meals will be properly heated and distributed by the SHU staff.
The inmate orderlies will not assist in the feeding of the unit
population in any way.
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The SHU Officers issue the meals in the unit. The cell door food
slot will be opened, food trays placed on the slot, and then secured.
Food slots will not remain open during the meal. No more than one
food slot is to be open at a time.

Staff will inspect and count all food trays and lids given to inmates
for the meal. Any food service items which goes into the cell for
the meal MUST come out of the cell after the meal. . Ensure the food
trays and lids are in the same condition as when they were delivered.

MEDICAL:

B Physician's Assistant will make daily rounds in the SHU to attend
to the inmate’s medical needs. Medical requests will be telephoned
to the medical staff by the SHU #1 on an as needed basis. Medical
appointments outside the unit will be coordinated by the medical
staff through the SHU Lieutenant. The SHU #1 will ensure the Duty
PA signs the BP-292's in the appropriate section each day.

RELEASE FROM ADMINISTRATIVE DETENTION (AD) & DISCIPLINARY
SEGREGATION (DS) status:

The Disciplinary Hearing Officer (DHO) and the Unit Disciplinary
Committee (UDC) have the authority to release an inmate from SHU.
The Release Form must be completed and signed by the Captain or
designee prior to an inmate being released. This is to ensure there
are no separation issues or other security concerns which would
preclude the inmate’s release. The Control Center and the C&aA Officer
will be notified of all releases.

SECURITY PROCEDURES:

All inmates will be cuffed from behind prior to being moved. If
there are two inmates assigned to a cell, both inmates must be cuffed
before the cell door is opened. When preparing to move an inmate,
the escorting staff must maintain constant wvisual supervision of
the inmate. All offices and supply storage areas will be secured
prior to any inmate movement. If there are two inmates in a cell
then two staff will be present before opening the cell door. Both
inmates must be restrained. For those inmates deemed as Three or
Four-Man Hold, the Operations Lieutenant will be notified for
additional staff assistance prior to opening the cell. A Lieutenant
must be present when an inmate on this status is to be moved. At
no time will the number of inmates being transported from one secure
location in the unit to another exceed the number of staff present
in the unit.
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The unit food slots will not be left unsecured. Any time a food slot
is opened, a SHU Officer will be present at the food slot. If a

staff member needs to speak to an inmate, the wvoice box, located

on the cell door, will be utilized. If a staff member needs to provide
the inmate with documents or any approved items, the SHU Officer

will open the slot, allow the item(s) to be passed, and secure the
'slot immediately. The food slots are security devices and leaving
the slot unsecured defeats the security. During main line feeding,
one slot will be opened, the food items will be passed, and then

the slot will be secured. No more than one slot will be opened at
any time on the range.

INMATE FILES:

Upon the inmate’s admission to the Special Housing Unit, the SHU
#1 will create a SHU file. All forms will be typed, and completed
in their entirety. Any discrepancies will be reported to the SHU
Lieutenant immediately.

NOTE: The SHU #1, on the morning watch shift, is responsible for

conducting an audit of the inmate SHU files each and every night.
The SHU #1 will ensure all of the required forms are contained within
each inmates SHU file. Any missing forms will be reported to the
SHU LT in the morning. Any forms the SHU #l1 is able to initiate,
he/she will complete the forms to ensure the forms are maintained
in the inmates SHU file.

SPECIAL HOUSING UNIT RECORDS FORM: (BP-292)

The Special Housing Record Form shall be used to record meals,
recreation periods, and other pertinent information concerning the
inmate’s confinement in SHU.

FIERE AND SECURITY CHECEKS:

Officers assigned to the special housing unit are required to conduct

daily fire and security checks throughout the unit daily. The checks

will be frequent but irregular so that a pattern does not develop.
The security checks will be documented on the 30 Minute Log Book.

EMERGENCY SITUATIONS:

USE OF FORCE/USE OF RESTRAINTS:

P.S. 5566.06 states: The Bureau of Prisons authorizes staff to use
force only as a last alternative after all other reascnable efforts
to resolve a situation has failed. When authorized, staff shall
use only the amount of necessary force to gain control of the inmate.
This program statement must be read for a clear understanding of
all required procedures.

December 7, 2018 Sensitive But Unclassified Page 11 of 14

EFTA00108246



METROPOLITAN CORRECTIONAL CENTER
HEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS MOT AN ARMED POST

For inmates who are contained in a cell and present no immediate

danger to themselves or others, but are exhibiting aggression or

threatening behavior, the SHU Lieutenant or Operations Lieutenant
wWwill be notified immediately. At no time will a cell be opened until
sufficient staff is present to control the situation.

For situations which present immediate danger to staff or inmates,
again, only the amount of necessary force to contain the inmate(s)
may be used, however, immediate request for assistance, i.e., body
alarm, triple deuces alarm, or radio will be made.

Staff are authorized to begin the videotaping of an incident without
the authorization of the SHU Lieutenant and/or the Operations
Lieutenant. Videotaping is the first step in confrontation
avoidance techniques. Many inmates calm down, and become compliant,
once the wvideotaping begins. When the use of force team technique
is applied, and an inmate is secured in restraints in a cell, the
SHU #1 must ensure 15 minute checks are conducted by the SHU staff
and documented on the back of the BP-292, and the 15 Minute Check
form.

The inmate must be checked by a Lieutenant, afforded the opportunity
to use the restroom, and/or turned over every two hours if he/she
is restrained to the bed (four-pointed). The checks must be
documented on the BP-292 and restraint check form. The inmate must
be checked by the Duty PA twice in an eight-hour period. The SHU
#1 will ensure this occurs and will document this occurrence on the
BP-292 and restraint check form.

Any staff member participating in an immediate use of force, a
calculated use of force, or is a victim of an assault, must submit
a supporting memorandum regarding the incident to the Operations
Lieutenant.

FIRST RESPONDER INSTRUCTIONS:

If a body alarm, deuces alarm or other institution emergency is
sounded Special Housing Unit staff will not normally respond unless
directed to by the Operations Lieutenant Staff in the Special
Housing Unit must ensure enough staff are present before attempting
to resolve any emergency in the Special Housing Unit. It will be
the responsibility of the SHU #1 Officer on every shift to ensure
the fire alarm panel is tested and is in working order. Any
discrepancies will immediately be reported to the SHU or Operations
Lieutenant.

December 7, 2018 Sensitive But Unclassified Page 12 of 14

EFTA00108247



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

If a fire alarm is sounded in the unit, staff are responsible for
checking each individual cell before clearing an alarm. If an inmate
breaks a sprinkler head in his cell, staff will turn the water to
the sprinkler head off pending repair. '

Duress alarms in the unit are designated for use by inmates during
medical or other emergency situations. Staff will be required to
respond quickly to the activation of duress alarms to determine the
nature of the emergency. BAny inmate who activates the duress alarm
for a nonemergency situation will be warned of the improper use of
the duress alarm system. A second false activation will subject

the inmate to disciplinary action specifically; an incident report
will be issued for code 317, failure to follow safety regulations.

VISITING PROCEDURES:

Social visits will be conducted in the 9-South visiting room. Inmates
housed in SHU, will visit on Mondays. All other inmates will conduct
their legal and social wvisits in the wvisiting rooms located on the
floor they are housed. Legal visits in SHU will be held in the attorney
conference visiting rooms located on the third floor. High Security
inmates will visit in Special Housing unless authorization is
approved by the Captain to wvisit on the third floor

WORK DETAILS:

Any inmates entering the Special Housing Unit will be wvisually
searched upon entry into the unit. The visual search will be
documented in the TRUSCOPE program. All tools will be accounted for
and inventoried on the SHU Tool Inventory forms. The Detail Foreman
is responsible for the direct and constant supervision of their detail
inmates -while working in the Special Housing Unit. At no time will
an inmate on a work detail have any contact with an inmate housed
in SHU. The arrival /departure of the inmate details will be documented
in the SHU logbook.

BAR TAPS:

The SHU #1 will ensure all bar taps are conducted on all bars and
window frames throughout the unit once a week. Bar taps will take
place on every shift. The result of the bar taps will be documented
in the TRUSCOPE program.

Hostages Situation:

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES EE PERMITTED TO ESCAPE. ANY EMPLOYEE,
REGARDLESS OF RANK, IF TAKEN HOSTAGE HAS NO AUTHORITY.

December 7, 2018 Sensitive But Unclassified Page 13 of 14

EFTA00108248



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

These Post Orders are issued as guidelines for Officers and are not
intended to completely describe all aspects of this post. Additional
assignments and duties may be assigned by the shift supervisor after
assuming your post. Each officer is expected to exercise good
judgment and initiative during situations not specifically covered
by these Post Orders. All Officers are expected to execute their
duties in a competent and professional manner.

; / 2/ 7{/ '

Jermaine C.“ﬁard , Captain Date
|
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INTRODUCTION:

The General Post Orders are designed to aid each Correctional
Officer in understanding the correctional philosophy of the Bureau
of Prisons, and as a basic guide to the policy and operations within
your facility. It should be emphasized that these post orders are
not intended to be a substitute for Bureau of Prisons policy, and
should not be interpreted as such. The primary purpose is to provide
the Correctional Officer with a general review of correcticnal
procedures and serve as a resource to locate more detailed and
specific information. Although the information in the General Post
Orders is not classified, it will be treated as “Restricted”.
Caution should be exercised to assure that this material is not
disseminated to unauthorized persons.

PERSONAL APPEARANCE :

Al]l necessary articles of Officer’s clothing are issued without
cost. (Uniform allowance) It is the officer’s responsibility to
present a neat, professional appearance at all times. Only
authorized Bureau of Prisons clothing is approved for wear while on
duty of any post. If you wear a blazer, or a long sleeve shirt, you
are required to wear a tie. Shoes should be shined at all times.
Bll staff are reguired to wear the stab resistant vest which is
supplied by the Bureau.

POSTED PICTURE FILE:

The posted is picture file is reserved for inmates considered as
serious escape risks, sexually deviant, or who have a record of
extreme assaultive behavior, etc. Inmates will be placed on this
status by the SIS Department. Officers are reqguired to review and
sign this file on a monthly basis in order to be familiar with these
inmates; especially those assigned to their work details or housing
units. The Electronic Posted Picture Files are located on the sally
port BOPWare Program for MCC New York.

POST ORDERS:

Post Orders are general instructions designed to aid the
Correctional Officer in the daily operation of each custodial post.
Each officer should review the Post Orders, prior to assuming the
post for the first time, during a quarter. The master file of the
Post Orders are maintained in the Lieutenants’ Offices. A copy of
the Post Orders shall also be kept on site, if adequate facilities
are available to prohibit offenders from having access to them.
Post Orders are to be treated as “Confidential” and kept secured and
away from inmates at all times. No changes will be made to the post
orders without authorization from the Captain.
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EMERGENCY PROCEDURES

EMERGENCY PLAN IMPLEMENTATION: Each officer is required to review
the fifteen basic emergency plans which are located in the Command
Center. Each staff member is required to sign indicating they have
reviewed the contingency plans for the year. During emergency
situations, officers assigned to a specific area are responsible for
the accountability of all inmates and staff in their areas unless
otherwise directed. _

EMERGENCY WARNING SYSTEMS: The Control Center serves as the central
receiving area for emergency warnings. The Control Center Officer
will immediately notify the correctional supervisor and other
authorized officials in order to summon help to the designated
areas. -

*Any person held hostage shall be considered under duress, and any
orders issued by such person, regardless of rank, and including the
Warden, shall be disregarded.

TELEPHONE “222": This number is a system for reporting emergencies
at the institution. Whenever possible, remain on the line to relay
necessary information to the Contreol Center. If a situation occurs
that makes it impractical to remain on the line, be sure the
telephone is ringing the Control Center before leaving the immediate
area. This number also rings into the Correctional Supervisor’s
Office. The “222" telephone system will be tested weekly.

BODY ALRRMS.:

“Body Alarms” should be considered only as an auxiliary to the
emergency alarm system telephone number 222, and do not supersede
the dial alarm if a telephone is convenient or appropriate to use.
only the “general area,” e.g., specific unit, can be determined by
the Control Center when this alarm is used. Officers will not
tamper with or attempt to repair the transmitter units. The body
alarm tests will be conducted in the following manner. The Control
Center Officer will contact the staff member with the body alarm
advising them that a body alarm test is being conducted. The Control
Room Officer will verify the body alarm number and direct the staff
member to activate the body alarm by depressing the red button
located at the top of the unit. Once the test has been successful
the Control Room Officer will advise the staff member that the test
was a good test, and advise them to clear the alarm and conduct a
radio test. After performing this procedure the unit is now ready to
receive radio transmissions and send an alarm to summon staff
assistance if needed.

WATCH CALLS:
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The watch call is an official report that everything on an officer’s
post is secure and in good order. Watch calls are made every thirty
(30) minutes from 6:00 p.m. to 6:00 a.m. All officers should
identify the watch call, and state his/her name and post. Watch
calls will be made between the hours of 6:00PM and 6:00AM by dialing
“333" using the telephone.

EQUIPMENT :

Equipment needed varies with each assignment and is outlined in the
individual Post Orders. Generally, equipment issued will be a
combination of keys, portable radio, and detail pouch. A flashlight
is required during the evening and morning watch shifts.

] Flashlight: Flashlights and batteries are issued as needed
from the Control Center and are receipted by key chits. All
morning watch and evening watch officers are required to have a
flashlight as part of the equipment for the post. Flashlights
remaining on the unit need not be receipted for with key chits.
Replacement batteries are available from the Security Officers,
on an exchange basis.

L Radios: Radios are for employee use only. Employee using
portable units normally identify themselves by stating their
name and/or location/job assignment. Radios are issued by the
Control Center and are receipted for with a key chit. Officers
will have a radioc only when specific assignments require its
use. For emergencies, portable radios provide a direct contact
with the Control Center.

. Keys: Keys issued to employees will be receipted by metal key
chits. Only the necessary keys to work a specific job or
assignment will be issued. Officers carrying keys away from
the institution will be instructed to return them immediately.
Employees are responsible for the number of keys included in
any set issued to them and will never remove keys from the set.
Upon receipt of keys, each employee has the responsibility to
count the number of keys on each set.
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. Detail Pouches: Each employee in charge of a detail assumes
responsibility for the custody, control and conduct of all
inmates assigned to his/her detail. Both Unit Officers and
those staff members having details will pick up their detail
pouches prior to reporting to their assignment, and are
responsible for turning them in at the end of the working day.

o Body Alarm: Unit Officers assigned to posts with body alarms
are required to carry the body alarm on their person on every
shift. If an individual is relieved from a post that is
assigned a body alarm, the relieving officer will be given the
body alarm to carry. Normally, body alarms will not be removed
or carried from the post to which assigned but should it become
necessary, the Control Center MUST be contacted and the staff
member given authorization to move with the body alarm. The
purpose of this is to allow the unit Officer to be in constant
communication with the Control Center. A check of all issued
units for proper functioning will be made at the beginning of
every shift. Further instructions in the utilization of these
transmitters will be explained in the Chapter entitled
Emergency Procedures.

KEY CHITS:

Metal key chits are used as receipts for obtaining most eguipment
that you will be using. Replacement chits are available through the
Security Officer. Key chits will not be left in the Control Center
~at the end of the work day, or upon return of the equipment. Paper
tags/Paper chits utilized as key chits are not authorized. Use of
any item other that a metal key chit will be subject to the approval
of the OPS LT. Temporary Chits can be obtained from the
Lieutenants’ Office

SECURITY AND ACCOUNTABILITY:

Conduct daily security inspections of your entire area, paying
particular attention to any defective locks or the tampering of
locks, windows, doors, etc., and report the findings to the
Operations Lieutenant in a timely manner. Daily security
inspections of your entire area are required and are vital to the
security of the institution. Minor repairs will require a work
order to the department concerned through the Captain's Office.
Defective locks will be brought to the attention of the Operations
Lieutenant immediately. Security inspections shall be supplemented
with periodic searches by regular search teams. The searches will
be initiated by the Operations Lieutenant, under the direction of
the Captain. As a Unit Officer, you are responsible for the
accountability of your details, authorized lay-ins, and unassigned
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inmates. Report all absences to the Operations Lieutenant
immediately and follow through to determine the location of the
inmate(s). If the inmate should return, notify the Operations
Lieutenant. Detail supervisors will screen carefully all individual
inmate requests to leave their assigned area. This would include
requests to go to the hospital and other areas and departments at
times other than regularly scheduled for the department activity.

Ensure that inmates in your area are authorized to be there and
require those under your supervision to remain in their area. Allow
inmates on scheduled call-outs ample time (Approx. 10 minutes) so
they may arrive at the calling department at the time specified.

INMATE DISCIPLINARY PROCEDURES

INCIDENT REPORT: Informal resolution of incidents involving
vicolations of institutional rules or regulations is encouraged.
However, when an officer witnesses or has a reason to believe that a
violation of institutional rules has been committed by an inmate,
the officer will prepare an incident report and forward it to the
appropriate correctional supervisor. The correcticnal supervisor
may informally resolve of the incident report or forward the
incident report to the Unit Disciplinary Committee for further
disposition if indicated. As these reports can be subpoenaed into
court as legal evidence, all reports must be printed in ink or
typed.

e INVESTIGATION: The investigations should be conducted within 24
hours from the time the vioclation is detected, unless
circumstances beyond the control of the investigator intervene.
The investigating officer will usually be a Lieutenant. The
inmate will be given a copy of the incident report by the
investigating officer at the beginning of the investigation.
The investigator should also read the charges to the inmate and
obtain the inmate’s statement concerning the incident. After
thoroughly investigating the incident, the inmate does not
receive a copy of the investigation. However, should the case
be forwarded to the Unit Disciplinary Committee, ultimately,
the investigation may be given to the inmate’s staff
representative for use in the presentation on the inmate’s
behalf.

¢ UNIT DISCIPLINARY COMMITTEE: The authority to impose minor
disposition and sanction shall be delegated to staff members of
an inmate’s unit. The Unit Manager will be responsible for the
membership and supervision of thee Unit Disciplinary Committee
(UDC) as set forth in the Unit Plan. The UDC can function with
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less than two(2) members. Where an alleged vioclation of
institution rules or regulations warrants consideration for
other than a minor sanction, the charge may be referred to the
Disciplinary Hearing Officer for hearing and disposition.

e DISCIPLINARY HEARING OFFICER (DHO): The DHO shall conduct
hearings and make findings, and may impose appropriate
sanctions on incidents of inmate misconduct referred to him/her
for disposition.

* OFFICER RESPONSIBILITY: All Correctional Officers should make a
concentrated effort to ensure that incident reports contain the
precise details of action(s) being reported. All facts about
the incident which are known by the officer should be recorded.
If there is anything unusual about the inmate’s behavior, this

should be noted. Completed incident reports should be
forwarded to the Lieutenants’ Office as soon as practical for
disposition. Further information can be found in Program

Statement 5270.07

ADMINISTRATIVE REMEDIES:
Administrative Remedies are formal complaints submitted by inmates
concerning problems they were unable to resolve through normal
channels. The inmate is to request the Remedy Form (BP-8, BP-9, and
BP-10) from the Unit Team. It is normally returned to the Unit Team
for processing, although the inmate may mail directly to the Region
or Central offices for sensitive matters.

ENFORCEMENT OF RULES AND REGULATIONS:

All staff members must be familiar with the Inmate Discipline
Program Statement. The rules and regulations must be adhered to,
with firm but fair tactics used. You may at times be able to
correct an inmate without writing an incident report. However, if
the inmate's violation of the institution's rules and regulations is
of a serious nature, an incident report must be written.
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SECURITY INSPECTIONS

PURPOSE OF INSPECTIONS: Security inspections are necessary to
control the introduction of contraband and prevent escapes. One of
the chief duties of the Chief Correctional Supervisor is to
establish a formalized plan of inspections that will cover every
part of the institution at least once a week. In general, these
inspections include doors, locking devices, fire extinguishers,
grills, windows, building walls, perimeter walls, etc. Inspections
are required even if no discrepancies are found the day prior. All
staff will conduct inspections within their area of responsibility
for contraband and security violations. The staff will report any
discrepancies to the OPS LT, and prepare a Minor Work Reguest to
correct the concern. Staff responsible for their department will
initial the security inspection form located by the control centers
indicating they have checked their area of responsibility.

SEARCHING INMATES:

The human body can serve as a potential hiding place for contraband.
For that reason, it may become necessary to strip and search an
inmate at various times. Further information regarding the proper
techniques for searching an individual can be found in institution
policy and the Correctional Services Manual. In order to prevent the
introduction of contraband, routine and unscheduled searches of
inmate's person, housing units, work areas, or other facilities used
or frequented by inmates must be conducted. This will include
thorough searches of inmate's clothing, personal property at the
time of admission; searches of inmate's person and quarters when it
is suspected he/she is concealing contraband; his/her place of work,
recreation areas on a routine or unscheduled basis as directed by
supervising personnel. Such searches may be initiated on an
individual inmate basis, or mass searches may be ordered when
contraband is suspected of being in the possession of unknown
individuals.

Pat Searches: Pat searches will be conducted on a routine basis
solely as a means to control contraband. Before a pat search is
conducted, the inmate will be asked to remove any head gear and the
contents out of his/her pockets. The head gear and personal effects
will be inspected after removal and placed out of reach from the
inmate. Male and female inmates will be pat searched in the same
manner, with the exception of the chest area. A staff member will
search the female inmate's chest area using the back of the hand.
Pat searches of the male inmate and the rest of the female inmate
will be done with the inside, (palm and fingers), of the hand. The
pat search will be conducted according to the procedure described on
the approved Bureau pat search video tape.
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€ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—-gender pat-down searches of female inmates, absent exigent
eircumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(e¢) The facility shall document all cross-gender strip searches and
cross-gender visual body cavity searches, and shall document all
cross-gender pat-down searches of female inmates.

Visual Search(Strip Search):

All inmates entering the institution from court, transfers or trips
out in the community, will be visually searched (strip searched),
and screened with the hand held metal detector. Inmates will also
be visually searched when leaving the institution for any reason,
including release. A thorough search of the inmate's clothing will
be completed. Except in emergency situations, all strip searches
will be conducted by a staff member of the same sex as the inmate.
At least one male and one female staff will be available 24 hours a
day to conduct visual searches.
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CONTROL OF CONTRAEAND:

Each officer should make a concentrated effort to make frequent
searches of living quarters, utility corridors, and other areas in
order to eliminate contraband, giving special attention to items
which might be used in an escape attempt.

Contraband may be best defined as any item or article inside the
institution that was not issued by the institution, purchased in the
commissary, purchased through approved channels, or approved by an
appropriate staff member.

All contraband seized must be placed in the 1log book in the
Lieutenants’ Office listing item, date and inmate. When money is
confiscated, the appropriate receipt, available from the control
center and/or ISM must be utilized. All coin and any currency is to
be confiscated and duly recorded. During regular duty hours,
contraband funds along with the confiscation forms are taken to the
Cashiers Office,. During non-duty hours, the confiscated funds and
accompanying form will be placed in the night depository, located in
the contrel center, until the next regular working day. Contraband,
other than money, should be recorded on the Confiscation and
Disposition of Contraband form and should accompany the confiscated
articles.

SEARCHING INMATE LIVING TERS :

When making a search of an inmate’s living quarters, each officer
should make sure that nothing is destroyed in the process. Officers
should make every effort to return all articles to their place,
excepting things which are determined to be contraband and are
removed.

COMBINATION ILOCES:

Inmates are authorized to purchase combination locks from the
commissary for individual use. The key ways are not to be plugged;
any lock having a plugged key way will be considered contraband and
will be seized as contraband

CIM (SEPARATIONS)

211 inmate movement in MCC New York is supervised by staff members.
There are serious security and safety concerns regarding the inmates
housed in MCC New York and their CIMS status. An inmate’s CIMS
status is confidential and will not be shared with any inmate(s).
The unit separations roster is a sensitive, confidential item which
must be safeguarded at all times. The varicus inmate programs at
MCC New York are scheduled by floors. This has been arranged to
provide the inmates with a safe and secure environment during the
appropriate program. This also alleviates the CIMS concerns for each
program. The institution has determined separatees will not be
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housed on the same unit, therefore the programs should be clear of
all separatees. It is the Unit Officer’s responsibility to ensure
all inmates are checked for CIMS concerns prior to any escort off of
the unit. The Unit Officer will check the Unit separations roster to
ascertain if the inmate’s name appears on the roster. Ensure all
inmates are checked for CIMS concerns prior to any escort off of the
unit. The Unit Officer will check the unit separations roster to
ascertain if the inmate’s name appears on the roster. If the
inmate’s name does not appear on the roster, the inmate is cleared
to be escorted off of the unit.

If the inmate’s name does appear on the separations roster, the Unit
Officer must clear the inmate prior to allowing the inmate to be
escorted off of the unit.

Inmates must be properly cleared by the Unit Officer and requesting
staff member prior to any escort. The requesting staff member must
clear all inmate movement to their area with the C&A Officer at
extension 5123. The C&A Officer must clear the inmate prior to the
inmate departing from his/her assigned housing unit. The Unit
Officer must also clear the inmate with the C&A Officer prior to
allowing any inmate to depart from the unit. Even though, the
Hospital Officer or the Visiting Room may be clearing the inmate(s),
it is the Unit Officer’s ultimate responsibility to ensure the
inmate has been properly cleared. The Unit Officer must review the
Unit Separations roster and check for the inmate’s name and register
number on the roster. If the inmate’'s name does not appear, the
inmate is cleared for movement, and you do not need to contact the
C&A Officer. If the inmate’s name does appear on the Separations
roster, the Unit Officer must contact the C&A Officer at extension
6468 and clear the inmate prior to allowing the inmate to depart
from the unit.

Inmates must be properly identified and pat searched prior to
departing from the housing unit. Every inmate must carry on their
person the institution identification card. This 1is the means staff
utilize to properly identify the inmate. It is the Unit Officer’s
responsibility to ensure the inmate has his/her identification card
on his/her person prior to departing from the unit. The number of
inmates escorted at one time on the elevator is directly related to
the number of staff available to conduct the escort. One staff
member can escort ten (10) inmates in the elevator at one time.
Anything more than ten(10), inmates in the elevator causes security
and safety concerns. During Inmate Visiting, the Intern Officers
and the Activities Officers will assist the Visiting Officers in
escorting inmates to and from the Visiting Rooms. The number of
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inmates escorted through the connecting link is directly related to
the number of staff available to conduct the escort. Anytime
In-Custody inmates are escorted through the connecting link, two
staff members must be present for the escort. One staff member
positioned at the front of the escort, and the second staff member
positioned to the rear of the escort.

When an inmate is being escorted to or from the Special Housing
Unit, two staff members must be present for the escort. A ratio of
2:1 will always be maintained when escorting inmates to or from the
Special Housing Unit.

ENTRANCE PROCEDURES:

COVERAGE AND METHODS:

Entrance procedures include the control of inmates, employees,
visitors or commercial traffic entering the institution. Because of
the need for a broad knowledge of the institution and its function,
along with a thorough understanding of security regquirements, only
those officers with such knowledge will normally be staffing these
posts. Constant contact with the public requires that these officers
display a neatness of appearance, ability to handle people,
tactfulness in enforcing regulations and alertness in recognizing
security hazards.

OUTSIDE INMATE DETAILS:

During normal duty hours, all outside inmate details, (Warehouse,
Building 4, Admin Orderlies, etc.,), will depart from the
institution through the Rear Gate. The inmates must be escorted

from the unit by the detail supervisor, using the inmate elevator.
The inmates must be properly identified, one detail at a time, by
the Internal Officer, in the elevator sally port, utilizing the
approved gate passes. Once the inmates have been positively
identified, the Rear Gate Officer will request for the door leading
through the 15t floor sally port to the rear dock. The detail will
be further processed by the Rear Gate Officer. All required
information will be recorded in the TRUSCOPE program. Any work
performed in the Rear Gate is considered outside of the secured
perimeter. This means any area on the rear dock to include,
Warehouse, and Trash Compactor. The Rear Gate Officer will
positively identify and properly process the inmate detail into Rear
Sally Port to perform their assigned work. If needed after normal
duty hours, weekends and federal holidays, the inmate details will
be processed through the Control Center the Operations Lieutenant
will designate a staff member to positively identify the detail, in
the elevator sally port, utilizing the approved gate passes. -
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VISITING

It is the policy of MCC New York to maintain visiting facilities for
the purpose of maintaining family ties. Because of the nature of
this facility, visits must be conducted under appropriate
supervision so that security is maintained and the visiting
privileges extended to inmates and their families are clearly
communicated. For the purpose of this policy, the term pre-trial
inmate refers to any inmate who is non-cadre, including holdovers,
treaty transfers, BICE detainees, state inmates, and any designated
inmate other than those assigned to the MCC New York Work Cadre
Unit. Staff must be able to verify the identity of visitors before
their admission into the institution. Acceptable means of
identification are, government-issued identification, passport,
state-issued photo identification (with a date of issue and
expiration) and valid drivers’ license. In cases where visitors do
not have photo identification, they will be required to have three
types of identification with signatures. These need not be the sole
means of identification. However, identification cards from quick
photo places, and check cashing establishments are not acceptable
forms of identification. Tactful questioning may clear up doubtful
cases. Visitors sixteen (16) and under do not have to show
identification unless of course they appear to be older. In such
cases, if a wvisitor under the age of sixteen cannot provide
documentation, i.e., a birth certificate (when requested) to prove
relationship and age, the visitor will not be allowed into the
institution.

The following procedures will be in effect regarding authorized
visiting lists. Each inmate will complete a visiting list. The
visiting list will not exceed ten (10) approved visitors for pre-
trial inmates and (12) for cadre inmates. Immediate family members
and two (2) person of "meaning" will be placed on the visiting list
absent strong circumstances that preclude visiting. Immediate family
is defined as mother, father, step-parents, step-children, foster
parents, grand-children, brothers, sisters, spouse and children. As
the situation presents itself, other non-immediate family members
will be allowed to wvisit at the approval of the Associate Warden of
Programs (AWP).
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Further, in circumstances, when an inmate requests more than ten
visitors to be placed on their wisiting list, the Unit Manager will
approve / deny any visitor exceeding the limit.

Attorney visiting can occur 24 hours a day. Attorneys may visit with
their clients (one at a time) in the 3rd Floor Attorney Conference
Room from 6:00 A.M. to 8:00 P.M. daily. They require no advance
notice.

Official visitors including attorneys, interpreters, law enforcement
personnel, probation officers, volunteers, etc. are to be searched
at the Front Entrance using the "reasonable assurance standard."
All visitors are subjected to random testing by utilizing the ION
Spectrometry Device Programt Random selection for testing visitors
must be conducted in an impartial and non-discriminatory method.
Visitors may be tested out of random order when reasonable suspicion
exists, suggesting they’'ve had possible involvement with illegal
substances.

Visits for Persons Not in General Population:

Inmates Hospitalized: Visitors requesting to see a designated or
pretrial/ holdover inmate who is hospitalized will be reviewed by
all pertinent staff, and the United States Marshals Sexvice - if the
inmate is a pretrial inmate. More specifically, the Health Services
Administrator (HSA), Chief Correctional Supervisor and Unit Manager
will determine whether they should permit the visit.

When the HSA recommends against the wvisit, if the inmate is
suffering from an infectious disease, is in a psychotic or emotional
state, not in a condition to see visitors, or there are other
compelling health regulations that will prohibit the wvisit, the
Health Services Administrator or designee must explain the
situation(s) to the visiting party.

Special Housing Unit Inmates:
Ordinarily, an inmate retains visiting privileges while in the

Special Housing Unit. Visiting may be restricted via a UDC/DHO
sanction. If the restriction is not a UDC/DHO sanction, such
restriction must be approved by the Warden. Unit 10-South social

and legal visits shall be non-contact unless otherwise determined by
the Warden to allow contact visits.
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Non-Contact Visits:

If the Warden deems it necessary to give an inmate a non-contact
visit, the Warden will instruct the SHU Lieutenant to do so. The
visit will be conducted in the 10 South Annex visiting room. This
visit will be directly supervised to ensure all established visiting
procedures are followed.

