
RESOLUTION #99.27

A RESOLUTION ESTABLISHING A HOLDING FACILITY POLICY FOR THE
BOISE COUNTY SHERIFF'S DEPARTMENT

WHEREAS, The Boise County Board of Commissioners has received a version of the Boise
County Sheriff Policies and Procedures for Holding Facility; and

WHEREAS, diligent review and discussion of the new policy has been held by the Board and

the Boise County Sheriff;

NOW, THEREFORE, BE IT RESOLVED by the Board of Commissioners of Boise County,
Idaho, that the attached Boise County Sheriff Policies and Procedures for Holding Facility be adopted.

APPROVED and ADOPTED by the Boise County Board of Commissioners in open session on
the 9ft day of August, 1999.

BOARD OF BOISE COMMISSIONERS

oard, J Chairman of the Board

John N omml

Dale Hanson, Commissioner

Attest:

A. , Clerk to B

Resolution 99-27
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BOISE COUNry SHERIFF
POUCIES AIYD PROCEDUBES
FOR HOLDING FACIUTY

OBIECTTVE:

The objecfive of the Boise County Sheriffs Office in the holding facility is to provide
a sec'ure and safe environmenttohouse and care for inmates arrested in the daily
activity of the Sheriffs Deparfrnenl

This. obiective will be accomplished by strict enforcement of the policies and
procedures listed in ftis manual All @icieslnve been reviewed and approved by
the Sheriffand the County Commissioners of Boise County.

AII policies and procedrres areJistedin themanual Refer to the table to contents
forspecific area of guestion
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ORCAI{IZATIONAL STRUCTURE

0l"0l.The facility's day to day operalion shall be the responsibility of the Jail
Commander. The Jail Coramandershall !s .lecigrated by the Sherifi, or in
the bbsence of ttre Sherifi the Cbief Depr.ty. .Ihe Jait Cqnrnander carl at his
discretiorl appoint a second in comrnand to assist in times of hiS/her
abi,ence.

01.02 The.mission of the.Boise CountyHolding Facility shall be to provide a safe
and secure environment for staff and inmates. All policies and procedues
shall be folloared without exception- Policies and procedr:res will be in
accordance with the iailstandards setforth by ttre Idaho Jail Corrmission
anil the Unites States Cmslihrlion, and theldaho Qiminal Code asit pertains
to housing and care ofinrnates. -Allstafishallcornplywiththe @icies set
foith by the above mentioned agencies. : . : I .-,..-,..1,.:..

01.03 The chain of command for lhe Boise County Holding Facility shall be as
follorrys:

Chief Deputy

Jail Commander, Civil Supervisor, Dispatdr Supewisor
Itt
Jail Technicians Dspatch

I

Inmates

01.04 The chain of commandlisted above shall lrs follo,ved at all times. If a
person feels that aproblemhasnot been ad&essed after folloning this plan,
he may proceed to the nextlinkin the chain only alteiilre first step in the
chiin hasbeen follorued.

Shedtr

(
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POI ICIFS AND PROCEDURES:

01.05--The Jail Commander,in accordance with the iail standards and the Sheriff
of Boise County, shall.develop andmaintain a set of writen policies and

. pocedures descxibing all aspects offacility and operation-

01.06 All pdicies and procedures shall be Eviewed annually and shall be reviseit
and addtions made if.aecessary

01.07 Writtm policies and.proeedures stEI bemade available to all start

01.08 Writren policies and.pocedures sball fomt the basis for new facility'- 
employee orientation and.Eaining.

01.09 There.stnll be aprocedurefor dissemination of new or revised policies and
procedues to facility ernployees.pdor !o implementatiorL

f
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02,01 rtre Jail commander shett prcpare and present an annual budget reqr-lest' that ensrres an adeqrale allocation of resor.rces for facility opeiafions and
prograrnrning. Budget-requests shallbe prepared in the manirer and detail
prescxibed by the Slreriff and the Boise County Corrmissioners

CI2.o2 rheSoise cornty HddngfacinVshall rdlze.afiscal system wtrich accounts
for all income and eryend[tes on an ongoing basis. This report shall be
written and available at all times for the Shedtr of Boise County and the
Cor:nty Commissioners.

02.03 AII orpendnnes, bills andincome shall be audited b!, at least trro of the jail
administration and the Sherilf beforepaid or deposited

02.M The Shedff shall conduct.an audit of the fiscal process of the jail on a
monthlybasis.

