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	Department Lock-Up Facility 
	Related Policies: Stop, Arrest and Search

	This policy is for internal use only and does not enlarge an employee’s civil liability in any way. The policy should not be construed as creating a higher duty of care, in an evidentiary sense, with respect to third party civil claims against employees. A violation of this policy, if proven, can only form the basis of a complaint by this agency for non-judicial administrative action in accordance with the laws governing employee discipline.

	Applicable Illinois Statutes: HB 3653

	CALEA Standard:  

	


I. Policy: 
It is the policy of the Department to provide secure temporary holding cells for prisoners awaiting interrogation, arrest processing, transfer to another facility or other administrative procedures and to maintain these facilities in a sanitary and safe manner. As such, personnel assigned to or using holding cells shall adhere to the following procedures and shall be alert to any problems or conditions that may compromise security, safety, or the well-being of detained prisoners. It is the policy of the Department to maintain custody of prisoners only until they are released or transferred to another agency or facility.  Persons held in custody by this department will be held only for a reasonable amount of time while officers prepare paperwork for continued custody or arraignment, perform processing tasks or for continuing investigation of an offense.  
The on-duty supervisor will be responsible for the daily operation of the loc-up facility. 
II. Procedures: 
A. Training: 
a. All police officers shall be fully trained in all facets of detaining persons the lock-up facility. This training shall include a review of this Lock-up facility policy, security measures and procedures, handling emergency situations, use of fire suppression equipment, supervision of detainees, pertinent legal issues, humane and legal rights of prisoners, detention procedures for unusual or special detainees such as females, juveniles, mentally disturbed individuals, handicapped persons, and suicide prevention. All officers will be trained in methods of physical restraint so that control of violent or disorderly detainees can be obtained with the minimum of danger and discomfort to both the officer and the detainee. 
B. Access: 
a. Persons other than police department and law enforcement personnel and detainees are generally not allowed in the lock-up facility when detainees are being held.  Under exceptional circumstances, such as the need for urgent repairs to the facility or for urgent cleaning and sanitary purposes, individuals may be allowed in the facility when all of the following conditions are met:

i. The person is under the supervision of a police employee, and the access has been approved by the Shift Supervisor. 

ii. The person’s presence does not violate the detainee’s privacy, impede an investigation, or hinder facility operations. 

C. Physical Plant: 

a. The Department’s lock-up facility shall be kept clean and sanitary. The following minimum physical conditions shall be maintained: 

i. Adequate lighting in each holding cell. 
ii. Access to a flush toilet in each holding cell.
iii. Access to a wash basin. 

iv. Access to a raised bedding platform in each holding cell
D. Safety and Sanitation: 

a. The facility should be protected by an automatic fire alarm, heat and smoke detection system which has been approved in writing by the local Fire Department. The Administration shall ensure a monthly documented inspection and a semiannual documented testing of fire equipment is conducted. The Shift Supervisor should visually inspect fire alarms and fire equipment once during each tour of duty. Any defects found during such inspections shall be reported, in writing, via the chain of command to the Chief of Police. The Department should have a written evacuation plan, which specifies who removed detainees from their cells, the route of evacuation, and subsequent disposition and housing of detainees. The plan shall be conspicuously posted. 
E. Security and Control 

a. No firearms shall be allowed in the holding facility when it is occupied by a prisoner. Gun lockers are maintained at the sally port entrance door. All officers shall secure their firearm in one of the lockers and remove the key. The Shift Supervisor shall ensure that all police personnel secure their firearms in the firearms lockers prior to conducting business in the facility if it is occupied by a detainee. This applies to other agencies using, or visiting, the facility. 
b. Males and females will be separated by sight and sound.  Juveniles will be separated from adults by sight and sound. 

c. Entering an occupied holding cell alone can be dangerous. To ensure that detainees held in cells do not have an opportunity to take keys from an officer and escape, it is preferable that officers not enter a cell alone, unless they are being monitored by visual or audio surveillance devices and/or have a distress alarm in their possession. An officer or medic may only enter an occupied cell for the purpose of: 

a. A medical or other emergency; 
b. Conducting medical evaluations; 
c. Extract the detainee from the cell; 
d. Other necessary law enforcement purposes.
d. All doors that permit access to the facility shall be kept closed unless the Shift Supervisor orders otherwise.
e. All occupied cell doors shall be kept locked 
f. Doors shall be tested for vulnerability after they are secured. 