Clothing:

Appropriate dress is required and must be in good taste.

Excessively provocative, immodest or revealing attire is reason to
deny a visit. Visitors over the age of 12 will not be allowed into
the institution in skirts, shorts, or dresses exceeding three inches
above the kneecap in length. Bathing suits or any type of swim wear
will not be permitted in the institution. See-through clothing,
revealing sleeveless garments, halter tops, tube tops, tank tops and
any kind of top that reveals the midriff area, low-cut shirts or
blouses, revealing front and backless clothing, skin-tight clothing,
spandex clothing, leotards, and sweat pants are NOT permitted. Any
pants with holes in the knee or buttocks area are also prohibited.
Additionally, hooded shirts of any kind, hats, caps, and head scarfs
(except for religious reasons) are also prohibited. All visitors
are required to wear footwear (no shower shoes of any kind) and
undergarments (including bras for females). In accordance with OSHA
guidelines, Visitors shoes are to be "closed toed" and have a strap
around the heal of the foot. The front lobby officer will not
permit visitors to wear jackets or blazers up to the visiting room.
Inmates are responsible for advising their visitors of the dress
requirements for visitation. Only a Correctional Supervisor and
Institution Duty Officer may deny visits for noncompliance.

Inmates' attire for visiting includes jumpsuit and bus shoes for
pre-trial males; females must wear the blue uniform and bus shoes;
cadres must wear khaki uniforms with institutional shoes. A random
selection of visitors will be tested with the Ion Spectrometry

Special Visit Requirements:

At times, Clergymen, former or prospective employers, sponsors and
parole advisors may request special visits. They must make these
requests in writing with sufficient advance notice (72 hours). The
request will be reviewed by the Unit Manager for approval.
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L] Business Visitor. The Warden has the final authority on the
admittance of business wisitors and should be notified through
the chain of command. Except for pretrial inmates, an inmate is
not permitted to engage actively in business or profession.
All gquestions regarding a business visitor should be addressed
to the duty Lieutenant and Institution Duty Officer.

. Consular Visitors. When it has been determined that an inmate
is a citizen of a foreign country, the Warden must permit the
consular representative of that country to visit on matters of
the legitimate business. After a request has been submitted
from the inmate or consulate, a memorandum should be generated
from the inmate's Unit Team for the Warden's approval. Once
approved, a copy should be maintained in the Lieutenant's
Office and the Front Lobby.

. Representatives of Community Groups. The Warden is the
approving authority on wvisits from representative of Community
based Groups. A memorandum should be generated and sent
through the Chief Correcticnal Supervisor, Associate Warden, to
the Warden for approwval. Once approved, a copy should be
maintained in the Lieutenant's Office and the Front Lobby.

L] Minister of Record/Clergy. An existence of an established
relationship prior to confinement for wisitors deoes not apply
to visitors in this category. These visitors ordinarily
provide assistance in release planning, counseling, and
discussion of family problems.

. Minister of Record An inmate must submit in writing their
request to be approved for a visit from his Minister of Record.
They must submit their request to the Chaplin. An inmate may
only have one minister of record on his/her wvisiting list at a
time. The Minister of Record does NOT count against the total
number of authorized regular visitors/ social visitors.

Clergy An inmate must submit in writing their request to be
approved for a visit from clergy. Visits from clergy (other than
the Minister of Record) will be in accordance with the general
visitor procedures, and WILL count against the total number of
regular visits allowed. On both visits, an approved memorandum will
be forwarded through the Chief Correctional Officer and posted in
the Lieutenant's Office and the Front Lobby
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Children under the age of sixteen (16) who are placed on the
visiting list must be accompanied by an adult who is also an
approved visitor. A brief embrace and kiss is permitted when an
inmate greets their visitor/child. The same applies upon
termination of the wisit. During the wvisit, any physical contact
other than hand holding will be considered improper and is
prohibited. Children are not permitted to be seated on inmates lap
during the course of their wisit. Visits with children are to take
place only between the inmate identified on the official wvisiting
form and the child listed on the official visiting form with the
child's parent or guardian present.

TOOL CONTROL

e PURPOSE OF TOOL CONTROL: It is the policy of the Bureau of
Prisons to maintain strict control and accountability of tools
used and in storage at all institutions. Tool Control procedures
are imperative for the following reasons: to provide a toeol in
good repair for the djeb at hand, to improve the general
appearance of the shop or working area, and to prevent tools from
being used to effect escape or assault.

e CLASSIFICATION OF TOOLS: All tools are classified as Class BAA;
Class A; or Class B. The Class AA group includes tools
considered tooc dangercus to leave inside the institution. The
Class A group includes tools most likely used in escape, or to do
bodily harm to personnel or other inmates. The Class B group
includes those of a less hazardous nature.

All tools, where possible, shall be stored on a shadow board as

follows:

e All class "AA"™ tool shadow boards will have a white background
with a bright (curb) yellow silhouette of each tcol.

e All Class "A" tool shadow boards will have a white background
with a red silhouette of each tool.

¢ All Class "B" tool shadow boards will have a white background
with a black silhouette of each tool.
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STORAGE AND SUPERVISION OF CLASS “AA" TOOLS:

Class "AA" Tools must be removed from the institution at the end of
each work day, stored in a combination locked safe in a Class "A"
Tool Room, stored in the armory, or turned into the control center.
Class "A" Tools must be stored in a metal cage or a class #1
concrete walled room physically separated from Class "B" Tools
behind two (2) locked doors. When the Class "A" Tool Room is inside
the Class "B" Tool Room, the lock on the Class "B" Tool Room serves
as one (1) of the two (2) required locks for the Class "A" Tool
Room. Supervision of Class "AA" Tools will be under constant visual
supervision.

STORAGE AND SUPERVISION OF CLASS “A" TOOLS:

Class A tools will be kept on a shadow board in a locked room or
cabinet. This storage area will be separate and secure from the
Class B tools storage area. Only employees are authorized to issue
and draw Class A tools from the Tool Room or places of storage.
Class A tools will be under the supervision of an employee at all
times. Inmates are not permitted to carry them about the
institution without an employee escort nor use them without
supervision. A complete inventory of Class A tools will be made at
the beginning of the workday, before the detail is released for
dinner and at the end of the workday. When a Class A tool is lost
or misplaced, the Chief Correctional Supervisor will be notified
immediately. All inmates who may have had access to the tool will
be held at the work location until a thorough search has been made.

STORAGE AND SUPERVISION OF CLASS “B" TOOLS:

All tools not in the Class A or Class AA categories will be
considered to be Class B tools. All Class B tools are under the
supervision of the employees and must be accounted for at the end of
the work day. These tools must be issued to inmates, in the presence
of their supervisor. All Class B tools must be gathered from the
work area and moved to the storage area at the end of the work day.
When a Class B tools is lost or misplaced, a search for it will be
initiated and a written report will be made to the Chief
Correctional Supervisor and the department head covering the details
of the loss at the end of the day.
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TOOL INVENTORIES:

Up-to-date inventories will be kept by all shops, industries, school
and any other person having tools issued to them or stored under
their supervision Unit Officers having items such as scissors, etc.,
on the unit should be particularly careful as to the whereabouts and
the accountability of these items. The Tool Room Officer will
maintain a record of all tocls in possession of the institution.

BROEKEN OR WORN-OUT TOOLS:

Broken or worn-out tools will be removed from the shadow board and
returned to the Central Tool Room for replacement. If it ia
determined that they cannot be surveyed and replaced, Class A tools
such a saw blades, etc., requiring replacement, will be returned to
the Central Tool Room for disposal.

FOOD SERVICE TOOLS:

A knife and tool equipment cage with a shadow board and adequate
locking device shall be located in the Food Service Department. All
hazardous knives and tools will be marked with an identification
symbol. All knives will be chitted out of the knife cage and
attached to the cutting table by the responsible employee. The
accountability of the knives will be checked at frequent intervals
during the shift and at the end of the day.

CONTROLLED FOOD ITEMS:

Special attention must be given to food items such as yeast, nutmeg,
fruits, and fruit juices. Of this group, yeast shall be locked in a
secure box in a refrigerated area. An inventory shall be kept,
indicating the date and quantity of issue, receipts, the balance on
hand, and the initials of the responsible employee. Yeast shall be
dispensed only by the Food Service employee and kept under strict
supervision,

CONTROL OF HAZARDOUS AND POISONOUS CHEMICALS:

Inventories will be maintained of all poisonous and toxic fluids
used in the institution, such as narcotics, wood alcohols, methyl-
alcohol, ditto fluids, acids, gases etc. These items will be stored
in a locked cabinet and will be drawn by an employee only, when
authorized by the department supervisors. The issuing office will
record the date, time, amount, and who received the item.
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EEY AND LOCEK CONTROL

POLICY: It is the policy of the Bureau of Prisons to maintain proper
control of keys and locks at all times. The purpose of this is to
establish procedures for contrel and inventory of institution keys
and locks. Further detailed information can be obtained by
referring to BOP Program Statements.

All keys authorized for daily use will be stored on the Control
Center key board when not in use. Sets of keys are identified by
letter and number with the number of keys in that set indicated.
Two listings of key locations identifying active and emergency keys
can be found in the Contrecl Center and in the office of the Security
Officer.

RESTRICTED AND EMERGEMNCY KEYS:

Restricted keys have blue/black tags on the keyboard in the Control
Center. The Watch Supervisor will be  r notified when it becomes
necessary to draw keys for a department or post other than his/her
assigned are, or to a restricted area, such as the commissary,
storeroom, etc. The officer will prepare a Restricted Key Form
indicating the purpose for entering such area. Emergency keys or
red-lined keys will be issued only at the direction of the Warden,
Chief of Correctional Services, Associate Warden, Watch Supervisor
or the Institution Duty Officer. BActing positions may delegate the
drawing of keys for a specific time period via memo through the
Captain.

HANDLING OF EKEYS:

Keys will be carried on a ring which is securely fastened to a chain
affixed to the belt of the cofficer. Discussion of key numbers and
reference to their use will be avoided in the presence of inmates.
Keys should never be carelessly thrown arcound, dropped, or left
unattended, etc. Always personally hand the keys to your relief so
they remain in the personal possession of the officer at all times.
Each officer has the responsibility to count the number of keys on
each set to ensure that all keys are present. Inmates will never be
permitted to handle keys designated for employee use at any time, or
under any circumstances. Should an employee take keys home, the
keys must be brought back to the institution immediately.
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LOST OR MISPLACED.KEYS:

If a key or a set of keys is lost or misplaced, the officer will
immediately report it to the Watch Superviscr by telephcone or in
person so that adequate safeqguards may be placed in effect. The area
the keys were last in will be immediately secured and all inmates in
the area will be searched. This will be followed by a written report
to the Chief of Correctional Services as soon as circumstances
permit.

REFLACEMENT OF BROKEN OR DAMAGED EKEYS:

Whenever a key is broken or damaged, the employee concerned will
submit a request for replacement to the Security Officer. All parts
of the broken key will be retrieved from the key way immediately to
prevent inmates from gaining access to them. A replacement key will
be issued by the Security Officer in accordance with established
procedures. If the key is broken or damaged and immediate
replacement is needed, the Watch Supervisor will be notified and
will take appropriate action. If it is not possible to retrieve the
broken portion from the lock, the employee will remain at the lock
until the broken portion can be retrieved.

REQUEST FOR REMOVAL AND ADDITION OF KEYS:

When it becomes necessary for a new key to be added to your key
ring, submit a Security Work Request to the Chief Correctional
Supervisor for approval and signature, stating the reason the key is
needed, your key ring number and the institution key number if
possible. If a key is no longer needed, submit a Security Work
Request to the Security Officer.

INMATE URINALYSIS PROGRAM:

Urine Surveillance and Narcotic Identification, inmate urine samples
will be taken at different hours (early morning, noon, late
evening). Therefore in order to accomplish this a weekly urinalysis
test roster has been established for all inmates that fall under the
random testing roster. It is critical that when inmates are
notified for UA testing that they are not left unsupervised. They
must be watched from the time of notification until they report for
testing at the Lieutenants Office. It is also imperative that when
conducting a UA test of an inmate that the subject is also tested
for alecohol by using the Alco-Sensor III.
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CALL-0UTS :

Sufficient copies of the master call-out sheet for distribution to
all units will be copied and forwarded to the Control Center Officer
so that the Morning Watch Control Center Officer can place one in
each detail pouch. Extra copies of the call-outs will be placed at
the detail pouch cabinet. Unit officers will post the call-out in
the hcusing units.

The employee who places an inmate on call-out must ensure the
raquested inmate arrives at the specified time. If the inmate does
not arrive as scheduled, the requesting staff member shall contact
the staff member responsible for the inmate’s accountability. If
the inmate (s) is/are found to be in an area other than the assigned
callout area, it is the responsibility of the staff member(s) or
department that has placed the inmate(s) on call-out teo prepare an
incident report for the inmate’'s failure to report to call-out. If
efforts to locate the inmate fail, the inmate shall be immediately
reported to the shift lieutenant as missing and appropriate action
initiated to locate the inmate.

CELL ASSIGNMENT - SEXUAL OFFENDER/PROTECTIVE CUSTODY

Cell assignments will be determined in an methodical manner. This
involves the SHU Lieutenant and 0IC, Psycheoclogy staff, Unit Team as
well as Investigative staff, in determining suitability of cellmates
for inmates in protective custody and/or sexual offenders. Most
inmates do not like to be housed with sexual offenders or protective
custody inmates. Housing the wreong inmates with sexual offenders or
protective custody inmates, can lead to serious assaults and/or
homicide. Inmates cannot be allowed to choose their roommates, but
it is understood that some inmates may be better housed with inmates
of like backgrounds/affiliations, than arbitrarily housing the
inmates without considering all variables. As noted earlier,
protective custody and sexual offenders will be screened thoroughly.
If there are no single cells available, this review will be crucial
in minimizing the potential for assault.

HIGH RISK LIST

During the weekly SHU meeting, the Warden will be provided a list of
those inmates who are considered high risk from a psychological and
management stand point. The Captain and Chief Psychologist should be
responsible for generating this list. This list will be provided to
the Lieutenants’ office and the Duty Officers so they are informed
should a high risk inmate act out and be in need of medical or
psychological attention.
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Additionally, the Captain should inform the Warden of any camera
malfunctions, plumbing problems, or issues that may cause problems,
as well as the corrective actions taken/attempted to rectify these
issues. Inoperable security equipment, during serious incidents,
prevents staff from being able to record and or/view the incident
for possible prosecution or administrative action.

SUICIDE PREVENTION INFORMATION

BOFP HIGH RISK GROUFPS
New Inmates - The first few hours and days after admission can be
critical. Newly incarcerated inmates may experience feelings such
as shame, guilt, fear, sadness, anger, agitation, depression,
relationship problems, legal concerns, hopelessness, and
helplessness, which can contribute to increased suicide risk.
Protective Custody - Inmates who volunteer to enter protective
custody are at high risk for suicide, especially during the first
72 hours in SHU. These inmates should be referred to psychology
services immediately.
Long-term Protective Custody Inmates - These inmates are
particularly wvulnerable to depression that can lead to a suicide
attempt, and should be monitored closely while they are in SHU.
Inmates Taking Medication for Mental Health Reasons - These
inmates are wvulnerable to developing suicidal thoughts and
attempting suicide by overdosing on their medication. Inmates on
medication should be monitored to make sure they are not hoarding
medication. Any signs of distress, deterioration in hygiene, or
sudden changes in behavior should be reported to psychology.

FACTORS THAT CAN INCREASE THE PROBABILITY THAT AN INMATE
MAY BEECOME SUICIDAL:

Mental Health Factors

History of mental illness

| Is the inmate depressed, actively psychotic?
- Has the inmate been compliant with psychotropic medication?
. 8 Have there been changes in eating, sleeping, hygiene, weight,

recreation, activity level?

Prior suicide attempt

How lethal was the attempt?
i How many attempts have been made?
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Inmate’s current mood, affect, and behavior

1. Is the inmate emotionally upset, angry, and easily agitated?

2. Are the inmate’s thoughts clear and goal directed (vs.
delusional or psychotic in nature)?

3. Is the inmate depressed, has there been a recent loss?

4, Has hopelessness persisted even after the depression has
lifted?

B Has the inmate given away property, revised a will, or

requested a phone call to say his goodbyes?

Medical Condition (=) /Chronic Pain

1. Does the inmate have a chronic life threatening medical
illness?

. Has the inmate’s overall health diminished recently?

i, Is the inmate experiencing pain or other negative symptoms?

Relationship Difficulties

1. Has the inmate received a Dear John letter?
e . Have communications and or visits decreased?
B Has there been a change in the relationship?

Situational Factors

x Legal issues - pending indictment; loss of appeal to reduce
sentence.

Difficulties with staff or other inmates.

Gambling debts, drugs.

Ending of a close relationship with another inmate.
Possible victim of a sexual assault.

N ods L b

REPORTING AND DOCUMENTING INMATE BEHAVIOR

Report Your Concerns: Any inmate behavicr(s) that is guestionable
and may reflect a change in mental health status should be reported
to the Shift Lieutenant immediately.

During non-working hours: Inform the Shift Lieutenant of any
questionable inmate behavior. He/she will determine if the on-call
psychologist needs to be contacted.

Segregation Log Book: Any changes in inmate behaviors should be
noted in the TRUSCOPE program. A detailed note regarding the
observed behavior is advisable. Documenting in the TRUSCOPE program
serves two purposes, First, the entry serves as a means of
communication for other staff members. Second, it provides an
accurate account of activity during your shift. Documentation
should be neat, legible, and professicnal.
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RESPONDING TO A SUICIDE EMERGENCY

A Segregation Officer observing an inmate in the act of committing
suicide, causing other self-injurious behavior, or who appears to
have committed suicide will call for back-up before entering the
cell. The officer will notify the Control Center and the
Lieutenant’s Office by radio of the situation and request immediate
back-up. BACK-UP MUST BE PRESENT IN ORDER TO ENTER A CELL. The “cut-
down” toel is located in the storage closet on a shadow board. It is
the #1 officer’s responsibility to locate this item at the start of
the shift. This toocl is only authorized to be used in emergency
situations. Miscellaneous use of this tcol is not permitted and will
result in dulling the blade of the tool. In the event an inmate
commits suicide, the scene of the suicide will be treated in a
manner consistent with the investigation of an inmate death. All
measures necessary to preserve and document the evidence needed to
support subseguent investigations will be maintained or otherwise
adequately recorded.

SEXUAL ASSAULT PROTOCOL

Reporting

In all cases of reported sexually abusive behaviors (e.g., from
alleged victim, staff, and/or “third party”) the following will
occar:

The Operations Lieutenant will be notified immediately and he/she

will:

. Immediately safeguard the inmate (which will vary depending on
the severity of the alleged sexually abusive behavior and could
range from monitoring the situation, changing housing
assignments, changing work assignment, placing alleged victim
and perpetrator in Special Housing, etc.);

. Promptly refer all inmates reported or suspected of being the
victim of sexually abusive behavior to Psychology Services for
assessment of wvulnerability and treatment needs;

L] During business hours, ensure that the SIS, Chief of
Correctional Services, Program Coordinator, and Warden are
notified; and During non-business hours, ensure that the SIS,
Chief of Correctional Services, Program Coordinator, Duty
Officer, and the on-call Psychologist are notified.

. The Program Coordinator will review the psychological
assessment and other relevant factors and make a determination
as to whether or not to proceed with the full activation of the

Response Protocol.
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Responding

Not all allegations of sexually abusive behavior will require full
activation of the Response Protocol. In some cases, the Program
Coordinator will determine that there is not sufficient reason to
proceed (e.qg., the alleged victim credibly recanted; the alleged
perpetrator was not in the institution on the date of the
allegation, the inmates involved independently report a non-coercive
sexual encounter, etc.) and the Response Protocol may be terminated.

In cases where more information is needed, or in cases where there
is a credible and serious allegation or instance of sexually abusive
behavior, the full Response Protocol will be implemented. Once the
Program Coordinator determines that the intervention should
continue, a sensitive and coordinated response i1is necessary.
Services will be provided in an environment that meets both security
and therapeutic needs. The full Response Protocol, monitored by the
Program Coordinator, involves the following components:

Protection

All appropriate staff will consult and determine the actions to be
taken to prevent further sexually abusive behavior both te the
alleged victim (e.g. change in work assignments, change in housing
assignment, closer supervision, protective custody, transfer, etc.)
and/or by the alleged perpetrator (e.g., remove from compound,
change housing assignment, ete.).

The Captain will ensure that a STG category of “W SA UNV” is entered
into SENTRY, and in instances where an inmate perpetrator is
alleged, will enter the STG category of “P SA UNV” for that inmate
(See Section 13.b. for further details).

PSYCHOLOGICAL:

Psychology staff are responsible for crisis intervention, assessment
of treatment needs, documentation of the evaluation results,
treatment, psychiatric referral, and/or other treatment options
related to the alleged victim. In addition, Psychology staff provide
guidance to Unit Management and Community Corrections staff
regarding an inmate’s post-release mental health needs. Inmate
perpetrators (or alleged perpetrators) of sexually abusive behaviors
will be referred by the Operations Lieutenant to Psychology
Services. Inmates considered high-risk for sexual re-offending may
be referred to specialty treatment and/or management programs,
individual or group counseling, or may be managed through standard
correctional techniques.
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If an inmate perpetrator is determined in need of treatment serwvices
and refuses treatment, Psychology Services staff will document the
refusal and place it in the medical section of the Inmate Central
File and notify the referring staff of the refusal. Documentation of
treatment compliance or refusal ensures continuity of care within,
between, and outside the Bureau.

Examination

Medical staff are responsible for examination, documentation, and
treatment of inmate injuries arising from sexually abusive
behaviors, including testing when appropriate for pregnancy, HIV and
other sexually transmitted diseases (STDs). Where indicated, medical
staff, trained in the collection of sexual assault evidence (i.e.,
“rape kit") should conduct an examination for physical evidence
which may be used later in formal investigations. At institutions
where Health Services staff are neither trained nor certified in
sexual assault evidence gathering, the inmate will be examined at
the institution by trained health care professionals from the local
community or at the local community facility equipped (in accordance
with local laws) to evaluate and treat sexual assault victims.
Prophylactic treatment and follow-up for sexually transmitted
diseases will be offered to all inmate victims, as appropriate.
Whenever an inmate is referred to Health Services for examination
and treatment of injuries related to sexually abusive behavior,
staff will encourage the inmate victim to complete an Inmate Injury
Assessment and Follow-up form (BP-5362) as required by the Program
Statement on Patient Care.

Invastigatiun

In cases where the full Response Protocol is activated, staff are
trained to investigate allegations of sexually abusive behavior
thoroughly. The information concerning the identity of the alleged
inmate victim and the specific facts of the case are limited to
those staff who need-to-know because of their involvement with the
victim’s welfare and the investigation of the incident. This is
important not only to preserve the victim's privacy but also to
preserve maximum flexibility to investigate the allegations.

Initial Notifications:
Upon activating the full Response Protocol, the investigation phase
is initiated and the following notification(s) will be made:

Inmate Perpetrator on Inmate Victim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against another inmate, the Special Investigative
Agent (or SIS) will be notified immediately.
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Staff Perpetrator on Inmate Victim:
In the event that a staff member is alleged to have perpetrated

sexually abusive behavior against an inmate, the Warden will be
notified immediately. The Warden will notify the Regional Director
and the Office of Internal Affairs (QIA), who will in turn notify
the Office of the Inspector General (0IG), and when appropriate,
will notify the Federal Bureau of Investigation (FBI).

Inmate Perpetrator on Staff Victim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against a staff member, the SIA/SIS will be
contacted immediately with follow-up notification to the Warden.

Crime Scene Preservation:

The staff first responder will preserve the crime scene. SIS staff
will be responsible for collecting information/evidence. The
investigation, in coordination with the agency to which the case may
be referred, will follow the guidance given in the Special
Investigative Supervisor’s Manual that cutlines gathering and
processing procedures.

Physical Evidence Collection:

When there is a report of a recent Rape or Sexual Assault with an
Object, or there is a strong suspicion that a recent, serious
assault may have been sexual in nature, a thorough physical
examination of the alleged victim - to include a “rape kit” will be
completed immediately. Physical evidence collection may also include
an examination of, and collection of physical evidence from the
suspected perpetrator(s).

After Action Reviews of Violent Sexual Assaults:

Following any incident of Rape or Sexual Assault with an Object, the
Warden, Program Coordinator, Chief of Correctional Services, Health
Services Administrator, and Chief Psychologist will meet and review
the incident. This review is to assess the reasonableness of the
actions of staff following the incident, to ensure the security and
treatment needs of the inmate wictim have been addressed adequately
and the management and investigation of the inmate or staff
perpetrator is progressing appropriately. Within two working days
after the initial reporting of the Rape or Sexual Assault with an
Object, a written report highlighting the relevant facts should be
produced and the Warden or designee will persconally attest by his or
her signature that the review has taken place and that the steps
taken by staff were either appropriate or inappropriate. A copy of
this report will be forwarded to the Regional Director.
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Consideration for staff impacted by the incident is necessary.
Arrangements for debriefing affected staff and referral to
appropriate services to mitigate the stress associated with these
events should be offered.

Administrative Disciplinary Process and Prosecution:

In keeping with this “zero tolerance” policy, perpetrators of
sexually abusive behavior will be disciplined and/or referred for
prosecution.

Tracking Sexually Abusive Behavior:

Tracking and analyzing the incidents of sexually abusive behavior
are critical to the safety and management of inmates and the
security of all Bureau facilities. Monitoring these incidents allows
the Bureau to assess the effectiveness of current policy and
procedures in regard to the extent of sexual victimization. To
ensure full and accurate reporting and analysis, the SIS will
maintain secure investigative files which include data on:

. The wictim(s) and perpetrator(s) of sexually abusive behavior;
a Crime characteristics;

. Formal and/or informal action(s) taken;

. All collateral reports, supporting memoranda, and videotapes;
. Medical forms; and

. Any other evidentiary materials pertaining to the allegation.

The Office of Internal Affairs will report the cumulated data on the
inmate victims of staff and inmate sexually abusive behavior to all
Chief Executive QOfficers and the Psychology Services Administrator
at the end of each quarter and at the end of each fiscal year.

SUICIDAL SITUATION IN SHU OR THE HOUSING UNITS:

If you are the first person to notice an inmate hanging, you should
call for staff assistance (Operations Lieutenant & Control
Center)and remain calm and wait until sufficient staff and
Lieutenant arrive prior to handcuffing the inmate=s cell mate(s)
{(if applicable) and unlocking the cell door. If feasible, obtain
protective equipment from the above mentioned areas. Cut the inmate
down, protecting the head and neck area. Always administer life-
saving procedures.
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Post Orders, the TRUSCOPE program and log bocks are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional 3judgment based upon
their training and experience and will make reascnable efforts before
assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail all
the officers’ responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

NOTE: IT IS POLICY OF THE BUREARU OF PRISONS THAT IF AN INMATE(S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARD F RANK, HAS NO AUTHORITY.

2 /7/18

Jermai Darden, Captain Date
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INSTITUTIONAL SUPPLEMENTS/PROGRAM STATEMENTS

FIREARMS AND BADGES
INMATE ACCOUNTABILITY
INMATE PERSONAL PROPERTY
SECURITY INSPECTIONS
TOOL CONTROL

MAIL MANAGEMENT
VISITING PROCEDURES
INMATE CORRESPONDENCE
ALCOHOL SURVEILLANCE/TESTING
ENTRANCE PROCEDURES
INMATE TELEPHONES

-ON SCREENING

SEARCHING/DETAINING PERSONS

SEXUAL ABUSE PREVENTION/INTERVENTION

INMATE DISCIPLINE

SPECIAL HOUSING

SUICIDE PREVENTION

SEARCHES OF HOUSING UNITS/INMATES AND WORK AREAS

ESCORTED TRIPS

USE OF FORCE/APPLICATION OF RESTRAINTS

POSTED PICTURE FILE

HUMGER STRIKES

ESCAFES DEATH NOTIFICATIONS
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500.13
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5270.10

5324.08

5521.06

5538.07

. NYM 5566.06

5510.13
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5553.07
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CHAPTER 7
FIRERRMS AND BADGES

700. DEFINITIONS. Probable cause, reasonable determination, or
reasonable belief means facts and circumstances known to the
employee at the time of the use of firearms that would cause a
reasonable employee to conclude that the action is appropriate.

701. CARRYING OF FIREARMS. Title 18 U.S.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau officers and employees.
This authority is delegated to the Director in 28 CFR 0.96(o).

When approved by the Warden, institution staff are permitted to
carry firearms when:

* transporting inmates,

* assigned to escape posts, and
* assigned to security posts which require firearms as
standard issued equipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. Staff Qualification. New employees must not be assigned to
posts requiring the carrying of firearms before completing the
Introduction to Correctional Techniques Training at the Federal

Law Enforcement Training Center. f
. !

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regional
Director.

c. Re-gqualification. Staff must complete satisfactorily the
Bureau's approved firearms training course each year. Allowances
will be made in accordance with applicable laws, rules, and
regulations.
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Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Director's
designee may authorize, in writing, Bureau staff to carry
Government-issued firearms for purposes not expressed in this
Program Statement.

702. USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

* Prevent escapes:;

#* Prevent loss of life or serious physical injury:

-
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the damage or loss of property would contribute
directly to an escape, loss of life, or serious
physical injury; and

# Maintain or restore control of a correctional
institution.

The use of firearms is prohibited if force other than firearms
appear reasonably sufficient to accomplish law enforcement
purposes. Examples are, but not limited to:

® Prevention of escape;

* Prevention serious physical injury; and
¢ Restoration of control in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely
to fail. [

An employee is not required to jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the
subject with every intention of hitting "center mass" to ensure
the subject is stopped.

o

EFTA00108281



PS 5500.14
10/19/2012
Chapter 7, Page 3

Staff will not attempt to shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger to staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving vehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

* Employee has a reasconable belief that the subject poses an
imminent danger of death or serious physical injury to the
employee or others.

e Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As soon as practicable, medical attention must be provided te any
persons injured during an incident involving use of firearms.

o] 2 A el oa s N s e e
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Tirsaims will oot be used if the smployee recocgnizas a poten
escapee as an inmate sentenced under the Juvenile Justice and
Delinguency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations.

(1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hook, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prieor to
shooting the subject. -

(2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior to using firearms, staff
must reasonably believe that an inmate has the capability to

escape.

For example, the inmate may be carrying items such as, but
not limited to, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this policy, warning shots
should be used only if there is no apparent danger to self, other
staff and inmates, or the community.

Warning shots will be fired into the ground and never inte
the air or in an indiscriminate direction.

The inmate is not reguired to be on the first/inner
perimeter fence before the employee issues the warning. When the
iimmate actually vuniacis the first/innei perimeter fence in an
attempt to climb or demonstrates an attempt to get on or over the
first/inner perimeter fence, and the employee reasconably
determines an escape is being attempted, the employee may shoot
the subject.

The employee is not required to wait until the inmate is
between the perimeter fences or over the first/inner fences.

{3) Metropolitan Correctional Centers (MCCs) and
Metropelitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a verbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.

{4) Minimum Security Institutions. Ordinarily, firearms
are not used to prevent escapes from minimum security level
institutions. However, weapons are authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or seriocus physical injury to the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

{5) Escapes with Outside Assistance. Firearms may be used
against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6) Escape from Escorted Trip or Prisoner Transpert. When
an employee reasonably determines an escape is being attempted
from an escorted trip or prisoner transport, the employee must
issue a verbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
prior to shooting the subject.

Cutside the immediate envirens of a correctional
institution, the employee should not fire a warning shot prior to
shooting the subject due to the possibility of injury to innocent

L= i i &g af L *
UyaLaldelrs.

Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
to prevent an escape of an inmate in transit to or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum and non-minimum security level institutions.

(7) Once An Escape Has Occurred. After an escape from a
transport vehicle or an institution, and the immediate environs
has been successful, employees attempting to apprehend the
escaped prisoner may not use firearms unless there is probable
cause to believe:

(a) The subject has committed a felony involving the
infliction or threatened infliction of serious physical injury or
death. .

(b) The subject’'s escape would pose an imminent danger
of death or serious physical injury to the employee or others.

Note: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated" should be
interpreted in the following manner:
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¢ As long as a staff member is in continuous pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport vehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
is permissible under the escaping inmate standard.

¢ The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible.

A verbal warning should be given if it would not pose a risk
of death or serious beodily injury to the officer or others.

Warning shots are prohibited due to the possibility of

injury to innocent bystandeis.

b. Prevent the Loss of Life or Serious Physical Injury. Staff
may use firearms when reasonable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others.

Firearms will be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject.

When authorized, warning shots should be used only if there is
no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others,

In a hostage situation, once it has been contained and attempts
to negotiate have begun, only the Warden may order the use of
firearms to resolve the hostage situation.

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion.

c. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons
are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt to break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

d. Maintain or Restore Control of a Correctional Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reasonably believes
the intended subject of the use of firearms is participating in a
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inmates, or the community.

1=

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury te self or others.

703. ARMED ESCORT BY COMMERCIAL AVIATION. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 108.11, Carriage of Weapons, and Part 108.21,
Carriage of Passenders Under the Control of Armed Law Enforcement
Escorts (1995), allows law enforcement officials, while
performing their duties, to trawvel while armed.

Staff must notify the air carrier prior to departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide required information to the
carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When not transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms in
checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational
purposes. =

For an incident while on duty, the report must be submitted prior
to the end of the employee's duty shift.

......

L = s L I I L - A e - e am il e s e a - .
Bk @il LiledWwuSile WLLILIT WL L WUl ¥y LD L TR L b BT e RS oD ARSI L L ke T

prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review
processes.

705. IDENTIFICATION BADGES. Upon request, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution.

The Captain will maintain strict accountability of Bureau badges.
Lost or stolen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
,of firearms will be issued a Bureau identification badge.

The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of routine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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Disclosure of an employee's name following a shooting incident
will follow the guidelines as prescribed in the Program Statement

on News Media Contacts.

0 706. NON-DISCLOSURE OF BUREAU STAFF NAMES IN SHOOTING INCIDENTS.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
REC OFFICER #1 & #2
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSIUM (OC) CARRY POST
POST: REC OFFICER #1 & 2

EQUIPMENT: Key Rings C-39, Restraint key, Radio, MK-4 OC Dispenser
All equipment assigned to this post and will be accountable on the shift
to shift inventory form. All 24 hour equipment and key rings will be
logged into TRUSCOPE program with type of equipment and key ring
numbers.

SHIFT: A.M. WATCH
HOURS OF DUTY: 6:00 A.M. to 2:30 P.M.
LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE: All Correctional Officers will report to the institution
according to their assigned work schedule. You are required to utilize
the "“Staff Chit Board” whenever you enter and/or depart from the secured
perimeter of the institution

SECURITY PROCEDURES TQ BE FOLLOWED WHEN OPERATING THE BELOW LISTED SHU
DOORS :

Door 27 and Inner Door: Both doors must always remain secured when not
being used. They are to be opened as needed for traffic and secured
immediately. These doors are to be considered a sallyport only, one
tfdoor will be open at a time unless there is an emergency.

CONTROLLED MOVES :

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to guarantee
that the inmate is closely monitored and kept separate from other
inmates.

6:00 A.M.
Report directly to the Special Housing Unit wearing the prescribed
uniform. As the equipment is issued on a 24-hour basis, you are

required to indicate the key ring number and type of equipment accounted
for into TRUSCOPE program and sign the location inventory. Count the
keys to ensure the number of keys corresponds with the total number on
the key ring chit. Key rings must be secured to a belt by clips and a
metal chain.

December 7, 2018 Sensitive But Unclassified Page 1 of §
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
REC OFFICER #1 & #2
THIS IS HOT AN AERMED POST

Contact the Control Center on #3323 and test your Radio/Body Alarm. Unit
officers must maintain a log of pertinent information regarding inmate
activity, detailing time, persons involved (if pertinent) and the event.
These entries must be entered into TRUSCOPE program. Report for duty
by telephone with the Operations Lieutenant and receive any additional
information.

Begin making 30 minute rounds ensuring you document the findings in the
TRUSCOPE program. Staff will cbserved all inmates in continued lock down
status once in the first 30 minute period of the hour ex: (12:00 -
12:30aM) followed by another round in the second 30 minute period of the
same hour (12:30-1:00 AM) .This will ensure an inmate is ocbserved at
least twice per hour. These rounds are to be conducted on an irregular
schedule and no more than 40 minutes apart. All observations must be
documented.

6:15 A.M.

Assist the SHU#2 Officer with feeding and escorting officers to R&D for
court. While feeding the inmates generate the recreation list for the
inmates wishing to go to recreation. After feeding commences ensure all
food trays are accounted for and prepare to begin recreation.

6:45 A.M.
Conduct a search of the roof recreation area prior to bring inmates up
to the roof for their recreation period. Use extra caution when

escorting inmates to the roof. At no time will you leave these inmates
unsupervised. After each group of inmates depart the roof recreation
area, conduct a thorough area search to ensure that no contraband is
present prior to escorting the following groups to the roof.

7:00 A.M.

(Approximately)

Begin moving inmates to Recreation.

**Check inmates CIMS Concerns (separates) before movement**

Between 10:15 A.M. 12:15 P.M. (Weekdays)

LUNCH RELIEF

Contact the department on the current lunch relief schedule to arrange
for staff to relieve you for a 30 minute duty free lunch. When being
relieved, ensure staff have signed the log book designated for lunch
reliefs.

December 7, 2018 Sensitive But Unclassified Page 2 of 5

EFTA00108290



——

METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
REC OFFICER #1 & #2
THIS IS NOT AN ARMED POST

11:00 A.M.

At approximately this time recreation will end. All inmates returning
from recreation are wisually searched and screened with a hand held
metal detector. Once the roof is clear and secure, assist in serving the
lunch meal in SHU.

12:30 P.M. (Approximately)
Begin an Instituticnal Trash Run

1:00 P.M.:

Ensure all Bp-292 forms are completed for recreation for that day to
include inmates that refused. After your lunch break assist the Special
Housing Unit officers with any tasks that need to be accomplished.

2:30 P.M.

End of Tour

Return all keys and equipment to the Control Center. Once your tour of
duty ends and you are to proceed directly out of the institution.

NOTE:

As the SHU REC Officer you will have the opportunity to gather
information and intelligence for the institution. You will become an
integral component in the intelligence gathering process at the
institution. Remember to converse with inmates, but never divulge any
personal information to the inmates.

PATROLS :

Throughout your shift, when inmate recreation is not occurring, you
must conduct periodic checks of all inmates in the unit should be
conducted. These checks will be conducted throughout the shift at
random intervals of no longer than 30 minutes. Each check will be
documented utilizing the TRUSCCOPE program.

**Anytime an inmate is removed from his cell for recreation, law
library, or for any reason, the inmate will be restrained from behind
and escorted by appropriate staff. Staff will maintain control of
the inmate at all times. If an inmate has to be restrained from the
front to sign a legal document or for medical reasons a martin chain
will be utilized. (No Exceptions)!!
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, HNEW YOREK
SPECIFIC POST ORDERS
REC OFFICER #1 & #2
THIS IS NOT AN ARMED POST

** At any time that an inmate is removed from his cell, Recreation,
Law Library, Property etc. A pat search will be conducted and the use
of a metal detector will be utilized on ALL inmates. A metal detector
will be in the possession of the Special Housing Unit staff prior to
the removal of any inmate from an area.

**Tnmate orderlies will NOT be unsupervised at any time, to and
including down a range in the Special Housing Unit. If an inmate
orderly is on the range, direct staff supervision will be utilized
behind the secure range grill.

**D0O NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN PROVIDED®**
Officers assigned to this post will not vacate the post unless properly
relieved or instructed to do so by the Operations or Activities
Lieutenants. These post orders are not intended to describe in detail
all the officer’s responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, BEGARDLESS OF RAMNK, HAS NO AUTHORITY.

These Post Orders are guidelines, not orders to work before or after
regularly scheduled shifts.

There will be no additions or deletions to these post orders without the
written consent of the Captain.

§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross-gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access to
regularly available programming or other out-of-cell opportunities in
order to comply with this provision.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORE, NEW YORK
SPECIFIC POST ORDERS
REC OFFICER #1 & #2
THIS IS NOT AN ARMED POST

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply with
Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(c) The facility shall document all cross-gender strip searches and
cross-gender visual b cavity searches, and shall document all
cross—gender pat-@6wn seagpches of female inmates.

Jermaine C. D] tain Date
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YOREK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) AEROSOL SPRAY POST.

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4 PEPPER
SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED IT IS YOUR
RESPONSIBILITY TO NOTIFTY THE OPERATIONS LIEUTENANT PRIOR TO ASSUMING
THE POST.

INTRODUCTION :

You will report for duty in the prescribed uniform. Each inmate
will be checked a minimum of once every thirty minute period at
irregular intervals. The checks will be entered in the 30 Minute
portion of the TRUSCOPE program. The officers are responsible for
ensuring security inspection discrepancies are appropriately
documented and routed. Sanitation of the unit is critical for the
operation and will be maintained at the highest level. All
emergencies will be reported to the Operations Lieutenant
immediately.

Every officer must read and sign the Post Orders prior to assuming
the duties of this position. As a SHU Officer you will be working
under the direction of the SHU Lieutenant and/or the Operations
Lieutenant. You are required to advise the Operations Lieutenant
of your presence when you arrive for duty. You will maintain the
TRUSCOPE program and throughout your shift. The TRUSCOPE program
will accurately reflect all pertinent information concerning the
housing unit, equipment accountability, inmate population, unit
count, and inmate activity as well as other specific information
pertaining to your tour of duty.

All Correctional Services staff will review and sign the Inmate Posted
Picture File on a Monthly basis

STAFF TRAINING AND ACCOUNTABILITY:

All staff (including sick and annual reliefs) assigned to an OC
aerosol dispenser post will receive the required training, and go
through quarterly re-familiarization training prior to assuming
their post each gquarter. Training will include, but is not limited
to, proper carry and security of an OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post orders.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS 15 NOT AN ARMED POST

Staff will be held responsible for guidance outlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received OC
specialty training are not authorized to carry an OC aerosol

diaggnsar .

If you believe you need additional training or unfamiliar with the
OC aerosol dispenser, notify the Operations Lieutenant immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS

A post assigned with an OC aerosol dispenser is in addition to
emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aerosol dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will outline steps to be taken in case immediate
force is required as a result of a serious assault, recreation yard
incidents, or other serious incidents during all shifts. Trained
officers can use immediate force without the presents of a supervisor.

Once you have assumed your position/post, check the OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. 1In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and document it into TRUSCOPE.

In the event of an accidental discharge, decontaminate yourself and
notify the Operations Lieutenant. Once you have decontaminated
yourself with soap and water and notified the Operations Lieutenant,
decontaminate the affected area with soap and water, and ventilation
if possible.

The usage of an OC aerosol dispenser must be limited to the performance
of official duties only. Staff are again reminded that use of the
OC aerosol dispenser outside established policies and procedures
will result in staff disciplinary action.
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METROPOLITAN COREECTIONAL CENTER
NEW YORK, WEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

The preferred method of resolution is through werbal intervention.
However, the safety of staff and inmates in any dangerous encounter
is paramount and may regquire the use of an OC aerosol dispenser.
Staff may use the necessary amount of force only as a last alternative
after all other reasonable efforts to resolve the situation have
failed. Staff may use the necessary amount of force to gain control
of the inmate, to protect and ensure the safety of inmates, staff
and others, to prevent serious property damage, and to ensure
institution security and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold an
OC aerosol dispenser. No other method of carrying the OC aerosol
dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet but should
not be used closer than 4 feet.

In the event the OC aerosol dispenser is required the following steps
should be used:

1. Fingers of the drawing hand should be extended and firmly
gripping the aeroscl dispenser.

2. Staff should assume an appropriate defensive stance and continue
with verbal commands.

3 Place thumb on the actuator.

4. Spray the facial area, specifically the eyes, delivering one

two-second burst. Once the OC aerosol spray has been dispensed,
staff should step back to avoid being contaminated by the spray

and maintain direct supervision of the inmate(s). Continue
with verbal commands.
Da BAllow the OC aerosol spray to work while providing verbal
commands to the inmate (e.g., lay face down with arms spread).
6. Evaluate the response of the inmate(s). If the inmate(s) does

not submit to restraints and/or comply with staff orders within
15 seconds, a second two-second burst is authorized. After
a second assessment, or if the inmate(s) has not complied with
staff commands, alternative methods to control the situation
may be pursued.

1. Decontamination procedures include fresh air and the use of
soap and water within 15 minutes, or as soon as possible, after
OC aerosol spray has been applied. Normally, this is done
before the medical assessment.
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METROPOLITAN CORERECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

B. Once the OC aerosol spray is used and the inmate(s) is in

restraints, Health Services staff will be notified immediately.
A medical assessment will be performed to determine if the
inmate(s) sustained any injuries.

B When an immediate use of force is necessary (e.q., involving
serious bodily harm, etc.), staff are cobligated to cobtain a
camera and begin recording the event as socon as it is feasible.

As scon as control of the situation has been obtained staff
must record information on: circumstances that required the
need for immediate use of force; identification of the
inmate(s); injuries; and staff, and others involved. (See PS
5566.06, Use of Force and Application of Restraints).

A reasonable correctional workers perception of the events would

govern the use of the OC aeroscl dispenser in situations which require
an immediate response to an emergency situation. The Warden should
be notified as soon as possible after any such use. Documentation
is to be submitted in accordance with the Program Statement Use of
Force and Application of Restraints. Oleoresin Capsicum delivery
systems are authorized to be used for immediate response to situations
in which an inmate cannot be approached without danger to self or
others; and it is determined that a delay in bringing the situation
under control would constitute a serious danger to the inmate or

others.

RETENTION AWARENESS:

Ensure the OC aerosol dispenser is properly fastened to your duty
belt and firmly secured inside the holster. When confronting an

inmate position your body so the OC aerosol dispenser faces away

from the inmate, maintain a safe distance, and continue with wverbal
commands.

INMATE FEEDING

The SHU Recreation #1 and #2 will assist the Special Housing Unit
Cfficers, conducting the unit feeding. While conducting the unit
feeding there will only be one food slot open at a time.

The SHU OIC will ensure all food carts are locked upon delivery to
the Special Housing Unit. Food Carts will be searched inside and
out, to prevent the introduction of contraband into the Special
Housing Unit. All meals will be counted to verify the required meals
have been delivered. Any discrepancies will be reported to the Food
Service Foreman immediately.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

The meals will be properly heated and distributed by the SHU staff.
The inmate orderlies will not assist in the feeding of the unit
population in any way. The SHU Officers issue the meals in the unit.
The cell door food slot will be opened, food trays placed on the
slot, and then secured. Food slots will not remain open during the
meal. Staff are not authorized to open all food slots at one time
to deliver the food.

Staff will inspect and count all food trays and lids given to inmates
for the meal. Any food service items which goes into the cell for
the meal, MUST come out of the cell after the meal. Ensure the food
trays and lids are in the same condition as when they were delivered.

RECREATION:

The Recreation Officers, will make a list of the inmates requesting
recreation when feeding the morning meal with the SHU staff. Any
inmates requesting recreation will be afforded five hours of
recreation a week. A PP-10 will be utilized to ensure that inmates
with C.I.M.5. concerns are not placed in the recreation cage at the
same time. Recreation will be noted on the 292 forms. All inmates
will make their beds and be properly dressed before departing the
cell for recreation.

**Tnmates in AD Status will not be placed in the recreation cage
with inmates that are DS status. NO EXCEPTIONS**

292 FORMS:

The Recreation #1 and #2 Officers will notify the SHU#1 Officer as
it pertains to meals, recreation, and showers to be placed on the
inmates 292 form.

VISUAL SEARCHES:

Any inmate who enters into, and/or departs from the Special Housing
Unit will be visually searched, to include the hand-held metal
detector, no exception. This includes inmates entering the unit
for work details, UDC/DHO hearings, and the Unit Barber. All inmates
returning from roof recreation will be wisually searched by the
Recreation Officers. The Officers will place the inmate’s status
in the wvisual search book.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

SHOWERS :

The SHU Recreation#l and #2 Officers will assist with the showers
in Special Housing. The SHU #1 will ensure the appropriate entries
are completed on the inmates BP-292 when inmates are afforded the
opportunity to shower. Special Housing unit inmates will be escorted
by the range officers to the showers on Mondays, Wednesdays and
Fridays. At this time the inmates will receive hygiene supplies
(toilet paper, scap, toothbrush etc.

All toothbrushes will be no longer than three (3) inches in length.

INMATE ORDERLIES:

Any inmate assigned as the orderly in the Special Housing Unit must
be approved by the Captain. The SHU Lieutenant will route a memorandum
seeking the Captains approval for all orderlies. It is the SHU
Officers responsibility to ensure the SHU Orderlies are properly
supervised and accounted for at all times.

All staff are responsible for ensuring restrained and un-restrained
inmates do not have the opportunity to come into contact with each
other. The SHU Orderlies must be secured behind a locked door before
any inmate can be safely moved into or within the housing unit.

SECURITY PROCEDURES:

All inmates will be cuffed from behind prior to being moved. If
there are two inmates assigned to a cell, both inmates must be cuffed
before the cell door is opened. When preparing to move an inmate,
the escorting staff must maintain constant visual supervision of
the inmate. All offices and supply storage areas will be secured
prior to any inmate movement. If there are two inmates in a cell
then two staff will be present before opening the cell door. Both
inmates must be restrained. For those inmates deemed as Three or
Four-Man Hold, the Operations Lieutenant will be notified for
additional staff assistance prior to opening the cell. A Lieutenant
must be present when an inmate on this status is to be moved. At
no time will the number of inmates being transported from one secure
location in the unit to another exceed the number of staff present
in the unit.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ABMED POST

The unit food slots will not be left unsecured. Any time a food slot
is opened, a SHU Officer will be present at the food slot. If a

staff member needs to speak to an inmate, the voice box, located

on the cell door, will be utilized. If a staff member needs to provide
the inmate with documents or any approved items, the SHU Officer

will open the slot, allow the item(s) to be passed, and secure the
slot immediately. The food slots are security devices and leaving
the slot unsecured defeats the security. During main line feeding,
one slot will be opened, the food items will be passed, and then

the slot will be secured. MNo more than cone slot will be opened at
any time on the range.

EMERGENCY SITUATIONS:
USE OF FORCE/USE OF RESTRAINTS:
P.5. 5566.06 states: The Bureau of Prisons authorizes staff to use
force only as a last alternative after all other reasonable efforts
to resolve a situation has failed. When authorized, staff shall
use only the amount of necessary force to gain control of the inmate.
This program statement must be read for a clear understanding of
all required procedures. For inmates who are contained in a cell
and present no immediate danger to themselves or others, but are
exhibiting aggression or threatening behavior, the SHU Lieutenant
or Operations Lieutenant will be notified immediately. At no time
will a cell be cpened until sufficient staff is present to control
the situation.

For situations which present immediate danger to staff or inmates,
again, only the amount of necessary force to contain the inmate(s)
may be used, however, immediate request for assistance, i.e., body
alarm, triple deuces alarm, or radic will be made.

Staff are authorized to begin the videotaping of an incident without
the authorization of the SHU Lieutenant and/or the Operations
Lieutenant. Videotaping is the first step in confrontation
avoidance techniques. Many inmates calm down, and become compliant,
once the videotaping begins. When the use of force team technique
is applied, and an inmate is secured in restraints in a cell, the
SHU #1 must ensure 15 minute checks are conducted by the SHU staff
and documented on the back of the BP-292, and the 15 Minute Check
form.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

The inmate must be checked by a Lieutenant, afforded the opportunity
to use the restroom, and/or turned over every two hours if he/she
is restrained to the bed (four-pointed). The checks must be
documented on the BP-292 and restraint check form. The inmate must
be checked by the Duty PA twice in an eight-hour period. The SHO
#1 will ensure this occurs and will document this occurrence on the
BEP-292 and restraint check form.

Any staff member participating in an immediate use of force, a
calculated use of force, or is a victim of an assault, must submit
a supporting memorandum regarding the incident to the Operations
Lieutenant.

FIRST RESPONDER INSTRUCTIONS:

If a body alarm, deuces alarm or other institution emergency is
sounded Special Housing Unit staff will not normally respond unless
directed to by the Operations Lieutenant Staff in the Special
Housing Unit must ensure enough staff are present before attempting
to resolve any emergency in the Special Housing Unit. It will be
the responsibility of the SHU #1 Officer on every shift to ensure
the fire alarm panel is tested and is in working order. Any
discrepancies will immediately be reported to the SHU or Operations
Lieutenant.

If a fire alarm is sounded in the unit, staff are responsible for
checking each individual cell before clearing an alarm. If an inmate
breaks a sprinkler head in his cell, staff will turn the water to
the sprinkler head off pending repair.

Duress alarms in the unit are designated for use by inmates during
medical or other emergency situations. Staff will be required to
respond quickly to the activation of duress alarms to determine the
nature of the emergency. Any inmate who activates the duress alarm
for a non-emergency situation will be warned of the improper use
of the duress alarm system. A second false activation will subject
the inmate to disciplinary action, specifically an incident report
will be issued for code 317, failure to follow safety regulations.

Hostages Situation:
IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD

APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE,
REGARDLESS OF RANK, IF TAKEN HOSTAGE HAS NO AUTHORITY.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS

RECREATION OFFICERS #1 AND #2
THIS IS NOT AN ARMED POST

These Post Orders are issued as guidelines for Officers and are not
intended to completely describe all aspects of this post. Additional
assignments and duties may be assigned by the shift supervisor after
assuming your post. Each officer is expected to exercise good
judgment and initiative during situations not specifically covered
by these Post Orders. All Officers are expected to execute their
duties in a competent and professional manner.

PAT SEARCHES
§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this prowvision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operaticnal concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue toc comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(c) The facility shall document all cross-gender strip searches and
cross—gender visual body cavity searches, and shall document all
cross—gender pat-down searches of female inmates.

Jermaine C. Darden; Date
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METROFPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GEMERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

INTRODUCTION:

The General Post Orders are designed to aid each Correctional
Officer in understanding the correctional philosophy of the Bureau
of Prisons, and as a basic guide to the policy and operations within
your facility. It should be emphasized that these post orders are
not intended to be a substitute for Bureau of Prisons policy, and
should not be interpreted as such. The primary purpose is to provide
the Correctional Officer with a general review of correctional
procedures and serve as a resource to locate more detailed and
specific information. Although the information in the General Post
Orders is not classified, it will be treated as “Restricted”.
Caution should be exercised to assure that this material is not
disseminated to unauthorized persons.

PERSONAL APPEARANCE:

All necessary articles of Officer’s clothing are issued without
cost. (Uniform allowance) It is the officer’s responsibility to
present a neat, professional appearance at all times. Only
authorized Bureau of Prisons clothing is approved for wear while on
duty of any post. If you wear a blazer, or a long sleeve shirt, you
are required to wear a tie. Shoes should be shined at all times.
All staff are required to wear the stab resistant vest which is
supplied by the Bureau.

POSTED PICTURE FILE:

The posted is picture file is reserved for inmates considered as
serious escape risks, sexually deviant, or who have a record of
extreme assaultive behavior, etc. Inmates will be placed on this
status by the SIS Department. Officers are required to review and
sign this file on a monthly basis in order to be familiar with these
inmates; especially those assigned to their work details or housing
units. The Electronic Posted Picture Files are located on the sally
port BOPWare Program for MCC New York.

POST ORDERS:

Post Orders are general instructions designed to aid the
Correctional Officer in the daily operation of each custodial post.
Each officer should review the Post Orders, prior to assuming the
post for the first time, during a quarter. The master file of the
Post Orders are maintained in the Lieutenants’ Offices. A copy of
the Post Orders shall also be kept on site, if adequate facilities
are available to prohibit offenders from having access to them.
Post Orders are to be treated as “Confidential” and kept secured and
away from inmates at all times. No changes will be made to the post
orders without authorization from the Captain.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

EMERGENCY PROCEDURES

EMERGENCY PLAN IMPLEMENTATION: Each officer is reguired to review
the fifteen basic emergency plans which are located in the Command
Center. Each staff member is required to sign indicating they have
reviewed the contingency plans for the year. During emergency
situations, officers assigned to a specific area are responsible for
the accountability of all inmates and staff in their areas unless
otherwise directed.

EMERGENCY WARNING SYSTEMS: The Control Center serves as the central
receiving area for emergency warnings. The Control Center Officer
will immediately notify the correcticnal supervisor and other
authorized officials in order to summon help to the designated
areas. .

*Any person held hostage shall be considered under duress, and any
orders issued by such person, regardless of rank, and including the
Warden, shall be disregarded.

TELEPHONE “222": This number is a system for reporting emergencies
at the institution. Whenever possible, remain on the line to relay
necessary information to the Control Center. If a situation occurs
that makes it impractical to remain on the line, be sure the
telephone is ringing the Control Center before leaving the immediate
area. This number also rings into the Correctional Supervisor’s
Office. The “222" telephone system will be tested weekly.

BODY ALARMS:

“Body Alarms” should be considered only as an auxiliary to the
emergency alarm system telephone number 222, and do not supersede
the dial alarm if a telephone is convenient or appropriate to use.
only the “general area,” e.g., specific unit, can be determined by
the Control Center when this alarm is used. Officers will not
tamper with or attempt to repair the transmitter units. The body
alarm tests will be conducted in the following manner. The Control
Center Officer will contact the staff member with the body alarm
advising them that a body alarm test is being conducted. The Control
Room Officer will verify the body alarm number and direct the staff
member to activate the body alarm by depressing the red button
located at the top of the unit. Once the test has been successful
the Control Room Officer will advise the staff member that the test
was a good test, and advise them to clear the alarm and conduct a
radio test. After performing this procedure the unit is now ready to
receive radio transmissions and send an alarm to summon staff
assistance if needed.

WATCH CALLS:
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

The watch call is an official report that everything on an officer’s
post is secure and in good order. Watch calls are made every thirty
(30) minutes from 6:00 p.m. to 6:00 a.m. All officers should
identify the watch call, and state his/her name and post. Watch
calls will be made between the hours of 6:00PM and 6:00AM by dialing
“333" using the telephone.

EQUIPMENT :

Equipment needed varies with each assignment and is outlined in the
individual Post Orders. Generally, equipment issued will be a
combination of keys, portable radio, and detail pouch. A flashlight
is required during the evening and morning watch shifts.

. Flashlight: Flashlights and batteries are issued as needed
from the Control Center and are receipted by key chits. All
morning watch and evening watch officers are required to have a
flashlight as part of the equipment for the post. Flashlights
remaining on the unit need not be receipted for with key chits.
Replacement batteries are available from the Security Officers,
on an exchange basis.

. Radios: Radios are for employee use only. Employee using
portable units normally identify themselves by stating their
name and/or location/job assignment. Radios are issued by the
Control Center and are receipted for with a key chit. Officers
will have a radio only when specific assignments require its
use. For emergencies, portable radios provide a direct contact
with the Control Center.

. Keys: Keys issued to employees will be receipted by metal key
chits. Only the necessary keys to work a specific job or
assignment will be issued. Officers carrying keys away from
the institution will be instructed to return them immediately.
Employees are responsible for the number of keys included in
any set issued to them and will never remove keys from the set.
Upon receipt of keys, each employee has the responsibility to
count the number of keys on each set.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

. Detail Pouches: Each employee in charge of a detail assumes
responsibility for the custody, control and conduct of all
inmates assigned to his/her detail. Both Unit Officers and
those staff members having details will pick up their detail
pouches prior to reporting to their assignment, and are
responsible for turning them in at the end of the working day.

. Body Alarm: Unit Officers assigned to posts with body alarms
are required to carry the body alarm on their person on every
shift. If an individual is relieved from a post that is
assigned a body alarm, the relieving officer will be given the
body alarm to carry. Normally, body alarms will not be removed
or carried from the post to which assigned but should it become
necessary, the Control Center MUST be contacted and the staff
member given authorization to move with the body alarm. The
purpose of this is to allow the unit Officer to be in constant
communication with the Control Center. A check of all issued
units for proper functioning will be made at the beginning of
every shift. Further instructions in the utilization of these
transmitters will be explained in the Chapter entitled
Emergency Procedures.

EEY CHITS:

Metal key chits are used as receipts for obtaining most egquipment
that you will be using. Replacement chits are available through the
Security Officer. Key chits will not be left in the Control Center
at the end of the work day, or upon return of the eguipment. Paper
tags/Paper chits utilized as key chits are not authorized. Use of
any item other that a metal key chit will be subject to the approval
of the OPS LT. Temporary Chits can be cbtained from the
Lieutenants’ Office

SECURITY AND ACCOUNTABILITY:

Conduct daily security inspections of your entire area, paying
particular attention to any defective locks or the tampering of
locks, windows, doors, etc., and report the findings to the
Operations Lieutenant in a timely manner. Daily security
inspections of your entire area are required and are vital to the
security of the institution. Minor repairs will require a work
order to the department concerned through the Captain's Office.
Defective locks will be brought to the attention of the Operations
Lieutenant immediately. Security inspections shall be supplemented
with periodic searches by regular search teams. The searches will
be initiated by the Operations Lieutenant, under the direction of
the Captain. As a Unit Officer, you are responsible for the
accountability of your details, authorized lay-ins, and unassigned
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL FOST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

inmates. Report all absences to the Operations Lieutenant
immediately and follow through to determine the location of the
inmate(s). If the inmate should return, notify the Operations
Lieutenant. Detail supervisors will screen carefully all individual
inmate requests to leave their assigned area. This would include
requests to go to the hospital and other areas and departments at
times other than regularly scheduled for the department actiwvity.

Ensure that inmates in your area are authorized to be there and
require those under your supervision to remain in their area. Allow
inmates on scheduled call-outs ample time (Approx. 10 minutes) so
they may arrive at the calling department at the time specified.

INMATE DISCIPLINARY PROCEDURES

INCIDENT REPORT: Informal resolution of incidents involving
viclations of institutional rules or regulations is encouraged.
However, when an officer witnesses or has a reason to believe that a
violation of institutional rules has been committed by an inmate,
the officer will prepare an incident report and forward it to the
appropriate correctional supervisor. The correctional supervisor
may informally resolve of the incident report or forward the
incident report to the Unit Disciplinary Committee for further
disposition if indicated. As these reports can be subpoenaed into
court as legal evidence, all reports must be printed in ink or
typed.

e INVESTIGATION: The investigations should be conducted within 24
hours from the time the wviolation is detected, unless
circumstances beyond the control of the investigator intervene.
The investigating officer will usually be a Lieutenant. The
inmate will be given a copy of the incident report by the
investigating officer at the beginning of the investigation.
The investigator should also read the charges to the inmate and
obtain the inmate’s statement concerning the incident. After
thoroughly investigating the incident, the inmate does not
receive a copy of the investigation. However, should the case
be forwarded to the Unit Disciplinary Committee, ultimately,
the investigation may be given to the inmate’s staff
representative for use in the presentation on the inmate’s
behalf.

s UNIT DISCIPLINARY COMMITTEE: The authority to impose minor
disposition and sanction shall be delegated to staff members of
an inmate’s unit. The Unit Manager will be responsible for the
membership and supervision of thee Unit Disciplinary Committee
(UDC) as set forth in the Unit Plan. The UDC can function with
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

less than two(2) members. Where an alleged violation of
institution rules or regulations warrants consideration for
other than a minor sanction, the charge may be referred to the
Disciplinary Hearing Officer for hearing and disposition.

e DISCIPLINARY HEARING OFFICER (DHO): The DHO shall conduct
hearings and make findings, and may impose appropriate
sanctions on incidents of inmate misconduct referred to him/her
for disposition.

e OFFICER RESPONSIBILITY: All Correctional Officers should make a
concentrated effort to ensure that incident reports contain the
precise details of action(s) being reported. All facts about
the incident which are known by the officer should be recorded.
If there is anything unusual about the inmate’s behavior, this

should be noted. Completed incident reports should be
forwarded to the Lieutenants’ Office as soon as practical for
disposition. Further information can be found in Program

Statement 5270.07

ADMINISTRATIVE REMEDIES:

Administrative Remedies are formal complaints submitted by inmates
concerning problems they were unable to resolve through normal
channels. The inmate is to regquest the Remedy Form (BP-8, BP-9, and
BP-10) from the Unit Team. It is normally returned to the Unit Team
for processing, although the inmate may mail directly to the Region
or Central offices for sensitive matters.

