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Policy:

1) The Facility maintains a Control Center that serves as a communication system between the Control Center and resident living areas. Communication is limited to work-related information only. Specific guidelines are used for communication. 

2) Throughout the equipment publications, operating instructions, and this Policy and Procedure, there are noticeable warnings, cautions, and notes. These notations are used to emphasize that safety hazards exist and care must be taken or observed.

3) All movement throughout the Facility is monitored and controlled by the Control Center.

Definitions:

“Warning”: An operational procedure, practice, or condition, which may result in injury or death if not carefully observed.

“Caution”: An operational procedure, practice, or condition, which may result in damage to the equipment if not carefully observed.

“Note”: An operational procedure, practice, or condition which is important to emphasize.

Procedures:

1) Control Center (3-JDF-3A-02); (3-JDF-3B-07)
a) The Control Center contains extensive monitoring and communication equipment for the entire facility.

b) The Control Center must be covered twenty-four hours a day, seven days a week without exception. Persons assigned to this post must never leave, or step outside the entrance door, without proper relief;

c) The Control Center operation shall be part of both pre-assigned and continuous hands on training;

d) The personnel manning the control center shall permit no person through a door unless they are identified and the staff operating the console are comfortable with the request for passage;

e) Responsibility of the Control Center Personnel: 

i) Assure that the Control Center is never to be left unlocked or held open for any reason;

ii) Monitor the Control Center and check continuously for any security breaches;

iii) Know all numbers and locations of all doors;

iv) Know the location of all necessary information, such as: 

(1) Long Distance Telephone Log;

(2) Restriction Log;

(3) Medical-Sick Call List;

(4) Intake On-Call List;

(5) Pick-up Order/Bench Warrant Book;

(6) Detention Log Book;

(7) Detention Related Documents and Forms;

(8) Over-Age Resident Files;

(9) Security and Control Manual; and
(10) Policy and Procedure Manual; 

v) Know how to operate the Communication System, the Fire Alarm System, and the Key Control System;

vi) Know how to utilize the JOLTS system to do information searches;

vii) Maintain all appropriate information on resident releases, movements, and Medical information on the population sheet and /or the Room Chart;

viii) Be familiar with all items in the Control Center; 

ix) Be able to maintain all appropriate paperwork in resident’s files;

x) Maintain proper confidentiality in regard to both residents and staff information;

xi) Be familiar with necessary Intake and Admission procedures; and

xii) Know the location of Emergency Telephone Number, Fire     Department, Hospitals, Police Department, Administrative cell numbers, and Facility Nurse;

f) Radios are issued to staff by assignment of their positions. There is a list of radio call signs available to those staff in designated positions (see attachment A);

g) Radios are licensed and may be monitored by the Federal Communications Commission, FCC. Therefore, it is strictly prohibited to use any resident or staff names.

h) Radio call signs and station signs are used in lieu of words to communicate. If additional information or details are needed, staff use the internal intercom or public airwave phones. 

2) Restrictions

a)  Because this radio contains a transmitter, federal law prohibits unauthorized non-licensed personnel from adjusting or maintaining it. If any operational difficulties should arise while using this product, report them to the Shift Supervisor immediately.

3) Shift Radio Exchange:

a) Shift Exchange

i) Staff pick up newly charged radios every shift from Control Center. 

b) Battery Installation: 

i) Turn off the radio and hold it with the back of the radio facing up.

ii) Place the two tabs of the battery (located at the inside base of the battery) into the metal cutouts of the radio (located at the inside base of the radio).

iii) Rotate the battery toward the radio and press the top of the battery into the radio until both battery release levers “click” into place.

iv) The battery is shipped uncharged. Batteries must be charged before use. 

c) Battery Removal: 

i. Turn off the radio and hold it such that the battery side of the radio is tilted down.

ii. Press down on the two-battery release levers.

iii. With release levers pulled down, the top of the battery will fall away from the radio.

iv. Remove the battery from the radio. 

Radio Usage:

Staff must always be in possession of their radio, either in their hand or clipped to their belt.

If a staff presses an alarm button on their radio and it continues to beep, it did not transmit. Push the alarm again.

The Control Center staff will make an announcement to staff any time an alarm is activated by issuing this statement;

“ Attention all units, we have an alarm in the __________location. All available staff please respond.”

The Control Center operator will know the location of an alarm signal by the radio number lighting up on base unit. No radio traffic should occur during periods of an alarm except those transmissions directly related to the emergency. 

