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Policy:
1)   For safety and security of support personnel, as well as the Facility, there are basic security procedures to be followed in every area of the Facility. There is a procedure and practice to govern the control and use of tools and culinary and medical equipment. (3-JDF-3A-23)
Procedures: 
1) Volunteers/Visitors
a) Volunteers shall not bring any object such as knives or other potential weapons inside the Facility without the advance approval of the Facility Administrator.

2) Bureau Maintenance Department
a) Control of Tools  
i) To ensure tool standards are followed, the Facility Administrator will designate a Tool Control Officer.  The Tool Control Officer will be designated at the Facility to control tools and ensure accountability.  Duties will include:
(1) Maintaining a master inventory of tools used within the Facility and update the master inventory monthly (see attachment A).
(2) Providing a signed and dated copy of the inventory to the Facility Administrator monthly; and
(3) Ensuring that the Supervisor of each Department location maintains an up-to-date inventory of tools under the Supervisor’s control.

b) Disposal of Tools
i) The Tool Control Officer is responsible for the disposition of tools, to include those that are obsolete, broken or otherwise unusable.  The Tool Control Officer will maintain documentation of all tool dispositions, 
with a copy submitted to the Facility Administrator.  The method of disposal for each tool’s category is defined below:
(1) If the tool’s original purchase price was more than $500, disposition will be in accordance with Oklahoma County procedures.
(2) If the tool’s original purchase was $500 or less, disposition will be in accordance with Oklahoma County Juvenile Bureau procedures.
(3) The pieces of a broken tool shall equal the original tool. The tool control officer and a witness shall dispose of the broken tool in accordance to County procedures or by placing in a sanitation container external of the facility.  A written report will list all tools to be disposed of, date, location, and name of tool control officer and witness.  The report will be given to the Facility Administrator for approval prior to the disposal and returned to the Facility administrator for filing.
c) Audits
i) To ensure tool standards are followed, the Bureau Director will designate a staff member, someone other than the Tool Control Officer, to conduct quarterly audits.  Findings will be reported in writing and submitted to the Bureau Director for review and appropriate action.

3) Tool Classification and Supervision Requirements
a) Classification of Tools
i) All tools used within the Facility are classified into three levels.  The Designated Tool Classification lists the type of tool and its classification level.
(1)  Class A
(a) Tools that may pose a serious security risk if mishandled or not properly supervised.

(2)  Class B

(a) Tools that are hazardous and could be used as a weapon or could pose a serious security risk if allowed to be introduced into the general population.

(3)  Class C
(a) Tools not generally considered to be hazardous or a serious security risk but need to be accounted for and managed to   prevent theft or misuse.

b) Supervision Requirements
i) The level type of supervision required when a tool is issued and used is determined by the classification level. 
(1) Class A
(a) Class A tools will be used by staff in the work area. A maintenance supervisor, Food Service Staff, or Detention Officer shall be present in the defined work area.
(2)  Class B
(a) Class B tools will be used and supervised by staff/outsiders.  A maintenance or detention officer will be present within the defined work area.

(3)  Class C
(a) Class C tools will be used and supervised by staff/outsiders.  A maintenance supervisor, food service staff or Detention Officer will be present in the defined work area. 
c) Example



i) Designated Tool Classification in the Tool Control Log
	Area
	Number
	Description
	Size
	Location 
	Disposition

	OCJB-M-SD
	23
	Screw driver
	6-1/2”
	Maintenance
	

	OCJB-K-PK
	1
	Paring Knife
	6”
	Food Service Area
	Lost 7-28-11


Example for marking tools: OCJB-M-(initials of the tool)

4)   Tool Management
a) Storage of Tools
i) All tools/instruments brought into the Facility will be received by the “Tool Control Officer” and processed into the inventory appropriately.  Tools will only be stored in Food Service and the Maintenance Tool Room.

ii) Tools will be stored on shadow boards in work areas where tools are issued or used.

iii) Class A and B tools, not adaptable to shadow boards will be secured in a locked drawer, cabinet, crib, etc.  Tools from a shadow board that are broken or being repaired will be noted on the shadow board to reflect their status.

iv) Class A tools will be maintained on a separate shadow board from Class B tools and stored in a locked room or storage cabinet.  If a locked room or storage cabinet is not available, the shadow board will be covered with a heavy wire screen or expanded metal that can be locked into place.
v)  Class C tools will also be placed on a shadow board.

