OKLAHOMA COUNTY JUVENILE DETENTION FACILITY 

POLICY AND PROCEDURE MANUAL

________________________________________________________

CHAPTER EIGHT- DETENTION____________________________                                                                                                                         

POLICY 8.3-15: EMERGENCY PLANS AND COMMUNICATION/STAFF TRAINING AND THREATS TO SECURITY/ESCAPE
Page 1 of 17
Policy: 

1) To ensure the safety and security of residents and staff, there are established procedures to be followed during emergency situations that provide communications and plans for evacuation of the Facility.  These procedures are posted in appropriate locations throughout the Facility.  There shall be ongoing training and drills as well as special orientation for new employees to ensure the integrity and mastery of the emergency plans. (3-JDF-3B-10)

2) There are specific procedures to be followed with major emergency situations, including:

a) Fire;

b) Riot;

c) Hostage;

d) Escape;

e) Natural disaster;

f) Bomb threat;

g) Emergency medical situations; and

h) Work stoppage.

3) Every effort is made to maintain the security of the Facility during emergencies.  The safety of staff and residents always takes priority in any life-threatening situation. 

4) These emergency procedures are reviewed annually and updated as needed.

DEFINITIONS: None

Procedures: 

1) Emergency Communications: 

a) The Control Center staff provides primary communications by telephone to contact:

i) Juvenile bureau personnel, including:

(1) Administrators,

(2) Intake;

(3) Probation: and 

(4) The Director.

ii) Fire Department;

iii) Police; and

iv) Medical Personnel.

b) The Control Center Operator provides primary communications within the Facility by means of the telephones, hand held radios, intercoms, cell phones, and dispatching personnel. (3-JDF-3A-02); (3-JDF-3B-07)

c) In case of primary communications, breakdown, or failure, a secondary telephone is located in the Control Center.  The telephone number is 843-8543. (3-JDF-3B-07)

d) The Shift Supervisor is responsible for ensuring the Facility Administrator and Assistant Facility Administrator-Operations, who call the Director are contacted regarding the incidents (3-JDF-3B-11):

i) Interruption of Facility services not related to residents (power outage, locks, cameras, or control);

ii) Critical incident involving outside agencies, parents, or social workers;

iii) Resident requiring alternative clothes, linens, or removal of room items;

iv) Completed, attempted, or alleged non-consensual sexual act;

v) Discovery of a controlled substance (prescription medication);

vi) Employee on resident sexual harassment or misconduct;

vii) Multiple (three or more) food illness complaints;

viii) Employee work-related injury (Green Sheet);

ix) Death of a resident or employee;

x) Loss of security keys;

xi) Escape, attempted, or planned escape;

xii) Firearm discharge;

xiii) Employee work stoppage;

xiv) Resident on resident fight or assault when a juvenile is sent out for medical treatment;

xv) Loss of a tool;

xvi) Attempted or threats of suicide;

xvii) Self-Mutilation;

xviii) Use of force;

xix) Resident strike;

xx) Arrest of an employee;

xxi) Disruptive event;

xxii) Loss of firearm and/or ammunition;

xxiii) Erroneous release;

xxiv) Resident food strike;

xxv) Hostage situation;

xxvi) Resident on Employee Assault;

xxvii) Significant property damage;

xxviii) Discovery of a Weapon;

xxix) Discovery of a Firearm;

xxx) Discovery of Alcohol; 

xxxi) Discovery of illegal drugs;
xxxii) Any other incident which could jeopardize the safety and security of the Facility (i.e. tornado, electrical outages, loss of water/heat, etc). 

e) After notifying the Facility Administrator and Assistant Facility Administrator-Operations of the incident, the Shift Supervisor completes a typed incident Report and/or informational report that is (3-JDF-3A-18):

i) Complete and addressed who, what, when, why, and what action was taken;

ii) Concise to alleviate redundancy and irrelevant information;

iii) Clear and well organized to address only factual aspects of the incidents; and

iv) Correct and objective, recording what the writer actually saw, heard, smelled, tasted, or experienced through touch on the typed Incident Report (D18)  (see attachment A) and/or Information (D18a) (see attachment B).  