ENFORCEMENT OF RULES AND REGULATIONS:

A1l staff members must be familiar with the Inmate Discipline
Program Statement. The rules and regulations must be adhered to,
with firm but fair tactics used. You may at times be able to
correct an inmate without writing an incident report. However, if
the inmate's violation of the institution's rules and regulations 1is
of a serious nature, an incident report must be written.
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NEW YORK, NEW YORK
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SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

SECURITY INSPECTIONS

PURPOSE OF INSPECTIONS: Security inspections are necessary to
contreol the introduction of contraband and prevent escapes. One of
the chief duties of the Chief Correctional Supervisor is to
establish a formalized plan of inspections that will cover every
part of the institution at least once a week. In general, these
inspections include doors, locking devices, fire extinguishers,
grills, windows, building walls, perimeter walls, etc. Inspections
are required even if no discrepancies are found the day prior. All
staff will conduct inspections within their area of responsibility

for contraband and security violations. The staff will report any
discrepancies to the OPS LT, and prepare a Minor Work Request to
correct the concern. Staff responsible for their department will

initial the security inspection form located by the control centers
indicating they have checked their area of responsibility.

SEARCHING INMATES:

The human body can serve as a potential hiding place for contraband.
For that reason, it may become necessary to strip and search an
inmate at wvarious times. Further information regarding the proper
techniques for searching an individual can be found in institution
policy and the Correctional Services Manual. In order to prevent the
introduction o©of contraband, routine and unscheduled searches of
inmate's person, housing units, work areas, or other facilities used
or frequented by inmates must be conducted. This will include
thorough searches of inmate's clothing, personal property at the
time of admission; searches of inmate's person and guarters when it
is suspected he/she is concealing contraband; his/her place of work,
recreation areas on a routine or unscheduled basis as directed by
supervising personnel. Such searches may be initiated on an
individual inmate basis, or mass searches may be ordered when
contraband is suspected of being in the possession of unknown
individuals.

Pat Searches: Pat searches will be conducted on a routine basis
solely as a means to contrel contraband. Before a pat search is
conducted, the inmate will be asked to remove any head gear and the
contents out of his/her pockets. The head gear and personal effects
will be inspected after removal and placed out of reach from the
inmate. Male and female inmates will be pat searched in the same
manner, with the exception of the chest area. A staff member will
search the female inmate's chest area using the back of the hand.
Pat searches of the male inmate and the rest of the female inmate
will be done with the inside, (palm and fingers), of the hand. The
pat search will be conducted according to the procedure described on
the approved Bureau pat search wvideo tape.
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METROPOLITAN CORRECTIOMAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or RAugust 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—-gender pat-down searches of female inmates, absent exigent
circumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other cut-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this policy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(¢) The facility shall document all cross-gender strip searches and
cross-gender visual body cavity searches, and shall document all
cross—-gender pat-down searches of female inmates.

Visual Search (Strip Baarchz:

All inmates entering the institution from court, transfers or trips
out in the community, will be wisually searched (strip searched),
and screened with the hand held metal detector. Inmates will also
be wvisually searched when leaving the institution for any reason,
including release. A thorough search of the inmate's clothing will
be completed. Except in emergency situations, all strip searches
will be conducted by a staff member of the same sex as the inmate.
At least one male and one female staff will be available 24 hours a
day to conduct visual searches. '
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CONTROL OF CONTRABAND :

Each officer should make a concentrated effort to make frequent
searches of living quarters, utility corridors, and other areas in
order to eliminate contraband, giving special attention to items
which might be used in an escape attempt.

Contraband may be best defined as any item or article inside the
institution that was not issued by the institution, purchased in the
commissary, purchased through approved channels, or approved by an
appropriate staff member.

All contraband seized must be placed in the log book in the
Lieutenants’ Office listing item, date and inmate. When money is
confiscated, the appropriate receipt, available from the control
center and/or ISM must be utilized. All coin and any currency is to
be confiscated and duly recorded. During regular duty hours,
contraband funds along with the confiscation forms are taken to the
Cashiers Office. During non-duty hours, the confiscated funds and
accompanying form will be placed in the night depository, located in
the control center, until the next regular working day. Contraband,
other than money, should be recorded on the Confiscation and
Disposition of Contraband form and should accompany the confiscated
articles.

SEARCHING TNMATE LIVING QUARTERS:

When making a search of an inmate’s living quarters, each officer
should make sure that nothing is destroyed in the process. Officers
should make every effort to return all articles to their place,
excepting things which are determined to be contraband and are
removed.

COMBINATION LOCES:

Inmates are authorized to purchase combination locks from the
commissary for individual use. The key ways are not to be plugged;
any lock having a plugged key way will be considered contraband and
will be seized as contraband

CIM (SEPARATIONS)

All inmate movement in MCC New York is supervised by staff members.
There are serious security and safety concerns regarding the inmates
housed in MCC New York and their CIMS status. An inmate’s CIMS
status is confidential and will not be shared with any inmate(s).
The unit separations roster is a sensitive, confidential item which
must be safeqguarded at all times. The various inmate programs at
MCC MNew York are scheduled by floors. This has been arranged to
provide the inmates with a safe and secure environment during the
appropriate program. This also alleviates the CIMS concerns for each
program. The institution has determined separatees will not be
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housed on the same unit, therefore the programs should be clear of
all separatees. It is the Unit Officer’s responsibility to ensure
all inmates are checked for CIMS concerns prior to any escort off of
the unit. The Unit Officer will check the Unit separations roster to
ascertain if the inmate’s name appears on the roster. Ensure all
inmates are checked for CIMS concerns prior to any escort off of the
unit. The Unit Officer will check the unit separations roster to
ascertain if the inmate’s name appears on the roster. If the
inmate’"s name does not appear on the roster, the inmate is cleared
to be escorted off of the unit.

If the inmate’s name does appear on the separations roster, the Unit
Officer must clear the inmate prior to allowing the inmate to be
escorted off of the unit.

Inmates must be properly cleared by the Unit Officer and requesting
staff member prior to any escort. The requesting staff member must
clear all inmate movement to their area with the C&A Officer at
extension 5123. The C&A Officer must clear the inmate prior to the
inmate departing from his/her assigned housing wunit. The Unit
Officer must also clear the inmate with the C&A Officer prior to
allowing any inmate to depart from the unit. Even though, the
Hospital Officer or the Visiting Room may be clearing the inmate(s),
it is the Unit Officer’'s ultimate responsibility to ensure the
inmate has been properly cleared. The Unit Officer must review the
Unit Separations roster and check for the inmate’s name and register
number on the roster. If the inmate’s name does not appear, the
inmate is cleared for movement, and you do not need to contact the
C&A Officer. 1If the inmate’'s name does appear on the Separations
roster, the Unit Officer must contact the C&A Officer at extension
6468 and clear the inmate prior to allowing the inmate to depart
from the unit.

Inmates must be properly identified and pat searched prior to
departing from the housing unit. Every inmate must carry on their
person the institution identification card. This is the means staff
utilize to properly identify the inmate. It is the Unit Officer’s
responsibility to ensure the inmate has his/her identification card
on his/her person prior to departing from the unit. The number of
inmates escorted at one time on the elevator is directly related to
the number of staff available to conduct the escort. One staff
member can escort ten (10) inmates in the elevator at one time.
Anything more than ten(10), inmates in the elevator causes security
and safety concerns. During Inmate Visiting, the Intern Officers
and the Activities Officers will assist the Visiting Officers in
escorting inmates to and from the Visiting Rooms. The number of
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inmates escorted through the connecting link is directly related to
the number of staff available to conduct the escort. Anytime
In-Custody inmates are escorted through the connecting link, two
staff members must be present for the escort. One staff member
positioned at the front of the escort, and the second staff member
positioned to the rear of the escort.

When an inmate is being escorted to or from the Special Housing
Unit, two staff members must be present for the escort. A ratio of
2:1 will always be maintained when escorting inmates to or from the
Special Housing Unit.

ENTRANCE PROCEDURES:

COVERAGE AND METHODS:

Entrance procedures include the control of inmates, employees,
visitors or commercial traffic entering the institution. Because of
the need for a broad knowledge of the institution and its function,
along with a thorough understanding of security requirements, only
those officers with such knowledge will normally be staffing these
posts. Constant contact with the public regquires that these officers
display a neatness of appearance, ability to handle people,
tactfulness in enforcing regulations and alertness in recognizing
security hazards.

OUTSIDE INMATE DETAILS:

During normal duty hours, all outside inmate details, (Warehouse,
Building 4, Admin Orderlies, etc.); will depart from the
institution through the Rear Gate. The inmates must be escorted

from the unit by the detail supervisor, using the inmate elevator.
The inmates must be properly identified, one detail at a time, by
the Internal Officer, in the elevator sally port, utilizing the
approved gate passes. Once the inmates have been positively
identified, the Rear Gate Officer will request for the door leading
through the 1%* floor sally port to the rear dock. The detail will
be further processed by the Rear Gate Officer. All required
information will be recorded in the TRUSCOPE program. Any work
performed in the Rear Gate is considered outside of the secured
perimeter. This means any area on the rear dock to include,
Warehouse, and Trash Compactor. The Rear Gate Officer will
positively identify and properly process the inmate detail into Rear
Sally Port to perform their assigned work. If needed after normal
duty hours, weekends and federal holidays, the inmate details will
be processed through the Control Center the Operations Lieutenant
will designate a staff member to positively identify the detail, in
the elevator sally port, utilizing the approved gate passes. :
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VISITING

It is the policy of MCC New York to maintain visiting facilities for
the purpose of maintaining family ties. Because of the nature of
this facility, wisits must be conducted under appropriate
supervision so that security is maintained and the visiting
privileges extended to inmates and their families are clearly
communicated. For the purpose of this policy, the term pre-trial
inmate refers to any inmate who is non-cadre, including holdovers,
treaty transfers, BICE detainees, state inmates, and any designated
inmate other than those assigned to the MCC New York Work Cadre
Unit. Staff must be able to verify the identity of visitors before
their admission into the institution. Acceptable means of
identification are, government-issued identification, passport,
state-issued photo identification (with a date of issue and
expiration) and valid drivers’ license. In cases where visitors do
not have photo identification, they will be required to have three
types of identification with signatures. These need not be the sole
means of identification. However, identification cards from quick
photo places, and check cashing establishments are not acceptable
forms of identification. Tactful questioning may clear up doubtful
cases. Visitors sixteen (16) and under do not have to show
identification unless of course they appear to be older. In such
cases, if a visitor under the age of sixteen cannot provide
documentation, i.e., a birth certificate (when requested) to prove
relationship and age, the visitor will not be allowed into the
institution.

The following procedures will be in effect regarding authorized
visiting lists. FEach inmate will complete a visiting list. The
visiting list will not exceed ten (10) approved visitors for pre-
trial inmates and (12) for cadre inmates. Immediate family members
and two (2) person of "meaning" will be placed on the visiting list
absent strong circumstances that preclude visiting. Immediate family
is defined as mother, father, step-parents, step-children, foster
parents, grand-children, brothers, sisters, spouse and children. As
the situation presents itself, other non-immediate family members
will be allowed to visit at the approval of the Associate Warden of
Programs (AWP).
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Further, in circumstances, when an inmate requests more than ten
visitors to be placed on their wvisiting list, the Unit Manager will
approve / deny any visitor exceeding the limit.

Attorney visiting can occur 24 hours a day. Attorneys may visit with
their clients (one at a time) in the 3rd Floor Attorney Conference
Room from 6:00 A.M. to 8:00 P.M. daily. They require no advance
notice.

Official wvisitors including attorneys, interpreters, law enforcement
personnel, probation officers, volunteers, etc. are to be searched
at the Front Entrance using the "reasonable assurance standard.”
All visitors are subjected to random testing by utilizing the ION
Spectrometry Device Program¥d Random selection for testing wvisitors
must be conducted in an impartial and non-discriminatory method.
Visitors may be tested out of random order when reasonable suspicion
exists, suggesting they’'wve had possible involvement with illegal
substances.

Visits for Persons Not in General Population:

Inmates Hospitalized: Visitors requesting to see a designated or
pretrial/ holdover inmate who is hospitalized will be reviewed by
all pertinent staff, and the United States Marshals Service - if the
inmate is a pretrial inmate. More specifically, the Health Services
Administrator (HSA), Chief Correctional Supervisor and Unit Manager
will determine whether they should permit the wvisit.

When the HSA recommends against the wvisit, if the inmate is
suffering from an infectious disease, is in a psychotic or emotional
state, not in a condition to see wvisitors, or there are other
compelling health regulations that will prohibit the wvisit, the
Health Services Administrator or designee must explain the
situation(s) te the wvisiting party.

Special Housing Unit Inmates:
Ordinarily, an inmate retains wvisiting privileges while 1in the

Special Housing Unit. Visiting may be restricted wvia a UDC/DHO
sanction. If the restriction is not a UDC/DHO sanction, such
restriction must be approved by the Warden. Unit 10-South social

and legal visits shall be non-contact unless otherwise determined by
the Warden to allow contact wvisits.
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Non-Contact Visits:

If the Warden deems it necessary to give an inmate a non-contact
visit, the Warden will instruct the SHU Lieutenant to do so. The
visit will be conducted in the 10 South Annex visiting room. This
visit will be directly supervised to ensure all established visiting
procedures are followed.

Clothing:
Appropriate dress is required and must be in good taste.

Excessively provocative, immodest or revealing attire is reason to
deny a visit. Visitors over the age of 12 will not be allowed into
the institution in skirts, shorts, or dresses exceeding three inches
above the kneecap in length. Bathing suits or any type of swim wear
will not be permitted in the institution. See-through clothing,
revealing sleeveless garments, halter tops, tube tops, tank tops and
any kind of top that reveals the midriff area, low-cut shirts or
blouses, revealing front and backless clothing, skin-tight clothing,
spandex clothing, leotards, and sweat pants are NOT permitted. Any
pants with holes in the knee or buttocks area are also prohibited.
Additionally, hooded shirts of any kind, hats, caps, and head scarfs
(except for religious reasons) are also prohibited. All visitors
are required to wear footwear (no shower shoes of any kind) and
undergarments (including bras for females). In accordance with OSHA
guidelines, Visitors shoes are to be "closed toed" and have a strap
around the heal of the foot. The front lobby officer will not
permit visitors to wear jackets or blazers up to the visiting room.
Inmates are responsible for advising their visitors of the dress
requirements for visitation. Only a Correctional Supervisor and
Institution Duty Officer may deny visits for noncompliance.

Inmates"' attire for visiting includes jumpsuit and bus shoes for
pre-trial males; females must wear the blue uniform and bus shoes;
cadres must wear khaki uniforms with institutional shoes. A random
selection of wvisitors will be tested with the Ion Spectrometry

Special Visit Requirements:

At times, Clergymen, former or prospective employers, sponsors and
parole advisors may request special visits. They must make these
requests in writing with sufficient advance notice (72 hours). The
request will be reviewed by the Unit Manager for approval.
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. Business Visitor. The Warden has the final authority on the
admittance of business visitors and should be notified through
the chain of command. Except for pretrial inmates, an inmate 1is
not permitted to engage actively in business or profession.
All questions regarding a business visitor should be addressed
to the duty Lieutenant and Institution Duty Officer.

" Consular Visitors. When it has been determined that an inmate
is a citizen of a foreign country, the Warden must permit the
consular representative of that country to visit on matters of
the legitimate business. After a request has been submitted
from the inmate or consulate, a memorandum should be generated
from the inmate's Unit Team for the Warden's approval. Once
approved, a copy should be maintained in the Lieutenant's
Office and the Front Lobby.

. Representatives of Community Groups. The Warden is the
approving authority on visits from representative of Community
based Groups. A memorandum should be generated and sent
through the Chief Correctional Supervisor, Associate Warden, to
the Warden for approval. Once approved, a copy should be
maintained in the Lieutenant's Office and the Front Lobby.

. Minister of Record/Clergy. An existence of an established
relationship prior to confinement for visitors does not apply
to visitors in this category. These visitors ordinarily
provide assistance in release planning, counseling, and
discussion of family problems.

. Minister of Record An inmate must submit in writing their
request to be approved for a visit from his Minister of Record.
They must submit their request to the Chaplin. An inmate may
only have one minister of record on his/her visiting list at a
time. The Minister of Record does NOT count against the total
number of authorized regular visitors/ social visitors.

Clergy An inmate must submit in writing their request to be
approved for a visit from clergy. Visits from clergy (other than
the Minister of Record) will be in accordance with the general
visitor procedures, and WILL count against the total number of
reqular visits allowed. On both visits, an approved memorandum will
be forwarded through the Chief Correctional Officer and posted in
the Lieutenant's Office and the Front Lobby
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Children under the age of sixteen (16) who are placed on the
visiting list must be accompanied by an adult who is alsc an
approved visitor. A brief embrace and kiss is permitted when an
inmate greets their wvisitor/child. The same applies upon
termination of the wvisit. During the visit, any physical contact
other than hand holding will be considered improper and is
prohibited. Children are not permitted to be seated on inmates lap
during the course of their wisit. Visits with children are to take
place only between the inmate identified on the official visiting
form and the child listed on the official wvisiting form with the
child's parent or guardian present.

TOOL CONTROL

¢ PURPOSE OF TOOL CONTROL: It is the policy of the Bureau of
Prisons to maintain strict control and accountability of tools
used and in storage at all institutions. Tool Contrecl procedures
are imperative for the following reasons: to provide a tool in
good repair for the 3job at hand, to improve the general
appearance of the shop or working area, and to prevent tools from
being used to effect escape or assault.

e CLASSIFICATION OF TOOLS: All tools are classified as Class AA;
Class A; or Class B. The Class AA group includes tools
considered too dangerous to leave inside the institution. The
Class A group includes tools most likely used in escape, or to do
bodily harm to personnel or other Iinmates. The Class B group
includes those of a less hazardous nature.

All tools, where possible, shall be stored on a shadow board as

follows:

e All class "AA" tool shadow boards will have a white background
with a bright (curb) yellow silhouette of each tool.

e All Class "A" tool shadow boards will have a white background
with a red silhouette of each tool.

e All Class "B" tool shadow boards will have a white background
with a black silhouette of each tool.
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STORAGE AND SUPERVISION OF CLASS “AA" TOCOLS:

Class "BA" Tools must be removed from the institution at the end of
each work day, stored in a combination locked safe in a Class "A"
Tocl Room, stored in the armeory, or turned into the control center.
Class "A" Tocls must be stored in a metal cage or a class #1
concrete walled room physically separated from Class "B" Tools
behind two (2) locked doors. When the Class "A" Tool Room is inside
the Class "B" Tool Room, the lock on the Class "B" Tocol Room serves
as one (1) of the two (2) required locks for the Class "A" Tool
Room. Supervisiocn of Class "AA" Tools will be under constant wvisual
supervision.

STORAGE AND SUPERVISION OF CLASS “A" TOOLS:

Class A tools will be kept on a shadow board in a locked room or
cabinet. This storage area will be separate and secure from the
Class B tools storage area. Only employees are authorized to issue
and draw Class A tools from the Tool Room or places of storage.
Class A tools will be under the supervision of an employee at all
times. Inmates are not permitted to carry them about the
institution without an employee escort nor use them without
supervision. A complete inventory of Class A tools will be made at
the beginning of the workday, before the detail is released for
dinner and at the end of the workday. When a Class A tool is lost
or misplaced, the Chief Correctional Supervisor will be notified
immediately. All inmates who may have had access to the tool will
be held at the work location until a thorough search has been made.

STORAGE AND SUPERVISION OF CLASS “B" TOOLS:

All teoeols not in the Class A or Class AA categories will be
considered to be Class B tools. All Class B tools are under the
supervision of the employees and must be accounted for at the end of
the work day. These tools must be issued to inmates, in the presence
of their supervisor. All Class B tools must be gathered from the
work area and moved to the storage area at the end of the work day.
When a Class B tools is lost or misplaced, a search for it will be
initiated and a written report will be made to the Chief
Correctional Supervisor and the department head covering the details
of the loss at the end of the day.
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TOOL INVENTORIES:

Up-to-date inventories will be kept by all shops, industries, school
and any other person having tools issued to them or stored under
their supervision Unit Qfficers having items such as scissors, ete.,
on the unit should be particularly careful as to the whereabouts and
the accountability of these items. The Tool Room Officer will
maintain a record of all tools in possession of the institution.

BEOKEN OR WORN-OUT TOOLS:

Broken or worn=-out tools will be removed from the shadow board and
returned to the Central Tool Room for replacement. If it dis
determined that they cannot be surveyed and replaced, Class A tools
such a saw blades, etc., requiring replacement, will be returned to
the Central Tool Room for disposal.

FOOD SERVICE TOOLS:

A knife and tool equipment cage with a shadow board and adequate
locking device shall be located in the Food Service Department. All
hazardous knives and tools will be marked with an identification
symbol. All knives will be chitted out of the knife cage and
attached te the cutting table by the responsible employee. The
accountability of the knives will be checked at frequent interwvals
during the shift and at the end of the day.

CONTROLLED FOOD ITEMS:

Special attention must be given to food items such as yeast, nutmegq,
fruits, and fruit juices. Of this group, yeast shall be locked in a
secure box in a refrigerated area. An inventory shall be kept,
indicating the date and guantity of issue, receipts, the balance on
hand, and the initials of the responsible employee. Yeast shall be
dispensed only by the Food Service employee and kept under strict
supervision.

CONTROL OF HAZARDOUS AND POISONOUS CHEMICALS:

Inventories will be maintained of all poisonous and toxic fluids
used in the institution, such as narcotics, wood alcohols, methyl-
alcohol, ditto fluids, acids, gases etc. These items will be stored
in a locked cabinet and will be drawn by an employee only, when
authorized by the department supervisors. The issuing office will
record the date, time, amount, and who received the item.
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KEY AND LOCK CONTROL

POLICY: It is the policy of the Bureau of Prisons to maintain proper
control of keys and locks at all times. The purpose of this is to
establish procedures for control and inventory of institution keys
and locks. Further detailed information can be obtained by
referring to BOP Program Statements.

All keys authorized for daily use will .be stored on the Control
Center key board when not in use. Sets of keys are identified by
letter and number with the number of keys in that set indicated.
Two listings of key locations identifying active and emergency keys
can be found in the Control Center and in the office of the Security
Officer.

RESTRICTED AND EMERGENCY KEYS:

Restricted keys have blue/black tags on the keyboard in the Control
Center. The Watch Supervisor will be - notified when it becomes
necessary to draw keys for a department or post other than his/her
assigned are, or to a restricted area, such as the commissary,
storeroom, etc. The officer will prepare a Restricted Key Form
indicating the purpose for entering such area. Emergency keys or
red-lined keys will be issued only at the direction of the Warden,
Chief of Correctional Services, Associate Warden, Watch Supervisor
or the Institution Duty Officer. Acting positions may delegate the
drawing of keys for a specific time period wvia memo through the
Captain.

HANDLING OF KEYS:

Keys will be carried on a ring which is securely fastened to a chain
affixed to the belt of the officer. Discussion of key numbers and
reference to their use will be avoided in the presence of inmates.
Keys should never be carelessly thrown around, dropped, or left
unattended, etc. Always personally hand the keys to your relief so
they remain in the personal possession of the officer at all times.
Each officer has the responsibility to count the number of keys on
each set to ensure that all keys are present. Inmates will never be
permitted to handle keys designated for employee use at any time, or
under any circumstances. Should an employee take keys home, the
keys must be brought back to the institution immediately.
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LOST OR MISPLACED .KEYS:

If a key or a set of keys is lost or misplaced, the officer will
immediately report it to the Watch Supervisor by telephone or in
person so that adequate safeguards may be placed in effect. The area
the keys were last in will be immediately secured and all inmates in
the area will be searched. This will be followed by a written report
to the Chief of Correctional Services as soon as circumstances
permit.

REPLACEMENT OF BROKEN OR DAMAGED KEYS:

Whenever a key is broken or damaged, the employee concerned will
submit a request for replacement to the Security Officer. All parts
of the broken key will be retrieved from the key way immediately to
prevent inmates from gaining access to them. A replacement key will
be issued by the Security Officer in accordance with established
procedures. If the key is broken or damaged and immediate
replacement is needed, the Watch Supervisor will be notified and
will take appropriate action. If it is not possible to retrieve the
broken portion from the lock, the employee will remain at the lock
until the broken portion can be retrieved.

REQUEST FOR REMOVAL AND ADDITION OF KEYS:

When it becomes necessary for a new key to be added to your key
ring, submit a Security Work Request to the Chief Correctional
Supervisor for approval and signature, stating the reason the key is
needed, your key ring number and the institution key number if
possible. If a key is no longer needed, submit a Security Work
Request to the Security Officer.

INMATE URINALYSIS PROGRAM:

Urine Surveillance and Narcotic Identification, inmate urine samples
will be taken at different hours (early morning, noon, late
evening). Therefore in order to accomplish this a weekly urinalysis
test roster has been established for all inmates that fall under the
random testing roster. It is ecritical that when inmates are
notified for UA testing that they are not left unsupervised. They
must be watched from the time of notification until they report for
testing at the Lieutenants Office. It is also imperative that when
conducting a UA test of an inmate that the subject is also tested
for alcohol by using the Alco-Sensor III.
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CALL-QUTS:

Sufficient copies of the master call-out sheet for distribution to
all units will be copied and forwarded to the Control Center Officer
so that the Morning Watch Control Center Officer can place one in
each detail pouch. Extra copies of the call-outs will be placed at
the detail pouch cabinet. Unit officers will post the call-out in
the housing units.

The employee who places an inmate on call-out must ensure the
requested inmate arrives at the specified time. If the inmate does
not arrive as scheduled, the requesting staff member shall contact
the staff member responsible for the inmate’s accountability. If
the inmate(s) is/are found to be in an area other than the assigned
callout area, it is the responsibility of the staff member(s) or
department that has placed the inmate(s) on call-out to prepare an
incident report for the inmate’s failure to report to call-out. If
efforts to locate the inmate fail, the inmate shall be immediately
reported to the shift lieutenant as missing and appropriate action
initiated to locate the inmate.

CELL ASSIGNMENT - SEXUAL OFFENDER/PROTECTIVE CUSTODY

Cell assignments will be determined in an methodical manner. This
involves the SHU Lieutenant and OIC, Psychology staff, Unit Team as
well as Investigative staff, in determining suitability of cellmates
for inmates in protective custody and/or sexual offenders. Most

~inmates do not like to be housed with sexual offenders or protective

custody inmates. Housing the wrong inmates with sexual offenders or
protective custody inmates, can lead to seriocus assaults and/or
homicide. Inmates cannot be allowed to choose their roommates, but
it is understood that some inmates may be better housed with inmates
of like backgrounds/affiliations, than arbitrarily housing the
inmates without considering all variables. As noted earlier,
protective custody and sexual offenders will be screened thoroughly.
If there are no single cells available, this review will be crucial
in minimizing the potential for assault.

HIGH RISK LIST

During the weekly SHU meeting, the Warden will be provided a list of
those inmates who are considered high risk from a psychological and
management stand point. The Captain and Chief Psychologist should be
responsible for generating this list. This list will be provided to
the Lieutenants’ office and the Duty Officers so they are informed
should a high risk inmate act out and be in need of medical or
psychological attention.
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Additionally, the Captain should inform the Warden of any camera
malfunctions, plumbing problems, or issues that may cause problems,
as well as the corrective actions taken/attempted to rectify these
issues. Inoperable security equipment, during serious incidents,
prevents staff from being able to record and or/view the incident
for possible prosecution or administrative action.

SUICIDE PREVENTION INFORMATION
BOP HIGH RISK GROUPS

New Inmates - The first few hours and days after admission can be
critical. Newly incarcerated inmates may experience feelings such
as shame, guilt, fear, sadness, anger, agitation, depression,
relationship problems, legal concerns, hopelessness, and
helplessness, which can contribute to increased suicide risk.
Protective Custody - Inmates who volunteer to enter protective
custody are at high risk for suicide, especially during the first
72 hours in SHU. These inmates should be referred to psychology
services immediately.

Long-term Protective Custody Inmates - These inmates are
particularly vulnerable to depression that can lead to a suicide
attempt, and should be monitored closely while they are in SHU.
Inmates Taking Medication for Mental Health Reasons - These
inmates are vulnerable to developing suicidal thoughts and
attempting suicide by overdosing on their medication. Inmates on
medication should be monitored to make sure they are not hoarding
medication. Any signs of distress, deterioration in hygiene, or
sudden changes in behavior should be reported to psychology.

FACTORE THAT CAN INCREASE THE PROBABILITY THAT AN IMNMATE
MAY BECOME SUICIDAL:

Mental Health Factors

History of mental illness

L. Is the inmate depressed, actively psychotic?
Z. Has the inmate been compliant with psychotropic medication?
3. Have there been changes in eating, sleeping, hygiene, weight,

recreation, activity level?

Prior suicide attempt

1. How lethal was the attempt?
2. How many attempts have been made?
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Inmate’s current mood, affect, and behavior

1. Is the inmate emotionally upset, angry, and easily agitated?

2. Are the inmate’'s thoughts clear and goal directed (vs.
delusional or psychotic in nature)?

. Is the inmate depressed, has there been a recent loss?

4, Has hopelessness persisted even after the depression has
lifted?

8. Has the inmate given away property, revised a will, or

requested a phone call to say his goodbyes?

Medical Condition(s)/Chronic Pain

1. Does the inmate have a chronic life threatening medical
illness?

2 . Has the inmate’s overall health diminished recently?

3. Is the inmate experiencing pain or other negative symptoms?

Relationship Difficulties

1 Has the inmate receiwved a Dear John letter?
2. Have communications and or visits decreased?
. Has there been a change in the relationship?

Situational Factors

1 Legal issues - pending indictment; loss of appeal to reduce
sentence.

= Difficulties with staff or other inmates.

i 4 Gambling debts, drugs.

4. Ending of a close relationship with another inmate.

25 Possible victim of a sexual assault.

REFORTING AND DOCUMENTING INMATE BEHAVIOR

Report Your Concerns: Any inmate behavior(s) that is questionable
and may reflect a change in mental health status should be reported
to the Shift Lieutenant immediately.

During non-working hours: Inform the Shift Lieutenant of any
questionable inmate behavior. He/she will determine if the on-call
psychologist needs to be contacted.

