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I, INTRODUCTION

The presence of contraband within a correctional facility endangers the
safety and security of the facility, its employees, visitors, inmates, and
the surrounding community.

IX. PURPQOSE

The purpose of this Directive is to establish policy and procedures for the
control of and search for contraband. This Directive also regulates
inspections and searches of an inmate’s person, living quarters, and any
areag in or around a correctional facility.

ITI. POLICY

A. Promoting, introducing and possessing contraband in a correctional
facility is a violation of Sections 205.20 and 205.25 of the Penal Law
of the State of New York, and violators are subject to penalties
pursuant to those laws.

B. Heads of facilities and divisions shall issue an institutional orderis)
effecting the procedures contained in this Directive and a copy of said
institutional order(s) shall be issued to all uniformed and civilian
employees assigned to the command.

C. The management of each facility and division shall prohibit and remove
contraband through routine searches of:

1. All areas of the facility including facility perimeter areas;

2. Inmate living quarters and inmates’' persons;
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IIT.

E. A list of Permitted Items {Attachment A} shall be contained in the

POLICY (cont’d)
3. All incoming and outgoing packages;

4. All incoming mail (see Directive 4001R - Inmate Correspondence for
procaedures regarding the handling of inmate mail);

5. All arriving and departing vshicles;

&. Foutine searches of visitors, employees or any person entering and
leaving tne facility. :

L. In accordance with the provisions of this Directive, inmates are

entitled to appeal the confiscation of any item of personal property,
including preperty confiscated from incoming packages, correspondence
and publications. Each inmate shall be appric=ad of the procedures frr

making such appeals,

Inmate Rule Boock or Handbook {in English or Spanish} to inform inmates
of the items and guantity of those items which they are permitted to
have in their possession. The 1ist shall also be posted in facility
visiting areas, receiving rooms and institutional law libraries. (Note:
Until such time as an updated Rule Book or Handbook is available, the
list shall also be posted in inmate housing areas.) Each facility shall
ensure that sufficient quantities of the list are available at all

times.

F. Inspections and searches must be carried ocut as specified in this

Directive. All searches and inspections must be conducted in a
professional, orderly and careful fashion.

G. The searching of an inmate’s person is an effective and necessary

method of discovering and deterring the introduction of contraband.
Although such searches must be thorough, they must be conducted with
respect for the inmate’s person and his or her individual dignity.

DEFTNITIONS

When used in this Directive, the terms listed below have the following
meanings:

A. "Commanding Officer" means the Warden or the Chief Executive Officer of
a Cerrectional Facility or Division.

B. “Contraband" means any article which:

1. Is prohibited under any law applicable to the general public and
for which the possessor is 1iable to prosecution;
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IV. DEFINITIONS (cont’d)

2. Could reasocnably be considered capable of causing physical injury
by being used as a weapon;

Could reasonably be considered capable of causing physical injury
by constituting a potential fire or health hazard. Food purchased
in the commissary, legal materials or other papers or publications
within the allgwable guantities specified in this Directive shall
presumptively be considered acceptable. However, food which is not
adequately protected against spoilage or insect or rodent
infestation may be considered a health hazard; mcreover, papers or
paper products which are not neatly stored or are stored in
excessive guantities can constitute a health hazard because they
may present a breeding ground for vermin or present a fire threat;

(%]

4, Is an illegal drug or a drug which has neither been prescribed by
authorized facility health care providers nor is on the approved
list of Permitted Items (Attachment A). Inmates may also possess
non-prescription analgesic medication (i.e., Tylencl or other
brands of acetaminophen tablets) which have been disgtributed by
Depart-mental personnel per existing institutional orders.
Excessive amounts of Department-issued Tylencl found in an inmate’s
possession shall be considered contraband,;

5. Contains a teoxic or caustic agent (e.g., lye, alcohol, anti-free:ze,
et¢.) or any other chemical or compound not permitted to be brought

into a correcticnal facility;

6. 1Is not on the approved list of Permitted Items (see Attachment A)
or is in excess of the amount authorized by the quantity
limitations specified in Attachment A. The quantities of items
enumerated in Attachment A shall apply to all facilities except the
hospital prison wards which are subject to the provisions of the
consent order in Reynolds v. Sielaff, B! Civ. 107. However, in
unusual circumstances, they shall be subject to reduction if in the
opinion of the head of an institution the quantities pose a unique
arnd substantial threat to the safety or security of that
institution. Any instituticnal variation in the quantities listed
below should be documented in an institutional order promulgated
pursuant to this birective and must be approved by the appropriate
Division Chief and the Chief of Department. Notice of such
variations shall be posted in all inmate housing areas, visiting
areas, dayrooms and the receiving room of the affected facility.
Any proposed change that impacts on a consent decree issue must be
referred to the Legal Division and Compliance Unit for review.
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IV. DEFINITIONS (cont’d)

7. TIs a publication containiag specific instructions on the assembly,
manufacture or use of dangerous weapons or explosives, plans for
escape, manufacture of keys, mechanical functicning of locking
devices, alarm systems, etc. Publications which simply describe
firearms or accessories available for purchase shall not be
considered contraband.

a. This section is intended to exclude any publication or portion
of a publication that vould imstruct, inform or feach an inmate
reader how to make, build, construct, assemble, or fabricate a
weapon or explosive. It is alsc intended to exclude any
publication or portion of a publication that would instruct,
inform or teach an inmate reader how to employ or make use of a

dange. .us weapcn or explosive.

b. Thig section is not intended to exclude a manufacturer’s
catalogue that describes firearms and accessories available for
purchase from an authorized firearms dealer., The mere fact
that the publication describes products and other publications
relating to firearms or contains an advertisement of an
instructicnal manual for purchase by mail does not
automatically render the publicaticn excludable.

8. 1Is posted or affixed to any wall, window, exterior c¢f any locker or
to any other item of Departmental property. Inmates shall be
permitted to display personal or other photeographs or pictures on
the top of their assigned desks or on the inside of their assigned
lockers, provided they are not affixed with toothpaste or cther

vermin-attracting material.

C. '"Deputy Warden for Security" meang the employee in charge of security
services for a correctional facility.

D. "Inmate" means any detainee or sentenced inmate, male or female.

E. ‘"Supervisory Officer" means any uniformed employee above the title of

Correction Cfficer.

V. PROCESSING OF NEWLY ADMITTED INMATES: SEARCH AND CONFISCATION PROCEDURES

A. Upon initial entry into a Departmental facility, newly admitted inmates
shall be required to surrender all items ¢of personal property, which
shall undergo a security examination. {(For procedures to be followed
when searching clothing, see Section XI. of this Directive.) After
conducting the examination, the employee processing the property shall
apprise the inmate of the items that he or she is not permitted to

retain.
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V. PROCESSING OF NEWLY ADMITTED INMATES: SEARCH AND CONFISCATION PROCEDURES
(cont’d)

NOTE: If an inmate is not being admitted into a facility but is only
being held in the receiving rocom pending transfer to another
facility within the Department, the inmate is entitled to keep
all items of personal property except those items which involve a
criminal offense (including illegal drugs) or are weapons or are
capable of being used as weapons which can inflict physical
injury. If the possession of the confiscated weapon would not
otherwize constitute a criminal offense, such weapons shall be
transferred to the institution where the inmate is being housed
and shall be receipted and stored along with the inmate’s other
personal property. Prescripticon medicine not prescribed by
authorized facility health care providers shall also be taken
from inmate(s) in transit, and the inmate shall immediately be
taken, along with the medication, to the facility clinic for
physical examination on a priority basis. The examining
physician should then determine whether the medication should
remain with the inmate while in transit. Inmates in court pens
whose prescription medicine has been taken from them in
accordance with the above should be taken immediately to the
parent facility c¢linic for such priority physical exams. all
other inmate property, including retained contraband, shall
accompany the inmate to the facility to which he/she is being
admitted for housing, where it shall be confiscated, identified,
receipted and stored pursuant te the provisions of this

Directiwe.

BE. An inmate is entitled to keep all Permitted Items, as described in
Attachment A, except those articles which are required to be purchased
only through the commissary, Upon intake, the latter shall be
confiscated and receipted, as described helow.

C. Upon admission to a facility, prescribed medication is to be taken from
an inmate, but shall accompany the inmate to the facility clinic at the
time of the inmate’s admission physical examination., The facility
shall ensure that due care is taken so that any inmate requiring
nedication is seen forthwith by facility medical personnel.

D. Confiscation/Safekeeping & Procedures.

1. Any property which is unauthcorized for retention or which the
inmate desires to surrender for safekeeping, shall be enumerated on
the Property Receipt (Form #111R-85) and placed in the Property

Envelope (Form #1%1A) by the employee receiving the property.
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V. PROCESSING OF NEWLY ADMITTED INMATES: SEARCH AND CONFISCATION PROCEDURES
{cont’d}

a. The inmate shall sign his/her name and the date ¢n the face of
the envelope, acknowledging surrender of the items. The
employee will clearly print his/her name and I.D. number, in
ink, in the appropriate sections of the envelope and the

Property Receipt.

b. The original {(white} copy of the Property Receipt will be given
to the inmate. The duplicate (yellow) copy will be placed in
the Property Envelope (111A). The third (pink) copy will
remain in the book as the facility’s permanent record.

©. Bulk items that are too large to ingert in the Property
Envelope, shall be properly icdentified and labeled with the
property receipt number {as it appears on Form #111R-83), name
and commitment number of the inmate and description of the
item(s) including all items contained within the bulk-item.
Items so stored shall be designated on the Property Receipt
form as such, e.g., pocketbook/Bulk, with the contents
contained within the bulk item, if any, specified on the

receipt.

d. The Property Receipt number shall be entered on the inmate’s
Detention Record (Form #239) py the employee receiving the

property.

e. All property surrendered shall be placed in the intake areas
property safe {(or other secure area designated by the
Commanding Officer if there is no safe) and remain there until
it is forwarded to the Cashier’s Office where it will be
secured and safeguarded.

f. At the conclusion of each tour of duty, the employee receiving
the property shall note the following information on the back
of the triplicate copy of the last used receipt contained in

the Property Receipt book:
i. Cate;

ii. Tour;

iii. Starting receipt # - ending receipt #;
iv, Total number of property envelopes stored;

v. Name/I.D.#¥ of employee.
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V. PROCESSING OF NEWLY ADMTTTED INMATES: SEARCH AND CONFISCATION PROCEDURES
{econt/d)

2. Procedures to be followed when no property i1s surrendered to the

Department.

If an inmate neither has property that is unauthorized for
retention nor desires to surrender propeTty for safekeeping, a
Property Receipt {(Form #111R-85) nust still be completed in the
manner specified in paragraph (1) apove |including the inmate’s
signature), except that:

a.

The receipt, under "Description of Item,” shall be clearly
marked 'NO PROPERTY TAKEN" and the remainder of the blank
space in that section of the form should be crossed cut so

that no further entries can be made;

ii. The duplicate {(yellow) copy of the property receipt shall
be placed in the inmate’s Institutional Folder.

b. If it beccmes necessary to steore property belonging to an
inmate who had no property at the time of admission {and was

thus issued 4 receipt marked "NO PROPERTY TAKEN"), & new
receipt shall be issued and processed in conformance with the
procedures outlined in paragraph (1) above.