v) The typed report is then emailed to the Facility Administrator and Assistant Facility Administrator- Operations.

f) If residents involved in the incident are assigned to Court Services, the Facility Administrator contacts the Chief of Court Services and sends a subsequent email.  If the residents involved are assigned to the Office of Juvenile Affairs (OJA), the Facility Administrator contacts the OJA liaison and sends a subsequent email.

g) All information pertaining to the incident is included in the final report, (i.e., reports/forms, videotapes, and original photos).

i) In instances when charges could be filed, staff information should include full name, date of birth, position, and personal contact information. 

2) Fire Alarm System (3-JDF-2A-03):

a) Normal Condition, as defined by the Operating Instructions, is when the Green AC Power and DC power lights sounding devices are off.

b) Alarm Condition, as defined by the Operating Instructions, is when the red system alarm light is flashing, the red zone alarm light is flashing, alarm signals are sounding, and the panel audible signal is pulsing.

i) To acknowledge the alarm condition and silence the panel audible signal:

(1) Unlock and open the Plexiglas door; and

(2) Press the ACKNOWLEDGE BUTTON.  The alarm lights will light steadily and the panel audible signal will be silenced.

(a) Multiple alarm indications must be acknowledged and silenced individually.

ii) After an alarm condition, immediately notify the Shift Supervisor.  When told by an authorized person there is no hazards and it is safe to do so, the Detention Officer unlocks and opens the Plexiglas door:

(1) Pressing the Silence button may silence the system audible alarm signals. This also lights the yellow SIGNAL SILENCE light.

(2) When the cause of alarm has been corrected, pressing the   RESET/LAMP TEST button can reset the control system. Note that all initiating devices must be stored to normal first, or the system will not reset.

c) When under a supervisory condition, the Yellow SUPERVISORY lights are lit. Yellow and red lights may also be flashings alternatively. The panel audible signal will also sound. When a supervisory condition occurs, staff must immediately notify the Shift Supervisor. When told by an authorized person there is no hazard and it is safe to do so, then: 

i) Unlock and open the Plexiglas door.

ii) Press the ACKNOWLEDGE button. This will cause the lights to stay on steadily and will silence the panel audible signal.

iii) Then the cause of alarm has been corrected, pressing the          RESET/LAMP TEST button can reset the control system. Note that all initiating devices must be stored to normal first or the system will not reset. 

d) If the Yellow SYSTEM TROUBLE light is flashing, depending on the trouble conditions, other fault lights may also be lit/flashing and the panel audible signals will also be sounding. Staff:

i) Notify the Shift Supervisor immediately; and

ii) Cannot leave the panel in a trouble condition.

e) If not working properly, the fire alarm may be unable to perform its intended function, and lives could be endangered;

f) To acknowledge the trouble condition and silence the panel audible signal, staff:

i) Unlock and open the Plexiglas door; and

ii) Press the ACKNOWLEDGE BUTTON

(1) Note: Multiple alarm indications must be acknowledged and silenced individually. 

g) The yellow SYSTEM TROUBLE light and any other fault lights will remain lit until the trouble condition has been corrected.

h) When the trouble condition has been corrected, the system will return to the normal condition.