02.05 The methods r.sed .for collecting;.safeguarding, and dsbursing monies,
indudng inmate's personal.frmds held by the facility, stratl compfu witn ne
policies set forth by Boise County Sheri$ and Idatro Jail Standards.

02.06 AII monies collected byrhe..facilig strall be secured daily in ttre dispatch
control are4 in a sesredlock box. The krys for the bo:( will be in the
poisession of the on duty d'ipatcher, Chief De$ty, and the Jail Commander.

02.06.01 AII deposits madeto the lockbox shall be documented in alog kept
in dispatclL lhe entry to the log shall indude name of person the
finG belog to,. the deg.ty or tedr making lhe deposi! date ard time
ofenfy.

02.07 TteJail Corrunanderstrallmaintain 6te6sssa121i6n of the number and tlrpe- 
of positios authorized and the nurnber and tlpe of positions filled or vacant
at any time. The payroll shall !e based upon dolgented time and
attendance records of all jail emplcyees.

02.08 The Jail Commander shall maintain cr.Irent and complete records of aII
prope$, equipmeng and stores. Aninveniory shall be conducted at least
annually in the manni:r and detail presaibed by the Slreriffs Departrnent and
the County Commis6ioners.
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PEBSONNEL.

03.01 Ttrc facility shall be $afred by facility emplryees awake and on duty on a
twenty-fourhour basis ra&eninmates are being housed.

03.02 Thefacility shall have srlEcimtstafrto.pedorm all frmctions relating to the
secuity, custody, andsupervision ofinmates and as needed to operate the
facilty in cmfcmance with theJdaho Jait Standards. The Jail Commander
stnll prepare and/orupdate a statrng plan aruually, prior to the preparation
of ttie facility's annual budgetrcquest The plan shall detail stalf assignment
in the facility and thenumber of.full and part time.positions.

03.03 Afemale emflqee shall"be arailable at alltimes wfien female inmates are
hot$ed An ot.dtrty emplqee of the Sheriffs Depaffnent assigned primaily
to ahon-iait pcition, bui rrtrois propedy Eained and available as nLeded t6
as$st with female inmateq may satisfy lhls requiremenl

QUALIFICATIONS:

03.04 After-April I, I990,.aIl aplicants forpcilions involving regular direct contact
with inmates shall meet.the same slanrlarrls. for employrnent as those
esEblished for peace officers by the Idaho Peace OfEcer Standards and
Tnining Council. The Jail Commander stnll maintain documentation of
compliance with lhese standards for employment in the respective
peisonnel fiIes of eachnewemplryee.

03.05 The facility stnll have a.personnel manual, a copy of whidr is made available
to each new employee and wtrich is explained to new employees at -
orimtatoru The manual.shallindrde, at aminimunL the following:

a Desoipimof thefacilifs amrmalive ac{ionprogram and equal
opportunlty progfarnwtnre such programs have been adopted
as part of the. Boise County policy. "r

b: Policy for selection .retentioq and promotion of all employees
on the basis of merit and specified qualificaton.

c: Rules for entry level or introductory status employees.
d: Compersa6on and benefitplan.
e: Rules of conductand disciplhary process for employees.
f: Emplryeegrievanceprocess.

f
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0&06 Tbe.facility sfnll maintain and cnrrenf, :rccurrte and confidential record for
each emplqrce. Emplqees shall have :rccess to information maintain in
their own personnel.file.

r'
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TRAINING AT.ID STAFF DEVELOPMENT

O4.01 The Boise Comty SheriFs Ofrce strall .have a raniBen training and stalf
derrelopment plan- Training is based or1 and consistent with the facility's
witen policies and procedures

M.02 AII new ernflqtees shall be provided an orientation prograrn Ttre program
will be handled by thes€nitr JaitDeS4, and will follsvtr ldaho Jail Standards
aril the policies of the Boise County Sherifr. When manning allons, all jail
personnel will be sent to CorrectionalAcademy in Boise.

(

04.03 Within tlrc first year of ernplqment all .new facility emplqrrees rntrose
posilions involve supenrision or-.regular contact with inmates shall receive
eighty (80) hours of basic training in at least the follo,virq areas:

a: Secuity and searchprocedures
b. Supelvision ofinnates
c. Use of force and methods of selfdefense
d- Reportwdting
e. hrnate and staff.rules andregulations
f. Rightsandresponsibililies of.inmates
g. Fire aird emergencyprocedures
fL Interpersonalrelationsandcommunicationsskills
L Special.needsinmates
i. Recogition of the signs and symptoms and mental illness and

retardatorU substance abtse, Sr)6ical deficiencies and suicide-
prone behavior.

