ATTACHMENT C
CONTRACTOR WORKING IN DETENTION FACILITIES WORK RULES
The following rules and information were created to instruct contractors and their employees on the proper procedures for working in County Correction Facilities.  These rules shall be adhered to at all times.  Any documented violation of these rules shall result in immediate work stoppage and termination of contract.  Contractors are responsible for their employee’s actions while inside and on the grounds of County Detention Facilities.  Contractors and their employees shall also agree to and sign this document before working inside these facilities. 

What follows are a list of DOs and DON'Ts that you are required to follow at all times while working in a detention facility.  Failure to do so shall result in immediate termination.

I. Behavior Expected of Contractor and Contractors Employees
1. Try at all times to maintain a bland demeanor.  Expressions or sudden movements can inspire unexpected or irrational behavior from inmates.  Make slow, methodical movements.

2. Do not talk to any inmates.  It is considered polite to respond to a cordial greeting like "Good Morning", but do not stop to make conversation.

3. When you are being approached by any escorted inmate(s); always stop what you are doing, take your equipment and move against the opposite side of the hall or room and place your equipment in front of you.  Allow the inmate(s) to pass with a Correctional Deputy always occupying the space between you and the inmate.

4. Never touch an inmate.

5. Never pass anything to, or take anything from an inmate.

6. Never walk up behind or suddenly approach an inmate or Correctional Deputy.

7. Never use any nick names with inmates or Correctional Deputies.  Treat everyone with respect.

8. Contractors shall bring into the facility ONLY the tools, supplies and equipment required to do the work assigned.  Lunch boxes, drink containers, etc shall be left outside the detention areas.

9. If you are about to use an elevator and a Correctional Deputy and/or inmate are also about to do the same; always allow them to go first and wait for the next car.  Do not ride with any inmates.

10. In the event that you witness a disturbance, never interfere.  Always do your job and allow the Deputies to do theirs.  Under no circumstances are you permitted to be involved in any interaction with inmates.  The Deputies are there to protect you; so if you get involved in an altercation, the Deputies must then protect both you and themselves.  Do not put the Deputy in this position.

11. At all time in the correctional facility, you are required to wear your uniform and security identification.

12. All personal I.D. and jewelry is to be left in your car prior to entering the facility or checked in at the reception area.  Do not take any jewelry or personal effects into the facility.

13. Never leave your tools and equipment unattended.

14. Use only the approved products for your duties.

15. All tools and equipment must be kept with you at all times.  Your equipment could be used as a weapon.

16. Prior to your shift, conduct an inventory of all your equipment.  Do the same after completing each section of the facility.  If anything appears to be missing, find it!
17. Follow any and all instructions given to you by a Corrections Deputy.

18. At times you will be asked to leave an area before you are finished.  Do so immediately and do not ask any questions.  This is for your own safety.

19. Before exiting an elevator or room, look both ways to ensure that the halls are secured and safe.

20. At times you may be locked in an elevator or cell for your own protection.  Do not resist or argue with the Deputy.

21. Follow all Correctional Facilities procedures for emergency evacuations and medical emergencies. 

22. Under no circumstances are you to engage in a threat of violence with an inmate, Correctional Deputy or fellow employee.

23. All doors to rest rooms, medical units, chaplain's office and custodial closets must be locked at all times.  When working in these areas always lock the doors while you are inside and relock them upon their completion.  These can be good hiding places for inmates; so protect yourself and others.

II. General Behavior
Most of the time a correctional facility can be safer than walking alone on the street at night.  However, at times a correctional facility can be a dangerous place.  These instructions are for your protection and are to be followed to the letter.  Always remember that this is an environment much different from your own and that you can never anticipate the actions of the inmates. 

In the event that you identify an inmate that you have known prior to this assignment; do not make any attempt to acknowledge this individual.  If they say "Hello" to you first, acknowledge them, and move on.  Do not attempt to make any conversation.  This policy does not require contractors to be rude.  A simple acknowledgement in response to a greeting from an inmate shall not be a violation of this policy; however, no further conversation or contact is permitted.

 Proceed to the administration office and file a report about your prior relationship with the inmate.  This is to preclude any special treatment or relationship from arising out of the incident.  This is for the protection of the inmate and YOU!

In addition, you are required to ignore all conversations that you hear and anything you see while in a correctional facility.  You are never permitted to touch anything that is not yours, nor are you ever permitted to discuss your day's activity inside the facility with anyone.  Confidentiality is paramount in maintaining the working relationship we have established within the facility.

Debris that is to be removed to the outside of the building is to be disposed of directly into the dumpster immediately!  Absolutely no outside garbage is permitted to be taken back into the building. 

Under NO circumstances are you permitted to leave any facility that you are working in with ANYTHING that is not the property of you or your company.  This includes anything found in the garbage (i.e. soda cans, paper rolls, food, literature, ANYTHING) or anywhere in the facility.

**IF YOU DID NOT COME TO WORK WITH IT, YOU DON'T GO HOME WITH IT!
In the event of a violation of these policies, the County and/or the City shall have the right to require the Contractor to immediately and permanently remove the individual or individuals violating the policy from the job site.   

Acknowledgement: 

I have read these rules and procedures and understand that failure on my part to follow all rules regarding working inside a correction facility will result in the immediate termination of my contract.  

Contractor Name (Printed) 












Employee Name (Printed) 




Employee’s Signature









Date    


