i) This equipment is to be serviced only by qualified personnel. For service, call the Facility Administrator

j) In case a fire is in progress, the Shift Supervisor or designee: 

i) Advises the Central Control Operator of the seriousness and the need to call the Fire Department;

ii) Prepares to evacuate the building by moving the residents near designated exit areas;

iii) Evacuates all residents and staff to the outdoor recreation area when feasible but to any available exit, when necessary;

iv) Makes sure, through room checks and population counts, that all residents are out of the building. Also make sure all staff are accounted for;

v) Depending on the location and size of the fire, it may be appropriate attempt to extinguish the fire before the Fire Department arrives. All personnel are required to know the location of the extinguishers. Attempting to put a fire out should be done only when doing so will not jeopardize the safety of resident and/or staff;  

vi) Dayroom sprinklers will come on automatically in response to heat. Only when authorized by the Shift Supervisor, in case of obvious need, the room sprinklers must be turned on manually by using the round ADEMCO Key found on Dayroom A, B, & C Key rings; 

vii) Direct the Fire Department to the fire and to the water source when necessary. There is Fire Department water connections inside the stairwell on the first floor near the Transportation Department and Secure Detention. There is a fire hydrant near the intersection of N.W. 59th and Classen as you turn south into the back parking lot and one at the southeast corner of the building. A third fire hydrant is located at the northwest corner of the Children’s Shelter outside the playground area;

viii) Notify the police/Sheriff Office if the fire creates a breach of security;

ix) Notify the Facility Administrator, or in his absence, the Director as soon as possible; and

x) Write an Incident Report or Informational Report.

k) The Facility Administrator notifies the Director immediately.

3) Primary Release and Secondary Release of Residents From Locked Areas:

a) Primary Release

i)  The Primary Release System of residents from locked areas is conducted by the staff manning the electronic console, which should activate buttons allowing the egress of residents, and manual key kept by each Dayroom Leaders. (3-JDF-3B-12)

b) Secondary Release

i)  Secondary Release System is the Fire Alarm Control Panel which, if not aborted by staff, will automatically unlock all resident rooms in the dayroom and egress doors to the outside walled recreation yard. (3-JDF-3B-12)

c) Fire Emergency Automated Response (F.E.A.R. System):

i)  When alarms sound in Dayrooms A, B, and C:

(1) The System begins a 15 second countdown sequence. The Control Center Operator has 15 seconds to acknowledge the alarm on the Control Panel.

(2) The System then begins a 30 second countdown sequence. The problem must be identified and communicated to the Control Center for resetting to prevent:

(a) The exterior door from releasing and opening; and 

(b) The interior (the resident’s room doors) from opening.

(c) Dayrooms A, B, & C sprinkler systems are activated manually by smoke or fire. Communication is crucial and imminent for the first 45 seconds when alarms sound for Dayrooms A, B, &C.

ii) Resident’s room sprinklers are activated manually from interiors of Dayroom A, B, &C.

iii) Activation is initiated by using the round ADEMCO Key found on Dayroom A, B, & C Key rings.

iv) The sprinkler system must be re-set from inside Console A/B and B/C.

v) if alarm sounds in all other areas/zones (Kitchen, Administration areas, Clinic, ‘D’ Unit Expansion), the Control Center operator identifies the location and dispatches and/or communicates with staff in that area to determine if a true emergency exists. The alarm must be knowledge no count sequence takes effect. However, communicate between Control Center and the problem area is crucial to determine if additional emergency precautions and/or are required. 

vi) If the F.E.A.R System is not reset in ‘D’ Unit expansion, all electrical components (air conditioning/heating) shuts down and ventilation system activates to remove smoke from the unit.

4) Fire Emergency Plan Approval 

a)  An Oklahoma State Fire Marshall, as the authority having jurisdiction, reviews annually the Fire Emergency and Evacuation Plan. If there are any revisions, approval must be attained before these plans can be made available for implementation. The Facility Administrator and Accreditation Auditor/Training Manager-Detention maintain documentation of such review and approval. These plans are issued to the local Fire Department/Oklahoma County Director of Emergency Management. These plans are reviewed annually, updated as necessary, and reissued to the Oklahoma State Fire Marshall. (3-JDF-2A-03); (3-JDF-3B-01); (3-JDF-3B-10)