E. Jewelry

1. Inmates shall be advised that jewelry may be kept during
incarceration subject to the restrictions below; however, due to
the possibility of theft, it is advisable to surrender the item{s)
for safegquarding pending release from custedy of the Department.
"Jewelry" is defined as any ornamental piece such as a ring,
necklace, bracelet, earrings, wrist cr pocket watch, cestume
jewelry, brooch, cameo, insignia or medal. "Religious jewelry" is
defined as jewelry of recognized religious significance.

a. Inmates are permitted to keep and receive wedding rings and
religicus jewelry of the size and type typically worn in
civilian situations including those made of white or yellow
metal (including gold and silver}! and small stones.

b. Except as provided in subparagraph (a) above, inmates cannot
keep or receive jewelry: ~

i. Which is obviously expensive (the purpose of thig ig to
decrease the r'sk cf theft or theft-related vioclencej;
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V.

1i. If
be used as a weapon;

If there 15 a reascnable likelihood that the article will
which is large and hellow and presents a substantial ang
abvious potential for the concealment of contraband; or

Of 2 particular type repeatedly found to have been used
te hide contraband.

1v.

Inmates cannot keep Jewelry 1f their mental condition, as

determined by a mental health professional, preciudes the
possession of any item which may be used to harm themselves and
there is a determination made that the item of jewelry that
inmate possesses would present such possibility of injury.

d. If an inmate elects to keep authorized jewelry, a Waiver of
Liability (Form #437A) shall be completed and signed by the
inmate and witnessed by a Superviscry Officer. A copy shall be
given to the inmate and the original filed in the inmate’s
Institutional Folder {(Record Envelope - Form K111B).

When jewelry 13 held for safekeeping in the Inmate Property
Envelcpe (#111h), the jewelry shall be described on the Inmate
Property Receipt {(#¥111R-85} as follows, for example:

i. One (1} yellow metal ring with white stones;

ii. Cne {1} white metal "Bulova" watch with yellow expanding
band.

Note: When describing jewelry, the terms "gold," "silver,"

"diamonds," etc. cshould not be used. Rather, the metal
or stones should be identified by color, as in the
examples above. Brand names should be put in guotation
marks to indicate that the item ig labeled as such.

F. An inmate shall be allowed to appeal the confiscation of any personal
property (including jewelry) taken upon admission or thereafter except
the confiscation of contrelled substances and weapons. Appeals shall be
submitted to the Inmate Grievance Resolution Program in accordance with
the preocedure described on the back of the inmate’s copy of the Property
Receipt. See Section XII. of this Directive for a more complete

description of the appeals process.




CHFEGTL D DATE SUBIECT

06/03/91 CONTROL OF AND SEARCH FOR
- CLASSIFICATION CONTRABAND.
k # 4508
DISTRIBUTION PAGE 9 OF
A 35 PAGES

V. PROCESSING OF NEWLY ADMITTED INMATES:
fcont’d)

SEARCH AND CONFTSCATION PROCEDURES

G. All currency shall be confiscated upon admission, Checks, money orders,
foreign currency, etc. shall be placed into the inmate’s property and
receipted as such; provided, however that upon the request ¢f the inmate
any checks or money orders in his/her possession may be mailed out of the
institution. Cash (except for antique or commemorative coins, which
shall be placed into the inmate’s property and reccipted as such) shall
be deposited in the inmate’s commissary account and the inmate given a

receipt (Form #111). Bills over $20 in face value are to be marked with
the Cash Receipt number in the upper right hand corner of their reverse
side.

Note: Money received from inmateg shall be processed in accordance with
the procedures cutlined in Directive #1500R - Standard Operating
Procedures for Receipt, Disbursemsnt and Ac¢ountinq of Inmate Cash

Funds.

H. Upon completion of the new admission proccdures, each inmate shall ﬁe
given a Strip Frisk With A Visual Body Cavity Search by a correction
officer of the same gender as the inmate in accordance with the
prcocedures described in Section VI.D. of this Directive. The officer
conducting the search shall sign his/her name and shield number in the
appropriate section on the inmate Detenticn Record (Form #2393}.

VI. BODY SEARCH PROCEDURES

A. Metal Detector Search

1. A "Metal Detector Search" is a search which requires the inmate or
visitor:

a. To walk through a metal detector; or

b. To have a hand-held metal detector passed over the individual’'s
person. '

The procedures and circumstances for conducting such a search are
described in Sections VI.(B){2), VII.{C)(13), VIII.(B) and X.(B} of

this Directive.
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VI. BODY SEARCH PROCEDURES

B. Pat Frisk

t. A "pat Frisk" is a search of an inmate’s person and his clothing
while the inmate is ¢lothed, except that an inmate may be required
to remove his or her coat, hat, shoes and socks and turn his/her
pockets inside out. The search shall include searching into the
inmate’s (lothing. The pat frisk is done to determine whether the
inmate is in peossession of concealed weapons or contraband secreted
under or within the inmate’s clothing, and iz not to be conducted

to harass or punish an inmate.
2. A Pat Frisk shall be conducted con inmates:

a. To be interviewed by Departmental personnel cutside the
inmate’s housing area or members of the Board of Parole.

b. Going to and returning from outgide work details. (These
inmates must also be subjected to a Metal Detector Search.)

¢. When there are reasonable grounds to believe an inmate is in
the possession of contcoaband.

d. When going to court and when entering court facilities. (These
inmates should alsc be subjected to a Metal Detector Search.)

e. At any other time it is necessary for reascns of facility
security. ’

Note: To the extent possible, inmategs should be pat
frisked whenever they leave or enter a housing area.

3. The Pat Frisk shall be conducted as follows:

a. The search is conducted by patting the outer clothing over the
entire length cof the inmate’s body and examining the seams and
pockets of the inmate’s clothing. Except as provided for in
paragraph {b) below, the inmate’'s skin shall be touched only at
the shirt sleeves and collar. The search shall require the
inmate to run his/her fingers through his/her hair under the
observation of a correction cfficer in order to insure that
weapons or other centraband are not secreted in the hair. At the
discretion of the Officer, a Transfrisker may be used to check
for contraband in an inmate’s hair.
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VI.

BODY SEARCH PROCEDURES {cont’d)

b.

To perform a pat frisk, the correction officer stands behind the
inmate and asks the inmate to raise his/her arms. Then the
Officer runs his/her thumbs under the inmate’s collar, runs
his/her hands across the top of the inmate’s arms, comes back
under the inmate’s arms to the armpits and down the inmate’s
sides to the waist. The officer then runs his/her finger around
the inmate’s waistband, runs his/her hands down the ocutside of
the inmate’s legs and up the inside of the inmate’s leygs to and
including the crotch. The officer then reaches around and pats
the inmate’s chest and back and checks any remaining pockets. In
conducting a pat frisk, officers shall strive to preserve the
dignity of the inmate being searched.

Note: Pat Frisking of Female Inmates Wearing Skirts - The Qfficer
conducting the frisk shall run her hands up the inside of
the inmate’s legs on the outside of the skirt without the
placing of hands under the skirt. If the nature of the
skirt prohibits an effective pat frisk, the inmate shall be
removed to an area providing privacy and where the inmate
will be required to lift the skirt in the presence of a

female Officer.

Male officers may not pat frisk female inmates absent an
emergency situation where staff/inmate safety would be
compromised or where there is reascon to believe the inmate
possesses contraband and the circumstances require immediate
action in the absence of a female officer. In such emergency
circumstances, if the inmate to be searched is wearing a skirt
which necessitates the placing of hands under the skirt for a
thorough search every effort shall be made for the officer to
wear gloves while conducting the frisk.

Female officers may pat frisk male inmates. However, in
conducting 2 pat frisk of a male inmate, female officers shall
avoid the anal-genital area absent an emergency situation where
staff/inmate safety would be compromised or where there is reason
to believe the inmate possesses contraband and the circumstances
require immediate action in the absence of a male officer.
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VI. BODY SEARCH PROCEDURES ({(cont’d)

C.

e. Female staff shall not pat frisk a male inmate whose Inmate
Identification Card (236AR) identifies him as a Muslim, absent an
emergency situation where staff/inmate safety would be
compromised or where there is reason to believe the inmate
possesses contraband and the circumstances require immediate
action in the absence of a male officer. Female staff shall alsc
refrain from pat frisking a maie Orthodox Jew who cobjects to
being pat frisked by fema.e staff, absent an emergency situation
where inmate/staff safety would be compromised or there is reason
to believe the inmate possesses contraband and the circumstances
require immediate action in the absence of a male officer. When
male staff is not available to conduct routine pat frisks of such
inmates, .he inmate shall be instructed to remain in the
immediate area until nale staff is available to conduct the pat

frisk.

f. A Pat Frisk may be conducted on a vigitor enly pursuant to the
guidelines established in the "Visitoer Searches"” section (Section

VIII. below}.

Strip Frisk Without a Visual Body Cavity Search

1. A strip frisk without a visual body cavity search is a visual
inspection of the armpits, oral cavity, ears, nose and navel while
the inmate is undressed. This search ghall not involve wvisual
inspection of an inmate’s anal or vaginal cavity, or require the
inmate to spread his/her buttocks, or lift his/her genitals or
breasts, This inspection may involve directing the inmate to
perform a deep knee bend in order to expel any contraband which
may be secreted in the anal or vaginal cavity. This procedure may
also include conducting a search of the inmate’s wearing apparel
after clothing has been removed, including the ripping, tearing,
and/or cutting of the clothing. The procedures and circumstances
for conducting such a search are described in Section XI.

2. A strip frisk without a visual body cavity search may be conducted
at the discretion ¢of the facility whenever an inmate is entering or
leaving the confines of the facility, a maximum security or
punitive segregation housing area, or whenever an entire facility
is being searched. A strip frisk without a visual body cavity
search must be conducted when inmates are:

a. Returning to a facility after having left the confines of the
facility for purposes cuitside the control of the Department,

including but not limited to:

i. Returning from court, a hospital or cutside medical
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VI. BODY SEARCH PROCEDURES {cont’d)
ii. Returning from a work release program;

iii. Returning from a funeral, cemetery, wake or visit to a
critically-ill relative,

b. Going to and returning from visits and counsel room visits
{except that a strip search of a general population inmate will
not be regquired upon going to a non-contact visit);

Note: An inmate returning from a visit who is found to be in
possession of a weapon, escape paraphernalia or illegal
drugs shall not be returned to his/her cell until a
thorough search of the inmate’s living quarters and
belongings is conducted. {For procedures to be followed,
see "Living Quarters Search," Section VII{(C) below.)

c. When an individual area of a facility or living quarters is
being searched;

d. when a metal detector search indicates the presence of a
netallic object upon the inmate’s person and such object cannot
be found by means of a pat frigk. (Note: To lessen the need
for strip frisks in such situations, a hand-held metal detector
shall first be used to isolate the area where the metal object

is located.}

3. Only personnel of the same gender as the inmate being searched and
who are essential for security reasons shall be present during a
Strip Frisk Without a Body Cavity Search. Wwhenever possible, a
supervisory officer shall be present during such searches.

4. A strip frisk without a visual body search will not be conducted to
harass or punish an inmate and shall be conducted in the most
dignified and least obtrusive manner possible. As far as possible,
it shall be conducted in an area which provides privacy and does
not permit other inmates or persons not involved in the search to
obgerve the inmate while undressed.