When the alarm is over, the Shift Supervisor will notify the Control Operator to issue another announcement: “Attention all units, we have cleared the alarm in location, Resume normal Traffic.”

The only position who should clear an alarm should be the shift supervisor or higher.

The alarm may be turned off by, simply turning the unit off, then back on.   

Dayroom staff should maintain constant radio communication by letting the Control Center know any time movement occurs out of the dayroom.

4) Cameras and Monitors/Locations:

a) Cameras and Monitors are located as follows:

b) Monitor #1 – Gym (Camera 4); Gym (Camera 12), and Indoor Rec. (Camera 23) on a three second interval.

c) Monitor #3—West Mini-Gym (Camera 27), East Mini –Gym (camera22), D-Courtyard (Camera 9), and D-yard (Camera 14), on a three second interval;

d) Monitor #4—Classroom 1 (Camera 37), Classroom 2 (Camera 38), and Classroom 3 (Camera 39) on a three second interval.

e) Monitor #5—Door 11(Camera 2), Door 18 (Camera 6), Door 1(Camera 8), Door 12 (Camera 10) on a two second interval;

f) Monitor #6—Unit DI (Camera 18), Unit D2 (Camera 16), Unit D3 (Camera 21), and Unit D4 (Camera 13) on a three second interval; 

g) Monitor #7—D Long hall (Camera 15), D Long hall (Camera 29), Commons D (Camera 20), Commons D (Camera 40), Conference Hall (Camera 25) on a three second interval;

h) Monitor #8—Dayroom A (Camera 28), Dayroom B (Camera 19), Dayroom C (Camera 36), and Dining Room (Camera 5) on a three second interval;

i) Monitor #9—Classroom 4(Camera 30), Classroom 5(Camera 24), and Classroom 6(Camera 31), on a three second interval; and

j) Monitor#10—Yard A (Camera 26), A1 courtyard (Camera 11), A2 courtyard (Camera 7), and B/C Courtyard (Camera 3) on a three second interval.

k) The east wall in the outdoor recreation area is equipped with a motion sensitive camera and alarm.  If there is movement in the area, the red light beacon in Central Control will activate and begin to rotate signaling activation sensors.  The rotating red light beacon will continuously rotate for approximately five minutes.  If the Control Center Operator is unable to terminate rotation of beacon, he/she used the following procedures:  

i) The Control Center Operator immediately notifies the Shift Supervisor(s) of activation of beacon and sensors;

ii) The Control Center Operator isolates Camera #41 on main (large) monitor;

iii) The Control Center Operator then isolates Camera #26 for activity along interior of Facility along the east wall. Camera #26 can be rotated and controlled.  Control Center Operator will use this function to thoroughly examine east wall.

iv) The Control Center Operator then isolates Camera #11 (A1 Courtyard) and Camera #7 (A2 Courtyard) to monitor any security breaches in Recreation Areas.

v) The Control Center Operator reports immediately to Shift Supervisor all activations of red light and sensors and activity or inactivity observed.

vi) Repeating or continuous beacon and/or sensor activation requires the Shift Supervisor or designee to physically inspect the interior and exterior of east wall.  The Shift Supervisor may seek assistance from Juvenile Bureau Maintenance to examine and/or inspect exterior of east wall and to gain re-entry into building.

vii) The Shift Supervisor(s) is required to follow Detention Policy and Procedure regarding contacting Administrators.

5) Rules and Regulations in Central Control:

a) Central Control Operators shall not allow anyone to move or adjust cameras in such a way that the area is not clearly visible. If a camera has been moved or adjusted, it should be reported immediately to the Assistant Facility Administrator;

b) All resident room changes shall be completed prior to the 2000 count;

c) All resident room changes shall be called in to Central Control by staff moving those residents as they occur.  Central Control radios confirmation of the room change.

d) The Central Control door shall be kept closed, specifically when D-22 or D-23 is open;

e) No more than three people in Central Control at a time. This will be two staff and one supervisor; Authorized personnel may enter Central Control at any time. Authorized personnel includes: Facility Administrator, Assistant Facility Administrators (Operations and Administrative), Administrative Assistant/File Clerk, Laundry personnel, and Maintenance;
f) When keys are checked out through Central Control, Central Control Operators will verify that all keys are accounted for before leaving shift. If any security keys are missing, Central Control Operators will inform the Shift Supervisor immediately and complete an informational before leaving shift. Central Control Operators MAY NOT leave their assigned area until all keys have been checked back in to Central Control. 

g) No more than two chairs in the Central Control; and

h) No food or drinks near the control panel, camera monitors, or on the window ledge outside.
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