5) Training 

a) Familiarity with the Fire Emergency and Evacuation Plans and procedure to be following in the event of a fire is part of the orientation and training process for all new staff. The training is conducted as provided in the Bureau’s training plan. The Accreditation Auditor/Training Manager-Detention maintains documentation that verifies each staff member has successfully completed the Fire Emergency training. By the use of monthly fire drills and Supplemental ongoing training, staff will ensure their knowledge and ability to follow this Fire and Evacuation procedure. (3-JDF-3B-10); (3-JDF-3B-11)

6) Location of Publicly Posted Plans: 

a) Diagrams for the Evacuation Plans are located and posted in the following areas (3-JDF-3B-01); (3-JDF-3B-10):

i) Classroom #1-6: Plan is posted on the walls, at eye level, next to the doors exiting the classroom;

ii)  Dining Room: Plan is posted on the north wall at eye level, between the dish room window shutter and the locked entrance door into the Kitchen;

iii) Gymnasium: Plan is posted on the wall next to the door exiting the Gym, at eye level;

iv) Library Area: Plan is posted on the west wall at eye level, near the left side of the door into Classroom; and 

v) Dayroom A, B, C, & D: Plans are posted on the south side of the console windows at eye level on the wall.

7) General Instructions on Evacuations (3-JDF-3B-10):

a) Staff:

i)  In case of evacuation, staff are to:

(1) Remain calm;

(2) Remain together and return to your Dayroom, unless the route is blocked by smoke or fire;

(3) Release any residents still in their rooms; and 

(4) Await and follow instructions form the Shift Supervisor.

b) Residents: 

i) In case of evacuation, residents are to:

(1) Remain calm; and

(2) Follow all instructions from staff.

c) General Information

i)  DURING EVACUATION PROCEDURES, ALL SECURITY ENTRANCES (D10, D11, D17, D20, D21, D22, D23) MUST REMAIN SECURE AND LOCKED. WITH THE EXCEPTION OF MAINTENANCE PERSONNEL, THERE SHOULD BE NO ENTRY OR EXIT FROM DETENTION BY ANY PERSONNEL. KITCHEN PERSONNEL MUST TURN OFF ALL GAS AND ELECTRIC APPLIANCES. 

8) SPECIFIC INSTRUCTIONS ON ALARM SOUNDS: 

a) If an alarm sounds, staff are to:

i) Remain calm. If the alarm is a drill, all staff are informed;

ii) Attempt to locate the fire;

iii) Prepare to evacuate: 

iv) Line up residents; and

v) Conduct a head count;

vi) Evacuate on orders from the Facility Administrator, the Health and Safety Officer, or the Shift Supervisor. If imminent danger is present, forego this procedure and use common sense to ensure the safety of residents and staff;

vii) Move residents and staff to a safe area, outside the building (into the walled outdoor recreation area);

viii) Once outside, conduct another head count to assure all residents and staff are accounted for;

ix) Await further instructions from the Shift Supervisor. When the Oklahoma City Fire Department is present, follow their instructions;

x) Depending upon the location and size of the fire, it may be appropriate to attempt to extinguish the fire before the Fire Department Arrives.  All personnel should know proper use of the equipment. Attempting to put out a fire should be done only when doing so will not jeopardize the safety of residents and or staff; and 

xi) Write an Incident Report and/or Informational Report prior to leaving shift. If it is a drill, fill out the appropriate Emergency Evacuation Report Form (see attachment C).

9)  Evacuating Hard to Manage Residents (3-JDF-3B-10): 

a) Fire drills should include evacuation of all residents, except when there is clear and convincing evidence that the facility security is jeopardized. 

b) Evacuating hard to manage juveniles during a drill: 


i) When a juvenile is clearly not going to cooperate during a drill, staff are not required to evacuate him/her. However, staff supervising such residents are required to perform their roles/activity relating to other juveniles during the drills.


ii) Staff are required to attempt to get the cooperation of such residents during drills. 

i) If the resident refuses to cooperate, such refusal is noted on the Fire Drill Report. 

c) Evacuating hard to manage juveniles during an event: 

i) If evacuation is not a drill, staff make every effort to obtain cooperation from the juvenile. 

ii) If cooperation cannot be obtained, the use of necessary force is justified to evacuation such residents (i.e., CAPE holds, restraints, etc.). 

iii) Anytime physical force must be utilized, the least amount of force necessary to control should be employed. 

iv) An Incident Report is required with the use of any force.