Note: Nothing in this section shall be construed as prohibiting a
strip frisk without a visval body cavity search in a facility
corrideor when an incident involving weapons, or resulting in
injuries which may have been caused by weapons, has occurred.
Provided, however, that such corridor searches shall only
take place if the preservation of evidence or the safety of
the facility would be compromised by performing the strip
frisk in an alternative location.
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VI. BODY SEARCH PROCEDURES (cont’d)

5. Each facility shall conspicuously post signs (Form 440A) in English
and Spanish in its housing areas, receiving room and visif search
area informing inmates of the circumstances and procedures that are
to be followed in conducting a strip frisk without a wvisual body
cavity search., Each facility shall alsc ensure that sufficient
quantities of these notices are available at all times.

D. Strip Frisk With a visual Body Cavity Search

1. A strip frisk with a visual body cavity search incl.des all
procedures permitted for a strip frisk without a body cavity
search, and also includes a thorough visual ingpection of an
inmate’s genital and anal cavities while the inmate iz standing
with his/her legs sp~ead and bedy bent forward a2t tho vaist. This
search shall not include any probing or touching of the wvaginal or
anal cavities. Except for the searching of new admissions to a
facility, in which case the search procedures may we performed by a
correction officer without the presence of a superviscry officer, a
strip frisk with a visual body cavity search shall nc* be performed
without the authorization and presence of a supervisory officer. A
strip frisk with a visual boedy cavity search may invalve reguire an
inmate to lift the brearsts. When performed, such searches shall be
conducted in private by personnel of Lhe same gender ss the inmate.
The search shall be conducted in the most dignified :ind least
obtrusive manner possible. No one else shall be pre-ent at such a
search except those personnel who ar:z esgential for _ecurity

reasons.

2. A strip frisk with a visual body cavity search is pernitted only
when:

a. Processing new admissions into a facility;

b. A supervisory officer has knowledge of specific articulable
facts which reascnably leads to a conclusion that an inmate is
concealing contraband in his or her genital or anal area,

Note: If a correction officer has knowledge of specific facts
which reasonably leads the officer to a conclusion that
an inmate is concealing contraband in his or her genital
or anal area, the officer shall immediately inform his or
her supervisory officer and isolate the inmate until the
supervisory officer arrives. B
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VI. BODY SEARCH PROCEDURES

{cont’4d)

3. The strip frisk with a visual body cavity search shall be conducted
as follows:

a.

The search shall take place in an area which provides privacy
and deces not permit other inmates or persons not involved in
the search to observe the undressed inmate;

No persons except theose personnel of the same gender as the
inmate being searched and who are essential for security
reasons shall be present during the search. The supervisory
officer authorizing the search, provided he or she is of the
same gender as the inmate, shall be present during the search.

-If the supervisory officer is ncot of the same gender as the

inmate being searched, ancther supervisory officer of the same
gender as the inmate shall be assigned;

The search shall incliude all elements of a strip frisk without
a body cavity search and shall also include a thorough visual
inspection of the inmate’s genital and anal cavities, while the
inmate is standing with his/her legs spread and body bent
forward at the waist. The search shall not include any probing
or touching of the wvaginal or anal cavities. During a Strip
Frisk With a Visual Body Cavity Search, an inmate may be
requested to lift the breasts,.

4. Each facility shall conspicuously post signs {Form 440A} in English
and Spanish in its housing areas, wvisit search room and receiving
room informing inmates of the circumstances and procedures which
are to be followed in conducting a strip frisk with a visval body

cavity search.

Each facility shall ensure that sufficient

quantities of these notices are available at all times.

5. Immediately after a search is conducted, the search documentation
should be completed:

a.

New admissions only: The officer conducting the search should
enter his/her name and shield number in the appropriate space
on the back of the Inmate Detention Record (Form #239). If
gontraband has been discovered, the officer who has conducted
the search shall prepare a Visual Body Cavity Search Report
(Form #443) in the manner outlined in paragraph (b) directly
below, except that in such cases the officer rather than a
supervisory officer shall sign the form.
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VI. BODY SEARCH PROCEDURES ({contrd}

b. All gther Strip frisks with a visual body cavity search:

i. The supervisory cofficer authorizing the search shall
prepare and complete a Visual Body Cavity Search Report

{Form #443};

ii. On the fcrm, the supervisory cofficer shall affirm in
writing the reasons, circumstances and findings of the
gearch. A sworn statement by the officer or supervisory
officer with direct knowledge c¢f the underlying basis for
the search shall also be included;

iii. The form shall then be presented to the inmate for hig/her
signature. If the inmate refuses to sign, such refusal
shall be noted and an employee other than the searcher and
the person preparing the form shall sign as a witness to
the refusal beneath the space provided for the inmate’s
signature;

iv. A copy of the completed form shall be given to the inmate
and a copy shall be maintained in a file in the
institution’s security cffice. fThe original copy shall ke
maintained and preserved in the inmate’s institutional

folder.

&. The following procedures should be adhered to if a visual body
cavity search reveals the presence of contraband:

a. The inmate shall be asked to remove the cbntraband‘by
him/herself;

b. If the inmate refuses to remove the contraband, such refusal
shall be noted on the Visual Body Cavity Search Report. The
inmate will then be escorted to the facility medical clinic
where medical staff are to be informed of the observed presence
of contraband in the inmate. Medical personnel will then
inform the inmate of the potential danger to the inmate’s
health if the contraband is not removed should such danger

exist;

c. A determination will then be made by medical personnel] whether
the inmate must remain in a clinic/hospital setting until the

contraband is passed.




T

EFFECTVE ATE SUBSECT

06/03/91 CONTROL OF AND SEARCH FOR
f ICLASSIFICATION CONTRABAND
! DISTRIBUTION PAGE 17 OF
A 35 PAGES
4 |

VII. PFACILITY SEARCHES

A. Overall Search

1. an overall search is the search of the complete facility.

2. An overall search of a facility may be undertaken only after the
Commanding Officer consults with and receives authorization from
the Chief of Department or his/her designee. There must be a
specific reason for requesting the search which should be dircctly
related to the facility's safety and security. The reguest and the
authorization shall be confirmed in writing. Any search auvthorized
prior to written confirmation shall be subsequently confirmed in

writing.

3. The Chief of Department or his/her designee shall schedule and
coordinate the overall search with the Division Chief in charge of

that facility.

4. wWhen the overall search has been authorized and scheduled, the
Commanding Cfficer must ensure that it is carried out by designated
personnel under close supervision. The search should be scheduled
to minimize disruption of regular operations and accomplished in

the shortest time possible.

5. A permanent record shall be kept of all overall searches including
those conducted pursuant to a Mutual Assistance Plan call-ocut.
This record shall contain the following information:

a. Date and time of search;
b. Officers assigned and areas searched by each officer;

Complete description of any contraband found (inciuding the
name of the inmate from whom the contraband was seized, the
area/cell where the contraband was found, and the name of the
employee finding the contraband) and action taken with the

contraband;

d. Action taken against inmate found with contraband;

e, Name and signature of the supervisory o¢officer in charge of the
search. '

This record shall be kept on file in the cffice of the Deputy
Warden for Security at the facility where the search-was conducted.
In addition, a summary report of the Overall Search shall be
forwarded to the Chief of Department.
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VII. FACILITY SEARCHES (cont’d)

B. Avea Search

{. An Area Search is the search of a specified area of a facility
other than inmate living quarters (e.g., dayroom, shop area,
kitchen, mess hall, etc.). '

2. Fach Commanding Officer shall develop an Area Search schedule which
shall insure that each area within a facility is searched on a
frequent and regular basis. Area Searches shall be scheduled to
minimize cisruption of regular operations and completed in as short
a time as practice. This schedule shall be developed in
conjunction with the Living Quarters Search szchedule described in
the following section. This schedule shall be kept strictly
confidential and shall not be shared with persons other than the
Tour Commander and the Deputy Warden for Security prior te a
scheduled search of an area.

3. The Deputy Warden for Security shall assign a sufficient number of
correction officers, under the direction of a supervisory officer,
to conduct an Area Search. Prior to conducting such a search, the
supervisory officer in charge of the search team shall brief all
search party officers on proper search procedures as prescribed in

‘this Directive.

4. fThe results of an Area Search shall be documented and reported to
the Commanding QOfficer as soon as possible. A permanent file of
the documentation of all such gsearches shall be maintained in each

facility.

C. Living Quarterg Search

1. A Living Quarters Search is a search of an inmate’s living quarters
with or without the inmate being present.

2. Each Commanding Officer shall develop a Living Quarters Search
schedule which shall insure that each housing unit within a
facility is searched on a regular and fregquent basis. This
schedule shall be developed in conjuncticn with the Area Search
schedule described in the preceding section. This schedule shall
be kept strictly confidential and shall not be shared with persons
other than the Tour Commander and the Deputy Warden for Security
prior to a scheduled search. Routine searches of living quarters
shall be scheduled at times when most inmates are llkely to be
present in their respective living quarters.
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VII., FACILITY SEARCHES (cont’d)

3. The Deputy Warden for Security shall assign a sufficient number of
correction officers, under the direction of a supervisory officer,
to conduct a Living Quarters Search. Prior to conducting such a
search, the supervisory officer in charge of the search team shall
brief all search team officers on proper handling of inmate
property as prescribed in this Directive.

4. An Institutional Szarch Logbocok shall be kept as a permanent record
of all Living Quarters Searches. This reccord shall contain the

following information:

a. Date and time of search;

b. Living guarters searched;
¢. Officers assigned and areas searched by each officer;

d. Complete description of any contraband found (including the
name of the inmate from whom the contraband was seized, the
area/cell where the contraband was found, and the name of the
enployee finding the contraband) and actien taken with the

contraband;

e. Action taken against inmate found with contraband;

f. Name and signature of the supervisory cofficer in charge of the
search.

5. Prior to the search of an inmate’s living quarters, each inmate
shall undergo a strip frisk without a body cavity search to insure
that the inmate is not concealing contraband on his/her person.
{Inmates assigned to cells shall be searched inside their cells.)
During the search, the inmate shall be directed to remove all
wearing apparel., After the clothing has been removed the inmate
shall submit the clothing to the officer for examination to insure
that the clothing contains no contraband. After the Officer has
completed the above examination, the clothing shall be returned to
the inmate who shall be directed to dress and move to an assigned
area {see paragraph 6, below) while the Officer conducts the search

of the inmate'’s living gquarters.

e G Living Quarters Searches shall be done in the presence of the
inmates physically present in the housing area, who shall be
permitted to observe searches of their respective cells or living

areas.
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VII. PFACILITY SEARCHES (cont’d)

a. An inmate who is assigned a cell shall be required to stand
outeide the cell during the search. Prior to the search,
inmates shall be instructed that talking is not permitted
during the search, but that if an inmate tas a guestion or
problem, he/she should raise his/her hand and a supervisor

will respond.

b. An inmate assigned to a dormitory shall be required to stand a

' reascnable distance away from his/her living area during the
search. The inmate’s living area should be visible to the
inmate from where he/she is standing.

c. If an ‘nmate attempts tc disrupt the search or remove any item
during the search, the inmate shall be removed from the area of
the search and the search shall be continued without the

presence of the inmate.