vi) Stationary grinders and sanders will be locked at the source power.  Metal covers, capable of being padlocked, will be installed over the emery wheel to prevent access to the wheel when not in use.

vii)  Rope, cable, chain, extension cords and garden hoses will bear a tag indicating their length and individual tool number.  Regardless of the length, the item will be treated as a Class B tool.  Verification 
will be made to ensure the length of the item checked out is returned and/or accounted for.

viii) Tools may be left in tool pouches or in containers approved by the Facility Administrator (i.e. toolbox, tool-bucket).  Each container will have an inventory listing the tools in the container/pouch (i.e., card or tag affixed to the pouch/container).  At the end of each workday, all tools in each pouch/container will be accounted for and a notation made in the Tool control log (see attachment B).

ix) Surplus tools will be kept in secure storage, in a locked cabinet/area not accessible to residents and will be inventoried monthly.  Tools will not be added to surplus storage or brought into the Facility without notification to the Tool Control Officer as defined in this procedure.

x) The only staff authorized to possess engravers is the Tool Control Officer.

b) Tool Identification
i) The Facility Administrator will establish and assign identification symbols.
ii) Each work location will have the assigned identification symbol engraved or stamped on every tool so it may be easily identified. Each tool must have a unique individual identification number assigned specifically for that tool.
iii) Tools/instruments which are not adaptable to markings or which cannot be marked without damaging or compromising the integrity of the tool are exempt from marking.  Examples: Medical instruments.

c) Inventory of Tools
i) The supervisor of each work location will maintain an inventory of all tools within their operation.  Each supervisor will notify the Tool Control Officer in writing of any circumstances that would affect their tool inventory.  The supervisor and the Tool Control Officer will maintain copies of the inventory.
ii) Supervisors are responsible for the care and maintenance of all tools under their control.  A daily check of logs will be made of all tool inventories by each supervisor to ensure accountability at the beginning and end of each workday.  The supervisor will make a notation at the end of each day on the tool log indicating, “All tools are accounted for.”  The supervisor conducting the inventory will sign the log.
iii) All tools will be inventoried monthly to identify any worn, 
broken or obsolete tools.
iv) Food Service Area instruments will be maintained as defined in Section II, items a and b of this procedure and will be inventoried daily by the Food Service Area Manager or designee.  The Tool Control Officer will be notified immediately of any inventory changes.  The use of knives in Food Service Area will be granted as long as the knives are attached onto the cutting surface by a cable and padlock.   
v) A daily perpetual inventory of medical instruments, needles and syringes will be maintained by Medical Staff.  The inventory will be conducted each working day.  Log entries will be made each time these items are removed or added to the inventory.  When sharps containers are disposed of, it will be noted in the tool log. 
vi) All blades (knives, straight saw blades) will be measured and  recorded.  When broken blades are replaced, all pieces must be turned in and must equal the original measurements.
vii) Before a tool can be added or removed from the inventory, a Tool Inventory Add/Delete Request (see attachment C) must be completed. 

viii) When a new and/or surplus tool is issued as a replacement, the old tool must be turned in to the Tool Control Officer for safe disposal as outlined in this procedure.
5) Issuance of Tools
a) When tools are issued, the person checking the tool out will indicate the time and date checked out, and returned, along with their legible signature in a permanent logbook, and places their personal chit on the shadow board. 
b)  Class A, B and C tools are issued only by employees and only to employees.  Employees taking control of Class A and B tools are accountable for those tools.  The employee must ensure the tools are used only for the designated purpose.
c) Class A, B and C tools will be accounted for after each work assignment.
d) All work areas will account for tools any time work operations are stopped.
e) No tools will be checked out for over an eight-hour period (i.e., overnight or beyond the normal work schedule).
f) Detention Officers will check the tools as they are brought in and out of the facility.
6) Lost Tools
a) Lost/misplaced tools will be reported immediately in writing to the Facility Administrator.
b) The supervisor will submit a written report on the loss or any tool to the Facility Administrator and the Tool Control Officer before the end of the shift.
7) Contractor Tools
a) Contractors will provide the Tool Control Officer and Central Control Officer with an inventory of all tools being brought into the Facility.  Prior to the use, these tools must be approved, in writing, by the Facility Administrator. They will remain under constant supervision by Maintenance staff while in the Facility. (3-JDF-1A-31)
Approved: _____________________________________

                Ronnie Ward                                    Date


      Facility Administrator
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