10)  Evacuation for Special Instances:

a) Building filled with smoke: 

i)  If areas of the building are filled with smoke, staff are to instruct residents to crawl through the evacuation routes.

b) Person is overcome by smoke or unconscious:

i)  All staff are to have completed and passed the American Heart Association sponsored Multimedia Standard First Aid Course, instructed by personnel certified in instruction by the American Heart Association. This training includes various carrying and dragging techniques developed by the American Heart Association to expeditiously remove unconscious persons from potentially dangerous situations. These carrying techniques include: 

(1) Shoulder drag;

(2) Blanket drag;

(3) Two-person carry; and

(4) Three-person hammock carry.

11)  Emergency Plans: 

a) There are other major emergency plans for the following situations:

i) Riot or Hostage Situation;

ii) Escape;

iii) Emergency medical care;

iv) Work Stoppage;

v) Tornado or other natural disaster;

vi) Bomb Threat; 

vii) Group Arrest; and

viii) Utility failure.  

b) Riot, Hostage, and Escape Situations: 

i) In event the Facility Shift Supervisor determines there is an Emergency within the facility requiring the immediate assistance of law enforcement personnel, he/she may make the decision to call the Sheriff Department dispatcher at 278-1044. Until additional help arrives, staff follow the following procedures (3-JDF-3B-11):

(1) Riot and/or Hostage Situation: 

(a) Attempt to keep rioting residents in contained a secure area;

(b) Communicate basic information to the dispatcher to help them understand the nature and scope of the situation. The Sheriff dispatcher will then contact the necessary resources such as Fire Department and medical personnel;

(c) Staff then makes immediate contact with the Facility Administrator, the Director, and other staff on the list in Central Control;

(d) The Shift Supervisor directs the staff on duty to necessary locations to secure the area and isolate the scope to the emergency. This may include posting staff at vulnerable areas such as outside the fence outside D-20 and D-21 and by other possible escape areas;

(e) Staff attempts to isolate and contain the group, while removing non-participating residents from the area;

(f) At all times, staff must remember to maintain their poise;

(g) The Administrative staff of the facility maintains control of the facility. Any outside staff required to enter and assist with control of the facility take directions from the facility staff;

(h) The Sheriff’s Department coordinates all law enforcement efforts with other law enforcement personnel and with the supervisory person present in the facility;

(i) Law enforcement personnel are not permitted to enter the facility with firearms except when authorized by law. Law enforcement may enter with nightsticks and/or dogs when indicated;

(j) The least amount of force is used to establish control of the emergency situation;

(k) A floor plan of facility is available in the Supervisors office to assist law enforcement personnel in dealing with the emergency;

(l) Should the emergency involve a hostage situation, designated facility staff are used as negotiators. The persons involved could be any of the “Specialized Role” person designated on the list of staff to be called. Law enforcement personnel serve in a back up role to this effort;

(m) When control is regained, the rioting residents are isolated and confined; and

(n) An Incident Report and Informational Reports are written by all involved.


(2) School system warning: 

(a) Upon announcement (CODE RED)  of a ALL SCHOOL ALERT HOSTAGE SITUATION by the Shift Supervisor and/or Control Center:

(i) All residents, staff, and teachers shall remain in classrooms with doors closed; 

(ii) The teacher shall turn off the lights; and 

(iii) Residents, staff, and teachers shall get under desks or tables as shields. All movement and activities shall cease until the Shift Supervisor and or emergency personnel clear the situation. 