Segregation Log Book: Any changes in inmate behaviors should be
noted in the TRUSCOPE program. A detailed note regarding the
observed behavior is advisable. Documenting in the TRUSCOPE program
serves two purposes. First, the entry serves as a means of
communication for other staff members. Second, it provides an
accurate account of activity during your shift. Documentation
should be neat, legible, and professional.
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RESPONDING TO A SUICIDE EMERGENCY

A Segregation Officer observing an inmate in the act of committing
suicide, causing other self-injurious behavior, or who appears to
have committed suicide will call for back-up before entering the
cell. The officer will notify the Control Center and the
Lieutenant’s Office by radio of the situation and request immediate
back-up. BACK-UP MUST BE PRESENT IN ORDER TO ENTER A CELL. The “cut-
down” tool is located in the storage closet on a shadow board. It is
the #1 officer’s responsibility to locate this item at the start of
the shift. This tool is only authorized to be used in emergency
situations. Miscellaneous use of this tool is not permitted and will
result in dulling the blade of the tool. In the event an inmate
commits suicide, the scene of the suicide will be treated in a
manner consistent with the investigation of an inmate death. All
measures necessary to preserve and document the evidence needed to
support subsequent investigations will be maintained or otherwise
adequately recorded.

SEXUAL ASSAULT PROTOCOL

Reporting

In all cases of reported sexually abusive behaviors (e.g., from
alleged victim, staff, and/or “third party”) the following will
occur:

The Operations Lieutenant will be notified immediately and he/she

will:

= Immediately safeguard the inmate (which will vary depending on
the severity of the alleged sexually abusive behavior and could
range from monitoring the situation, changing housing
assignments, changing work assignment, placing alleged victim
and perpetrator in Special Housing, etc.);

ol Promptly refer all inmates reported or suspected of being the
victim of sexually abusive behavior to Psychology Services for
assessment of vulnerability and treatment needs;

. During business hours, ensure that the SIS, Chief of
Correctional Services, Program Coordinator, and Warden are
notified; and During non-business hours, ensure that the 5IS,
Chief of Correctional Services, Program Coordinator, Duty
Officer, and the on-call Psychologist are notified.

. The Program Coordinator will review the psychological
assessment and other relevant factors and make a determination
as to whether or not to proceed with the full activation of the
Response Protocol.
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Responding

Not all allegations of sexually abusive behavior will require full
activation of the Response Protocol. In some cases, the Program
Coordinator will determine that there is not sufficient reason to
proceed (e.g., the alleged victim credibly recanted; the alleged
perpetrator was not in the institution on the date of the
allegation, the inmates involved independently report a non-coercive
sexual encounter, etc.) and the Response Protocol may be terminated.

In cases where more information is needed, or in cases where there
is a credible and serious allegation or instance of sexually abusive
behavior, the full Response Protocol will be implemented. Once the
Program Coordinator determines that the interwvention should
continue, a sensitive and coordinated response is necessary.
Services will be provided in an environment that meets both security
and therapeutic needs. The full Response Protocol, monitored by the
Program Coordinator, involves the following components:

Protection

All appropriate staff will consult and determine the actions to be
taken to prevent further sexually abusive behavior both te the
alleged victim (e.g. change in work assignments, change in housing
assignment, closer supervision, protectiwve custody, transfer, etc.)
and/or by the alleged perpetrator (e.g., remove from compound,
change housing assignment, etc.).

The Captain will ensure that a STG category of “W SA UNV” is entered
into SENTRY, and in instances where an inmate perpetrator is
alleged, will enter the STG category of “P SA UNV"” for that inmate
(See Section 13.b. for further details).

PSYCHOLOGICAL:

Psychology staff are responsible for crisis intervention, assessment
of treatment needs, documentation of the evaluation results,
treatment, psychiatric referral, and/or other treatment options
related to the alleged victim. In addition, Psychology staff provide
guidance to Unit Management and Community Corrections staff
regarding an inmate’s post-release mental health needs. Inmate
perpetrators (or alleged perpetrators) of sexually abusive behaviors
will be referred by the Operations Lieutenant to Psychology
Services. Inmates considered high-risk for sexual re-offending may
be referred to specialty treatment and/or management programs,
individual or group counseling, or may be managed through standard
correctional techniques.
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If an inmate perpetrator is determined in need of treatment services
and refuses treatment, Psychology Services staff will document the
refusal and place it in the medical section of the Inmate Central
File and notify the referring staff of the refusal. Documentation of
treatment compliance or refusal ensures continuity of care within,
between, and outside the Bureau.

Examination

Medical staff are responsible for examination, documentation, and
treatment of inmate injuries arising from sexually abusive
behaviors, including testing when appropriate for pregnancy, HIV and
other sexually transmitted diseases (STDs). Where indicated, medical
staff, trained in the collection of sexual assault evidence (i.e.,
“rape kit"”) should conduct an examination for physical evidence
which may be used later in formal investigations. At institutions
where Health Services staff are neither trained nor certified in
sexual assault evidence gathering, the inmate will be examined at
the institution by trained health care professionals from the local
community or at the local community facility equipped (in accordance
with local laws) to evaluate and treat sexual assault victims.
Prophylactic treatment and follow-up for sexually transmitted
diseases will be offered to all inmate victims, as appropriate.
Whenever an inmate is referred to Health Services for examination
and treatment of injuries related to sexually abusive behavior,
staff will encourage the inmate victim to complete an Inmate Injury
Assessment and Follow-up form (BP-S362) as required by the Program
Statement on Patient Care.

Investigation

In cases where the full Response Protocol is activated, staff are
trained to investigate allegations of sexually abusive behavior
thoroughly. The information concerning the identity of the alleged
inmate victim and the specific facts of the case are limited to
those staff who need-to-know because of their involvement with the
victim’s welfare and the investigation of the incident. This is
important not only to preserve the victim’s privacy but also to
preserve maximum flexibility to investigate the allegations.

Initial Notifications:
Upon activating the full Response Protocel, the investigation phase
is initiated and the following notification(s) will be made:

Inmate Perpetrator on Inmate Victim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against another inmate, the Special Investigative
Agent (or S5IS5) will be notified immediately.
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Staff Perpetrator on Inmate Victim:

In the event that a staff member is alleged to have perpetrated
sexually abusive behavior against an inmate, the Warden will be
notified immediately. The Warden will notify the Regional Director
and the Office of Internal Affairs (OIA), who will in turn notify
the Office of the Inspector General (0IG), and when appropriate,
will notify the Federal Bureau of Investigation (FBI).

Inmate Perpetrator on Staff Vietim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against a staff member, the SIA/SIS will be
contacted immediately with follow-up notification to the Warden.

Crime Scene Preservation:

The staff first responder will preserve the crime scene. SIS staff
will be responsible for collecting information/evidence. The
investigation, in coordination with the agency to which the case may
be referred, will follow the guidance given in the Special
Investigative Superviscor’s Manual that outlines gathering and
processing procedures.

Physical Evidence Collection:

When there is a report of a recent Rape or Sexual Assault with an
Object, or there is a strong suspicion that a recent, serious
assault may have been sexual in nature, a thorough physical
examination of the alleged victim - to include a “rape kit” will be
completed immediately. Physical evidence collection may alsc include
an examination of, and collection of physical evidence from the
suspected perpetrator(s).

After Action Reviews of Violent Sexual Assaults:

Following any incident of Rape or Sexual Assault with an Object, the
Warden, Program Coordinator, Chief of Correctional Services, Health
Services Administrator, and Chief Psychologist will meet and review
the incident. This review is to assess the reasonableness of the
actions of staff following the incident, to ensure the security and
treatment needs of the inmate wvictim have been addressed adequately
and the management and investigation of the inmate or staff
perpetrator is progressing appropriately. Within two working days
after the initial reporting of the Rape or Sexual Assault with an
Object, a written report highlighting the relevant facts should be
produced and the Warden or designee will personally attest by his or
her signature that the review has taken place and that the steps
taken by staff were either appropriate or inappropriate. A copy of
this report will be forwarded to the Regional Director.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Consideration for staff impacted by the incident is necessary.
Arrangements for debriefing affected staff and referral to
appropriate services to mitigate the stress associated with these
events should be offered.

Administrative Disciplinary Process and Prosecution:

In keeping with this “zero tolerance” policy, perpetrators of
sexually abusive behavior will be disciplined and/or referred for
prosecution.

Tracking Sexually Abusive Behavior:

Tracking and analyzing the incidents of sexually abusive behavior
are critical to the safety and management of inmates and the
security of all Bureau facilities. Monitoring these incidents allows
the Bureau to assess the effectiveness of current policy and
procedures in regard to the extent of sexual victimization. To
ensure full and accurate reporting and analysis, the SIS will
maintain secure investigative files which include data on:

. The victim(s) and perpetrator(s) of sexually abusive behavior;
. Crime characteristics;
s Formal and/or informal action(s) taken;

All collateral reports, supporting memoranda, and videotapes;
Medical forms; and
Any other evidentiary materials pertaining to the allegation.

L ]

The Office of Internal Affairs will report the cumulated data on the
inmate victims of staff and inmate sexually abusive behavior teo all
Chief Executive Officers and the Psychology Services Administrater
at the end of each quarter and at the end of each fiscal year.

SUICIDAL SITUATION IN SHU OR THE HOUSING UNITS:

If you are the first person to notice an inmate hanging, you should
call for staff assistance (Operations Lieutenant & Control
Center)and remain calm and wait until sufficient staff and
Lieutenant arrive prior te handcuffing the inmate=s cell mate(s)
(if applicable) and unlocking the cell door. If feasible, obtain
protective equipment from the above mentioned areas. Cut the inmate
down, protecting the head and neck area. Always administer life-
saving procedures.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

Post Orders, the TRUSCOPE program and log books are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional judgment based upon
their training and experience and will make reasonable efforts before
assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail all
the officers’ responsibilities. Good Jjudgment and common sense are
expected in all situations not covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARD F RANK, HAS NO AUTHORITY.

KZ/IT/!J/ .

Jermai Darden, Captain Date
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INSTITUTIONAL SUPPLEMENTS/PROGRAM STATEMENTS

FIREAEMS AND BADGES P.S. 500.13
INMATE ACCOUNTABILITY I.S. N¥YM 5511.06
INMATE PERSCONAL PROPERTY I.5. NYM 5580.07
SECURITY INSPECTIONS I.S. NYM 5500.13
TOOL CONTROL I.S. NYM 5500.13
MAIL MANAGEMENT P.S. 5800.16
VISITING FPROCEDURES I.S. NYM 5267.08
INMATE CORERESPONDENCE I.S. NYM 5265.14
ALCOHOL SURVEILLANCE/TESTING I.S. NYM 6€590.07
ENTRANCE FPROCEDURES I.s. NYM 5500.13
INMATE TELEPHONES P.S5. 5264.08
-ON SCREENING P.S. 5522.02
SEARCHING/DETAINING PERSONS P.8. 5510.15
SEXUAL ABUSE PREVENTION/INTERVENTION P.S. 5324.12
INMATE DISCIPLINE P.S. 5270.09
SPECIAL HOUSING P.S. 5270.10
SUICIDE FREVENTION P.S. 5324.08
SEARCHES OF HOUSING UNITS/INMATES AND WORK AREAS P.5. 5521.06
ESCORTED TRIPS P.S. 5538.07
USE OF FORCE/APPLICATION OF RESTRAINTS I.5. NYM 5566.06
POSTED PICTURE FILE P.5. 5510.13
HUNGER STRIKES P.8. 5562.08
ESCAPES DEATH NOTIFICATIONS P.8. 5553.07

EFTA00108332



PS 5500.14
10/19/2012
Chapter 7, Page 1

CHAPTER 7
FIREARMS AND BADGES

700. DEFINITIONS. Probable cause, reasonable determination, or
reasonable belief means facts and circumstances known to the
employee at the time of the use of firearms that would cause a
reasonable employee to conclude that the action is appropriate.

701. CARRYING OF FIREARMS. Title 18 U.S5.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau officers and employees.
This authority is delegated to the Director in 28 CFR 0.96(0).

When approved by the Warden, institution staff are permitted to
carry firearms when:

®* transporting inmates.

* assigned to escape posts, and
®* assigned to security posts which require firearms as
standard issued eguipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. Staff Qualification. New employees must not be assigned to
posts requiring the carrying of firearms before completing the
Introduction to Correctional Techniques Training at the Federal
Law Enfﬂﬁcement Training Center.

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regional
Director.

c. Re-qualification. Staff must complete satisfactorily the
Bureau'’s approved firearms training course each year. Allowances
will be made in accordance with applicable laws, rules, and
regulations.
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Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Directer's
designee may authorize, in writing, Bureau staff to carry

Government-issued firearms for purposes not expressed in this
Program Statement.

702, USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

* Prevent escapes;

* Prevent loss of life or serious physical injury;

CLoLecl goVelnhienL PLopeiiy, updn ueLelininatidi thatl
the damage or loss of property would contribute
directly to an escape, loss of life, or serious
physical injury; and

# Maintain or restore control of a correctional
institution.

The use of firearms is prohibited if force other than firearms
appear reasonably sufficient to accomplish law enforcement
purposes. Examples are, but not limited to:

* Prevention of escape;

* Prevention serious physical injury; and
* Restoration of control in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely

‘to fail. s

An employee is not required to jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the
subject with every intention of hitting "center mass" to ensure
the subject is stopped.
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Staff will not attempt to shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger to staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving vehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

* FEmployee has a reasonable belief that the subject poses an
imminent danger of death or seriocus physical injury to the
employee or others.

¢ Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As soon as practicable, medical attention must be provided to any
persons injured during an incident involwing use of firearms.

FiTEATrME Wil nnT e aesd 1T The nm:‘:;nynﬂ r'ﬂ:*ngn:vﬁu AL AT
escapee as an inmate sentenced under the Juvenile Justice and
Delinquency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations.

(1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hook, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

v i

(2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior te using firearms, staff
must reasonably believe that an inmate has the capability to
escape.

For example, the inmate may be carrying items such as, but
not limited to, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

Verbal warnings and warning shots are not reguired when the
employee reasonably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this policy, warning shots
should be used only if there is no apparent danger to self, other

staff and inmates, or the community.

Warning shots will be fired into the ground and never into
the air or in an indiscriminate direction.

The inmate is not required to be on the first/inner
perimeter fence before the employee issues the warning. When the
liinaie aciuailly coniacis e Tiosi inner verbmeier Dence Lnoan
attempt to climb or demonstrates an attempt to get on or over the
first/inner perimeter fence, and the employee reasonably
determines an escape is being attempted, the employee may shoot
the subject.

The employee is not required to wait until the inmate is
between the perimeter fences or over the first/inner fences.

{3) Metropoclitan Correctional Centers (MCCs) and
Metropolitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a verbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.

{4) Minimum Security Institutions. Ordinarily, firearms
are not used to prevent escapes from minimum security level
institutions. However, wedpons are authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or serious physical injury to the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

(5) Escapes with Outside Assistance. Firearms may be used
against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6] Escape from Escorted Trip or Prisoner Transport. When
an employee reasonably determines an escape is being attempted
from an escorted trip or priscner transport, the employee must
issue a verbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
prior teo shooting the subject.

Outside the immediate environs of a correctional

institution, the employee should not fire a warning shot prior to
shooting the subject due teo the possibility of injury to innocent

Phuastandares
AR

Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
to prevent an escape of an inmate in transit to or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum aAnd non-minimum security level institutions.

(7) Once An Escape Has Occurred. After an escape from a
transport vehicle or an institution, and the immediate environs
has been successful, employees attempting te apprehend the
escaped prisoner may not use firearms unless there is probable
cause to believe:

{a) The subject has committed a felony involving the
infliction or threatened infliction of serious physical injury or
death. ' '

(b) The subject’'s escape would pose an imminent danger
of death or serious physical injury to the employee or others.

Note: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated" should be
interpreted in the following manner:
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« As long as a staff member is in continuous pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport vehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
is permissible under the escaping inmate standard.

¢ The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible.

A verbal warning should be given if it would not pose a risk
of death or serious bodily injury to the officer or others.

Warning shots are prohibited due to the possibility of

INJUEY T innoeeni vss ancar s

b. Prevent the Loss of Life or Serious Physical Injury. Staff
may use firearms when reasonable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others.

Firearms will be used in the same manner as for escapes; verbal -
warnings and warning shots should be given, when feasible, prior ';'p
to shooting the subject. .

When authorized, warning shots should be used only if there is v
no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

In a hostage situation, once it has been contained and attempts
to negotiate have beguq, only the Warden may order the use of
firearms to resolve the hostage situatilon.

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion.

c. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons

are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt to break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reascnably believes there is imminent danger of death or
serious physical injury to self or others.

d. Maintain or Restore Control of a Correctional Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reasonably believes
the intended subject of the use of firearms is part1c1pat1ng 1n a

UJ--‘:tLuI.U:IJJl..'r.'_'.' J.Il a iidiiiies l...l.lrlL LIII.I."cII.'r'H"\ |||t-* e e ¥ Ciil ALATT
inmates, or the community.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

703. ARMED ESCORT BY COMMERCIAL AVIATION. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 108.11, Carriage of Weapons, and Part 108.21,
Carriage of Passengers Under the Control of Armed Law Enforcement
Escorts (1995), allows law enforcement offic#als, while
performing their duties, to travel while armed.

Staff must notify the air carrier prior to departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide required information to the
carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When not transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms in
checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational
purposes. .

For an incident while eon duty, the report must be submitted prior
to the end of the employee's duty shift.

- ! .y ' A - T .. i i X
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prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review
processes.

105. IDENTIFICATION BADGES. Upon request, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution.

The Captain will maintain strict accountability of Bureau badges.
Lost or stelen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
of firearms will be issued a Bureau, identification badge.

2 i
The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of routine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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0 706. NON-DISCLOSURE OF BUREAU STAFF MAMES IN SHOOTING INCIDENTS.
Disclosure of an employee's name following a shooting incident
will follow the guidelines as prescribed in the Program Statement
on News Media Contacts.

-
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #4
THIS IS NOT AN ARMED POST

POST: SPECIAL HOUSING UNIT OFFICER #4

EQUIPMENT : Key Ring(s) cCc-27, Cc-28,C-30,C-31, C-32, C-33,B-32,
B-33 Radio/BA, Metal Detector

All egquipment assigned to this post and will be accountable on the
shift to shift inventory form. All 24 hour equipment and key
rings will be logged into the TRUSCOPE program with type of

eguipment and kez ring numbers

SHIFT: DAY WATCH
HOURS OF DUTY: 7:45 A.M. to 4:15 P.M.
LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTINE: All Correctional Officers will report to the
institution according to their assigned work schedule. You are
required to utilize the “Staff Chit Board” whenever you enter
and/or depart from the secured perimeter of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED
SHU DOORS:

Door 27 and Inner Door: Both doors must always remain secured
when not being used. They are to be opened as needed for traffic
and secured immediately. These doors are to be considered a sally
port only one door will be copen at a time unless there is an
emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to
guarantee that the inmate is closely monitored and kept separate
from other inmates.

7:45 A.M.

Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Morning Watch Officer. After you have
relieved the Morning Watch Officer, as the equipment is issued on
a 24-hour basis, you are required to indicate the key ring number
and type of equipment accounted for in the TRUSCOPE program and
sign the location inventory. Count the keys to ensure the number
of keys corresponds with the total number on the key ring chit.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
HOUSING UNITS
THIS IS NOT AN ARMED FPOST

THESE POSTS ARE OLEORESIN CAPSICUM(OC) CARRY POSTS WITH THE EXCEPFTION OF
THE 5-SOUTH CADRE INMATES

POST: THESE POST ORDERS WILL COVER THE FOLLOWING HOUSING UNITS

EQUIPMENT: UNIT 2 (BA): BODY ALARM #601 KEYS Cl W/8, MK-4 OC DISPENSER
UNIT 3(CA): BODY ALARM #602 KEYS C2 W/8, MK-4 OC DISPENSER
UNIT 5N (EN): BODY ALARM #603 KEYS C5 W/8, MK-4 OC DISPENSER
UNIT 5S(ES): BODY ALARM #604 KEYS C8B W/7, MK-4 OC DISPENSER
UNIT 7N (GN): BODY ALARM #605 KEYS Cl1lwW/9, MK-4 OC DISPENSER
UNIT 75(GS): BODY ALARM #606 KEYS Cl1l4W/9, MK-4 OC DISPENSER
UNIT 9N (IN): BODY ALARM #607 KEYS C17wW/10, MK-4 OC DISPENSER
UNIT 11N (KN): BODY ALARM #619 KEYS C20W/8, MK-4 OC DISPENSER
UNIT 11S(KS): BODY ALARM #616 KEYS C23W/6

All equipment and key rings will be logged into TRUSCOPE program with type
of equipment and key ring numbers.

SHIFT: MORNING WATCH / DAY WATCH / EVENING WATCH
HOURS OF DUTY: 12:00 A.M. - 8:00 A.M. (M/W SHIFT)
7:45 A.M. - 4:15 P.M. (D/W SHIFT) (Weekdays)
8:00 A.M. - 4:00 P.M. Weekends and Holidays
4:00 P.M. - 12:00 A.M. (E/W SHIFT)

LUNCH RELIEF: See Current Lunch relief Schedule

NORMAL ROUTIMNE: All correctional officers will report to the institution
in a timely manner. You are required to utilize the "“Staff Chit Board”
whenever you enter and/or depart from the secured perimeter of the
institution.

**Remember inmates do not have authority over other inmates. Staff are
responsible for supervising inmates at all times***

MORNING WATCH

12:00 A.M.
Report directly to the Unit wearing the prescribed uniform and relieve the
Evening Watch Officer. After you relieve the Evening Watch Officer and

receive all pertinent information, as the equipment is issued on a 24-hour
basis, you are required to indicate the key ring number and type of
equipment accounted for into TRUSCOPE and sign the location inventory.
Count the keys to ensure the number of keys corresponds with the total
number on the key ring chit. Key rings must be secured to a belt by clips
and a metal chain.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #4
THIS IS NOT AN ARMED POST

Key rings must be secured to a belt by clips and a metal chain.
Contact the Control Center and test your Radio/Body Alarm. Unit
officers must maintain a log of pertinent information regarding
inmate actiwvity, detailing time, persons involved (if pertinent)
and the event. These entries must be written legibly, while
maintaining your professionalism. Report for duty by telephone
with the Operations Lieutenant and receive any additional
information. Prepare inmates for Daily Call-ocuts.

Begin making 30 minute rounds ensuring you document the findings
in the TRUSCOPE program. Staff will observed all inmates in
continued lock down status once in the first 30 minute periocd of
the hour ex: (12:00 -12:30AM) followed by ancother round in the
second 30 minute period of the same hour (12:30-1:00 AM) .This will
ensure an inmate is observed at least twice per hour. These rounds
are to be conducted on an irregular schedule and no more than 40
minutes apart. All observations must be documented.

8:30 A.M,

Assist the #1 officer Conduct a security and fire inspection of
the unit. Any discrepancies found will be noted on the Fire and
Security Inspection Form. Serious breaches of security will be
immediately reported to the SHU Lieutenant and Operations
Lieutenant. Discrepancies found not of a serious nature will also
be reported and the appropriate work order submitted. Initiate
the unit Confidential Log Report which will be used to record
important information which should be passed on to other staff, in
conjunction with the information contained in the TRUSCOPE
program. Conduct a bed book audit and make any changes pertaining
to your bed book/inmate picture card files. Check the TRUSCOPE
program for information and initiate daily paperwork (Confidential
Log form, etc.). As time permits throughout the shift, you are to
conduct searches of inmate cells. Results will be recorded in the
TRUSCOPE program. Discoveries of hard contraband will be reported
to the SHU Lieutenant and Operations Lieutenant and documented in
the unit Confidential Log report and the TRUSCOPE program. Began
to conduct showers and all other daily activities according to
schedule

The SHU #1 Officer is responsible for notifying the Control Center
of inmates being admitted or released from the Special Housing
Unit. At no time will you be in possession of the cell door key
without the presence of another staff member.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #4
THIS IS NOT AN ARMED POST

9:00 A.M.

Verify all release orders signed by the Captain, and other
designated staff. Once releases orders are signed assist the SHU
#1 Officer with processing inmates out of the unit, ensure all
documentation, i.e., property form and the TRUSCOPE program, is
completed prior to the inmate being released from the unit. Ensure
the property forms are filed out accordingly and the inmate
receives a copy. The SHU Lieutenant will be immediately notified
of any discrepancies with the inmate’s personal property.

10:00 A .M. (Weakends and Holidays)

COUNT TIME (Stand-Up Count): The 10:00 a.m. count is an official
stand up cocunt will be conducted at this time. The count will be
conducted as a bed book count when directed by the Operations
Lieutenant. Ensure all areas are clear of inmates, i.e., showers,
bathrooms, laundry rooms etc... The Internal Security Officer or any
available staff member will assist with backing the count. Upon
completing the count, call the count into the C&A Officer by
telephone at extension 6468. Always ensure the correct date, time,
and Officer’s printed name and signature conducting the count 1is
noted on the count slip. All count slips will be written in blue or
black ink and should be clear and legible. Count slips which appear
to be altered will not be accepted. The Internal Officer will pick
up the count slips and take them to the Contrel Center. Once the
Control Center announces a clear institutional count, record this
information in the TRUSCOPE program.

BED BOOK COUNTS: The Bed Books will be utilized for emergency
counts, bad institutional counts and random Bed Book counts
requested by the Shift Lieutenant. When a unit has two
consecutive bad counts, a bed book count must be conducted. In
conjunction with the Bed Book the unit roster will be used to
conduct these counts. Upon receiving a new inmate on the unit,
the unit officer will receive two 3 x 5 cards, one to be utilized
for the bed book, and the other to use for inmate movement. The
bed book card is not to be removed from the bed book

Between 10:15 A.M. 12:15 P.M. (Weekdays)

LUNCH RELIEF

Contact the department on the current lunch relief schedule to
arrange for staff to relieve you for a 30 minute duty free lunch.
When being relieved, ensure staff have signed the log book designated
for lunch reliefs.
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIFIC POST ORDERS
SHU #4
THIS IS NOT AN ARMED POST

11:00 A.M.

Mainline Feeding:

The food carts will be thoroughly searched by SHU staff prior to
entering the Special Housing Unit. Report problems with the meal
to the SHU/ Shift Lieutenant and Food Service staff and ensure
corrective measures are taken before serving commences.

Ensure that all wickets are secured only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not
pass or allow anything to be passed from cell to cell. Each
inmate will receive only those items which are on the daily menu
or prescribed dietary menu.

All staff handling food must wear plastic gloves and ensure the
food is served at the proper temperature. Upon completion of the
meal, all trays will be accounted for and placed on the food cart.

Supervise the removal of all food trays from the cells. Only
Officers will pick up all trays and trash from cells. Inmate
orderlies will not be utilized to collect food trays.

12:00 P.M. On Mondays social visiting will begin at this time.
Place all trash in the sally port for pick-up at this time for
preparation of trash call.

12:30 P.M.

PM CENSUS COUNT: A Unit Census Count will be conducted at this time.
Record the results in the TRUSCOPE program and notify the Lieutenant
of any discrepancies. An incident report will be written on any
inmate found in an unauthorized area.

ROUNDS : Ensure assigned staff continue to make frequent, random
rounds of the range in the unit. At a minimum, each inmate must
be checked, at least one time every thirty minutes. During these
security checks, ensure staff pay particular attention to those
inmates who demonstrate suspicious or unusual behavior.

MEDICAL VISITS: During medical wvisits by the Physician's
Assistant, you are responsible for prowviding an escort during
their rounds on the unit. Ensure the SHU Officers announce the
PA's presence on the range and inmate concerns are addressed.
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SPECIFIC POST ORDERS
SHU #4
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1:00 P.M.

Conduct bar taps in at least five inmate cells. Ensure the TRUSCOPE
program is up to date, 2923 are filled out and ensure any pertinent
information is documented one the Confidential Report.

3:00 P.M.
All inmate social wvisiting concludes at this time.

4:00 P.M.
Count Time
Assist the Evening Watch with the 4:00 pm Count.

4:15 P.M.
End of Tour

**DO NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN
PROVIDED**

Officers assigned to this post will not vacate the post unless
properly relieved or instructed to do so by the Operations or
Activities Lieutenants. These post orders are not intended to
describe in detail all the officer’s responsibilities. Good
Judgment and common sense are expected in all situations not
covered in these post orders.

NHOTE: In addition to Post Orders, the Special instructions
must be read in conjunction with post orders. (Section 2) Staff
assigned to this post must thoroughly familiarize themselves with
the Program Statement and Institution Supplement on Entrance
Procedures and Inmate Visiting Procedures. This is one of the
most critical areas of the institution due to the potential for

escape .

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR ¥YOUR POST WITH A STAFF MEMEER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAEKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.
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POST: SPECIAL HOUSING UNIT OFFICER #4

EQUIPMENT: Eey Ring(s)C-27, C-28,C-30,C-31, Cc-32, C-33,B-32,
B-33, Radio/BA, Metal Detector

All equipment assigned to this post and will be accountable on the
shift to shift inventory form. All 24 hour equipment and key
rings will be logged into the TRUSCOPE program with type of

EgEiEmgn; gnd kex ring numbgrs.

SHIFT: EVENING WATCH

HOURS OF DUTY: 4:00 P.M. to 12:00 A.M.

NORMAL ROUTINE: All Correctional Officers will report to the
institution according to their assigned work schedule, You are
required to utilize the “Staff Chit Board"” whenever you enter
and/or depart from the secured perimeter of the institution

SECURITY PROCEDURES TO BE FOLLOWED WHEN OPERATING THE BELOW LISTED
SHU DOORS:

Door 27 and Inner Door: Both doors must always remain secured
when not being used. They are to be opened as needed for traffic
and secured immediately. These doors are to be considered a sally
port only, one door will be open at a time unless there is an
emergency.

CONTROLLED MOVES:

A Lieutenant will call a controlled move to halt all general
population movement. The controlled move is conducted to
guarantee that the inmate is closely monitored and kept separate
from other inmates.

4:00 P.M.

Report directly to the Special Housing Unit wearing the prescribed
uniform and relieve the Evening Watch Officer. After you have
relieved the Evening Watch Office r, as the equipment is issued on
a 24-hour basis, you are required to indicate the key ring number
and type of equipment accounted for in the TRUSCOPE program and
sign the location inventory. Count the keys to ensure the number
of keys corresponds with the total number on the key ring chit.
Key rings must be secured to a belt by clips and a metal chain.
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Contact the Control Center on #333 and test your Radio/Body Alarm.
Begin making watch calls at this time. Watch calls will be made
every 30 minutes from the hours of 6:00 PM to 6:00 AM,

Unit officers must maintain a log of pertinent information
regarding inmate activity, detailing time, persons involved (if
pertinent) and the event. These entries must be written legibly,
while maintaining your professionalism. Begin making 30 minute
rounds ensuring you document the findings in the TRUSCOPE program.
Staff will cbserved all inmates in continued lock down status once
in the first 30 minute period of the hour ex: (12:00 -12:30AM)
followed by another round in the second 30 minute periecd of the
same hour (12:30-1:00 AM) .This will ensure an inmate iz ocbserved
at least twice per hour. These rounds are to be conducted on an
irregqular schedule and no more than 40 minutes apart. All
observations must be documented.

It should be clearly understood that none of these activities are
to take place until the Day Watch officer is relieved. It should
be noted that it is understood that not all of the above will be
accomplished by or before the count.

COUNT TIME: The official count will be announced at this time.
The Internal Security Officer or available staff will assist with
backing the count. The same count procedures will be used now as
with all other counts. Upon completing the count, call the count
into the C&A Officer by telephone at extension 6468. Always
ensure the correct date, time, and Officer’s printed name and
signature conducting the count is noted on the count slip. All
count slips will be written in blue or black ink and should be
clear and legible. Count slips which appear to be altered will
not be accepted. The Internal Officer will pick up the count
slips and take them to the Control Center. Once the Control
Center announces a clear institutional count, record this
information in the TRUSCOPE program.