7. If it is necessary to conduct a Living Quarters Search in the
absence of an inmate, such searches must receive prior approval of

#441a) shall be prepared in duplicate. One copy of the form shall
ba given to the inmate upon his/her return to the housing area and
( the other filed in the inmate’s Institutional Folder. __———

o e

a. A Living Quarters Search of cne individual cell-- as
distinguished from a cell search of an entire housing area --
may be conducted in the absence of an inmate only upon a
showing of good cause approved in writing in each instance in
advance by a Captain or higher ranking officer; provided,
however, that in a case of imminent danger of bodilv harm such
a search may be performed without such authorization, in which
event a written report explaining the reasoen for the search and
the justificaticen for conducting it without first obtaining
authorization shall be made to a Captain or higher-ranking
Officer as soon after the search as possible.

Note: After such gearches a Notice of Search and Search for
Contraband form shall be prepared and distributed in the

manner described in the paragraph above.

8. Ail of the inmate’s personal and assigned Departmental property ..
shall be examined carefully. However, an inmate’s property should ™.
be moved only to the extent necessary to facilitate the gearch.

When centraband is found on an inmate or in the inmate’s living
quarters, the contraband items shall be removed from the inmate’s
possession. Depending on the type of contraband found, the
following shall occur:
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VII. FACILITY SEARCHES (cont’d)

a. When an inmate is found in possession of items in excess of the
amount that he/she is permitted to have (See Attachment A), or
is found in possession of items that are not permitted, the
i1tems shall be confiscated and the inmate shall be issued a
Property Receipt (Form #111R-85), enumerating the items
confiscated. The items shall be secured --small items in a
separate, marked bag for each inmate, and large items tagged
(in accordance with the procedures outlined in paragraph
V.{D}{1){c) above) -- and returned to the inmate upon discharge
from the Department’s custody;

i. The Superviscry QZficer in charge of the search party
shall designate at least one cfficer as a Froperty
Officer who shall be responsible for issuing and
preparing Property Receipts and cther necessary forms and
reports required by this Directive. Prior to the search
the Property Officer(s) should be instructed on how to
prepare and issue Property Receipts.

b, When the contraband found is serious enough to warrant
disciplinary action against the inmate, specific menticn and
description of the contraband mugt be made on the Report of
Infraction form {Form #151%1).

c. When the contraband is such that c¢riminal chargesg may be
brought against the inmate, a Supervisory Qfficer shall
immediately be notified. The Supervisory Officer shali
ini+tiate the appropriate procedures to preserve the evidence.
The confiscated artic¢les shall be forwarded to the Deputy
Warden for Security as soon as possible, with a Notice of
Search and Search for Contraband (Form #4414);

d. If the property confiscated is a contraband publication, the
procedure described in Secticn XII.{A){(2)(b) of this Directive,
shall be followed;

e. When the property involved is a pictura, phoetograph or other
item hung or affixed to a wall or other vnauthorized place the
item shall be removed witl z2s much <are as is possible, and
checked for contraband. If the item is a personal photograph
it shall be returned to the inmate with a verbal warning. All
other items shall be confiscated.
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VII.

FACILITY SEARCHES (cont’d)

9.

10.

12.

Whenever s Living Quarters Search is conducted, the officer in
charge of the Housing Unit shall record the following information
in the Housing Unit Logbook (see Directive #4514):

a. Cells or living guarters searched;

b. Date and time of search;

Name of Supervisory Officer in charge of the search;

(]

d., Complete descriptions of any contraband found, including the
name{s) of the inmate(s! from whom the contraband was seized,
the area/cell where the contraband was found, and the name of
the emplcyee who discovered the contraband;

e. Degcriptien of items of inmate and/or Deps-tmental property
damaged, if any.

It is the duty of Supervisory Officers to make periodic inspections
of Housing Unit Log Books to ensure that the Log Books reflect
current and complete information concerning Living Quarters
Searches, as set forth in the preceding section.

At the end of the search, every effort shall be made to leave the
living quarters in the same condition as it was pricr to the
search. To the extent possible, items are to be returned to the
same place and in the same condition in which thev were prior to
the search., When this is not possible, items shall be placed on
the already gearched bed in an orderly fashion. Bedding stripped
from aun already "made-up bed", shall be placed in an orderly manner
at the foot of the bed.

In cases where inmate property is damaged or lost during a search
procedure, the employee inveolved in the damage or loss shall
immediately notify his/her Supervisory Officer and prepare a Notice
of Loss or Damage to Inmate Property or Departmental Property (Form
#4418},

a. The Officer shall submit the form to his/her Superviscry
OCfficer who shall:

i. Review it for completeness;
ii, Sign the form in the space provicded; and

iii. Present the form to the involved inmate and obtain
his/her signature in the space provided.
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VII. PFACILITY SEARCHES {cont’d)

b.

The inmate shall be given a copy of the form and the original
shail be forwarded to the Deputy Warden for Security, who shall
place it in the inmate’'s institutional folder. A copy of the
form shall be maintained in a separate file in the Security
Office, so that the form will be readily available to Legal
Division in the event the inmate files a claim against the

City.

The Deputy Warden for Security shall also maintain a log
containing the following information:

i. Name, number and housing location of inmate whose
property was damaged/lost;

il Description of property damaged/lost;
iii, Date the event occurred;

“iv. Disposition of property (e.g. returned to inmate/date,
disposed of/date).

In cases where the property of an inmate sustains damage, the
property shall be held for safekeeping by the facility for at
least 30 days to allow the inmate an oppertunity to inspect the
property in the event the inmate elects te file a claim or
grievance or the property needs to be produced in an on-going
investigation; provided, however, that if an inmate reguests
the return of the damaged property at any time prior to the end
¢f the 30-day periocd, the property shall be fully inspected by
Security Office personnel, the extent of the damage documented
(by a detailed report describing the property and the damage
and by, if necessary, the taking of photographs of the
property} and the property shall be returned to the inmate

forthwith,

If a claim or grievance is filed or an investigation is
imminent or in progress, the property shall be retained until
such time as the matter is resolved unless the inmate requests
the return of the property, in which case the property shall be
returned after being processed in accordance with paragraph (d)
above. If the retention of the damaged property would hinder
the orderly administration of the facility or circumstances
are such that the property cannot be preserved, such property
shall be handled as directed by the Commanding Officer or the

beputy Warden for Security.
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FACILITY SEARCHES (cont’d)

13.

Searching the "Qur’an". The Qur'an i1s the Holy Book of Muslims ang
because of its religious significance, employees shall treat the
book with respect. During Living Quarters Searches, the following
shall apply to searches which may invclve the Qurfan:

a. After completion of the Strip Frisk Without a Body Cavity
Search, the inmate will be directed to show his/her Qur’an to
the Officer. The inmate may be directed to open, leaf through
or otherwise manipulate the Qur’an until the searching Officer
is satisfied that it contains no contraband.

b, If the visual inspection and manipulation of the Qur’an by the
inmate does not satisfactorily preclude the presence of
contraband, the Qurfan may be subjected to a search with a
hand-held metal detector, with the inmate continuing to hold
the Qur’an.

¢. If the metal detector search of the Qur’an does not
satisfactorily preclude the presence cof contraband and
contraband is still suspected, the searching officer may call
for Supervisory Officer who may require the inmate to surrender
the Qur‘an to the Supervisory QOfficer for a physical search.

b. Random Searches of lLiving Quarters and Common Areas

1.

A minimum of one (1) random search is to be completed each tour at

-every facility, seven days a week, by a Captain and a minimum of

two (2) Officers. Random search targets shall be designated by the
facility Commanding Officer.

A1) such random searches shall be documented on a Random Search
Report {Form OD/SM 14}, copies of which shall be maintained in the
facility security office for a minimum of one year. Each facility
shall prepare a monthly report of all such random searches
conducted during the previous month, including the number of
searches conducted each calendar day, by tcour, and forward that
report to the facility’s Division Chief and the Deputy Chief of
Security Operations by the 10th day of each month.

E. All searches shall be videotaped. If it is not possible to videctape a
search, it shall be noted in the Search Log Bock and a written
explanation shall be forwarded tec the Deputy Warden for Security within
twenty-four hours of the search. h

{
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VIIXI.

VISITOR SEARCHES

All persons visiting a facility who are not employees assigned to the
facility or who do not have Departmental identification (referred to as
"visitors") shall be searched for contraband as fnllows:

AR. Preliminary Search

1. Prior to the preliminary search, visitors shall be afforded the
opportunity to digpose of any contraband (i.e., weapens oo drugs)
into a secured "Amnesty Box."

2. Visitors will be visually searched by having to turn their pockets
ingide out, pull up their sleeves, lift their pants legs, insert
their fingers in their waistbands and circle them from front to
back, pull down their socks, flip their collars, lift their hair
and open their mouths and hands. Women of the Muslim faith shall
be taken to a private area where they will be required to submit to
this visual search in frent of a staff member of the same gender.

3. Handbags and Parcels. Handbags, briefcases and other containers
shall be searched. Lockers shall be provided for visitors to
secure such items prior to visiting the inmate.

B. Metal Detector Search. Each vigitor shall be subject to a metal
detector search, involving a walk-through metal detector and/or a hand-

held metal detector or Transfrisker.

1. Prior to the metal detector search, the visitor shall be asked to
remove all metal items from his/her clothing.

a. Metal items which are removed ghall be placed in a container
where they shall be cobserved and checked.

b. Item(s) which are not permitted in the facility but the
possession of which does not constitute a criminal act, shall
be returned to the wisitor who shall be directed to place such

item{s) in a locker.

c. 1Items such as weapons, cartridges or other instruments that may
simulate a weapon shall be confiscated and submitted to the
Area Supervisor, who shall secure the items and forward them to
the Deputy Warden for Security.
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VIIT. VISITOR SEARCHES {cont’d}

Hote: Items, the possession of which constitute a crime, will
net be returned and shall be transferred to the proper
authorities, Upon discovery of such itemg, existing
Department procedures relating to the detention and/or
arrest of the visiteor shall be followed.

2. Walk-Through Detector. The location of the walk-through detector
must be carefully selected and any nearby metal objects must be
staticnary. The temperature in the area must be between 65° to 100°

Fahrenheit.

3. Hand-Held Detector. Each visitor entrance area shall be eqguipped
with a hand-held metal detector. The detector shall be used when:

a. The walk-through detector indicates the presence of metal;
b. The walk-through detector is not functioning; or

c. At the discretion of the search Officer.

NOTE: When passing the hand-held detector over a visitor’s
clothing, it must be held not more than one-half inch
from the clothing of the person being tested.

4. It shall be the respongibility of the Area Superviscr to test walk-
through and hand-held detectors to insure proper functicning before
processing visitors.

C. Pat Frisk Searches of Visitors. If a visitor has been checked with a
metal detector and a Correction Cfficer reasonably believes further
inspection is necessary to preclude the introduction of contraband
(Examples of situations supporting such a reasonable belief include the
triggering of the metal detector, a suspicious bulge in the visitorr's
clothing, confidential information [informant’s tip} or visitor's
documented history of attempting to bring in contraband.), the
following actions shall be taken:

1. The Correction Officer shall immediately notify the Area
Supervisor, who cshall evaluate the situation to determine if
further inspection for contraband is warranted. (If the cause for
further inspection is a suspicious item on the visitor’s person,
the visitor should be given an opportunity te remove it or forego
the vigit, prior to further action).
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VIII. VISITOR SEARCHES (cont'd)

2.