(b) After the situation has been cleared, a head count shall be taken.

(3) Escape (3-JDF-3B-13): 

(a) In case of an escape, staff must:

(i) Notify the Shift Supervisor. 

(ii) The Shift Supervisor will:

1. Immediately call for a physical count body count of the facility to determine the number of residents in detention; 

2. Notify the Facility Administrator and Assistant Facility Administrator-Operations of the situation; 

3.  Secure the immediate area and if necessary, remove residents from an unsecured area to an area that is secure. Secure the escaped resident(s) room and allow no one in until directed by the Facility Administrator;

4.  Pull the file on the resident unaccounted for; and 

5. Have the following information ready when notifying police:

a. Residents name;

b. Age, height, weight, hair and eye color;

c.  Notable identifying scar, marks, or tattoos;

d. Clothing description;

e. Home address;

f. Charges being held on; and

a. Direction last seen going;

6. Write an Incident Report and/or Informational Report prior to the end of the shift;

7. Notify the assigned Administrative Judge and Judge assigned to the case;

8. Notify the victim, if any of the escapee when it is a crime against persons; and 

9. Notify the District Attorney 

(b) 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 there is a repeating or continuous beacon and/or sensor activation or 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)  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.

c) Emergency Medical Care:

i) In the event a resident or staff member required emergency medical care:

(1) Staff immediately notify the Control Center staff and the Shift Supervisor of the location and nature of the injury or illness, providing 
as much information as possible.

(2) The Control Center staff or Shift Supervisor immediately seeks 
 medical advice from the Facility medical personnel;

(3) If the resident /staff member can be moved, arrangements are made to transfer him/her to the Facility Clinic where first aid will be administered by the Facility medical personnel or medically trained facility staff;

(4) If the resident or staff member cannot be moved, the Facility Medical staff personnel is requested to come to the injured/ill person to perform first aid;

(5) If the resident/staff member appears to need hospitalization, and cannot or should not be moved, the Facility Administrator, Assistant Facility Administrator- Operations, Shift Supervisor, or medical staff may authorize any ambulance service.

(6) In the event of a minor emergency, with approval from medical personnel, the Shift Supervisor arranges transportation for the resident/staff member;

(7) Parents of resident are to be contacted when the resident returns to the facility and are informed of the nature of the injury/illness. (3-JDF-4C-45)

(8) The Facility Administrator and Director of the Oklahoma County Juvenile Bureau are notified when any resident or staff member is transported to the hospital.

(9) Incident Reports and/or Informational Reports are completed by all involved or witnessing the incident by the end of the shift unless they are too injured to do so.

d) Tornado or Other Natural Disaster:

i) Weather is to be monitored over a NOAA All-Hazards Weather Radio, Internet and/or television.  As determined by the Oklahoma County Director of Emergency Management, the following areas are to be utilized first in the event or a threat of tornado: 

(1) CLASSROOMS - 1,2,3 with closed doors;

(2) ADMISSIONS – Inside offices, holding rooms, showers with closed    doors; 

(3) DAYROOMS – A, B, and C – first floor interior rooms with closed doors;

(4) Dayroom D1 and D2: Residents enter rooms with closed doors; and

(5) Dayrooms D3 and D4 – all juveniles are to move to the rooms 7,8, and 9 with the doors closed.

ii) If there is an emergency when the juveniles don’t have time to get downstairs, they are to remain in the balcony rooms and the doors are to be closed. Residents are to sit on the floor between the concrete partitions and the door with their mattress over them.

iii) The standard operation procedure is as follows: 

(1) If residents are in one of the classrooms, they and staff remain there;    

(2) If residents are in the dining room, they are moved to a classroom;       

(3) If residents are in the gym, they are moved the classroom;

(4) If residents are outside, they go to the dayrooms;

(5) If a resident and staff are in the admissions or visitation area, they go to a classroom first. If that is not possible, staff places the resident in a holding cell and the staff member goes inside an office and shuts the door.

