OKLAHOMA COUNTY JUVENILE DETENTION FACILITY
POLICY AND PROCEDURE MANUAL

________________________________________________________

CHAPTER EIGHT: DETENTION                                                 __________

POLICY 8.3-2 – SAFETY & SECURITY – PERMANENT LOGS
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Policy:

1) Dayroom staff maintain permanent records and staffing notes that record (3-JDF-3A-09):

a) Routine information;

b) Emergency situations; and

c) Unusual incidents.

2) All entries in juvenile records are dated and identified by the person making the entry.

3) Supervisory staff conduct a daily inspection, including holidays and weekends, of all areas occupied by residents and submit a daily written report to the Assistant Facility Administrator.

Definitions: As used in this document, the following definitions apply:

“Shift Supervisor Report” (see attachment A): A daily written report on facility and resident status, written by each Shift supervisor, to be sent to the Assistant Facility Administrator. The report contains at least the following information (3-JDF-3A-10):

1) Records of routine and emergency situations;

2) A physical head count;

3) Population changes (residents who are admitted, released, out-of-the building, etc.);

4) Mechanical/Equipment failures;

5) Damaged property;

6) Disciplinary sanctions (Room or Privilege Restrictions);

7) Specific assignments for staff;

8) Building cleanliness and door security; and

9) Supplies needed.

Procedures:

1) Staffing Notes (see attachment B):

a) Staffing notes are the primary record of juvenile's daily activities in the Facility. The maintenance of these notes is the primary responsibility of the Detention Officer III or Detention Officer II.

b)  It is the responsibility of staff members coming on duty who are assigned to the Dayroom to review the previous events recorded. This information serves as a vehicle of communication between shifts and among staff.

c) It is the Detention Officer III’s, or Detention Officer II’s , responsibility to read the prior shifts Staffing Notes and to either respond personally, or bring to the attention of the Supervisor, any remarks or observation made that require action. When a staffing note has not been completed properly, he/she should call it to the attention of the staff member assigned.

2) Shift Supervisor Report

a) The Shift Supervisor Report is a permanent log that the Shift Supervisor completes daily. 

b) The original report is forward to the Assistant Facility Administrator.  

3) Inspections and Tests:

a) The Shift Supervisor is required to inspect the Facility daily for (3-JDF-3A-10):

i) Security;

ii) Cleanliness;

iii) Equipment needing repair; and

iv) Supplies needed.

b) The results of this inspection are noted on the Shift Supervisor’s report, and turned in to the Assistant Facility Administrator.

c) If staff notice a deficiency, he/she communicates such to the Shift Supervisor for inclusion in the Shift Supervisor Report.
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