BED BOOK COUNTS: The Bed Books will be utilized for emergency
counts, bad institutional counts and random Bed Book counts
requested by the Shift Lieutenant. When a unit has two
consecutive bad counts, a bed book count must be conducted. In
conjunction with the Bed Book the unit roster will be used to
conduct these counts.
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Upon receiving a new inmate on the unit, the unit officer will
receive two 3 x 5 cards, one to be utilized for the bed book, and
the other to use for inmate movement. The bed book card is not to
be removed from the bed book

4:30 P.M,

Conduct a security and fire inspection of the units. Any
discrepancies found will be noted on the Fire and Security
Inspection Form. Serious breaches of security will be immediately
reported to the Operations Lieutenant. Discrepancies found not of
a serious nature will also be reported and the appropriate work
order submitted. Initiate the unit Confidential Log Report which
will be used to record important information which should be
passed on to other staff, in conjunction with the information
contained in the TRUSCOPE program. Conduct a bed book audit and
make any changes pertaining to your bed book/inmate picture card
files. Check the TRUSCOPE program for information and initiate
daily paperwork.

Dinner Meal: All food trays, utensils, cups, containers, etc must
be removed from the cells at the end of the meals. Inmates are
not permitted to retain any food trays, utensils, or other items
provided during the meal. The SHU Officers will ensure that all
meals are properly heated and distributed. All staff handling foecd
must wear plastic gloves and ensure the food is served at proper
temperature utilizing the microwave. Inmate orderlies will not
assist with the feeding process. The SHU Officers will conduct
the feeding of the inmates and the retrieval of the food trays.
All inmate food trays will be issued and retrieved by staff only.

Ensure that all wickets are secured. Only one (1) wicket will be
opened at a time for the feeding of the meal. Officers will not
pass nor allow anything to be passed from cell to cell. Each
inmate will receive only those items which are on the daily menu
or prescribed dietary menu. At no time will meat items with bones
be served to inmates.

5:00 P.M.

The total tray count entering and departing the unit will be
annotated in the TRUSCOPE program by the SHU #1 Officer. Social
Vising Begins (Mondays only)
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6:00 P.M.

Begin to conduct inmate mail call. Never give an inmate mail
unless it belongs to him/her. If an inmate has moved to another
unit, contact the Internal Officer to deliver it to the
appropriate unit.

Mail for inmates who have been transferred to another institution
will be placed back in the mail bag and returned to the Mail Room.
Inmate mail will not be left in the unit. BAll undelivered mail

will be returned to the Mail Room. During your shift, you are
responsible for ensuring a comprehensive security inspection of
the unit is completed and properly documented on the Security
Inspection form. Cell sanitation on the unit and telephone calls
will be conducted on the assigned days.

As time permits throughout the shift, you are to conduct searches
of inmate cells. Discoveries of hard contraband will be reported
to the Operations Lieutenant and documented in the unit
confidential log report and the TRUSCOPE program. After
completing at least five shake downs in your unit, reflect the
correct information in the Shake Down portion of the TRUSCOPE
program. The Shake-Down Log will reflect the room number; inmates
name; register number; date; time; remarks (to indicate whether
contraband was found; type of contraband; and disposition of
contraband); and the searching officer's name. Discoveries of hard
contraband will be reported to the Operations Lieutenant and
documented in the TRUSCOPE program and Confidential Log Report.
Begin making watch calls to the Control Center by calling
extension 333 or via radio every half hour. These calls are
mandatory and are designed for your safety as well as the security
of the institution.

8:00 P.M.

Continue conducting the necessary paper work for the unit and
ensure that all tasks have been accomplished through-out the
shift. Begin conducting bar taps at this time. Social wvisiting
concludes.

10:00 P.M.

The official (Stand-up) count will commence at this time. The use
of the flashlight for this count may be necessary. Upon completing
the count, call the count inteo the C&A Officer at extension
“g4687".
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ARlways ensure the correct time, date, and Officers printed name
and signature conducting the count are noted on the count slip.
Upon completion of the count continue to conduct checks of the
unit. Trash call will be announced when there is a clear count.
Place all trash in the sally port for pick-up.

11:40 P.M.
Ensure all pertinent information is annotated in the TRUSCOPE
program.

12:00 A.M.

END OF TOUR

**DO NOT LEAVE YOUR POST UNTIL THE PROPER RELIEF HAS BEEN
PROVIDED**

NOTE: In addition to Post Orders, the Special instructions must be
read in conjunction with post orders. (Section 2) Staff assigned
to this post must thoroughly familiarize themselves with the
Program Statement and Institution Supplement on Entrance
Procedures and Inmate Visiting Procedures. This is one of the
most critical areas of the institution due to the potential for
escape.

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN IMNMATE(S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUE FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL IMMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.

Post Orders and the TRUSCOPE program are confidential documents
and should never be left unattended or in an area accessible to
inmates.

Post Orders must be secured at all times when not in use by staff.
It is the responsibility of the employee to inform the employer of
the fact they have not been able or afforded the opportunity to

read such orders. The employer will then advise the employee of
the general requirements of the post, and answer any questions.
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Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctiocnal judgment based
upon their training and experience and will make reascnable
efforts to read the post orders as soon as practicable.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST COMSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE
TAKEN HOSTAGE, REGARDLESS OF RANK, HAS NO AUTHORITY.

These Post Orders are guidelines, not orders to work before or after
regularly scheduled shifts.

There will be no additions or deletions to these post orders without
the written consen the Captain.

/2/7/1k

Jermaine Cw s Saptain Date
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METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

THIS IS AN OLEORESIN CAPSICUM (OC) AEROSOL SPRAY POST.

IF YOU ARE ASSIGNED A POST THAT REQUIRES YOU TO CARRY THE MK-4
PEPPER SPRAY AND YOU ARE NOT TRAINED OR QUARTERLY RE-CERTIFIED
IT IS YOUR RESPOMSIBILITY TO NMOTIFTY THE OPERATIONS LIEUTEMANT
PRIOR TO ASSUMING THE POST.

STAFF TRAINING AND ACCOUNTABILITY:
A1l staff (including sick and annual reliefs) assigned to an OC
aerosol dispenser post will recelve the required training, and go
through quarterly re-familiarization training prior to assuming
their post each quarter. Training will include, but is not limited
to, proper carry and security of an OC aerosol dispenser, use of
force policy and the definition between immediate and calculated
use of force. These post orders will be read prior to working
designated posts or when this cannot be accomplished, the shift
Lieutenant must be notified immediately. The Operations Lieutenant
will ensure staff have read, understand and signed the post orders.
Staff will be held responsible for guidance outlined in national
and local policies, post orders, position descriptions, and general
guidance issued related to posts designated with an OC aerosol
dispenser. Officers and Lieutenants who have not received OC
specialty training are not authorized to carry an OC aerosol

diaEgnsar.

If you believe you need additional training or unfamiliar with
the OC aerosol dispenser, notify the Operations Lieutenant
immediately.

USE OF FORCE/EMERGENCY RESPONSE PLANS
A post assigned with an OC aeroscl dispenser is in addition to
emergency response plans already in place. Local written procedures
will continue to be in effect and the OC aerosol dispenser is an
enhancement in staff and inmate safety, included in these post orders.
These procedures will outline steps to be taken in case
immediate force is required as a result of a serious assault,
recreation yard incidents, or other serious incidents during all
shifts. Trained officers can use immediate force without the
presents of a supervisor.
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THIS IS NOT AN ARMED POST

Once you have assumed your position/post, check the OC aerosol
dispenser, along with the other equipment assigned to the post, for
any defects. 1In the event there are defects or leakage to the OC
aerosol dispenser, notify the Operations Lieutenant and/or the
Security Officer, and document in TRUSCOPE program any defects noted.

In the event of an accidental discharge, decontaminate yourself
and notify the Operations Lieutenant. Once you have
decontaminated yourself with soap and water and notified the
Operations Lieutenant, decontaminate the affected area with
soap and water, and ventilation if possible.

The usage of an OC aeroscl dispenser must be limited to the
performance of official duties only. Staff are again reminded
that use of the OC aerosol dispenser outside established
policies and procedures will result in staff disciplinary
action.

The preferred method of resolution is through wverbal
intervention. Howewver, the safety of staff and inmates in any
dangerous encounter is paramount and may require the use of
an OC aerosol dispenser. Staff may use the necessary amount
of force only as a last alternative after all other reasonable
efforts to resolve the situation have failed. Staff may use
the necessary amount of force to gain control of the inmate,
to protect and ensure the safety of inmates, staff and others,
to prevent serious property damage, and to ensure institution
security and good order.

The OC aerosol dispenser must be carried in an approved holder,
leather/nylon belt loop holster, specifically designed to hold
an OC aerosol dispenser. No other method of carrying the OC
aerosol dispenser is authorized, i.e., cargo pocket.

The full cone spray has an effective range of 10 to 12 feet
but should not be used closer than 4 feet.

In the event the OC aerosol dlspenﬁer is required the following
steps should be used:

1 Fingers of the drawing hand should be extended and firmly
gripping the aeroscl dispenser.

25 Staff should assume an appropriate defensive stance and
continue with verbal commands.

3. Place thumb on the actuator.
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THIS IS NOT AN ARMED POST

4, Spray the facial area, specifically the eyes, delivering
one two-second burst. Once the OC aerosol spray has been
dispensed, staff should step back to avoid being
contaminated by the spray and maintain direct supervision

of the inmate(s). Continue with verbal commands.

P BRllow the OC aerosol spray to work while providing verbal
commands to the inmate (e.g., lay face down with arms
spread) .

6. Evaluate the response of the inmate(s). If the inmate(s)

does not submit to restraints and/or comply with staff
orders within 15 seconds, a second two-second burst is
authorized. After a second assessment, or if the
inmate(s) has not complied with staff commands,
alternative methods to control the situation may be
pursued.

T Decontamination procedures include fresh air and the use
of soap and water within 15 minutes, or as soon as possible,
after OC aerosol spray has been applied. MNormally, this
is done before the medical assessment.

8. Once the OC aerosol spray is used and the inmate(s) is
in restraints, Health Services staff will be notified
immediately. A medical assessment will be performed to
determine if the inmate(s) sustained any injuries.

9. When an immediate use of force is necessary (e.g.,
involving serious bodily harm, etc.), staff are obligated
to obtain a camera and begin recording the event as soon
as it is feasible. As soon as control of the situation
has been obtained staff must record information on:
circumstances that required the need for immediate use
of force; identification of the inmate(s); injuries; and
staff, and others involved. (See PS 5566.06, Use of Force
and Application of Restraints).

A reasonable correctional workers perception of the events
would govern the use of the OC aerosol dispenser in situations
which require an immediate response to an emergency situation.
The Warden should be notified as soon as possible after any
such use. Documentation is to be submitted in accordance with
the Program Statement Use of Force and Application of
Restraints.

December 7, 2018 Sensitive But Unclassified Page 3 of 14

EFTA00108356



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
SPECIAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED FOST

Oleoresin Capsicum delivery systems are authorized to be used
for immediate response to situations in which an inmate cannot
be approached without danger to self or others; and it is
determined that a delay in bringing the situation under control
would constitute a serious danger to the inmate or others.

RETENTION RWARENESS:

Ensure the OC aerosol dispenser is properly fastened to your
duty belt and firmly secured inside the holster. When
confronting an inmate position your body so the OC aerosol
dispenser faces away from the inmate, maintain a safe distance,
and continue with verbal commands.

INTRODUCTION:

Staff will report for duty in the proper uniform. The primary
responsibilities of the SHU OIC are security, supervision, safety,
and accountability of inmates. Each inmate will be checked a minimum
of once every thirty minute period at irreqular intervals. The checks
will be entered in the 30 Minute portion of the TRUSCOPE program.
The officers are responsible for ensuring security inspection
discrepancies are appropriately documented and routed. Sanitation
of the unit is critical for the operation and will be maintained
at the highest level. All emergencies will be reported to the
Operations Lieutenant immediately.

Every officer must read and sign the Post Orders prior to assuming
the duties of this position. As a SHU Officer you will be working
under the direction of the SHU Lieutenant and/or the Operations
Lieutenant. You are required to advise the Operations Lieutenant
of your presence when you arrive for duty. You will maintain the
TRUSCOPE program throughout your shift. The TRUSCOPE program will
accurately reflect all pertinent information concerning the housing
unit, equipment accountability, inmate population, unit count, and
inmate activity as well as other specific information pertaining
to your tour of duty.

All Correctional Services staff will review and sign the Inmate Posted
Picture File on a monthly basis

ENTRANCE PROCEDURES:

The SHU #1 controls entrance to the Special Housing Unit. Only the
SHU #1 will approve the opening of the entrance by the Control Center.
The SHU #1 will ensure the inner door to the unit is secured prior
to approving the opening of the outer door by the Control Center.
The inner and outer doors will never be open at the same time.
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THIS IS NOT AN ARMED POST

No one will enter the Special Housing Unit without showing proper
identification when requested by the SHU #1. All visitors whom are
unknown will be challenged for proper identification. All inmates
entering and exiting the Special Housing Unit will be visually
~searched and screened with a hand-held metal detector prior to
entering the unit. The SHU #1 will ensure this procedure is
completed.

ENTRANCE LOGS:

The Visitors Log will be maintained at the entrance of SHU. All
persons visiting this unit will utilize this leg to document their
visit to the Special Housing Unit. The log is organized by
discipline. On Saturday, the evening watch SHU #1 will collect the
logs, and prepare the new logs for the new week.

VISUAL SEARCHES:

Any inmate who enters into, and/or departs from the Special Housing
Unit will be visually searched, to include the hand-held metal
detector, no exception. This includes inmates entering the unit
for work details, UDC/DHO hearings, and the Unit Barber.

CELL INSPECTION FOEMS:

The SHU OIC will ensure a Cell Inspection Report is completed; to
include the inmates and the inspecting officer’s name/signature.

This report will be maintained in the inmates SHU File. The inmate
must verify the condition of his cell on this form. If anything

is broken, missing, cracked, etc., the inmate is responsible for

advising staff upon admission to the cell. The inmate is responsible
for the contents of his assigned cell. If the inmate refuses to

sign the form, the officer will note on the form the inmate refused
to sign.

CELL ROTATION AND CELL SEARCHES:

A1l SHU staff are expected to conduct searches of the Special Housing
Unit. The morning watch officer(s) will conduct searches of the
common areas and document their findings in the Search section of
the TRUSCOPE program. The day watch officer(s) will conduct a search
of every inmate’s cell who attends recreation. The evening watch
officer(s) will conduct a minimum of five (5) cell searches during
their shift. The entire Special Housing Unit will be searched each
and every week. Officers will pay particular attention to the
sink/commodes, showers, and vents. Staff will inspect under the
beds and desks. Inmates will be rotated to a new cell assignment,
at a maximum of every 21 days. This will be performed by the SHU
Officer (s) on the Day Watch.
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The SHU #1 will document the rotations in sentry and the SHU report.

Note: If an inmate refuses a cell rotation, an incident report must
be written and the SHU Lieutenant must be noticed.

CELL SANITATION:

The evening watch SHU Officers will provide inmates with the necessary
cleaning supplies o to properly sanitize their assigned cells. The
cleaning supplies will be issued to the inmates through the food
slot. The SHU Officers will be responsible for delivery of the
cleaning supplies to the inmates through the food slot.

Under no circumstances will cleaning equipment be allowed to remain
in a cell after cleaning.

LAUNDRY :

When clean laundry is brought to the Special Housing Unit, the SHU
#1 MUST ensure the clothing is thoroughly searched, to include use
of a metal detector, prior to inmates receiving the clothing.
Although this procedure is time consuming and tedious, it is very
important to control the introduction of contraband.

LAN PASSWORD:

Staff working in SHU should have a computer LAN system password to
access WORD documents and GroupWise. Additionally, staff should
have a password to access sentry and the SHU Program.

DISPOSABLE RAZORS:

Inmates are permitted to use disposable razors to perform personal
hygiene necessities. The razors will be issued, collected, and
accounted for by the D/W SHU Range Officers. The SHU Range Officers
will conduct an audit of the disposable razors as soon as they report
for duty. The SHU Range Officers will offer and issue disposable
razors .to inmates on Monday, Wednesday, and Friday.

Note: Inmates assigned to the Special Housing Unit who are on trial,
or who are scheduled to report to court, will be given the opportunity
to shave, on any day, if they request to use the razor. Always direct
the inmate to leave the razor on the food slot when he/she returns
it to you. Never allow the inmate to hand you the razor to reduce
the chance of an assault.
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SHOWERS :

The SHU #1 will ensure the appropriate entries are completed on the
inmates BP-292 when inmates are afforded the opportunity to shower.
Special Housing unit inmates will be escorted by the range cofficers
to the showers on Mondays, Wednesdays and Fridays. At this time the
inmates will receive hygiene supplies (toilet paper, soap, toothbrush
etoc.

All toothbrushes will be no longer than three (3) inches in length.

COMMISSARY:

The approved Commissary List will be used for inmates housed in A/D
and D/S status. All Commissary slips will be forwarded to the SHU
Lieutenant for review prior to being sent to the Commissary.

LAW LIBRARY:

The SHU law library is available for the inmates. The inmate must
submit an Inmate Request to Staff Member requesting use of the law
library. The SHU #1 will place the inmate on a waiting list in the
appropriate log book upon receipt of the request. The SHU #1 will
record in the law library logboock when an inmate uses the library.
Legal material not available in the SHU Law Library can be regquested
by the inmate from the Education Department. This is accomplished
by the inmate submitting an Inmate Request to Staff to the Education
Department.

SOCIAL TELEPHONE CALLS:

Inmates are permitted to use the telephone in the Special Housing
Unit once every thirty (30) days while housed in the Special Housing
Unit. An inmate will submit an Inmate Request to Staff prior to

the day he/she requests to use the phone. Additionally, inmates will
be authorized to utilize the telephone within the first 7 days of
arrival to the special housing unit. The SHU#1 will record in the
proper logbook each time an inmate is authorized to use the telephone.

LEGAL TELEPHONE CALLS:

Inmates must be permitted access to their attorneys. The inmate
will submit an Inmate Request to Staff Member to their respective
unit team. There is a Legal Telephone Log Book in the Special Housing
Unit. All Legal calls will be recorded in this log book. Legal
phone calls will be recorded by the Unit Team member affording the
inmate the call.
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RECREATION:

While assigned to the Special Housing Unit, inmates hawve the
opportunity to recreate for five hours per week. The five hours
will be broken down into one-hour increments throughout the week.

Inmate files, BP-292's, and any other pertinent information must
be reviewed prior to scheduling the inmates for recreation. Staff
must ensure all precautions are taken to prevent inmates with
SEPARATION status, REC/CELL ALONE, or Protective Custody from
recreation with other inmates.

The Recreation Officers will place the inmates in handcuffs, and
then escort them from their assigned cells to the recreation area.
The inmates will be pat searched and metal detected prior to entering
the recreation cell. The recreation cell will be secured then the
inmate’s restraints will be removed. Staff will ensure the
recreation cages are searched before and after inmates receive
recreation.

**NOTE** In the event of inclement weather, e.g. cold weather, inmates
will be issued jackets or other available inclement weather clothing
for use on the recreation decks,***

COUNTS :

The following procedures will be strictly adhered to and will be
enforced by all staff. There will be no inmate movement during
Official Counts. All inmates assigned as Orderlies will be secured
in their cell during all counts. BAll counts will be conducted by
two staff members. A2ll count slips will be signed in blue or black
ink by both staff members. All inmates in the unit will stand for
the 4:00 P.M. and 10:00 A.M. count. The 10:00 A.M. count will be
conducted on weekends and holidays. All official counts will be called
into the C&A Officer at ext. 6468. The SHU#1 will log the count
in the Unit Log Book.

HATRCUTS:

Haircuts will be approved for once a month. The barber shop will
be operational on the day watch shift, on Saturdays. The inmate
will have to request a haircut via the "Request to Staff Member Form"
(cop-out). The assigned Barber will be escorted to the Special
Housing Unit. The inmate will be visually searched with the results
documented in the search portion of the TRUSCOPE program.
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INMATE ORDERLIES:

Any inmate assigned as the orderly in the Special Housing Unit must
be approved by the Captain. The SHU Lieutenant will route a memorandum
seeking the Captains approval for all orderlies. It is the SHU
Officers responsibility to ensure the SHU Orderlies are properly
supervised and accounted for at all times.

All staff are responsible for ensuring restrained and un-restrained
inmates do not have the opportunity to come into contact with each
other. The SHU Orderlies must be secured behind a locked door before
any inmate can be safely moved into or within the housing unit.

INMATE PROPERTY:

The SHU PROP Officer is responsible for the inmate’s property while
assigned to the Special Housing Unit. The SHU PROP Officer will ensure
the property of inmates placed in SHU is reviewed, properly stored,
and accounted for in the SHU Property Room. The SHU#1 Officer will
secure all new commits to the unit property in the property cage
when no property officer is available.

MATL:

All outgoing general Correspondence must be left unsealed with the
exception of legal mail, which will be sealed by the inmate. The
SHU Officers must review and inspect the outgoing correspondence
prior to sealing the envelopes. The staff members are searching
for intelligence, and contraband. All outgoing legal mail will be
bundled separately for the Mail Room Staff. All S.A.M.S. inmates,
also inmates on the mail monitoring list mail will be forwarded to
S.I.S8. Mail will be passed out immediately following the official
4:00 P.M. count.

MEALS :

The SHU OIC will ensure all food carts are locked upon delivery to
the Special Housing Unit. Food Carts will be searched inside and
out, to prevent the introduction of contraband into the Special
Housing Unit. All meals will be counted to verify the required meals
have been delivered. Any discrepancies will be reported to the Food
Service Foreman immediately.

The meals will be properly heated and distributed by the SHU staff.
The inmate orderlies will not assist in the feeding of the unit
population in any way.
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The SHU Officers issue the meals in the unit. The cell door food
slot will be opened, food trays placed on the slot, and then secured.
Food slots will not remain open during the meal. No more than one
food slot is to be open at a time.

Staff will inspect and count all food trays and lids given to inmates
for the meal. BAny food service items which goes into the cell for
the meal MUST come out of the cell after the meal. . Ensure the food
trays and lids are in the same condition as when they were delivered.

MEDICAL:

A Physician's Assistant will make daily rounds in the SHU to attend
to the inmate’s medical needs. Medical requests will be telephoned
to the medical staff by the SHU #1 on an as needed basis. Medical
appointments outside the unit will be coordinated by the medical
staff through the SHU Lieutenant. The SHU #1 will ensure the Duty
PA signs the BP-292's in the appropriate section each day.

RELEASE FROM ADMINISTRATIVE DETENTION (AD) & DISCIPLIMARY
SEGREGATION (DS) status:

The Disciplinary Hearing Officer (DHO) and the Unit Disciplinary
Committee (UDC) have the authority to release an inmate from SHU.
The Release Form must be completed and signed by the Captain or
designee prior to an inmate being released. This is to ensure there
are no separation issues or other security concerns which would
preclude the inmate’s release. The Control Center and the C&A Officer
will be notified of all releases.

SECURITY PROCEDURES :

All inmates will be cuffed from behind prior to being moved. If
there are two inmates assigned to a cell, both inmates must be cuffed
before the cell door is opened. When preparing to move an inmate,
the escorting staff must maintain constant visual supervision of
the inmate. All offices and supply storage areas will be secured
prior to any inmate movement. If there are two inmates in a cell
then two staff will be present before opening the cell door. Both
inmates must be restrained. For those inmates deemed as Three or
Four-Man Hold, the Operations Lieutenant will be notified for
additional staff assistance prior to opening the cell. A Lieutenant
must be present when an inmate on this status is to be moved. At
no time will the number of inmates being transported from one secure
location in the unit to another exceed the number of staff present
in the unit.
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The unit food slots will not be left unsecured. Any time a food slot
is opened, a SHU Officer will be present at the food slot. If a
staff member needs to speak to an inmate, the voice box, located
on the cell door, will beutilized. 1If a staff member needs to provide
the inmate with documents or any approved items, the SHU Officer
will open the slot, allow the item(s) to be passed, and secure the
'slot immediately. The food slots are security devices and leaving
the slot unsecured defeats the security. During main line feeding,
one slot will be opened, the food items will be passed, and then
the slot will be secured. No more than one slot will be opened at
any time on the range.

INMATE FILES:

Upon the inmate’s admission to the Special Housing Unit, the SHU
#1 will create a SHU file. All forms will be typed, and completed
in their entirety. Any discrepancies will be reported to the SHU
Lieutenant immediately.

NOTE: The SHU #1, on the morning watch shift, is responsible for

conducting an audit of the inmate SHU files each and every night.
The SHU #1 will ensure all of the required forms are contained within
each inmates SHU file. Any missing forms will be reported to the
SHU LT in the morning. Any forms the SHU #1 is able to initiate,
he/she will complete the forms to ensure the forms are maintained
in the inmates SHU file.

SPECIAL HOUSING UNIT RECORDS FORM: (BP-292)

The Special Housing Record Form shall be used to record meals,
recreation periods, and other pertinent information concerning the
inmate’s confinement in SHU.

FIRE AND SECURITY CHECEKS:

Officers assigned to the special housing unit are required to conduct
daily fire and security checks throughout the unit daily. The checks

will be frequent but irregular so that a pattern does not develop.
The security checks will be documented on the 30 Minute Log Book.

EMERGENCY SITUATIONS:

USE OF FORCE/USE OF RESTRAINTS:

P.S. 5566.06 states: The Bureau of Prisons authorizes staff to use
force only as a last alternative after all other reasonable efforts
to resolve a situation has failed. When authorized, staff shall
use only the amount of necessary force to gain control of the inmate.
This program statement must be read for a clear understanding of
all required procedures.
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For inmates who are contained in a cell and present no immediate
danger to themselves or others, but are exhibiting aggression or
threatening behawvior, the SHU Lieutenant or Operations Lieutenant
will be notified immediately. At no time will a cell be opened until
sufficient staff is present to control the situation.

For situations which present immediate danger to staff or inmates,
again, only the amount of necessary force to contain the inmate(s)
may be used, however, immediate request for assistance, i.e., body
alarm, triple deuces alarm, or radio will be made.

Staff are authorized to begin the videotaping of an incident without
the authorization of the SHU Lieutenant and/or the Operations
Lieutenant. Videotaping is the first step in confrontation
avoidance techniques. Many inmates calm down, and become compliant,
once the videotaping begins. When the use of force team technique
is applied, and an inmate is secured in restraints in a cell, the
SHU #1 must ensure 15 minute checks are conducted by the SHU staff
and documented on the back of the BP-292, and the 15 Minute Check
form.

The inmate must be checked by a Lieutenant, afforded the opportunity
to use the restroom, and/or turned over every two hours if he/she
is restrained to the bed (four-pointed). The checks must be
documented on the BP-292 and restraint check form. The inmate must
be checked by the Duty PA twice in an eight-hour period. The SHU
#1 will ensure this occurs and will document this occurrence on the
BP-292 and restraint check form.

Any staff member participating in an immediate use of force, a
calculated use of force, or is a victim of an assault, must submit
a supporting memorandum regarding the incident to the Operations
Lieutenant.

FIRST RESPONDER INSTRUCTIONS:

If a body alarm, deuces alarm or other institution emergency is
sounded Special Housing Unit staff will not normally respond unless
directed to by the Operations Lieutenant Staff in the Special
Housing Unit must ensure enough staff are present before attempting
to resolve any emergency in the Special Housing Unit. It will be
the responsibility of the SHU #1 Officer on every shift to ensure
the fire alarm panel is tested and is in working order. Any
discrepancies will immediately be reported to the SHU or Operations
Lieutenant.
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If a fire alarm is sounded in the unit, staff are responsible for
checking each individual cell before clearing an alarm. If an inmate
breaks a sprinkler head in his cell, staff will turn the water to
the sprinkler head off pending repair. '

Duress alarms in the unit are designated for use by inmates during
medical or other emergency situations. Staff will be reguired to
respond quickly to the activation of duress alarms to determine the
nature of the emergency. Any inmate who activates the duress alarm
for a nonemergency situation will be warned of the improper use of
the duress alarm system. A second false activation will subject

the inmate to disciplinary action specifically; an incident report
will be issued for code 317, failure to follow safety regulations.

VISITING PROCEDURES:

Social visits will be conducted in the 9-South visiting room. Inmates
housed in SHU, will wvisit on Mondays. All other inmates will conduct
their legal and social visits in the visiting rooms located on the
floor they are housed. Legal visits in SHO will be held in the attorney
conference visiting rooms located on the third floor. High Security
inmates will visit in Special Housing unless authorization is
approved by the Captain to visit on the third floor

WORK DETAILS:

Any inmates entering the Special Housing Unit will be wvisually
searched upon entry into the unit. The visual search will be
documented in the TRUSCOPE program. All tools will be accounted for
and inventoried on the SHU Tool Inventory forms. The Detail Foreman
is responsible for the direct and constant supervision of their detail
inmates-while working in the Special Housing Unit. At no time will
an inmate on a work detail have any contact with an inmate housed
in SHU. The arrival /departure of the inmate details will be documented
in the SHU logbook.

BAR TAPS:

The SHU #1 will ensure all bar taps are conducted on all bars and
window frames throughout the unit once a week. Bar taps will take
place on every shift. The result of the bar taps will be documented
in the TRUSCOPE program.

Hostages Situation:

IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE (S) SHOULD
APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR FIRST
CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER HO
CIRCUMSTANCES WILL INMATES EE PEREMITTED TO ESCAPE. ANY EMPLOYEE,
EEGARDLESS OF RANK, IF TAKEN HOSTAGE HAS NO AUTHORITY.
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These Post Orders are issued as guidelines for Officers and are not
intended to completely describe all aspects of this post. Additional
assignments and duties may be assigned by the shift supervisor after
assuming your post. Each officer is expected to exercise good
judgment and initiative during situations not specifically covered
by these Post Orders. All Officers are expected to execute their
duties in a competent and professional manner.

. -"-2,/7,/_15’

Jermaine C.'ﬁ rdem, Captain Date
|

December 7, 2018 Sensitive But Unclassified Page 14 of 14

EFTA00108367



METROPOLITAN CORRECTIONAL CENTER
NEW YORK, NEW YORK
GENERAL POST ORDERS
SPECIAL HOUSING UNIT

THIS IS NOT AN ARMED POST

INTRODUCTION :

The General Post Orders are designed to aid each Correctional
Officer in understanding the correctional philosophy of the Bureau
of Prisons, and as a basic guide to the pelicy and operations within
your facility. It should be emphasized that these post orders are
not intended to be a substitute for Bureau of Prisons policy, and
should not be interpreted as such. The primary purpose is to provide
the Correctional Officer with a general review of correctional
procedures and serve as a resource to locate more detailed and
specific information. Although the information in the General Post
Orders is not classified, it will be treated as “Restricted”.
Caution should be exercised to assure that this material is not
disseminated to unauthorized persons.

PERSONAL APPEARANCE:

All necessary articles of Officer’s clothing are issued without
cost. (Uniform allowance) It is the officer’s responsibility to
present a neat, professional appearance at all times. Only
authorized Bureau of Prisons clothing is approved for wear while on
duty of any post. If you wear a blazer, or a long sleeve shirt, you
are required to wear a tie. Shoes should be shined at all times.
All staff are required to wear the stab resistant vest which is
supplied by the Bureau.

FOSTED FICTURE FILE:

The posted is picture file is reserved for inmates considered as
serious escape risks, sexually deviant, or who have a record of
extreme assaultive behavior, etec. Inmates will be placed on this
status by the SIS Department. Officers are required to review and
sign this file on a monthly basis in order to be familiar with these
inmates; especially those assigned to their work details or housing
units. The Electronic Posted Picture Files are located on the sally
port BOPWare Program for MCC New York.

POST ORDERS:

Post Orders are general instructions designed to aid the
Correctional Officer in the daily operation of each custodial post.
Each officer should review the Post Orders, prior to assuming the
post for the first time, during a quarter. The master file of the
Post Orders are maintained in the Lieutenants’ Offices. A copy of
the Post Orders shall also be kept on site, if adequate facilities
are available to prohibit offenders from having access to them.
Post Orders are to be treated as “Confidential” and kept secured and
away from inmates at all times. No changes will be made to the post
orders without authorization from the Captain.
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EMERGENCY PROCEDURES

EMERGENCY PLAN IMPLEMENTATION: Each officer is required to review
the fifteen basic emergency plans which are located in the Command
Center. Each staff member is required to sign indicating they have
reviewed the contingency plans for the year. During emergency
situations, officers assigned to a specific area are responsible for
the accountability of all inmates and staff in their areas unless
otherwise directed.