(6) The Central Control Operator remains in the Central Control.

iv) The areas that should not be used are the:

(1)   Gym;

(2) Long Hall; and 

(3) Open area of the dining area/library 

v) HOWEVER, IN THE EVENT THERE IS LITTLE OR NO WARNING, STAFF AND RESIDENTS SHOULD NOT BE IN TRANSIT. IF CAUGHT IN THIS SITUATION, STAFF AND RESIDENTS LAY FACE DOWN WHEREVER THEY ARE, COVERING THEIR HEADS WITH THEIR ARMS.

vi) Each time residents are moved, staff conduct a head count of the residents.

vii) If there is a breach of security, staff notify the Sheriff immediately, as well as the Facility Administrator, or in his absence, the Assistant Facility Administrator- Operations. The Facility Administrator or Assistant Facility Administrator- Operations immediately notifies the Director of the Oklahoma County Juvenile Bureau.

viii) All involved in the incident must write an Incident Report and/ or Informational Report prior to the end of the shift, unless injured and unable to do so.

e) Bomb Threats

i)  In case of a bomb threat, the following procedures are implemented:

(1) Staff immediately notify the Shift Supervisor and utilizes Bomb Threat Checklist (Attachment D) to gain information about the caller and/or device. 

(2) Shift Supervisor immediately notify the Facility Administrator or Assistant Facility Administrator- Operations, who then contact the Director;

(3) Staff notify the Sheriff and follow their directions;

(4) Staff prepare to move residents to the outdoors recreation area;

(5) Evacuate if the Shift Supervisor so directs; and

(6) All involved write an Incident Report and/or Informational Report prior to the end of the shift.

f) Group Arrest

i)  At times a group arrest of juveniles may occur, causing the detention population to be so high as to create an emergency situation. In such instances, the Director, the Facility Administrator and the Assistant Facility Administrator- Operations are immediately notified. The Director, or his designee, takes steps to obtain such additional personnel as may be required from the Court Services. When arrested juveniles arrive at the facility, the following procedures occur:

(1) All juveniles will be frisk searched by law enforcement or Facility personnel.

(2) The juveniles are then placed in existing holding areas or taken to the gymnasium while waiting to be processed. The Shift Supervisor will make sure adequate supervision is available for juveniles in the gymnasium area.

(3) Admission procedures are implemented by rotating the juveniles to the admission area while making sure there is adequate supervision of the awaiting juveniles.

(4) The Shift Supervisor makes provisions for bedding arrangements by providing mattresses which are located in the Bureau Warehouse and moving them to the Dayroom or gymnasium areas.

(5) Admitted juveniles are provided all rights, privileges, etc., that are afforded the new commitment population (i.e., linen, bedding, clothing, food, etc).

(6) Housing juveniles that have been arrested as a group in the holding rooms or exchanging rooms with residents already here will separate residents with behavior problems. These residents must be checked visually every fifteen minutes.

(7) Once the juveniles have been appropriately housed, Intake personnel begin screening cases to determine who can be released to parents or to other less secure placements through the intake process. Intake personnel also completes any necessary paperwork requirements prior to releases.

(8) When a parent or other community resource is available as a placement resource, but is unable to transport, transportation personnel may assist in moving juveniles to the desired location as necessary.

(9) The Director, or his designee, determines when the emergency housing/overcrowding situation is over and when emergency staff may leave the Facility.

12)  Alternative Housing Plan

a) In the event the facility requires a total (Level 1) or partial (Level 2) evacuation due to a man-made (chemical spill or Nuclear incident) or a natural (tornado, flooding, etc) disaster and/or the facility suffers a loss of services (Level 3), emergency resources and alternative housing are available for detained juveniles. 
i) Level 1 Evacuation 

(1) When notified that an emergency exists which requires the evacuation of the facility and movement of the population to an alternative housing site, the Shift Supervisor:

(a) Notifies the Facility Administrator, or in his absence, the Assistant Facility Administrator- Operations and the Director, as soon as possible. 