04.04 The basic training specifled in Chapter 0403 above, conditional upon its
devi:lopment and adop6on, may be provided by the ldaho Peace Officer -' Standards and Training Council.

04.05 Nemr facility emplqees with.prior training received from other sources shall
be considered to have met lhe requirements of Chapter p4.03 above, upon
the apprural of a waiver by the ldaho Peace OIIicer Stdrtlards and Training
Council for equivalent trahng. .Documentation of the waiver shall be
maintained in the employee's personnel file.

04.06 All new support stalf and .part lime employees shall receive orientation
appropriate to their job assignments and additional training, as needed.

M.07 In.addffion to basic training, all.facility employees shall receive a minimum
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of twenty-four (24) tu"rs of inservice training annually and may receive
POST certifi calionif-theSherilf-so desires.

04.08_A[ fadlity emplq/ees shallre-cgive lraining in the o<ecution of the writen
emergencyplans and.in the use of emeryencyequipmenl

04.10_ AII facility employees shall receive.basic-Red Cross first-aid taining or its- equilalentand trainingin.cardiopr:lmonaryresuscitation techniques within
the fust year of emirqmer[ ..Certification.in these areas sball be kept
currenL Some facility emplqlees will be cerlified as first responders.

04- q AII facility emplqTees.arxhodzed to use freamrs shall receive taining and be
qualified in their use on at leastan annual..basis.

04.12 AII facility emplqrces authorized to use chemical agents or other weapons
shall receive training in their.handling and use.

04.13 AIt facilityemplqees ^ndinrnates wo*ing in.food service areas shall receive
fainirE in pqerfoodservice sanitalion prarlices prior to assignment to this
area

O4.14 The.facility shall maintain a complete and current record of all taining
received for each facility ernplryee.in the emplcyee's personnel file. Copies
of 

-any 
certificates issued shall also be maintained
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FACIUTY INFORMATION SYSTEMS

RECORDS.AND DATA.MAI{AGEAEDIT

a: Acoracyof.infomntion,induding.procedwes forverilication
b: Security of infomation .includng access and potection from

unauthorized dsdosure
c: Cpntents.of.reeords
d: Maintenance of records
e. Length of retenfion
f. Method of archirml or disposalofinactive records.

RELFAIEOF INFORIIATION

FACILII(RECORNS .

05.05 The facility shall maintain a document on each shift in wtrich the following,- at a minimum, shall be recorded:

Personnelon duty
Time and-results of cell checks and inmate counts

05.01 lhe.Bdse CcrJntyJail.shallnaye wdilen-policy and procedure to govem the
co[ecliorL rDanagerEnt, rn.l letention of information pertairfry to inmates
anil the operalion dttre.facilig- Writrenpdicy andprocedu,e shall address,
at 5 minimum, lhe folloruing:

05.02 Prior to release of infomalion to agencies other than criminal justice
adhqites or otheragencies with cout orders for access, written release of
informationshall be obtained from.the inmate involved with a cory placed
in lhe inmatesfile folder.

05.M The facility shatlfnaintain anaconate record of all persons cornmitted to the
facility, induding the detaineels narne, date and time ofEommitmmt, time
and date of discharge, andauthorityfor discharge.

a:
b:

Page -lG
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05.03 Inmates shall be.permitted-reasonable.accees !o information in their o,vn
files and records. The facilty administator rray restrict the inmate's access
to Certain informaton, or provide a summary of the information wtren ils
disdosure to the inmate presents a lhreat !o the safety and secr:rity of the
facility.
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Names of inmatee rcceived or discharged with times recorded
Time Of-mealc Sen ed
The shiltacfiviflelJncludng ary action taken on the handling
6f 3ryr imrrcrral OrrOutinejncidentS
Entry aqa exit of all visitors, induding ptryaiciars, anomeys,
vOluntebrS anrl olhers
Notation of problems,. djishrbances.and
Notations of ary use of emergmcy or restraint equipment

05.-0Q- The facility shall maintain a.permanent log for disciplinary detendon and

- adminisEative segregation areas. Ihe log may combine with the log- requiredinChapter 05.05 above- Thefo[onving informatiorg ataminimum
shall be recorded:

a: AII admissions and.release.to segregation, including time and
date

b: AII visits to inmates housedin segregation
c: Any sewices or.programs provided to inmates housed in

segregation
4 fuydisciptinaryaction.takenoninmateshousedin segregation
e: fuiy deprivation or r.emoval of an authorized item, with the

reason iioted

05.07 The facilitystrall maintainamaster.file or.roster board indicaling the current
cell assignment and stahs of all.inmateshoused in the facility

05.08 Facility emplqlees shall promptly prepare written reports of all incidents' 
resulting in pfryrsical hanm to any.irytiyirtral or the facility or threatening the
safety of any individual or security of lhe facility, for review by the Jail
Comrnander.