EMERGENCY WARNING SYSTEMS: The Control Center serves as the central
receiving area for emergency warnings. The Control Center Officer
will immediately notify the correctional supervisor and other
authorized officials in order to summon help to the designated
areas. -

*Any person held hostage shall be considered under duress, and any
orders issued by such person, regardless of rank, and including the
Warden, shall be disregarded.

TELEPHONE “222": This number is a system for reporting emergencies
at the institution. Whenever possible, remain on the line to relay
necessary information to the Control Center. If a situation occurs
that makes it impractical to remain on the line, be sure the
telephone is ringing the Control Center before leaving the immediate
area. This number also rings into the Correctional Supervisor’s
Office. The “222" telephone system will be tested weekly.

BODY ALARMS:

“Body Alarms” should be considered only as an auxiliary to the
emergency alarm system telephone number 222, and do not supersede
the dial alarm if a telephone is convenient or appropriate to use.
Oonly the “general area,” e.g., specific unit, can be determined by
the Control Center when this alarm is used. Officers will not
tamper with or attempt to repair the transmitter units. The body
alarm tests will be conducted in the following manner. The Control
Center Officer will contact the staff member with the body alarm
advising them that a body alarm test is being conducted. The Control
Room Officer will verify the body alarm number and direct the staff
member to activate the body alarm by depressing the red button
located at the top of the unit. Once the test has been succesasful
the Control Room Officer will advise the staff member that the test
was a good test, and advise them to clear the alarm and conduct a
radio test. After performing this procedure the unit is now ready to
receive radio transmissions and send an alarm to summon staff
assistance if needed.

WATCH CALLS:
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The watch call is an official report that everything on an officer’'s
post is secure and in good order. Watch calls are made every thirty
{30) minutes from 6:00 p.m. to 6:00 a.m. All officers should
identify the watch call, and state his/her name and post. Watch
calls will be made between the hours of 6:00PM and 6:00AM by dialing
“333" using the telephone.

EQUIPMENT :

Equipment needed varies with each assignment and is ocutlined in the
individual Post Orders. Generally, equipment issued will be a
combination of keys, portable radio, and detail pouch. & flashlight
is required during the evening and morning watch shifts.

. Flashlight: Flashlights and batteries are issued as needed
from the Control Center and are receipted by key chits. All
morning watch and evening watch officers are required to have a
flashlight as part of the equipment for the post. Flashlights
remaining on the unit need not be receipted for with key chits.
Replacement batteries are available from the Security Officers,
on an exchange basis.

. Radios: Radios are for employee use only. Employee using
portable units normally identify themselves by stating their
name and/or lecation/job assignment. Radios are issued by the
Control Center and are receipted for with a key chit. Officers
will have a radio only when specific assignments require its
use. For emergencies, portable radios provide a direct contact
with the Control Center.

. Keys: Keys issued to employees will be receipted by metal key
chits. Only the necessary keys to work a specific job or
assignment will be issued. Officers carrying keys away from
the institution will be instructed to return them immediately.
Employees are responsible for the number of keys included in
any set issued to them and will never remove keys from the set.
Upon receipt of keys, each employee has the responsibility to
count the number of keys on each set.
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. Detail Pouches: Each employee in charge of a detail assumes
responsibility for the custody, control and conduct of all
inmates assigned to his/her detail. Both Unit Officers and
those staff members having details will pick up their detail
pouches prior to reporting to their assignment, and are
responsible for turning them in at the end of the working day.

. Body Alarm: Unit Officers assigned to posts with body alarms
are required to carry the body alarm on their person on every
shift. If an individual is relieved from a post that is
assigned a body alarm, the relieving officer will be given the
body alarm to carry. Normally, body alarms will not be removed
or carried from the post to which assigned but should it become
necessary, the Control Center MUST be contacted and the staff
member given authorization to move with the body alarm. The
purpose of this is to allow the unit Officer to be in constant
communication with the Control Center. A check of all issued
units for proper functioning will be made at the beginning of
every shift. Further instructions in the utilization of these
transmitters will be explained in the Chapter entitled
Emergency Procedures.

KEY CHITS:

Metal key chits are used as receipts for obtaining most equipment
that you will be using. Replacement chits are available through the
Security Officer. Key chits will not be left in the Control Center
at the end of the work day, or upon return of the equipment. Paper
tags/Paper chits utilized as key chits are not authorized. Use of
any item other that a metal key chit will be subject to the approval
of the OPS LT. Temporary Chits can be obtained from the
Lieutenants’ Office

SECURITY AND ACCOUNTABILITY:

Conduct daily security inspections of your entire area, paying
particular attention to any defective locks or the tampering of
locks, windows, doors, etc., and report the findings to the
Operations Lieutenant in a timely manner. Daily security
inspections of your entire area are required and are vital to the
security of the institution. Minor repairs will require a work
order to the department concerned through the Captain's Office.
Defective locks will be brought to the attention of the Operations
Lieutenant immediately. Security inspections shall be supplemented
with periodic searches by regular search teams. The searches will
be initiated by the Operations Lieutenant, under the direction of
the Captain. As a Unit Officer, you are responsible for the
accountability of your details, authorized lay-ins, and unassigned
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inmates. Report all absences to the COperations Lieutenant
immediately and follow through to determine the location of the
inmate(s). If the inmate should return, notify the Operations
Lieutenant. Detail supervisors will screen carefully all individual
inmate requests to leave their assigned area. This would include
requests to go to the hospital and other areas and departments at
times other than regularly scheduled for the department activity.

Ensure that inmates in your area are authorized to be there and
require those under your supervision to remain in their area. Allow
inmates on scheduled call-outs ample time (Approx. 10 minutes) so
they may arrive at the calling department at the time specified.

INMATE DISCIPLINARY PROCEDURES

INCIDENT REPORT: Informal resolution of incidents involving
violations of institutional rules or regulations is encouraged.
Howewver, when an officer witnesses or has a reason to believe that a
violation of institutional rules has been committed by an inmate,
the officer will prepare an incident report and forward it to the
appropriate correctional supervisor. The correctional supervisor
may informally resolve of the incident report or forward the
incident report to the Unit Disciplinary Committee for further
disposition if indicated. As these reports can be subpoenaed into
court as legal evidence, all reports must be printed in ink or
typed.

o INVESTIGATION: The investigations should be conducted within 24
hours frem the time the wvielation is detected, unless
circumstances beyond the control of the investigator intervene.
The investigating officer will usually be a Lieutenant. The
inmate will be given a copy of the incident report by the
investigating officer at the beginning of the investigation.
The investigator should also read the charges to the inmate and
obtain the inmate’s statement concerning the incident. After
thoroughly investigating the incident, the inmate doces not
receive a copy of the investigation. However, should the case
be forwarded to the Unit Disciplinary Committee, ultimately,
the investigation may be given to the inmate’s staff
representative for use in the presentation on the inmate’s
behalf.

e UMNIT DISCIPLINARY COMMITTEE: The authority to impose minor
disposition and sanction shall be delegated to staff members of
an inmate’s unit. The Unit Manager will be responsible for the
membership and supervision of thee Unit Disciplinary Committee
(UDC) as set forth in the Unit Plan. The UDC can function with
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less than two(2) members. Where an alleged violation of
institution rules or regulations warrants consideration for
other than a minor sanction, the charge may be referred to the
Disciplinary Hearing Officer for hearing and disposition.

e DISCIPLINARY HEARING OFFICER (DHO): The DHO shall conduct
hearings and make findings, and may impose appropriate
sanctions on incidents of inmate misconduct referred to him/her
for disposition.

e OFFICER RESPONSIBILITY: All Correctional Officers should make a
concentrated effort to ensure that incident reports contain the
precise details of action(s) being reported. All facts about
the incident which are known by the officer should be recorded.
If there is anything unusual about the inmate’s behavior, this

should be noted. Completed incident reports should be
forwarded to the Lieutenants’ Office as soon as practical for
disposition. Further information can be found in Program

Statement 5270.07

ADMINISTRATIVE REMEDIES:

Administrative Remedies are formal complaints submitted by inmates
concerning problems they were unable to resolve through normal
channels. The inmate is to request the Remedy Form (BP-8, BP-9, and
BP-10) from the Unit Team. It is normally returned to the Unit Team
for processing, although the inmate may mail directly to the Region
or Central offices for sensitive matters.

ENFORCEMENT OF RULES AND REGULATIONS:

All staff members must be familiar with the Inmate Discipline
Program Statement. The rules and regulations must be adhered to,
with firm but fair tactics used. You may at times be able to
correct an inmate without writing an incident report. However, if
the inmate's violation of the institution's rules and regulations 1is
of a serious nature, an incident report must be written.
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SECURITY INSFECTIONS

PURPOSE OF INSPECTIONS: Security inspections are necessary to
control the introduction of contraband and prevent escapes. One of
the chief duties of the Chief Correctional Supervisor is to
establish a formalized plan of inspections that will cover every
part of the institution at least once a week. In general, these
inspections include doors, locking devices, fire extinguishers,
grills, windows, building walls, perimeter walls, etc. Inspections
are required even if no discrepancies are found the day prior. All
staff will conduct inspections within their area of responsibility

for contraband and security violations. The staff will report any
discrepancies to the OPS LT, and prepare a Minor Work Request to
correct the concern. Staff responsible for their department will

initial the security inspection form located by the control centers
indicating they have checked their area of responsibility.

SEARCHING INMATES:

The human body can serve as a potential hiding place for contraband.
For that reason, it may become necessary to strip and search an
inmate at various times. Further information regarding the proper
techniques for searching an individual can be found in institution
policy and the Correctional Services Manual. In order to prevent the
introduction of contraband, routine and unscheduled searches of
inmate's person, housing units, work areas, or other facilities used
or frequented by inmates must be conducted. This will include
thorough searches of inmate's clothing, personal property at the
time of admission; searches of inmate's person and quarters when it
is suspected he/she is concealing contraband; his/her place of work,
recreation areas on a routine or unscheduled basis as directed by
supervising personnel. Such searches may be initiated on an
individual inmate basis, or mass searches may be ordered when
contraband is suspected of being in the possession of unknown
individuals.

Pat Searches: Pat searches will be conducted on a routine basis
solely as a means to control contraband. Before a pat search is
conducted, the inmate will be asked to remove any head gear and the
contents out of his/her pockets. The head gear and personal effects
will be inspected after removal and placed out of reach from the
inmate, Male and female inmates will be pat searched in the same
manner, with the exception of the chest area. A staff member will
search the female inmate's chest area using the back of the hand.
Pat searches of the male inmate and the rest of the female inmate
will be done with the inside, (palm and fingers), of the hand. The
pat search will be conducted according to the procedure described on
the approved Bureau pat search video tape.
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§ 115.15 Limits to cross-gender viewing and searches.

As of August 20, 2015, or August 21, 2017 for a facility whose rated
capacity does not exceed 50 inmates, the facility shall not permit
cross—-gender pat-down searches of female inmates, absent exigent
ciroumstances. Facilities shall not restrict female inmates’ access
to regularly available programming or other out-of-cell
opportunities in order to comply with this provision.

See the Program Statement Searches of Housing Units, Inmates, and
Inmate Work Areas, or current version of this pelicy.

Post assignments may not be restricted on the basis of gender.
Institutions will evaluate operational concerns consistent with
collective bargaining obligations, the Master Agreement, and other
laws, rules, and regulations. The agency will continue to comply
with Title VII and other Equal Employment Opportunity Commission
authorities in implementing this policy.

(e¢) The facility shall document all cross-gender strip searches and
cross-gender visual body cavity searches, and shall document all
cross-gender pat-down searches of female inmates.

Visual Search(Strip Search):

All inmates entering the institution from court, transfers or trips
out in the community, will be wisually searched (strip searched),
and screened with the hand held metal detector. Inmates will also
be wisually searched when leaving the institution for any reason,
including release. A thorough search of the inmate's clothing will
be completed. Except in emergency situations, all strip searches
will be conducted by a staff member of the same sex as the inmate.
At least one male and one female staff will be available 24 hours a
day to conduct visual searches.
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CONTROL OF CONTRABAND :

Each officer should make a concentrated effort to make frequent
searches of living quarters, utility corridors, and other areas in
order to eliminate contraband, giving special attention to items
which might be used in an escape attempt.

Contraband may be best defined as any item or article inside the
institution that was not issued by the institution, purchased in the
commissary, purchased through approved channels, or approved by an
appropriate staff member.

All contraband seized must be placed in the log book in the
Lieutenants’ Office listing item, date and inmate. When money is
confiscated, the appropriate receipt, available from the control
center and/or ISM must be utilized. All coin and any currency 1is to
be confiscated and duly recorded. During regular duty hours,
contraband funds along with the confiscation forms are taken to the
Cashiers Office. During non-duty hours, the confiscated funds and
accompanying form will be placed in the night depository, located in
the control center, until the next regular working day. Contraband,
other than money, should be recorded on the Confiscation and
Disposition of Contraband form and should accompany the confiscated
articles.

SEARCHING INMATE LIVING QUARTERS:

When making a search of an inmate’s living guarters, each officer
should make sure that nothing is destroyed in the process. Officers
should make every effort to return all articles to their place,
excepting things which are determined to be contraband and are
removed.

COMBINATION LOCKS:

Inmates are authorized to purchase combination locks from the
commissary for individual use. The key ways are not to be plugged;
any lock having a plugged key way will be considered contraband and
will be seized as contraband

CIM (SEPARATIONS)

All inmate movement in MCC New York is supervised by staff members.
There are serious security and safety concerns regarding the inmates
housed in MCC New York and their CIMS status. An inmate’s CIMS
status is confidential and will not be shared with any inmate(s).
The unit separations roster is a sensitive, confidential item which
must be safeguarded at all times. The wvarious inmate programs at
MCC New York are scheduled by floors. This has been arranged to
provide the inmates with a safe and secure environment during the
appropriate program. This also alleviates the CIMS concerns for each
program. The institution has determined separatees will not be
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housed on the same unit, therefore the programs should be clear of
all separatees. It is the Unit Officer’s responsibility to ensure
all inmates are checked for CIMS concerns prior to any escort off of
the unit. The Unit Officer will check the Unit separations roster to
ascertain if the inmate’s name appears on the roster. Ensure all
inmates are checked for CIMS concerns prior to any escort off of the
unit. The Unit Officer will check the wunit separations roster to
ascertain if the inmate’s name appears on the roster. If the
inmate’s name does not appear on the roster, the inmate is cleared
to be escorted off of the unit.

If the inmate's name does appear on thelseparations roster, the Unit
Officer must clear the inmate prior to allowing the inmate to be
escorted off of the unit.

Inmates must be properly cleared by the Unit Officer and requesting
staff member prior to any escort. The requesting staff member must
elear all inmate movement to their area with the C&A Officer at
extension 5123. The C&A Officer must clear the inmate prior to the
inmate departing from his/her assigned housing unit. The Unit
Officer must also clear the inmate with the C&A Officer prior to
allowing any inmate to depart from the unit. Even though, the
Hospital Officer or the Visiting Room may be clearing the inmate(s),
it is the Unit Officer’'s ultimate responsibility to ensure the
inmate has been properly cleared. The Unit Officer must review the
Unit Separations roster and check for the inmate’s name and register
number on the roster. If the inmate’'s name does not appear, the
inmate is cleared for movement, and you do not need to contact the
CEA Officer. If the inmate’s name does appear on the Separations
roster, the Unit Officer must contact the C&A Officer at extension
6468 and clear the inmate prior to allowing the inmate to depart
from the unit.

Inmates must be properly identified and pat searched prior to
departing from the housing unit. Every inmate must carry on their
person the institution identification card. This is the means staff
utilize to properly identify the inmate. It is the Unit Officer’s
responsibility to ensure the inmate has his/her identification card
on his/her person prior to departing from the unit. The number of
inmates escorted at one time on the elevator is directly related to
the number of staff available to conduct the escort. One staff
member can escort ten (10) inmates in the elevator at one time.
Anything more than ten(10), inmates in the elevator causes security
and safety concerns. During Inmate Visiting, the Intern Officers
and the Activities Officers will assist the Visiting Officers in
escorting inmates to and from the Visiting Rooms. The number of
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inmates escorted through the connecting link is directly related to
the number of staff available to conduct the escort. Anytime
In-Custody inmates are escorted through the connecting link, two
staff members must be present for the escort. One staff member
positioned at the front of the escort, and the second staff member
positioned to the rear of the escort.

When an inmate is being escorted to or from the Special Housing
Unit, two staff members must be present for the escort. A ratioc of
2:1 will always be maintained when escorting inmates to or from the
Special Housing Unit.

ENTRANCE PROCEDURES :

COVERAGE AND METHODS:

Entrance procedures include the control of inmates, employees,
visitors or commercial traffic entering the institution. Because of
the need for a broad knowledge of the institution and its function,
along with a thorough understanding of security requirements, only
those officers with such knowledge will normally be staffing these
posts. Constant contact with the public requires that these officers
display a heatness of appearance, ability to handle people,
tactfulness in enforcing regulations and alertness in recognizing
security hazards.

QUTSIDE INMATE DETAILS:

During normal duty hours, all outside inmate details, (Warehouse,
Building 4, Admin Orderlies, etc.,), will depart from the
institution through the Rear Gate. The inmates must be escorted

from the unit by the detail supervisor, using the inmate elevator.
The inmates must be properly identified, one detail at a time, Dby
the Internal Officer, in the elevator sally port, utilizing the
approved gate passes. Once the inmates have been positively
identified, the Rear Gate Officer will request for the door leading
through the 15t floor sally port to the rear dock. The detail will
be further processed by the Rear Gate Officer. All required
information will be recorded in the TRUSCOPE program. Any work
performed in the Rear Gate is considered outside of the secured
perimeter. This means any area on the rear dock to include,
Warehouse, and Trash Compactor. The Rear Gate Officer will
positively identify and properly process the inmate detail into Rear
Sally Port to perform their assigned work. If needed after normal
duty hours, weekends and federal holidays, the inmate details will
be processed through the Control Center the Operations Lieutenant
will designate a staff member to positively identify the detail, in
the elevator sally port, utilizing the approved gate passes. ;
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VISITING

It is the policy of MCC New York to maintain visiting facilities for
the purpose of maintaining family ties. Because of the nature of
this facility, visits must be conducted under appropriate
supervision so that security is maintained and the visiting
privileges extended to inmates and their families are clearly
communicated. For the purpose of this policy, the term pre-trial
inmate refers to any inmate who is non-cadre, including holdovers,
treaty transfers, BICE detainees, state inmates, and any designated
inmate other than those assigned to the MCC New York Work Cadre
Unit. Staff must be able to verify the identity of visitors before
their admission into the institution. Acceptable means of
identification are, government-issued identification, passport,
state-issued photo identification (with a date of issue and
expiration) and valid drivers’ license. In cases where visitors do
not have photo identification, they will be reguired to have three
types of identification with signatures. These need not be the sole
means of identification. However, identification cards from quick
photo places, and check cashing establishments are not acceptable
forms of identification. Tactful questioning may clear up doubtful
cases. Visitors sixteen (16) and under do not have to show
jdentification unless of course they appear to be older. In such
cases, if a wvisitor under the age of sixteen cannot provide
documentation, i.e., a birth certificate (when requested) to prove
relationship and age, the visitor will not be allowed into the
institution.

The following procedures will be in effect regarding authorized
visiting lists. Each inmate will complete a visiting list. The
visiting list will not exceed ten (10) approved visitors for pre-
trial inmates and (12) for cadre inmates. Immediate family members
and two (2) person of "meaning" will be placed on the visiting list
absent strong circumstances that preclude visiting. Immediate family
is defined as mother, father, step-parents, step-children, foster
parents, grand-children, brothers, sisters, spouse and children. As
the situation presents itself, other non-immediate family members
will be allowed to visit at the approval of the Associate Warden of
Programs (AWPE).
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Further, in circumstances, when an inmate requests more than ten
visitors to be placed on their visiting list, the Unit Manager will
approve / deny any visitor exceeding the limit.

Attorney visiting can occur 24 hours a day. Attorneys may visit with
their clients (one at a time) in the 3rd Floor Attorney Conference
Room from 6:00 A.M. to B8:00 P.M. daily. They require no advance
notice.

Official visitors including attorneys, interpreters, law enforcement
personnel, probation officers, volunteers, etc. are to be searched
at the Front Entrance using the "reasonable assurance standard."
All visitors are subjected to random testing by utilizing the ION
Spectrometry Device Program¥ Random selection for testing visitors
must be conducted in an impartial and non-discriminatory methed.
Visitors may be tested out of random order when reasonable suspicion
exists, suggesting they've had possible involvement with illegal
substances.

Visits for Persons Not in General Population:
Inmates Hospitalized: Visitors requesting to see a designated or

pretrial/ holdover inmate who is hospitalized will be reviewed by
all pertinent staff, and the United States Marshals Service - if the
inmate is a pretrial inmate. More specifically, the Health Services
Administrator (HSA), Chief Correctional Supervisor and Unit Manager
will determine whether they should permit the wvisit.

When the HSA recommends against the wisit, if the inmate is
suffering from an infectious disease, is in a psychotic or emotional
state, not in a condition to see wvisitors, or there are other
compelling health regulations that will prohibit the wvisit, the
Health Services Administrator or designee must explain the
situation(s) to the wvisiting party.

Special Housing Unit Inmates:
Ordinarily, an inmate retains visiting privileges while in the

Special Housing Unit. Visiting may be restricted wvia a UDC/DHO
sanction. If the restriction is not a UDC/DHO sanction, such
restriction must be approved by the Warden. Unit 10-South social

and legal visits shall be non-contact unless otherwise determined by
the Warden to allow contact visits.
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Mon-Contact Visits:

If the Warden deems it necessary to give an inmate a non-contact
visit, the Warden will instruct the SHU Lieutenant to do so. The
visit will be conducted in the 10 South Annex visiting room. This
visit will be directly supervised to ensure all established visiting
procedures are followed.

Clothing:
Appropriate dress is required and must be in good taste.

Excessively provocative, immodest or revealing attire is reason to
deny a visit. Visitors over the age of 12 will not be allowed into
the institution in skirts, shorts, or dresses exceeding three inches
above the kneecap in length. Bathing suits or any type of swim wear
will not be permitted in the institution. See-through clothing,
revealing sleeveless garments, halter tops, tube tops, tank tops and
any kind of top that reveals the midriff area, low-cut shirts or
blouses, revealing front and backless clothing, skin-tight clothing,
spandex clothing, leotards, and sweat pants are NOT permitted. Any
pants with holes in the knee or buttocks area are also prohibited.
Additionally, hooded shirts of any kind, hats, caps, and head scarfs
(except for religious reasons) are also prohibited. All visitors
are required to wear footwear (no shower shoes of any kind) and
undergarments (including bras for females). In accordance with OSHA
guidelines, Visitors shoes are to be "rlosed toed"™ and have a strap
around the heal of the foot. The front lobby officer will not
permit visitors to wear jackets or blazers up to the visiting room.
Inmates are responsible for advising their visitors of the dress
requirements for visitation. Only a Correctional Supervisor and
Institution Duty Officer may deny visits for noncompliance.

Inmates' attire for visiting includes jumpsuit and bus shoes for
pre-trial males; females must wear the blue uniform and bus shoes;
cadres must wear khaki uniforms with institutional shoes. A random
selection of visitors will be tested with the Ion Spectrometry

SEgcinl Visit Requirements:

At times, Clergymen, former or prospective employers, Sponsors and
parole advisors may request special visits. They must make these
requests in writing with sufficient advance notice (72 hours). The
request will be reviewed by the Unit Manager for approval.
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® Business Visitor. The Warden has the final authority on the
admittance of business visitors and should be notified through
the chain of command. Except for pretrial inmates, an inmate is
not permitted to engage actively in business or profession.
All questions regarding a business visitor should be addressed
to the duty Lieutenant and Institution Duty Officer.

. Consular Visitors. When it has been determined that an inmate
is a citizen of a foreign country, the Warden must permit the
consular representative of that country to visit on matters of
the legitimate business. After a request has been submitted
from the inmate or consulate, a memorandum should be generated
from the inmate's Unit Team for the Warden's approval. Once
approved, a copy should be maintained in the Lieutenant's
Office and the Front Lobby.

. Representatives of Community Groups. The Warden is the
approving authority on visits from representative of Community
based Groups. A memorandum should be generated and sent
through the Chief Correcticonal Supervisor, Associate Warden, to
the Warden for approval. .Once approved, a copy should be
maintained in the Lieutenant's Office and the Front Lobby.

. Minister of Record/Clergy. 2An existence of an established
relationship prior to confinement for visitors does not apply
to visitors in this category. These visitors ordinarily
provide assistance in release planning, counseling, and
discussion of family problems.

. Minister of Record An inmate must submit in writing their
request to be approved for a visit from his Minister of Record.
They must submit their request to the Chaplin. An inmate may
only have one minister of record on his/her visiting list at a
time. The Minister of Record does NOT count against the total
number of authorized regular visitors/ social visitors.

Clergy An inmate must submit in writing their request to be
approved for a visit from clergy. Visits from clergy (other than
the Minister of Record) will be in accordance with the general
visitor procedures, and WILL count against the total number of
regular visits allowed. On both visits, an approved memorandum will
be forwarded through the Chief Correctional Officer and posted in
the Lieutenant's Office and the Front Lobby
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Children under the age of sixteen (16) who are placed on the
visiting list must be accompanied by an adult who is also an
approved visitor. A brief embrace and kiss is permitted when an
inmate greets their visitor/child. The same applies upon
termination of the wvisit. During the visit, any physical contact
other than hand holding will be considered improper and is
prohibited. Children are not permitted to be seated on inmates lap
during the course of their wvisit. Visits with children are to take
place only between the inmate identified on the official wvisiting
form and the child listed on the official wvisiting form with the
child's parent or guardian present.

TOOL CONTROL

* PURPOSE OF TOOL CONTROL: It is the policy of the Bureau of
Prisons to maintain strict control and accountability of tools
used and in storage at all institutions. Tool Contrel procedures
are imperative for the following reasons: to provide a tool in
goocd repair for the 4jeb at hand, to improve the general
appearance of the shop or working area, and to prevent tools from
being used to effect escape or assault.

s CLASSIFICATION OF TOOLS: All tools are classified as Class AA;
Class BA; or Class B. The Class BAA group includes tools
considered too dangerous to leave inside the institution. The
Class A group includes tools most likely used in escape, or to do
bodily harm to personnel or other inmates. The Class B group
includes those of a less hazardous nature.

All tools, where possible, shall be stored on a shadow board as

follows:

¢ All class "AA" tool shadow boards will have a white background
with a bright (curb) yellow silhouette of each tool.

¢ All Class "A" tool shadow boards will have a white background
with a red silhouette of each tool.

e All Class "B"™ tool shadow boards will have a white background
with a black silhouette of each tool.
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STORAGE AND SUPERVISION OF CLASS “AA" TOOLS:

Class "AA" Tools must be removed from the institution at the end of
each work day, stored in a combination locked safe in a Class "A"
Tool Room, stored in the armory, or turned into the control center.
Class "A" Tools must be stored in a metal cage or a class #1
concrete walled room physically separated from Class "B" Tools
behind two (2) locked doors. When the Class "A" Tocl Room is inside
the Class "B"™ Tool Room, the lock on the Class "B" Toocl Room serves
as one (1) of the two (2) required locks for the Class "A" Tool
Room. Supervision of Class "AA" Tools will be under constant wvisual
supervision.

STORAGE AND SUPERVISION OF CLASS “A" TOOLS:

Class A tools will be kept on a shadow board in a locked room or
cabinet. This storage area will be separate and secure from the
Class B tools storage area. Only employees are authorized to issue
and draw Class A tools from the Tool Room or places of storage.
Class A tools will be under the supervision of an employee at all
times. Inmates are not permitted to carry them about the
institution without an employee escort nor wuse them without
supervision. A complete inventory of Class A tools will be made at
the beginning of the workday, before the detail is released for
dinner and at the end of the workday. When a Class A tool is lost
or misplaced, the Chief Correctional Supervisor will be notified
immediately. All inmates who may have had access to the tool will
be held at the work location until a thorough search has been made.

STORAGE AND SUPERVISION OF CLASS “B" TOOLS:

All toels not in the Class A or Class AA categories will be
considered to be Class B tools. All Class B tools are under the
supervision of the employees and must be accounted for at the end of
the work day. These tools must be issued to inmates, in the presence
of their supervisor. All Class B tools must be gathered from the
work area and moved to the storage area at the end of the work day.
When a Class B tools is lost or misplaced, a search for it will be
initiated and a written report will be made ¢to the Chief
Correctional Supervisor and the department head covering the details
of the loss at the end of the day.
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TOOL INVENTORIES:

Up-to-date inventories will be kept by all shops, industries, scheool
and any other person having tools issued to them or stored under
their supervision Unit Officers having items such as scissors, etec.,
on the unit should be particularly careful as to the whereabouts and
the accountability of these items. The Tool Room Officer will
maintain a record of all tools in possession of the institution.

BROKEN OR WORN-OUT TOOLS:

Broken or worn-out tools will be removed from the shadow board and
returned to the Central Tool Room for replacement. If it is
determined that they cannot be surveyed and replaced, Class A tools
such a saw blades, etc., requiring replacement, will be returned to
the Central Tool Room for disposal.

FOOD SERVICE TOOLS:

A knife and tool equipment cage with a shadow board and adequate
locking device shall be located in the Food Service Department. All
hazardous knives and tools will be marked with an identification
symbol. All knives will be chitted out of the knife cage and
attached to the cutting table by the responsible employee. The
accountability of the knives will be checked at frequent intervals
during the shift and at the end of the day.

CONTROLLED FOOD ITEMS:

Special attention must be given to food items such as yeast, nutmeg,
fruits, and fruit juices. Of this group, yeast shall be locked in a
secure box in a refrigerated area. An inventory shall be kept,
indicating the date and quantity of issue, receipts, the balance on
hand, and the initials of the responsible employee. Yeast shall be
dispensed only by the Food Service employee and kept under strict
supervision.

CONTROL OF HAZARDOUS AND POISONOUS CHEMICALS:

Inventories will be maintained of all poisonous and toxic fluids
used in the institution, such as narcotics, wood alcohols, methyl-
alcohol, ditto fluids, acids, gases etc. These items will be stored
in a locked cabinet and will be drawn by an employee only, when
authorized by the department supervisors. The issuing office will
record the date, time, amount, and who received the item.
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KEY AND LOCK CONTROL

POLICY: It is the policy of the Bureau of Prisons to maintain proper
control of keys and locks at all times. The purpose of this is to
establish procedures for control and inventory of institution keys
and locks. Further detailed 4information can be obtained by
referring to BOP Program Statements.

All keys authorized for daily use will be stored on the Control
Center key board when not in use. ©Sets of keys are identified by
letter and number with the number of keys in that set indicated.
Two listings of key locations identifying active and emergency keys
can be found in the Control Center and in the office of the Security
Officer.

RESTRICTED AND EMERGENCY EKEYS:

Restricted keys have blue/black tags on the keyboard in the Control
Center. The Watch Supervisor will be - notified when it becomes
necessary to draw keys for a department or post other than his/her
assigned are, or to a restricted area, such as the commissary,
storeroom, etc’ The officer will prepare a Restricted Key Form
indicating the purpose for entering such area. Emergency keys or
red-lined keys will be issued only at the direction of the Warden,
Chief of Correctional Services, Associate Warden, Watch Supervisor
or the Institution Duty Officer. Acting positions may delegate the
drawing of keys for a specific time period wvia memo through the
Captain.