(b) Notifies the Food Services. The Kitchen Manager will be responsible for ensuring that meals are prepared for the residents and that all necessary dietary items are moved to the temporary housing site. 
(c) A request will be made to the Oklahoma Department of Corrections to provide transportation for the evacuation based on the Memorandum of Understanding (Attachment E) with the Oklahoma County Juvenile Bureau.  There is also a corresponding Memorandum of Understanding (Attachment F) with the Oklahoma County Sheriff’s Office for housing the Detention residents.   

(d) All residents will be advised of the need to gather belongings, if possible, and prepare for the movement.   

(e) The Staff will begin the process to load those items designated (Attachment G) to be transported to the evacuation point.  

(f) The Coordination of the Evacuation will be done by the Facility Administrator and/or the Assistant Facility Administrators with constant communication with the Juvenile Bureau Director the Oklahoma County Sheriff’s Department.   

(g) Steps should be taken to ensure a team of staff are sent to the Oklahoma County Jail to be in charge of the coordination of the receiving of the residents as they arrive at the facility.   They will also be in charge of setting up the operations of the new housing and the operational aspects at the jail while coordinating with the Sheriff’s staff to ensure the transition is done timely.  
(h) When emergency transportation provided by Oklahoma Department of Corrections arrives, Detention staff accompanies the detainees through D-Commons and into Outdoor Rec B to the vehicles. Staff remain with residents from their assigned dayrooms throughout the transfer to the temporary site.
(i) The County Civil Defense Coordinator of Emergency Services is called to advise him the emergency situation and steps being taken. His phone numbers are:
1. Phone: (405) 713-1360 (days);

2. (405) 390-8430 (after hours)

(j) The Oklahoma County Chapter of the American Red Cross is also contacted to inform them of emergency situation, action being taken and, if necessary, request food service assistance. The phone number for the Oklahoma County Chapter American Red Cross is (405) 232-7121. 

(2) An administrative meeting conducted by the Facility Administrator, or his   designee, is held at the temporary site as soon as possible after arrival to develop operating procedures.

ii) Level 2 Evacuation 

(1) When a partial evacuation of the facility is necessary for a particular housing area or any other area of the Detention Facility, staff will work through the Facility Administrator and the Assistant Facility Administrators to ensure all movement is done as expeditiously and safely as possible.   This evacuation may require the residents to all be housed in the D Commons area or ABC dayroom areas or any other suitable places within the secure Detention area.   This may be necessitated by the loss of utilities or other types of damage to a particular area of the facility.   

(2) Alternative beds and other equipment may be necessary for the continued ability to provide the care and support for staff and residents. In the event the kitchen is rendered inoperable, the above mentioned Memorandum of Understanding (Attachment E) with the Department of Corrections can be utilized for the use of their Emergency Kitchen.   Sufficient support for the kitchen may be necessary for the food service staff to provide the necessary meals for the staff and residents during this time.

iii) Level 3-Minimal Loss of Services

(1) This type of emergency would not normally require any type of evacuation or movement of residents and staff from the detention area.   This type of situation could possibly be a loss of electricity which would require the use of the emergency generator or the short term loss of water, gas, or similar problems which would allow for the continued use of Detention but would require modified programs or activities.

(2)    If the problem persists then the Level of the Emergency would then escalate to the Level 1 or 2 stages.   

(3) In all of the Levels of Evacuation or Emergencies the Facility Administrator and the Assistant Facility Administrators will coordinate all aspects of the operation to ensure a continued smooth operation of the Detention Center.   This would include staffing, supplies, programs, activities, and any other necessary aspect of Detention.  

Approved:
   

                        Ronnie Ward                  Date

                        Facility Administrator 
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