" If the Area Supervisor determines that further inspection is

warranted, he/she shall notify the Commanding Qfficer (or his/her
designee} and, 1if given approval by the Commanding Officer, shall
give the visitor a copy of a Search Consent Report form {Form #439)
(The reason for the pat frisk shall be entered on the Search
Consent Report by the Area Supervisor.)} and verbally inform the

vigitor:

a. That a Pat Frisk Search will be required prior to the visitoer
having a contact vigit with the inmate and the reascn for the

search;

b. ©f the nature of a Pat Frisk Search (a description of the

search procedure is also printed cn the back of Form #439); and

c. That if the visitor refuses a Pat Frisk Search, the visitor

will be given a non-contact visit unless:

{i) the Commanding Officer {(or his/her designee) deems it
necessary for security reasons, based on reliable confidential
information or the presence of a suspicious bulge in the
visitor’s clothing, that the visit be denied entirely; or

(ii) If a Metal Detector Search indicates the presence of a
metallic object on the visitor and the visitor does not consent
to the Pat Frisk, the wvigit will be denied entirely. Visitors

shall be informed of this policy prior to being asked to
congent to the Pat Frisk.

If the visitor consents to a Pat Frisk Search, the Area Supervisor
shall check the appropriate box cn the Search Consent Report form
and obtain the visitor’s signature on the form prior to conducting
the Pat Frisk Search. {[Should a Pat Frisk of a visitor under six-
teen (16) years of age be necessary, the signatures of the adult
accompanying the minor and the mincor (if able to write) should be
obtained.} The results of the Pat Frisk Search shall then be
entered on the form, the form signed by the Area Supervisor and a
copy of the form given to the visitor. The original of the form
shall be placed in a file for such forms maintained by the Deputy
Warden for Programs. A copy of this form shall also be placed in
the inmate’s institutional folder. (If contraband is found, a copy
of the form shall also be forwarded to the Deputy Warden for

Security.)
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VIII.

VISITOR SEARCHES (cont’d}

4.

The Pat Frisk Search shall be conducted in accordance with the
standards outlined in paragraph VI.B.{(3) above.

a. During the Pat Frisk Search, the visitor may be required to
remove his/her outer garments, coat, hat, shoes and no other
items (except as provided for in paragraph (7) below).

b. Should a female visitor wearing a skirt consent to a Pat Frigk
but because of the nature of the skirt an effective Pat Frisk
ig impossible, the visitor shall be affeorded the option of
moving to an area providing privacy and lifting the skirt in
the presence of a female Officer. Should the visitor decline
to do sg, the visitor shall be given a non-gontact wisit unless
the vigit is denied entirely pursuant to paragraph
VIIZ.(C}{2)(c) above.

If the Pat Frisk Search does not adeguately resolve the Area
Supervisor's concerns about the possible introduction of
contraband, a contact visit may still be denied and a non-contact
visit substituted, provided however, that:

a. The Area Supervisor explain his/her reasons for the decision in
the "Remarks” section of the Search Consent Report form; and

b. The Tour Commander concurs with the decision and signs the
Search Consent Report form.

17 the visitor refuses to consent to a Pat Frisk Search, the Area
Supervisor shall check the appropriate box on the Search Consent
Report form and obtain the visitor’s signature. The Area
Supervisor will then sign the form and give a copy ¢f the form to
the visitor. The original of the form shall he forwarded to the
Office of the Deputy Warden for Programs who shall maintain a
centralized file for such forms. A copy of the form shall also be
placed in the inmate’s instituticnal folder. The visitor will then
be provided a non-contact visit with the inmate, unlesgs the visit
is denied entirely pursuant to paragraph {3){c}) above.

Note: If a non-contact visit is denied pursuant to paragraph 3(c)
above, the reason for the denial shall be entered in the
"remarks" section of th. Search Consent Report. If a Metal
Detector Search has not indicated the presence of a metallic
obiect, but a non-contact visit has still been denied, the
Commanding Officer (or his/her designee) shall Sign the
Search Consent Report.
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VIXII. VISITOR SEARCHES (cont’d)

IX.

7.

Searching of Headwear {Khemar) Worn by Female Visitors of the _
Islamic Faith. In cases where a visitor is a female member of the
Islamic faith wearing headwear (Khemar), the headwear shall undergo
a security inspection by passing a hand-held Transfrisker over the
garment while it is being worn. If the Transfrisker indicates the
presence of metal or if there is a reasonable belief (see examples
listed in Paragraph VIII. C. on page 26} that further checking is
necessary to preclude the presence of contraband, a physical search
of the Khemar may be conducted pursuant to the following

procedures:

A Search Consent Report {Form #439) must be completed as in
paragraphs 1-6 above;

a,

». If the visitor signs the consent form, the visitor shall be
escorted by a female officer to & private area and asked to
remove the Khemar, at which time the officer will inspect the
Khemar for contraband. At the conclusion of the inspection,
the vigitor shall be given reascnable time to replace the

Khemar before leaving the private area;

If the visitor refuses to sign the consent form, a closed non-
contact visit shall be offered, unless the metal detector has
been triggered (in which case the vigit will be denied per

paragraph {2) above}.

EMERGENCY SEARCHES

Emergency searches shall be conducted when there are reascnable grounds to
believe that dangerous contraband is contained in any area of the facility

or its ‘mmediate surroundings.

A.

An emergency search must be authorized by a Supervisory Officer, except
when there are reasonable grounds to believe that an immediate search

is necessary to prevent injury or the destruction of contraband.

Immediately following an emergency search conducted without prior
authorization by a Superviscry Officer the Correction Qfficer shall

submit a written report explaining the urgency and results of the
search to his/her immediate Supervisory Officer, and record an
appropriate entry in the Area Log Book.
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X. GATE ARFA SEARCHES

A, All areas in a facility which are accessible to the public shall be
thoroughly searched for contrakband before any inmates are allowed to

enter therein.

B. All delivery, pick-up and service vehicles and their occupants ghall be
subject to a thorough search, including:

1. A thorough search of the vehicle which includes a Correction
Officer entering the driver'’s area and other areas of the vehicle
for inspection. The inspection shall be as thorough as is required
to reasonably ascertain that no unauthorized persons or contraband

is pregsent within the vehicle.

a. A vehicle gearch may also include a visual inspection of the
underc._riage of a vehicle with the use of mirrors, or the use
of a "pit" where one is available.

2. All occupants of the vehicle may be subjected to a Pat Frisk Search
and a Metal Detector Search.

3. When supplies and materials are of such a nature that they cannot
be practically exanmined at the facility gate, they shall be
thoroughly searched when unloaded at the facility.

4. Suppliies and garbage leaving the facility shall be searched by
inserting metal probe rods into all containers and piles of refuse.

5. A Supervisory Officer shall be notified immediately by the Gate
Cfficer when any abnormal situation arises. .

&. All non-facility vehicles passing through a gate shall be
registered on the Gate Record of Non-Facility Vehicles (Torm #435).
The form shall be maintained by the Officer in charge of the gate,
who shall enter or shall have entered the following information:

a., The date, tour and gate designation;
b, The vehicle time in and time out;

c. The driver’s name and the number of passengers in the vehicle
and the destination;

d. The vehicle registrant’s name and address;
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X. CATE AREA SEARCHES {cont‘d)

e. The year, make, type and license plate number of the vehicle;
f. The Qfficer’s name, shield nunber and signature, and, the name

and shield number of any relieving Qfficer and the time
relieved.

XI. SEARCHES OF CLOTHING

Clothing shall be searched whenever an inmate is admitted into a facility
or when clothing is received by a facility for delivery to an inmate. The
focllowing procedures shall be followed when searching cleothing:

A. All cleothing shall be physgically inspected, followed by a Pat Frisk or
a hand held metal detector search, fluoroscoping or X-ray.

B. Only when there is reasonable suspicion to believe that contraband is
concealed in the clothing and a less destructive means of inspection
will not suffice, a Supervisory Officer may authorize that the clothing
be taken apart, ripped, torn or cut.

1. The Supervisory Cfficer authorizing the taking apart or ripping of
clothing shall record his/her reason for such authorization on a
Notice of Search and Search for Contraband (Form #441A), a copy of
which shall be:

a. given to the affected inmate; and
b. maintained on file at the facility.

2. The clothing shall be taken apart in the least destructive manner
possible, preferably at the seams.

3. Wwhen clothing is ripped, torn, cut, or otherwise damaged in the
course of a search and is not retained for purposes of possible
criminal prosecution, the facility shall adegquately repair the
damaged piece of clothing and return it to the inmate promptly. If
the damage to the inmate clothing or Department-issued clothing is
irreparable, a Notice of Loss or Damzge to Inmate Property or
Departmental Property (Form 441A) shall be completed and
distributed as provided in Section VII{C){12), above.
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XII. CONTESTATION OF CONFISCATIONS QOF PROPERTY

A. Whenever an inmate’'s property is confiscated, the inmate shall be
informed of his/her right to appeal the configcation. (The reverse
side of the Property Receipt (Form #111 R-85) provides such notice.)

1. Except for those items listed in paragraph (2) below (the
confiscation of which must be appealed directly to the Board of
Correction), an inmate may appeal the confiscation of any item of
personal property through the Inmate Grievance Resolution Progranm
("IGRP"). (For a complete descripticn of the IGRP, see Directive
#3375R). The appeal shall be submitted on an Inmate Grievance Form
(#7101), which shall be available through Grievance
Representatives, Housing Unit Aides and at the Grievance Dffice,
and shall be processed, as any cther grievance, in accordance with
the terms of Directive F3373R.

a. A grievance concerning the confiscation of property may be
filed by an inmate at any time after notice has been given of
the confiscation. There is no time limit.

b. If the Grievance Resolution Program does nct find in the
inmate's favor, the inmate may elect tc have the item
discarded, given to visitors or mailed out at the expense of
the inmate. Otherwise, the item, unless perishable, will be
placed in the inmate’s propecty {after having been properly
receipted).

2. An inmate must appeal the confiecation of certain items directly to
the Board of Correction.

a, An appeal to the Board of Correction of confiscated property
should be made under the follewing circumstances:

i. when property is confiscated from incoming correspondence
or packages;

ii. when property which is alleged to be religious in nature
is confiscated;

iii, when legal documents, books or papers are confiscated;

iv. when property confiscation results in a limitation of
visits; and

V. when publications are delayed, confiscated or censored
for content (gee vefinitions of Contraband, Section
IVI(B){7}) of this tirective).
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XIT. CONTESTATION OF CONFISCATIONS OF PROPERTY (cont’d)

b. When an item, the confiscation of which is directly appeslable
to the Beard of Correction, i1s configcated, it shall be the
regponsibility of the 0Office of the Deputy Warden for Security
to follow the below-listed procedures:

i. The inmate and the Beoard c¢f Correction shall receive
written notification of such confiscation within 24 hours
of the confiscation through a Removcl of Non-Permissible
Item (Form #420 in English, or #421 in Spanish). (See
Directive 4002R, Receiving and Sending Inmate Packages).

1i. The Department and any person affected by the
confiscation may submit to the Board of Correction for
its consideration any relevant material in addition to
Form 420A. 5Such material should be prepared in a
professional, orderly and careful fashion.

iii. The inmate affected by the determination shall give
notice, in writing, to the Board of Correction and to the
Departmant of the intent to appeal said determination.

iv. The Minimum Standards of the Board of Correction require
that it issue a wriftten decision upon the appeal within
five business days after it has received written notice
of the requested review, or within fourteen days when the
property at issue was confiscated from incoming packages
or correspondence.

v. I1f the Board of Correction does not find in the inmate’s
favor, the inmate may elect tc have the facility dispose
of the confiscated property.
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XITI.