HANDLING OF KEYS:

Keys will be carried on a ring which is securely fastened to a chain
affixed to the belt of the officer. Discussion of key numbers and
reference to their use will be avoided in the presence of inmates.
Keys should never be carelessly thrown around, dropped, or left
unattended, etc. Always personally hand the keys to your relief so
they remain in the personal possession of the officer at all times.
Each officer has the responsibility to count the number of keys on
each set to ensure that all keys are present. Inmates will never be
permitted to handle keys designated for employee use at any time, or
under any circumstances. Should an employee take keys home, the
keys must be brought back to the institution immediately.
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LOST OR MISPLACED.KEYS:

If a key or a set of keys is lost or misplaced, the officer will
immediately report it to the Watch Supervisor by telephone or in
person so that adequate safeguards may be placed in effect. The area
the keys were last in will be immediately secured and all inmates in
the area will be searched. This will be followed by a written report
to the Chief of Correctional Services as soon as circumstances
permit.

REPLACEMENT OF EROKEN OR DAMAGED EKEYS:

Whenever a key is broken or damaged, the employee concerned will
submit a request for replacement to the Security Officer. All parts
of the broken key will be retrieved from the key way immediately to
prevent inmates from gaining access to them. A replacement key will
be issued by the Security Officer in accordance with established
procedures. If the key is broken or damaged and immediate
replacement is needed, the Watch Supervisor will be notified and
will take appropriate action. If it is not possible to retrieve the
broken portion from the lock, the employee will remain at the lock
until the broken portion can be retrieved.

REQUEST FOR REMOVAL AND ADDITION OF KEYS:

When it becomes necessary for a new key to be added to your key
ring, submit a Security Work Request to the Chief Correctional
Supervisor for approval and signature, stating the reason the key is
needed, your key ring number and the institution key number if
possible. If a key is no longer needed, submit a Security Work
Request to the Security Officer.

INMATE URINALYSIS PROGRAM:

Urine Surveillance and Narcotic Identification, inmate urine samples
will be taken at different hours (early morning, noon, late
evening). Therefore in order to accomplish this a weekly urinalysis
test roster has been established for all inmates that fall under the
random testing roster. It is critical that when inmates are
notified for UA testing that they are not left unsupervised. They
must be watched from the time of notification until they report for
testing at the Lieutenants Office. It is also imperative that when
conducting a UA test of an inmate that the subject is also tested
for alcohol by using the Alco-Sensor III.
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CALL-OQOUTS :

Sufficient copies of the master call-out sheet for distribution to
all units will be copied and forwarded to the Control Center Officer
so that the Morning Watch Contreol Center Officer can place one 1in
each detail pouch. Extra copies of the call-outs will be placed at
the detail pouch cabinet. Unit officers will post the call-out in
the housing units.

The employee who places an inmate on call-out must ensure the
requested inmate arrives at the specified time. If the inmate does
not arrive as scheduled, the requesting staff member shall contact
the staff member responsible for the inmate’s accountability. If
the inmate (s) is/are found to be in an area other than the assigned
callout area, it is the responsibility of the staff member(s) or
department that has placed the inmate(s) on call-out to prepare an
incident report for the inmate’s failure to report to call-out. If
efforts to locate the inmate fail, the inmate shall be immediately
reported to the shift lieutenant as missing and appropriate action
initiated to locate the inmate.

CELL ASSIGNMENT - SEXUAL OFFENDER/PROTECTIVE CUSTODY

Cell assignments will be determined in an methodical manner. This
involves the SHU Lieutenant and OIC, Psychology staff, Unit Team as
well as Investigative staff, in determining suitability of cellmates
for inmates in protective custody and/or sexual offenders. Most
inmates do not like to be housed with sexual cffenders or protective
custody inmates. Housing the wrong inmates with sexual offenders or
protective custody inmates, can lead to serious assaults and/or
homicide. Inmates cannot be allowed to choose their roommates, but
it is understood that some inmates may be better housed with inmates
of like backgrounds/affiliations, than arbitrarily housing the
inmates without considering all variables. As noted earlier,
protective custody and sexual offenders will be screened thoroughly.
If there are no single cells available, this review will be crucial
in minimizing the potential for assault.

HIGH RISE LIST

During the weekly SHU meeting, the Warden will be provided a list of
those inmates who are considered high risk from a psychological and
management stand point. The Captain and Chief Psychologist should be
responsible for generating this list. This list will be provided to
the Lieutenants’ office and the Duty Officers so they are informed
should a high risk inmate act out and be in need of medical or
psychological attention.
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Additionally, the Captain should inform the Warden of any camera
malfunctions, plumbing problems, or issues that may cause problems,
as well as the corrective actions taken/attempted to rectify these
issues. Inoperable security equipment, during serious incidents,
prevents staff from being able to record and or/view the incident
for possible prosecution or administrative action.

SUICIDE PEEVENTION INFORMATION
BOP HIGH RISK GROUPS

New Inmates - The first few hours and days after admission can be
critical. Newly incarcerated inmates may experience feelings such
as shame, guilt, fear, sadness, anger, agitation, depression,
relationship problems, legal concerns, hopelessness, and
helplessness, which can contribute to increased suicide risk.
Protective Custody - Inmates who volunteer to enter protective
custody are at high risk for suicide, especially during the first
72 hours in SHU. These inmates should be referred to psychology
services immediately.

Long-term Protective Custody Inmates - These inmates are
particularly wvulnerable to depression that can lead to a suicide
attempt, and should be monitored closely while they are in SHU.
Inmates Taking Medication for Mental Health Reasons - These
inmates are vulnerable to developing suicidal thoughts and
attempting suicide by overdosing on their medication. Inmates on
medication should be monitored to make sure they are not hoarding
medication. Any signs of distress, deterioration in hygiene, or
sudden changes in behavior should be reported to psychology.

FACTORS THAT CAN IMNCREASE THE PROBABILITY THAT AN INMATE
MAY BECOME SUICIDAL:

Mental Health Factors

History of mental illness

I Is the inmate depressed, actively psychotic?
- Has the inmate been compliant with psychotropic medication?
L Have there been changes in eating, sleeping, hygiene, weight,

recreation, activity level?

Prior suicide attempt

1. How lethal was the attempt?
2. How many attempts have been made?
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Inmate’s current mood, affect, and behavior

i I Is the inmate emotionally upset, angry, and easily agitated?

2. Are the inmate’s thoughts clear and goal directed (vs.
delusional or psychotic in nature)?

y Is the inmate depressed, has there been a recent loss?

4. Has hopelessness persisted even after the depression has
lifted?

S Has the inmate given away property, revised a will, or

requested a phone call to say his goodbyes?

Medical Condition(s)/Chronic Pain

1. Does the inmate have a chronic life threatening medical
illness?

& Has the inmate’s overall health diminished recently?

3. Is the inmate experiencing pain or other negative symptoms?

Relationship Difficulties

. Has the inmate received a Dear John letter?
2. Have communications and or wvisits decreased?
D Has there been a change in the relationship?

Situational Factors

1. Legal issues - pending indictment; loss of appeal to reduce
sentence.

Difficulties with staff or other inmates.

Gambling debts, drugs.

Ending of a close relationship with another inmate.
Possible victim of a sexual assault.

N Lo B

REPORTING AND DOCUMENTING INMATE BEHAVIOR

Report Your Concerns: Any inmate behavior(s) that is guestionable
and may reflect a change in mental health status should be reported
to the Shift Lieutenant immediately.

During non-working hours: Inform the Shift Lieutenant of any
questionable inmate behavior. He/she will determine if the on-call
psychologist needs to be contacted.

Segregation Log Book: Any changes in inmate behaviors should be
noted in the TRUSCOPE program. A detailed note regarding the
observed behavior is advisable. Documenting in the TRUSCOPE program
serves two purposes. First, the entry serves as a means of
communication for other staff members. Second, it provides an
accurate account of activity during your shift. Documentation
should be neat, legible, and professional.
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RESPONDING TO A SUICIDE EMERGENCY

A Segregation Officer observing an inmate in the act of committing
suicide, causing other self-injurious behavior, or who appears to
have committed suicide will call for back-up before entering the
cell. The officer will notify the Contrecl Center and the
Lieutenant’s Office by radio of the situation and request immediate
back-up. BACK-UP MUST BE PRESENT IN ORDER TO ENTER A CELL. The “cut-
down” tool is located in the storage closet on a shadow board. It is
the #1 officer’s responsibility to locate this item at the start of
the shift. This tool is only authorized to be used in emergency
situations. Miscellaneous use of this tool is not permitted and will
result in dulling the blade of the tool. In the event an inmate
commits suicide, the scene of the suicide will be treated in a
manner consistent with the investigation of an inmate death. All
measures necessary to preserve and document the evidence needed to
support subsequent investigations will be maintained or otherwise
adequately recorded.

SEXUAL ASSAULT PROTOCOL

Reporting

In all cases of reported sexually abusive behaviors (e.g., from
alleged victim, staff, and/or “third party”) the following will
OCCur:

The Operations Lieutenant will be notified immediately and he/she
will:

. Immediately safeguard the inmate (which will wvary depending on
the severity of the alleged sexually abusive behavior and could
range from monitoring the situation, changing housing
assignments, changing work assignment, placing alleged victim
and perpetrator in Special Housing, etc.):

. Promptly refer all inmates reported or suspected of being the
victim of sexually abusive behavior to Psychology Services for
assessment of vulnerability and treatment needs;

. During business hours, ensure that the SIS, Chief of
Correctional Services, Program Coordinator, and Warden are
notified; and During non-business hours, ensure that the SIS,
Chief of Correctional Services, Program Coordinator, Duty
Officer, and the on-call Psychologist are notified.

. The Program Coordinator will review the psychological
assessment and other relevant factors and make a determination
as to whether or not to proceed with the full activation of the
Response Protocol.
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Responding

Not all allegations of sexually abusive behavior will require full
activation of the Response Protocel. In some cases, the Program
Coordinator will determine that there is not sufficient reason to
proceed (e.g., the alleged victim credibly recanted; the alleged
perpetrator was not in the instituticn on the date of the
allegation, the inmates involved independently report a non-coercive
sexual encounter, etc.) and the Response Protocol may be terminated.

In cases where more information is needed, or in cases where there
is a credible and serious allegation or instance of sexually abusive
behavior, the full Response Protocol will be implemented. Once the
Program Coordinator determines that the intervention should
continue, a sensitive and coordinated response 13 necessary.
Services will be provided in an environment that meets both security
and therapeutic needs. The full Response Protocol, monitored by the
Program Coordinator, involves the following components:

Protection

All appropriate staff will consult and determine the actions to be
taken to prevent further sexually abusive behavior both to the
alleged victim (e.g. change in work assignments, change in housing
assignment, closer supervision, protective custedy, transfer, etc.)
and/or by the alleged perpetrator (e.g., remove from compound,
change housing assignment, etc.).

The Captain will ensure that a STG category of “W SA UNV” is entered
into SENTRY, and in instances where an inmate perpetrator is
alleged, will enter the STG category of “P SA UNV" for that inmate
{See Section 13.b. for further details).

PSYCHOLOGICAL:

Psychology staff are responsible for crisis intervention, assessment
of treatment needs, documentation of the evaluation results,
treatment, psychiatric referral, and/or other treatment options
related to the alleged victim. In addition, Psychology staff provide
guidance to Unit Management and Community Corrections staff
regarding an inmate’s post-release mental health needs. Inmate
perpetrators (or alleged perpetrators) of sexually abusive behaviors
will be referred by the Operations Lieutenant to Psychology
Services. Inmates considered high-risk for sexual re-offending may
be referred to specialty treatment and/or management programs,
individual or group counseling, or may be managed through standard
correctional technigues.
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If an inmate perpetrator is determined in need of treatment services
and refuses treatment, Psychology Serwvices staff will document the
refusal and place it in the medical section of the Inmate Central
File and notify the referring staff of the refusal. Documentation of
treatment compliance or refusal ensures continuity of care within,
between, and outside the Bureau.

Examination

Medical staff are responsible for examination, documentation, and
treatment of inmate injuries arising from sexually abusive
behaviors, including testing when appropriate for pregnancy, HIV and
other sexually transmitted diseases (STDs). Where indicated, medical
staff, trained in the collection of sexual assault evidence (i.e.,
“rape kit”) should conduct an examination for physical evidence
which may be used later in formal investigations. At institutions
where Health Services staff are neither trained nor certified in
sexual assault evidence gathering, the inmate will be examined at
the institution by trained health care professionals from the local
community or at the local community facility equipped (in accordance
with local laws) to evaluate and treat sexual assault victims.
Prophylactic treatment and follow-up for sexually transmitted
diseases will be offered to all inmate victims, as appropriate.
Whenever an inmate is referred to Health Services for examination
and treatment of injuries related to sexually abusive behavior,
staff will encourage the inmate victim to complete an Inmate Injury
Assessment and Follow-up form (BP-5362) as required by the Program
Statement on Patient Care.

Investigation

In cases where the full Response Protocol is activated, staff are
trained to investigate allegations of sexually abusive behavior
thoroughly. The information concerning the identity of the alleged
inmate victim and the specific facts of the case are limited to
those staff who need-to-know because of their involvement with the
victim’'s welfare and the investigation of the incident. This is
important not only to preserve the victim’s privacy but also to
preserve maximum flexibility to investigate the allegations.

Initial Notifications:
Upon activating the full Response Protocel, the investigation phase
is initiated and the following notification(s) will be made:

Inmate Perpetrator on Inmate Victim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against another inmate, the Special Investigative
Agent (or SIS) will be notified immediately.
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Staff Perpetrator on Inmate Victim:

In the event that a staff member is alleged to have perpetrated
sexually abusive behavior against an inmate, the Warden will be
notified immediately. The Warden will notify the Regional Director
and the Office of Internal Affairs (OIZA), who will in turn notify
the Office of the Inspector General (0IG), and when appropriate,
will notify the Federal Bureau of Investigation (FBI).

Inmate Perpetrator on Staff Vietim:

In the event that an inmate is alleged to have perpetrated sexually
abusive behavior against a staff member, the SIA/SIS will be
contacted immediately with follow-up notification to the Warden.

Crime Scene Preservation:

The staff first responder will preserve the crime scene. SIS staff
will be responsible for collecting information/evidence. The
investigation, in coordination with the agency to which the case may
be referred, will follow the guidance given in the Special
Investigative Supervisor’'s Manual that outlines gathering and
processing procedures.

Physical Evidence Collection:
When there is a report of a recent Rape or Sexual Assault with an

Object, or there is a strong suspicion that a recent, serious
assault may have been sexual in nature, a thorough physical
examination of the alleged wvictim - to include a “rape kit” will be
completed immediately. Physical evidence collection may also include
an examination of, and collection of physical evidence from the
suspected perpetrator(s).

After Action Reviews of Violent Sexual Assaults:

Following any incident of Rape or Sexual Assault with an Object, the
Warden, Program Coordinator, Chief of Correctional Services, Health
Services Administrator, and Chief Psychologist will meet and review
the incident. This review is to assess the reasonableness of the
actions of staff following the incident, to ensure the security and
treatment needs of the inmate victim have been addressed adequately
and the management and investigation of the inmate or staff
perpetrator is progressing appropriately. Within two working days
after the initial reporting of the Rape or Sexual Assault with an
Object, a written report highlighting the relevant facts should be
produced and the Warden or designee will personally attest by his or
her signature that the review has taken place and that the steps
taken by staff were either appropriate or inappropriate. A copy of
this report will be forwarded to the Regional Director.
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Consideration for staff impacted by the incident is necessary.
Arrangements for debriefing affected staff and referral to
appropriate services to mitigate the stress associated with these
events should be offered.

Administrative Disciplinary Process and Prosecution:

In keeping with this “zero tolerance” policy, perpetrators of
sexually abusive behavior will be disciplined and/or referred for
prosecution.

Tracking Saxulllx Abusive Behavior:

Tracking and analyzing the incidents of sexually abusive behavior
are critical to the safety and management of inmates and the
security of all Bureau facilities. Monitoring these incidents allows
the Bureau to assess the effectiveness of current policy and
procedures in regard to the extent of sexual victimization. To
ensure full and accurate reporting and analysis, the SIS will
maintain secure investigative files which include data on:

. The victim(s) and perpetrator(s) of sexually abusive behavior;
Crime characteristics;

Formal and/or informal action|(s) taken;

All collateral reports, supporting memoranda, and videotapes;
Medical forms; and

Any other evidentiary materials pertaining to the allegation.

" & & & @

The Office of Internal Affairs will report the cumulated data on the
inmate victims of staff and inmate sexually abusive behavior to all
Chief Executive Officers and the Psychology Services Administrator
at the end of each quarter and at the end of each fiscal year.

SUICIDAL SITUATION IN SHU OR THE HOUSING UNITS:

If you are the first person to notice an inmate hanging, you should
call for staff assistance (Operations Lieutenant & Control
Center)and remain calm and wait until sufficient staff and
Lieutenant arrive prior to handcuffing the inmate=s cell mate(s)
(if applicable) and unlocking the cell door. If feasible, obtain
protective equipment from the above mentioned areas. Cut the inmate
down, protecting the head and neck area. Always administer life-
saving procedures.
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Post Orders, the TRUSCOPE program and log boocks are confidential
documents and should never be left unattended or in an area accessible
to inmates. Post Orders must be secured at all times when not in use
by staff.

It is the responsibility of the employee to inform the employer of the
fact they have not been able or afforded the opportunity to read such
orders. The employer will then advise the employee of the general
requirements of the post, and answer any questions.

Employees assuming posts under these circumstances still have the
responsibility of exercising sound correctional Jjudgment based upon
their training and experience and will make reasonable efforts before
assuming your post.

After reading the post orders, the employee must sign and date the
Post Order Review Sheet which is located in Section 5 of this
document. These post orders are not intended to describe in detail all
the officers’ responsibilities. Good judgment and common sense are
expected in all situations not covered in these post orders.

NOTE: IT IS POLICY OF THE BUREAU OF PRISONS THAT IF AN INMATE(S)
SHOULD APPROACH YOU OR YOUR POST WITH A STAFF MEMBER HOSTAGE, YOUR
FIRST CONSIDERATION IS THE SECURITY OF THE INSTITUTION AND UNDER NO
CIRCUMSTANCES WILL INMATES BE PERMITTED TO ESCAPE. ANY EMPLOYEE TAKEN
HOSTAGE, REGARD F RANK, HAS NO AUTHORITY.

fzr/7/£<?' )

Darden, Captain Date
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INSTITUTIONAL SUPPLEMENTS/PROGRAM STATEMENTS

FIREARMS AND BADGES P.5. 500.13
INMATE ACCOUNTABILITY I.S. NYM 5511.06
INMATE PERSONAL PROPERTY I.S. NYM 5580.07
SECURITY INSPECTIONS I.S. NYM 5500.13
TOOL CONTROL I.S. NYM 5500.13
MAIL MANAGEMENT P.S. 5800.16
VISITING PROCEDURES I.S. NYM 5267.08
INMATE CORRESPONDENCE I.S. NYM 5265.14
ALCOHOL SURVEILLANCE/TESTING I.S. NYM 6590.07
ENTRANCE PROCEDURES I.S. NYM 5500.13
INMATE TELEPHONES P.S. 5264.08

+ON SCREENING P.S. 5522.02
SEARCHING/DETAINING PERSONS P.S. 5510.15
SEXUAL ABUSE PREVENTION/INTERVENTION P.8S. 5324.12
INMATE DISCIPLINE P.S. 5270.09
SPECIAL HOUSING P.S. 5270.10
SUICIDE PREVENTION P.S. 5324.08
SEARCHES OF HOUSING UNITS/INMATES AND WORK AREAS P.S. 5521.06
ESCORTED TRIPS P.S. 5538.07

USE OF FORCE/APPLICATION OF RESTRAINTS I.S. NYM 5566.06
POSTED PICTURE FILE P.S. 5510.13
HUNGER STRIKES P.S. 5562.05
ESCAPES DEATH NOTIFICATIONS P.S. 5553.07
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CHAPTER 7
FIREARRMS AND BADGES

700, DEFINITIONS. Probable cause, reasonable determination, or
reasonable belief means facts and circumstances known to the
employea at the time of the use of firearms that would cause a
reasonable employee to conclude that the action is appropriate.

701. CARRYING OF FIREARMS. Title 18 U.5.C. § 3050, authorizes
the Attorney General to prescribe rules and regulations relating
to the carrying of firearms by Bureau officers and employees.
This authority is delegated to the Director in 28 CFR 0.96(o0).

When approved by the Warden, institution staff are permitted to
carry firearms when:

* transporting inmates,

* assigned to escape posts, and
e assigned to security posts which require firearms as
standard issued equipment.

Carrying or the use of personal or privately owned firearms while
on duty is prohibited.

Post orders, riot plans, and escape plans will include
instructions for carrying firearms.

a. Duty Assignment. Employees must not be assigned to duties
that require the carrying of firearms prior to successfully
completing the firearms familiarization training course.

b. Staff Qualification. HNew employees must nobt be assigned to
posts requiring the carrying of firearms before completing the
Introduction to Correctional Techniques Training at the Federal
Law Enforcement Training Center.

L]

In extraordinary circumstances, an exception may be made for an
employee who has completed the local firearms familiarization
training with written approval of the Warden and Regional
Director.

€. Re-qualification. Staff must complete satisfactorily the
Bureau’s approved firearms training course each year. Allowances
will be made in accordance with applicable laws, rules, and
regulations.
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(j ' Chaplains, dentists, physicians, and other positions which the
Director specifically exempts from carrying firearms are not
required to complete the firearms familiarization training
conducted at the institution and Staff Training Academy.

d. Other Use of Firearms. Only the Director or Director's
designee may authorize, in writing, Bureau staff to carry
Government-issued firearms for purposes not expressed in this
Program Statement.

702. USE OF FIREARMS. Firearms must be used only when deemed
necessary for the following Law Enforcement purposes:

* Prevent escapes;

e Prevent loss of life or serious physical injury:

& Peabact Sasaoomeaint oodapemex  amarn clavarm el ian s
the damage or loss of property would contribute
directly to an escape, loss of life, or serious

physical injury; and

s Maintain or restore control of a correctional
institution.

The use of firearms is prohibited if force other than firearms
appear reascnably sufficient to accomplish law enforcement
purposes. Examples are, but not limited to:

* FPrevention of escape;

* Prevention serious physical injury; and
# Restoration of contreol in a correctional institution.

The necessity to use firearms arises when all available means of
achieving the law enforcement purpose have failed or are likely
te fail. '

An employee is not required to jeopardize personal safety or the
safety of others before using firearms to prevent serious
injuries/bodily harm or death.

If use of firearms is deemed necessary, staff must shoot the
subject with every intention of hitting "center mass" to ensure
the subject is stopped.
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Staff will not attempt to shoot a limb which creates a lesser
chance of stopping the subject and may pose a danger to staff,
other inmates, or persons in the community. Firearms must not be
used solely to disable moving vehicles or aircraft. Firearms
will only be used against the driver or other occupants of a
moving vehicle when the:

*» Employee has a reasonable belief that the subject poses an
imminent danger of death or sericus physical injury to the
employee or others.

e Public safety benefits of using such force outweigh the
risks to the safety of the employee or others.

As soon as practicable, medical attention must be provided to any
persons injured during an incident involving use of firearms.
Tirearms will not be used if the employee recognizes a potential
escapee as an inmate sentenced under the Juvenile Justice and
Delinguency Prevention Act.

a. Escape Prevention. The use of firearms is authorized when
deemed necessary to prevent an escape in the following
situations.

(1) Perimeter Walls. At institutions secured with
perimeter walls, prior to using firearms, staff must reasonably
believe that an inmate has the capability to escape.

For example, the inmate may be carrying items that could be
used to perpetrate an escape, such as, but not limited to, a
ladder, grappling hook, or rope, suggesting an intent to escape.

An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

i

{2) Multiple Perimeter Fences. At institutions secured
with multiple perimeter fences, prior to using firearms, staff
must reasonably believe that an inmate has the capability to
escape.

For example, the inmate may be carrying items such as, but

not limited te, a ladder, blankets, grappling hooks, ropes, broom
handles, or sticks, that will perpetrate an escape.
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(.' An employee who determines an escape is in progress must
issue a verbal warning, then fire a warning shot prior to
shooting the subject.

Verbal warnings and warning shots are not reguired when the
employee reasonably believes there is imminent threat danger of
death or serious physical injury to self or others.

When authorized, throughout this policy, warning shots
should be used only if there is no apparent danger to self, other
staff and inmates, or the community.

Warning shots will be fired into the ground and never into
the air or in an indiscriminate direction.

The inmate is not required to be on the first/inner
perimeter fence before the employee issues the warning. When the
Lignate aciluallv conitacia the first/inner perimeter fence in an
attempt to climb or demonstrates an attempt to get on or over the
first/inner perimeter fence, and the employee reasonably
determines an escape is being attempted, the employee may shoot
the subject.

. The employee is not required to wait until the inmate is
(h] between the perimeter fences or over the first/inner fences.

(3) Metropolitan Correctional Centers (MCCs) and
Metropolitan Detention Centers (MDCs). When an employee
reasonably determines that an escape is being attempted from a
MCC or MDC, the employee should give a verbal warning. If the
inmate continues, the employee may shoot the subject. Warning
shots are prohibited due to the possibility of injury to innocent
bystanders.

{4) Minimum Security Institutions. Ordinarily, firearms
are not used to,prevent escapes from minimum security level
institutions. However, weapons ard authorized when the escaping
inmate has used or threatened to use force which is likely to
cause serious physical injury or has manifested an imminent
threat of death or serious physical injury to the employee, other
staff and inmates, or the community.

Verbal warnings and warning shots should be used when
feasible.

(5) Escapes with Outside Assistance. Firearms may be used

against persons who are not inmates, if they are facilitating an
escape and have used or threatened to use force which is likely
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to cause death or serious physical injury against the employee,
other staff and inmates, or the community.

Verbal warnings and warning shots must be used when
feasible.

(6) Escape from Escorted Trip or Prisoner Transport. When
an employee reasonably determines an escape is being attempted
from an escorted trip or priscner transport, the employee must
issue a wverbal warning. If the inmate continues and the escape
is occurring within the immediate environs of a correctional
institution, the employee will fire a warning shot, if feasible,
prior to shooting the subject.

Outside the immediate environs of a correctional
institution, the employee should not fire a warning shot prior to
shooting the subject due to the possibility of injury to innocent

1 ! - -
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Absent the use or threat of force which would likely cause
serious physical injury or a manifested imminent threat of death
or serious physical injury to the employee, other staff and
inmates, or the community, it is not permissible to use firearms
to prevent an escape of an inmate in transit to or from a minimum
security level institution. The exception to the rule is when
the escorting employees are transporting inmates at the same time
to a minimum and non-minimum security level institutions.

(7] Once An Escape Has Occurred. After an escape from a
transport vehicle or an institution, and the immediate environs
has been successful, employees attempting to apprehend the
escaped prisoner may not use firearms unless there is probable
cause to believe:

(a) The subject has committed a felony involving the
infliction or threatened infliction of serious physical injury or
death. ' :

(b} The subject's escape would pose an imminent danger
of death or serious physical injury te the employee or others.

Note: The phrase "after an escape from a transport
vehicle or an institution and the immediate
environs has been effectuated" should be
interpreted in the feollowing manner:
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e As long as a staff member is in continuous pursuit
of an escaping inmate, whether the escape takes
place from an institution, transport vehicle, or
outside facility (such as a hospital), the escape
has not yet been effectuated. The use of firearms
is permissible under the escaping inmate standard.

* The immediate environs of an institution is
defined as the property lines of the correctional
facility. This boundary may be expanded by the
Warden with the Regional Director's concurrence
and should be defined as explicitly as possible.

A verbal warning should be given if it would not pose a risk
of death or serious bodily injury to the officer or others.

Warning shots are prohibited due to the possibility of

e T | U R A —
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b. Prevent the Loss of Life or Serious Physical Injury. Staff
may use firearms when reasonable belief exists that the subject
poses a threat of death or serious physical injury to staff,
inmates, or others,

Firearms will be used in the same manner as for escapes; verbal 5

. . i . f -
warnings and warning shots should be given, when feasible, prior ..‘_r
to shooting the subject. Vi

When authorized, warning shots should be used only if there is a
no apparent danger to other staff and inmates, or the community.
Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others,

In a hostage situation, once it has been contained and attempts
to negotiate have begun, only the Warden may order the use of
firearms to resolve the hostage situation. [

Warning shots will not be fired as in an attempt to resolve a
hostage situation, nor used to create a diversion.

c. Protect Government Property. Firearms may be used to
prevent damage to or destruction of Government property when the
loss of that property could contribute directly to an escape or
attempted escape, serious physical injury, or loss of life.

For example, the use of firearms may be necessary when persons

are attempting to damage or disable a fire truck during a fire
within the institution. If individuals attempt to break into a
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building where weapons, gas, or other security risk items are
stored, firearms may also be used.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to other staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reascnably believes there is imminent danger of death or
serious physical injury to self or others.

d. Maintain or Restore Control of a Correcticonal Institution.
Firearms may be used to maintain or restore control of a
correctional institution when the employee reasunably believes
the intended subject of the use of firearms is part1c1patlng in a
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inmates, or the community.

Firearms must be used in the same manner as for escapes; verbal
warnings and warning shots should be given, when feasible, prior
to shooting the subject. When authorized, warning shots should
be used only if there is no apparent danger to staff, other
inmates, or the community.

Verbal warnings and warning shots are not required when the
employee reasonably believes there is imminent danger of death or
serious physical injury to self or others.

703. ARMED ESCORT BY COMMERCIAL AVIATION. The Warden may
authorize staff to carry firearms when transporting an inmate by
commercial air carrier.

Title 14 CFR Part 108.11, Carriage of Weapons, and Part 108.21,
Carriage of Passengers Under the Contrnl of Armed Law Enfcrcement
Escorts (1995), allows law enforcement officials, while
performing their duties, to travel while armed.

Staff must notify the air carrier prior to departing the
institution of the intent to carry firearms. Staff must complete
all required forms and provide required information to the

carrier.

Staff must follow the procedures detailed in the above referenced
regulations.
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When not transporting inmates, Bureau staff, carrying firearms
aboard commercial aircraft, must declare this to the carrier and
have the weapon placed in checked baggage.

The above referenced regulations should be referred to for
additional requirements concerning the placement of firearms 1in

checked baggage.

704. REPORTING REQUIREMENTS. A written report must be submitted
to the Warden upon the discharge of any firearm, privately owned
or issued by the Bureau. This rule applies when the employees is
on duty and off duty, except for training or recreational

purposes. X

For an incident while on duty, the report must be submitted prior
to the end of the employee's duty shift.
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prior to the end of the employee's next duty shift.

The discharge of any firearm, once reported, will be investigated
and reviewed through the After-Action Reporting and Review

processes.

705, IDENMTIFICATION BADGES. Upeon request, the Correctional
Services Administrator, Central Office, will issue Bureau
identification badges in leather carrying cases to each
institution.

The Captain will maintain strict accountability of Bureau badges.
Lost or stolen badges must be reported immediately in writing to
the Correctional Services Branch, Central Office.

Except for tower and perimeter patrols and established stationary
check points, staff assigned to duties which require the carrying
of firearms will be issued a Bureau ideptificaticn badge.
4 a

The badge must be displayed when necessary to establish the staff
member's authorization to carry a firearm. Appropriate badge
holders will be provided so as to allow the employee the ability
to securely attach the badge to his or her outerwear.

Badges may not be used as methods of rcocutine identification.
Employee procurement or possession of unauthorized badges, either

official or duplicated, is prohibited (see the Program Statement
on Standards of Employee Conduct).
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1' 706. NON-DISCLOSURE OF BUREAU STAFF MAMES IN SHOOTING INCIDENTS.
Disclosure of an employee's name fellowing a shooting incident
will follow the guidelines as prescribed in the Program Statement

on News Media Contacts.
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