05.0_Q ThefaolitysfrallJnaintainanacorate"recordof all meals served to inrnates,
induding items sewed, time and date sewed

05.10 The facility shall mainteirr a visilo/s register in wtriin d following will be
recorded:

Name of eachvisitor
Time anddate€f.dsit
Inmate-to be visited
Relationship of visitorto inmate.

c:
d
e:

f:

g:
h:

a:
b:
c:
d:
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INIVIATERECORDS

05.1 I The facilitv shall maintain an aco-rale and s-urent file folder for each inmate- . detained The file f6l6lgr chall contain .at aminimum, the following:

<L

b:
c:
d:

e:
f:
g:
h:
I:
i:k
L.
m:

Booking andintake records
Court ordersAecords
Photographs and.f Dgeryints
Itemized.inventory forms for all dothing, property, money and
valuables taken from the inmate
Record of deposilsfiadthdrararals ftom the inmates account
Classifi c'ation records
Record of participalion.inprograms and services
RuIe inhction.reports
Record'of disciplinary acfons
Grievances fled.and. their.disposifons
Incident reports involving the inmate
Release r.ecords-
Any otherpertinenlirunale information

r 05.12 Thefacflity.shall maintainafle.for.eachinrnate's medical records. The file
shall contain, at a minimurn,.the follooing;

a Medicalscremingform
b: Any mental.health screening form
c: Anyzubiequenlhealthappraisalforms
d: Any reqtest for.rnedical ettention
e: All records dmedcal encounters,.induding time and date and

providei ofservice
f: All findings, diaonoses, and treatments' g: Copyof all.prescrptions,andrecords of dispensing
h: Anyrelease ofmedical.infornation.forns completed
L fuiycoGentorreftralof-medcal servicesformscornpletedand- otherpertinentmedicalinfouratioru t--.<

05.13 The JaiI Commander, in coniunction wilh the facility physician, shatl
establish procedure3 !o detemrine access to medical fiIes.

05.14 Records maintained.for jweniles detained in the facility sha[ be kept--' 
separate and secure from.records maintained for adult inmates. Upon
eryngement from the co.ut of competerd jurisdicliorl the Jail Commander
shall seal the iwenilb's records.
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I FIRESAEEIT3I'.ID EIVTERGENCY. PROCED URLS

06.0L The- facility shall harle $Eitrea policy.and procedure which speci$, fte' pret/enEm regulations and.praclices to en$xe tlrc safety of inrnates, visitors
and staff.

06.06 The.facility shall have equpment.necessaryto provide emergency electrical
power to maintain ess<intial sewices, secudty and safety in the event of a
@erfailure.

06.02 the.faci[tyshall maintain documentation bylhe ldato State Fire Marshall or
ottrcr qualified entity.that.the.facility complies with the current edirion of the
National Fire Protection.Associalionslife.Safety Code based qr an annual
insii6cdon of the facility.

06.05 TheJail Commander.shallinvolve thelocal fire departnen!.in fire emergency
planning and training, and drills, as appropriate. =/-

- -1:- :(
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06.03 lheJail Comrnndershall designate afacili$ emplqlee as Fire Safety officer
who has received training and.is familiar with lhe applicable regulations,
insije'ction process, and..fie prevention practices.

06.03.01 The fire safety ollicer shall cooduct at least weekly fire safety
inspections of the facility.

06.03.02 . The fire safety.ofncershalL.schedule and coordinate fire drills at least
quarterty.

06.03.03 The fire safetyofficerstrall coordinate lhe.irspection and testing of fire
detec[on and srppression equipment by qualined Persons at least
quartedy.

06.03.04 The time, date and.results of all -fire safety inspections, fire drills and
equipment tesfing and.inspectionshall be documented

06.04 The facilty shall harre.a rarittenfre evacrntionplan for use in the event of fire
or maior emergency- .Ttte plan shall indude.routes of evacuation and -

provisions for housing of.inmates after evacuation The plan sha[ be posted
wh&e inmates and stafrmayJamiliarize themselves withiL
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