XIV.

REFERENCES

A. Partial Final Judgment by Consent, Beniamin v. Halcolm,75 Civ. 3073
(MEL) (SDNY 1578}, and companion final judgments by consent.

B. Minimum Standards for New York City Correcticonal Facilities, Board of
Correction, City of Hew York, effective January ', 1977.

Directive 400ZR, Receiving and Sending Inmate Packages, a3 amended, New
Yorx City Department of Correction, effective November 6, 1981,

[

D. Operaticns Order 67/87, Denial or Termination of Inmate Visits:
Required Documeptation, issued November 9, 1887,

E. Directive 1500R, Standard Operaiting Procedures for Receipt,
Disbursement and Acgcounting g¢f Inmate Cash Funds, as amended, New York
CTity Department of Correction, effective August 1!, 1983,

Directive 33735R, Inmate Grievance Resplution Program, as amended, New
York City Department of Correction, effective March 4, 1985.

g

SUPERSEDES

A, Directive 4500R, Contreol of and Search for Contraband, as amended, New

York City Department of Correcticn, effective November 6, 1981,

B. The fcllowing Rules and Regulaticns of the New York City Départment of
Correction, effective February 1, 1977:

1. Rule No. 4.20.120
2. Rule No. 5.15.010
3. Rule No. 5.20.0%0
4. Rule No. 5.20.020
5. Rulz No. 5.20.050
&. Rule No. 5.20.080

Operations Order 33/84, Control and Search for Contraband: Search
Procedures Regarding the Muslim OQur'an, issued November 1%, 13984,

[

D. Any and all previous Orders and Directives which may conflict with this
Directive.
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XV, ATTACHMENTS

"A. Items and Amounts of Property Authorized To Be in the Possessicn of an

Inmate.
B. Form #111R-85 - Inmate Property Receipt.
C. Fecrm #420 - Removal of Non-Permissible Item (English)
L. Form #42% - Removal of Non-Permissible Items (Spanish)
E. From #435 - Gate Recorgd cf Non-Facility Vehicles
F. Form #437A - Inmate Wavier to Possess Jewelry

G. Form #439 - Search Consent Report

Form #440A - Notice-Strip Frisks With and Without Visual Body Cavity

Search
I. Form #441A - Notice of Search for Contraband

J. Form #441B - Notice of Loss or Damage to Inmate or Departmental
Property

K. Form 443 - Visual Body Cavity Search Report
L. Form #7101 - Inmate CGrievance Form

M. Form OD/SM 14 - Random Search Report
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TG COMMAND IHG OFFTCERS, FACOILITIES AND DIVISIONS

FROM MARRON HOFKINSG, ACTING CHIEF OF DEFARTMENT

SURJECT DIRECTIVE 4308 -~ CONTROL AND SEARCH FOR CONTRABAND
LURGENT

{.  EFFECTIVE IMRMEDIATELY, AND UNTIL FURTHER NOTICE, BARY 0OJL aS
DESCRIRED IN DIRECTIVE 4508 16 NOW CONSIDERED AS CONTRARAND.,

S0 ANY Baby OJL FOUND Oef NEW AUMISSTON ITNMATES, TRANSFER INMATES OR
IN INCOMIKNG FPACKAGES DESTINED FOR TNMATES, 15 CONSBIDERED CONTRAERAND AND TO
RE DISFOSED OF aCCORDING Y0 EXISTING DEFARTMENTAL REGULATIONS.
g ANY BARY (1L FOUND DURING ANY INSTITUTIONAL SEARCH FROCEDURES I8 70
RE CONSTDERED CUONTHARAND AND DISFOSED OF.
4, COMmMaANDING OFFICERS OF FaACILITIES AND DIVISIONS SHall ENSURE THAT
THE CONTENTS OF THIS TELETYFE GHDER ARE READ AT 12 (TWELVE) CONSECUTIVE ARGL!

TALLS.

MARRON HOFKINS
ACTING CHIEF GF DEFARTHMERT
B/Cw




FORM OD/SM 14

RANDOM SEARCH REPORT A OD/SM
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SHIELD#
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NAME SHIELD # NAME SHIELD &

STAFF INVOLVEMENT

SEARCHLOCATION ~ |

-85, 10.
. iND&CA?E TYPEOFSEARCH [e g Nea Search Cal Saardw Pal Fnsk, Smp Saea:ah :c)

({INDICATE RESULTS {Conlrabaind Found, infractions Served, Rearresy, sic.);

15
| BN
-E: m

* HIF RANDOM SEARCH RESULTED IN AN UNUSUAL INCIDENT ANDIOR A [C.C.C. NUMBER U.O.F. NUMBER
USE OF FORCE, INDICATE C C.C. ANDYOR USE OF FORCE NUMBER:

DATE:

§RANDOM SEARCH CAPTAN (Print Name, Signatire, Steld Numbear;
I }
! /

|
ETOUR COMMANDER (Prin Name, Signature, Shield Number): DATE:

EACIITY MANAGER (Print Narme, Signatixe, Shéakd Number): DATE:

| oisTrBUTION. COPY TO FACILITY COMMANDING OFFICER
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FROM MARRON HOFKINGS, ACTING CHIEF OF DEFARTHENT

SHRJECT DTRECT (G i - CONTROL AND SEARCH FOR CONTRAEAND

UHGENT

1. EFFECTIVE ImmEDTaAfEly, AND UNTIL FURTHER NOTICE, BARY OJL A%
DESCRIBED IN DIHECTIVE slLod 15 nuld CONSIDEREL A5 CONTRARAND.

o ANTOHABT OFL FORING uM MEW ADMIBSTON INMATES, THANSFER INMATES OR
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BE DISBFOSEDL OF ACUORDING TU EXISTING DEFARTHENTAL REGULATIONS.

oo ANY RBoBYe Ll FOURD DURIRG aNY INSTITUTIONAL SEARCH FROCEDURES IS
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4. COMMANDING OFFICERS F FALILITIES
CONGECUTIVE ROLL

THE CONTENTS OF THIS TELETYPE ORDER ARE KEAD AT 12 (TWELVE)
Calis.

HARRON HOFKIMS

SCTING CHIEF OF DEFEFPARTHMENT
Bis Lo .
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CITY OF NEW YORK FORM # 441 A
} - NOTICE OF SEARCH AND SEARCH FOR CONTRABAND
;- DATE. TIME: HOUSING AREA:
j / Hrs,
INMATE'S NAME: BK & CASE #; CELL CRBED &;
Check applicable box(es)
The undersigned hereby certifies that:

The living quarters [
and person ]
and clothing i

of the inmate named above have/has been searched. Contraband found has been noted
below and was immediately marked for proper identification. It was delivered to the
Deputy Warden for Security. Any damaged Departmental and/or personal property has
also been noted and forwarded to the Deputy Warden for Security.

[ ] Check here if none found.

Description of contraband found:

Reason for search:

Signature of Oficer conducting search. Rank: Shield #:
Sinnalure of Supervisory Officer authorizing saarch; Rank: Shield #:
éignamre of Supetvisory Officer supervising search Rank: Shisld #:
(il ciflorant from Individual authorizing search):
DISTRIBUTION: ] CRIGINAL TO DEPUTY WARDEN FOR SECURITY DUPLICATE COPY TO INMATE



CUKKLECLION DEPARTMENT | rrerane o one
CITY OF NEW YORK | FORM 44418

4 NOHCE OF tOSS-ORDAMAGE TO INMATE PROPERTY OR DEPARTMENTAL PROPERTY

OATE:

/

/

TIME. HOUSING AREA:

Hrs.

iINMATE'S NAME:

BK & CASE ¢

CELLORBED &

Detailed description of loss or damage and circumstances involved:

Signalure of Officer conducting search: Rank: Shield #:
Signature of Supervisory Olficer supervising saarch: Rank: Shieid &:
1 o -8 Of lnmale: Brécase s Dale:

ORIGINAL - DEPUTY WARDEN FOR
SECHRITYFACIHLITY FILFS

DISTRIBUTION:

DUPLICATE COPY - INMATE
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SEARCH CONSENT REPORT

DRTET TiME! HOUSING ARTA

(. [/ e |

| INMATE'S NAME: BK & CASE £ CELLORBED #:

VISITOR'S NAME: ,

1. Before you will be permitted to have your visit, it is necessary for you to
undergo a pat frisk search. You have the right to refuse this search. If you do
refuse the search, contact visit privileges will be denied and a "closed or
booth" visit will be provided in place thereof. Please note, however, thatif a
metal detector search has indicated the presence of a metallic object on your
person and you do not consent to a pat frisk, the visid will be denied entirely.

2. A descripticn of the pat frisk procedure is printed on the reverse side of this
form.

3. [understand that | may refuse to submit to a pat frisk search and if | refuse to
be searched my visiting privileges will be restricted or denied as outlined in

section #1 above,

(] 1 consent to a pat frisk search.
L] 1 DO NOT consent to a pat frisk searcn.
Signature of visitor: Date:
S [ ]
Signature of adull accompanying visiot {if visilor 1s under 16 years of age}: Date:
Signature of Officer: Rank: - Shield #:
Signature of Supervisory Cfficer: Rank: Shieid #:
Reason for pat frisk search:
Results of pat frisk search:
Yitional remarks:
_ ORIGINAL - FACILITY FILES OTHER COPIES IN ACCORDANCE
DISTRIBUTION: DUPLICATE COPY - VISITOR WITH FACILITY REQUIREMENTS




A W gy B E W e

STRIP FRISKS WITH AND WITHCUT VISUAL BODY CAVITY SEARCH

TRIP FRISK WITH A VISUAL BODY CAVITY SEARCH -~
1. YOU SHALL NOT BE SUBJECTED' TO A VISUAL BODY CAVITY SEARCH UNLESS

AL YO ARE ANEW ADMISSION OR;
B. ANOFF:CER WITH THE RANK OF CAPTAIN OR ABOVE HAS REASON TO BELIEVE THAT YOU HAVE

CONTRABAND HIDDEN IN YOUR ANAL CAVITY OR GENITAL AREA

2. AVISUAL BODY CAVITY SEARCH™ IS DEFINED AS A VISUAL INSPECTION OF THE GENITALS CR ANAL
CAVITY WHILE THE INMATE IS STANDING WITH HISMHER LEGS SPREAD AND BODY BENT FORWARD AT THE WAIST,
THE INMATE MAY ALSO BE REQUIRED TO LIFT THE BREASTS. THE SEARCH SHALL NOT INCLUDE THE PROBING OR

TOUCHING OF ANAL OR GENITAL AREAS BY STAFF.

IF A VISUAL INSPECTION COF YOUR GENITALS OR ANAL CAVITY IS CONDUCTED YOU SHALL BE GIVEN A
WRITTEN NOTICE AS TO WHY [UNLESS YOU ARE A NEW ADMISSIONY AND:

A. THE VISUAL INSPECTION SHALL BE CONDUCTED BEHIND PRIVACY CURTAINS, AND
B. THE INSPECTICN SHALL BE CONDUCTED BY A STAFF MEMBER OF YOUR GENDER, AND, IN THE CASE OF
NONNEW ADMISSION SEARCHES, IN THE PRESENCE OF A SUPERVISORY OFFICER OF YOUR GENDER.

B. STRIP FRISK WITHQUY A ViSUAL BODY CAVITY SEARCH

ALL INMATES SHALL BE SUBJECTED TO A STRIP FRISK WITHOUT A VISUAL BODY CAVITY SEARCH WHEN:
A. RETURNING FROM (AND, AT THE DISCRETION OF THE FACILITY, GOING TO):

. COURT;
A HOSPITAL OR OUTSIDE MEDICAL CONSULTATION;

1

2.

3. AFUNERAL OR HOSPITAL VISIT;
4. AWORK RELEASE PROGRAM.

B. GOING TO AND RETURNING FROM:

1. AVISIT (EXCEPT GENERAL POPULATION INMATES GOING TO A NON-CONTACT VISIT);
2. A COUNSEL VISIT.

C. AN INDIVIDUAL AREAOF A FACILITY OR LIVING CUAHTERS IS BEING SEARCHED.

D. AMETAL DETECTOR SEARCH INDICATES THE PRESENCE OF A METALLIC OBJECT UPON THE
INMATE'S PERSON AND THE OSJECT CANNOT BE FOUND BY MEANS OF A PAT FRISK

AT THE DISCRETION OF THE FACILITY, WHENEVER AN INMATE IS LEAVING COR ENTERING THE CONFINES
OF THE FACIITY OR A MAXIMUM SECURITY HOUSING AREA, OR WHENEVER AN ENTIRE FACILITY IS

BEING SEARCHED,

THE SEARCH SHALL BE CONDUCTED BY PERSONNEL OF YOUR GENDER IN AN AREA AWAY FROM THE
FULL VIEW OF OTHERS (E.G., YOUR CELL), AND SHALL BE CONDUCTED AS FOLLOWS:

AREMOVE ALL ARTICLES OF CLOTHING; AND

HAND ALL ARTICLES OF CLOTHING TO THE OFFICER FCR INSPECTION; AND
ASSUME A “DEEP KNEE BEND" SCGUAT POSITION; AND

AFTER THE CFFICER HAS FINISHED INSPECTING YOUR CLOTHING, GET DRESSED.

0O w»

( h DURING A STRIP FRISK WITHOUT A BODY CAVITY SEARCH, YOU SHALL NOT BE REQUIRED TO BEND FORWARD,
SPREAD YOUR BUTTOCKS OR LIFT YOUR GENITALS.

* HOWEVER, YOU SHALL NOT REFUSE THE OFFICER'S ORDER TO SUBMIT TO THE SEARCH. IF YOU BELIEVE THAT A SEARCH IS
NOT WARRANTED UNDER THE CIRCUMSTANCES, YOI MAY NOTIFY A SUPERVISORY OFFICER OR SUBMIT A WRITTEN
COMPLAINT TO THE WARDEN AND/OR THROUGH THE INMATE GRIEVANCE MECHANISM.
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CORRECTION DEPARTMENT N DUPI ICATE
CITY OF NEW YORK | FORM#4374A

INMATE WAVER TO POSSESS JEWELRY

FAuTY ' JDATE THT SOUSING AREA

[ ] Hrs |

INMATE'S NAME T 8K & CASE & 1 CELL ORBED &

This is to acknowledge that | have been advised that it is in my best interest to
surrender my personal articles of jewelry to the facility for safekeeping. However,

| have elected to keep the below listed items of permissible jewelry. | understand
that the safeguarding of jewelry in my possession is primarily my responsivility and
| will not hold the facility or its personne! liable for any theft, damage to, or loss of
said jewelry unless caused by Departmental negligence or employee misconduct.

Description of jewelry:

Signature of inmate: Bk & case #. Date:
S@nature ol Supenvisory Officer: Rank: Shieid &:
OR!GINAL TO INMATE PROPERT\’r COPIES IN ACCORDANCE

NISTRIRLITINN: - | DUPLICATE COPY - INMATE WITH CART ITY REQUIREMENTS
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%?"“ !REMOVAL OF NONPERMISSIBLE ITEM(S) - INCOMING CORRESPONDENCEPACKAGE] &'

TaCHITY: DATE: TINE. HOUSING AREA,
| [__{
INMATE'S NAME: ; BK & CASE #: CHLLORBED &

The following item(s) were found in your incoming OO correspondence (J package
and are prohibited by Institutional and/or Department of Correction regulations:

These item(s) were sent to you by:

Sender's name: Senders address:

These item(s) may be returned to the sender at your expense, donated to a charitable organization,
destroyed or stored {unless perishable). Please check your choice:

Return O Donate O Destroy (0 Store (uniess perishable) O
Signature of inmate: Bk & case £ Date:
[ 1
Sigratute of Ofhcer: Rank: Shield #:

. _ISTRIBUTION:

APPEAL:

—

if you intend 10 appeal this action, you must give notice in writing to the Department of Correction

{Facility Commanding Officer) and to the Board of Correction {51 Chambers Streetl, New York, NY

10007), of your intention 10 appeal the removal of the item(s).

2. You and the Department of Correction may submit 1o the Board of Correction any relevant material
in addition to this written determination.

3. The Board of Correction, or its designee, will issue a writlen response on your appea! within fourteen

(14) business days (or within five (5} business days in the case of confiscated publications), after

receiving notice of your requestied review.

ORIGINAL - TO INMATE FOLDER{ ONE (1) COPY TO BOARD OF CORRECTION &?&ﬁg‘g}?gowmﬁ

ONE {1) COPY TO INMATE ONE (1) COPY TO GENERAL COUNSEL - | REQUIREMENTS

‘ CLEARANGCE AND DISTRIBUTION SHALL BE MADE BY THE OFFICE
INSTRUCTIONS: OF THE FACIUTY COMMANDING OFFICER.




LI YVUEP xILYY I WO i FORM #4241 <1

} REMCVIMIENTO DE ARTICULOS NO PERMITICOS CORESPONDENCIAPAQUETE RECIVIDOS

FACILIDAL: FECHA ?HORA. AREA RESIDENCIA.

/ / ! Hes | | !

NUMERO CEIDAO CAMA Y

NOMBRE DEL RECLUSD

El (Los) siguente articio(s) fue (ron) encontrado en su (J corespondencia O paguete
y esta prohibido por las reglas instituticionales y por El Departamento de Correcion:

El {Los) articlo(s) fue {ron) mangado por;

Nombre; Direccion:

El (Les) articlo(s) pusde(n) ser devuelio(s) a la persona guien lo mando por el gasto suyo,
donado a una organizacion de candad, guardar (si no es perecedemo) o destruirio. Marque {a palabra apropiada :

Devuelio 3 Donarlg 1 Destruirto O Guardar (si no es perecedemo) O
Firma del recluso! [ Numero: Fecha:
[
Firma dei Oficial: Grado: Placa ¥

APelacion: y - g sieq intenta apealae esta accion, usted debe darle aviso por escrito al Departamento de Correccion
{al Alcaide de |a Institucion) y a fa Junta de Carreccion (51 Chambers Street, New York, NY
10007),de su intencion de apelar la mundanza dei articudos (s).

2. Ustedy ei Departamento de Correccion puenden someter a la Junta de Cerreccion cual quier material

periinente ademas de esta determinacion escrita.
3. La Junta de Correccion 0 su designado dara una respuesta escrita sobre su apelacion dentrc de calorce
(14) dias {0 enire cinco(5) dias de negocio e casos que publicaciones o revistas sean confiscada) del

recibo del aviso para revisar,

Crigina!l al archivar del recluso Una (1) copia para Board of Correction

DISTRIBUCION: ‘
Una {1) copia al recluso Ura copia para General Counsel

L a Oficing det Alcaide de 1a Institucion de hara carao de {a aulorizacion y
INSTRUCCIONES distribucion de la forma.
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VISUAL BODY CAVITY SEARCH REPORT

CILITY DATE: TIME: HOUSING AREA:

( | / / - Hrs.

INMATE'S NAME. BK & CASC # CELLORBED 4.

Reason for search:

Signature of Supervisory Cfficer authorizing search: Rank: Shigid #.

Sworn Statement:

Findings (include name of individual conducting search and the names of all witnesses).

Signatute of Supervisory Officer witnessing search: Rank: Shigld #:
-atyre of inmale: Brécases . Dale:
ORIGINAL - FACHLITY FILES OTHER COPIES IN ACCORDANCE

DISTRIBUTION: DUPLICATE COPY - INMATE WITH FACILITY REQUIREMENTS




facility Grievance NO. Date

e ) ' No ., Housing Unit

.-+ ase Print or Tygpe - This form must be filed within 3 days of Grievance
Incident)

?lease cescribe problem as briefly as possible.

jction reguested by inmate:

Advisor/Interpreter reguested: Yes No  Who
dave you filed this grievance with any other agency or court Yes No
>r with the Ingnector Ceneral's office Yes No.

Grievant's Signature

Grievance Aide

( LA A AR R R R R E S R RN R L E R R R R R R R S R R S R R R R LR RS R R AR EEEREEEEEEE AR

The IGRC oroposes to informally resolve your grievance as follows:

Fepresentative Signatures

This informal resolution is accepted:

Grievant's Signature

I1f unresolved, you are entitled to a hearing by the Inmate Grievance Resclutien
Committee.

I ~=guest a hearing of my grievance by the IGRC Yes No

Grievant's Signature

Form 7101-5 6/8B3
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£rs

WASHCLOTH*

SHEETS

TOWZLS*

PILLOW

PILLOWCASE

FIRE RETARDANT COVEREID MATTRESS

- ey e,
— e —a R R

SUFFICIENT BLANKETS TO PROVIDE COMFORT AND WARMTH

*THESE NUMBERS REFLECT DEPARTMENT-ISSUED QUANTITIES ONLY. INMATES MAY POSSESS UF
TO FOUR (4) TOWELS AND FOUR (4) WASHCLOTHS WHICH MAY INCLUDE A COMBINATION COF
PERSONAL (NON-WHITE} AND DEPARTMENT-ISSUE TOWELS AND WASHCLOTHS. HOWEVER, IN NO
EVENT MAY AN INMATE POSSESS DEPARTMENT-ISSUED TOWELS AND WASHCLOTHS IN EXCESS OF

THE ABOVE-LISTED AMOUNTS.

{€&) CHARCOAL SKETCH PERCILS
{1) CLIPBOARD (NON-METAL, 98" X 15" MAX)
(3) COMPOSITION BOOKS

{2) ERASLRS {(GUM, RUBBER QR TNX)

(6) PADS (DRAWING, LEGAL, WRITING)

{4) PENS (BALLPOINT, NON-METAL INSERTS)
(6) PENCILS (WITHOUT ERASERS)

(2} RULERS (NO METAL OR METAL EIDGE)

{1) PACX WRITING PAFER

(1) LEGAL SIZE CARDBCARD PORTFOLIO

PURLICATIONS

{1) CUBIC FOOT (12"x12"x12") OF PRINTED MATERIALS INCLUDING SOFT AND HARDCOVER
BOCKS, MAGAZINES, NEWSPAPERS, PERIQDICALS, PAMPALETS, ADVERTISIMENTS ANRD
OTHER PRINTED ARTICLES, ETC. (IN ANY COMBINATION}. THESE ITEMS MUST EE
NEATLY STORED 50 AS TO AVOID CONSTITUTING A HEALTH OR FIRE HAZARD.

LEGAL MATERIAL, LAW BOOKS, PUBLICATIONS, ETC. {NO LIMIT)

RECREATIONAL ITEMS

(2) BOARRD GAMES (NO DICE)
(1) BOX DOMINOES

{2} JIGSAW PUZZLES
(2) DECKS PLAYING CARDS {DECKS OR PACKAGES MUST BE SEALED UPFON RECEIPT, NO STIFF

PLASTIC OR PLASTIC COATED CARDS ARE PERMITTED)

SMOKING PROPUCTS ({COMMISSARY ISSUE ORLY)

(2) PACKAGES CIGARETTE PAPER

{4) PACKS CIGARETTE TOBACCO

(20) PACKS CIGARETTES
{20) CIGARS
(20) PACKS MATCHES (BOOK TYPE ONLY)

{1) PACKAGE PIPE CLEANERS .
{2) PACKAGES PIPE TOBACCO

{2) PIPES (ND METAL INSERTS)
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PHOTOGRAPHS MAY ONLY BE HUKNG ON THE INSIDE CF LOCKER DCORS OR PLACED ON THE TOFS
OF DESKS, PROVIDED THEY ARE NDT AFFIXED WITH TOOTHPASTE OR OTHER VERMIN-
ATTRACTING MATERIAL. NUDE FHOTOGRAPHS MAY NOT BE DISPLAYED IN AN AREA WHICH IS

VISIBLE T0O PERSONS PASSING BY THE INMATE'S CELL OR LIVING AREA.

FOCD ITEMS

ONLY THOSE ITEMS PURCHASED AT THE COMMISSARY ARE PERMITTED TQO BE STCORED IN
LIVING QUARTERS. THE AMOUNT OF FOOD PERMITTED WILL BE DETERMINED BY THE DEGREZD
OF PERISHABILITY AND THE AMOUNT OF SPACE AVAILABLE. INMATES SHALL BE ADVISED
THAT EXTREME CARE SHOULD BE EXERCISED WHEN KEEPING ANY F0OODS, ESPECIALLY AFTER
OFENING, IN CRDER TO PROTEIT ASRINST SPOILAGE, INSELT IRFESTATION AND POSSIBLE
ILLNESS. USE OF THE DATE S5TAMP ON THE FOOD WRAPPER OR CONTAINER MAY PROVE A

USEFUL GUIDELINE,

MISCELLANEQUS ITEMS

(1)} CALENDAR

{2) COAT HANGERS (LIGHT PLASTIC TYPE ONLY)}

(1) DRINKING CUP (SHATTER-RESISTANT M TERIAL, NOT TO EXCEED TWINTY (20) CUNCE
IN SIZE}

{5} CUFS (PAPER, B8 0Z. S5ILE)
{10) ENVELOPES (LEGAL, PLAIXN, STAMP EMBOSSED) EYEGLASSES, PRFSCRIPTION (MENTAL

OBSERVATION CASES MAY BE RESTRICTED BY MEDICAL PERSONNEL}
{10) GREETING CARDS
(&) PAPER PLATES
{1} SHEOE BRUSH (NON-METAL, BRISTLE ONLY)
(1) LIQUID SHOE POLISH (NEUTRAL COLOR; COMMISSARY ISSUE CONLY)
{1) INSTANT SHOE PCLISHING CLOTH OR SPONGE (NEUTRAL COLOR; COMMISSARY ISSUE
ONLY)

(1) SPONGE (HAND)
{1) SPOON (SOFT PLASTIC ONLY)

{10) STAMFS

TWINE FOR DRYING CLOTHES SUPPLIED BY DEPARTMENT. (NCT AVAILABLE TO INMATES IN
M.Q. UNITS OR INMATES WHO ARE CONSIDERED SUICIDE RISKS)

UTILITY TUB SUPPLIED BY DEPARTMENT

LAUNDRY DETERGENT SUPPLIED BY DEPARTMENT
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ATTACHMENT A

ITEMS AND CAMODUNTS OF PROPERTY AUTHUR

ERMISSIELE ITEMS OF CLOTHINRG SHALL INCILUDE THE ARTICLES LISTED BELOW AND THE
CAXIMUM AMOUNTS ALLOWED. ANY ARTICLZ IN EXCESS OF THE AMOUNT THAT AN INMATE IS
PERFKITTED T
SUZE TIME AS TEE INMATE IS5 DISCHARGED, TRANEFERRED OR LEAVES THE CUSTQDY OF THE
DEPARTMENT. INMATES MAY AT THEIR OWN EXPFNSE, HAVE SUCH CONFISCATED ITEMS MAILED

OUT OR GIVEN TO VISITORS.

-

THE QUANTITIES OF ITEMS ERUMERATED ON THIS LIST SHALL APPLY 70 ALL FACZILITIES EXCEPT
THE HOSPITAL PRISON WARDS, WHICH ARE SUBJECT TO THE PROVISIONS OF THE CONSENT ORDER
IN REYNOLDS V. SIELAFF., HOWEVER, IN UNUSUAL CIRCUMSTANCES THEY SHALL BE SUBJECT TO
REDUCTION IF, IN THE OPINION OF THE HEAD OF AN INSTITUTION, THE QUANTITIES POSE A
UNIQUE AND SUBSTANTIAL THREAT TC THE SAFETY OR SECURITY OF THAT INSTITUTION. ANY
INSTITUTIONAL VARIATION IN THE QUANTITIES LISTED BELOW SHOULD BE DOCUMENTED IN AN
INSTITUTIONAL ORDER PROMULGATED PURSUANT TO THIS DIRECTIVE AND MUST BE APPROVED BY A
DIVISION CHIEF AND THE CHIEF OF DEPARTMENT. NOTICE OF SUCH VARIATIONS SHALL BE
POSTED IN ALL INMATE HOUSING AREAS, VISITING AREAS, DAYROOMS AND THE RECEIVING ROOM
CF THE AFFECTED FACILITY. ANY PRCPOSED CHANGE THAT IMPACTS ON A CONSENT DECREE ITEM
MUST BE REFERRED TO THE LEGAL DIVISION AND COMPLIANCE UNIT FOR REVIEW.

k. PERSONAL CLOTHING

{1} EATHROBE
(1) BELT (NON-ELASTIC, MAX 1 1/2" WIDE, SMALL BUCKLE, 2 1/4" x 2" MAX.*

{4) BLOUSES/SHIRTS (NON UNIFORM TYPE, NOT WHITE OR BLUE)

(1) PAIR ONLY OF THE FOLLOWING: BOOTS, RUB©ZERS, GALOSHES (COVER SHOES)
(1)} COAT (NOQ BLUE OR UNIFORM TYPE)

{1) PAIR OF GLOVES (FCOR OUTDOCR COLD WEATHER WEAR}

{2) HATS/CAPS (NON UNIFORM TYFE)

(2) JACKETS (NO DARK BLUE OR UNIFORM TYFPFE)

{2) PAIRS PAJAMAS
{4) PAIRS PANTS/SLACKS (NO DARK BLUE OR UNIFCRM TYPE)

{1) RAINCOAT (NO BLACK OR UNIFORM TYPE)

{2} PAIRS SHOELACES®

{2) PAIRS SHORTS OR CUT-OFF LONG PANTS

(1) PAIR SLIPPERS (NO HOLLOW, PLATFORM SCLES OR HEELS)

{4) PARIRS SNEAKERS/SHOES OR A COMBINATION {NO HOLLOW, PLATFORM SOLES GR HEELS)
(4) PAIRS SOCKS

(1) EACH SWEATER/SWEATSHIRT (OR A COMBINATION OF TWO)

{1) TIE (NO BLACK)*
{(4) SETS UNCETRCLOTHING (IN ACCORDANCE WITH INMATE’S GENDER)

® ALL INMATES HOUSED IN A MENTAL OBSERVATION UNIT OR WHO ARE CONSIDERED SUICIDE
RISKS (AS DETERMINED BY A PHYSICIAN) SHALL NOT BE ALLOWED BELTS, TIES,
SHOELACES, OR OTHER ITEMS THAT A PHYSICIAN DETERMINES WOULD POSE A RISK TO THE

INMATE'S WELL-BEING.
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PERSCNAL CLOTHING/TDILET ARTIZIES -
(4) DRESSES

{4} SKIRTS (NO DARK ELUE OR UNIFORM TYPE)

(1) HOUSECOAT

{2) NIGHTGOWNS (WM
(4) PAIRS STOCKINGS, PANTYHOSE/KNEE-HI'S u
(2} BOXES FEMININE HYGIENIC

TOILET ARTICLES

NO METAL, GLASS, CERAMIC, AEROSOL, TRIGGER OR PLUNGER TYPE CONTAINERS ARE
ALLCWED. PLASTIC CONTAINERS AND PARTS ARE FREFERRED. THE FOLLOWING ITEMS ARE

ALLOWED,

) AFRO COMB/PICK [PLIABLE RUBBER OR PLASTIC, NON-FOLDING TYPE)
T =5.% R0 Y i (RLASTIL WBOTILE ONLY )

LR o e

} COCOA BUTTER
} COMB (STANDARD POCKET TYPE, RUBBER OR PLASTIC TYPE, NO METAL)
} PACK COTTON BALLS :

) DEODORANT ({STICK/LIQUID TYPE)

) HAIR CREAM DRESSING (NOW-ALCOHOLIC, PLASTIC CONTAINER)

) UNITS DEFILATORY

} PACKAGES EYEGLASS TISSUE

)} "FOSTEX" SOAP BARS

) "CHLORASEPTIC" LOZFVGES

) LANOLIN (TUBES)

{4) “"KAOPECTATE" (PLASTIC BOTTLE ONLY)

(1) TINACTIN CREAM

{20) "“TYLENOL" (TABLETS)

(2) BOXES FACIAL TISSUES

{1) HAIR BRUSH (NON-METAL, BRISTLE ONLY - ONE PIECE COMPOSITION)
{2) "NOXZEMA" (PLASTIC TUBES)

{1) PACK "QO-TIPS" (NO HOLLOW OR WOODEN SHAFTS)

(1) SHAMPOO (LIQUID, CREAM, MEDICATED-PLASTIC CONTAINER)

(1) SHAVING BRUSH (NON-METAL, BRISTLE ONLY)

{1) SHAVING CREAM {PLASTIC TUBE)

{1) SHAVING SCAP

{5} SOAP (BAR, FACE, IN ADDITICN TO "“FOSTEX' SCOAP)

(1) SOAP DISH (PLASTIC)

{1) STYPTIC PENCIL

{2) TOOTHBRUSH
{2) "VASELINE" (PETROLEUM JELLY, PLASTIC CONTAINER)

ALL POWDERED TOILET ARTICLES SHALL BE PURCHASED AT THE COMMISSARY. ANY POWDERED
TOILET ARTICLES RECEIVED FOR AN INMATE VIA INCOMING PACKAGES SHALL BE
CONFISCATED AND PROCESSED ACCORDING TO THE PROVISIONS OUTLINED IN DIRECTIVE

4002R.

{1) DENTURE ADHESIVE, POWDER CLEANER (NO METAL CONTAINER)

(1) TINACTIN POWDER
{1) EACH POWDER {AFTERSHAVE, BABY, BODY, FACE, FOOT, MEDICATED, TALCUM, TOOTH)

{1) BEACH POWDER {MITTS, PADS, PUFFS-FEMALES ONLY)
{2) TUBES TOOTHPASTE {(COMMISSARY ISSUE ONLY)

2 of 4