g. Prior to each use of an unoccupied cell and immediately after each use, a security check, including a search for weapons and contraband, shall be completed. It shall be the responsibility of the Shift Supervisor for ensuring that these security checks are conducted. Any condition observed shall be reported immediately either verbally or in writing.
h. No tools or culinary equipment, including food containers made of materials other than paper or Styrofoam, will be allowed in the lock-up facility, except with the specific authorization of the Shift Supervisor. After any kind of maintenance or construction has been performed in the facility, the Shift Supervisor shall inspect the area to ensure that no tools have been left behind.

i. At least once a month, bars, locks, windows, walls, floors, ventilator covers, glass panels, access plates, protective screens, doors, and other security devices should be checked carefully for operational wear and detainee tampering. Inspections should include occupied and unoccupied cells. Results of these inspections will be submitted to the Chief of Police. All defective security equipment should be replaced or repaired immediately. All areas which detainees have access should be searched for weapons and contraband.
j. In the event of an escape of a detainee from the department's lock-up facility the dispatcher shall immediately broadcast to all patrol units the name and a description of the escapee, the estimated time of escape, whether armed, whether on foot or in a vehicle, the possible direction of travel, and any other pertinent information. An immediate search shall commence under the direction of the Shift Supervisor and the patrol supervisor(s). The dispatcher shall then broadcast the same information to other area departments and agencies over the radio system. The Shift Supervisor shall file a detailed written report relative to any detainee escape or attempted escape. A copy of this report shall accompany the detainee to any facility he/she is transferred to.
F. Cameras:

a. The Department has electronic surveillance equipment set up in the lock-up facility. This equipment will be on and monitored in the station by the station officers and by the Shift Supervisor when detainees are in the facility.
G. Detainee Processing: 

a. No person will be admitted into the custody of the lock-up unless the Officer escorting the detainee is positively identified, and no person shall be accepted into the custody of the lock-up in the absence of clear and documentary legal authority. It shall be the policy of the facility to conduct the intake procedure in such a manner as to ensure the safety of officers and detainees while maintaining a secure facility. Admittance and processing of detainees includes verification of legal confinement, screening and searching. 
b. An arrestee will not be accepted if they are injured or ill unless the detainee has been taken to certified physician for examination and then cleared for release.  Documentation of this exam shall be present to the lock-up officer and a copy maintained by the department.  

c. All detainees booked into the facility shall have their personal identifying information entered into the department’s computer system. The following information will be recorded: 

a. The detainee’s biographical information and inventory of property. 
b. Arrest information to include the arresting officer’s name and agency, location and time of the arrest. 
c. Charges.
d. Detaining officer and other officers involved in the booking.

e. All observable and reported injuries 

d. The Department lock-up facility is not intended for or equipped to handle detainees who require immediate or sustained medical attention. Therefore, no detainee shall be booked into the facility or otherwise held for interrogation or other purposes who has injuries or illnesses that require hospitalization or attention of a health care professional. All such persons shall be transported to the nearest medical facility. This includes obvious cases of injury or illness as well as situations in which the detainee:
a. Suffers from extreme alcohol intoxication or possible drug overdose. 
b. Exhibit symptoms of severe mental disorder. 
c. Have talked about committing suicide or are a credible risk of attempting suicide.
e. A detainee “receiving screening” information shall be obtained and recorded when detainees are admitted to the facility. The Booking Officer shall be responsible for obtaining “receiving screening” information.
f. Receiving screening must include an inquiry into the following: 
a. Current health of the detainee;
b. Possibility of Pregnancy  
c. Medications taken by detainee; 
d. Behavior, including state of consciousness and mental status; 
e. Injuries

g. The administration of prescribed pharmaceuticals and over the counter pharmaceuticals within the facility to detainees shall be strictly supervised by the Shift Supervisor. Only medicines that have been verified belonging to the detainee shall be administered to the detainee pursuant to the dosage prescribed on the prescription bottle. Dosage provided to the detainee shall be in accordance with what’s printed on the prescription bottle or the over the counter bottle. If a Shift Supervisor, is in doubt as to whether a prescribed medicine belongs to a detainee or an over the counter medicine should be dispensed to a detainee, they shall consult with either a registered pharmacist or physician. Any detainee requiring medicine by injection shall be transported to a licensed medical facility and shall receive such medicine from a licensed health care professional.
h. All detainee medicine shall be inventoried on the inmate’s property sheet. An
entry will be made noting all medications administered to a detainee, including: 
a. Type of medicine taken.
b. Time taken.
c. Dosage taken.
H. Detainee Searches: 
a. All detainees will be subject to a pat-search.

b. Strip searches during the booking process may only be conducted when an officer can articulate reasonable suspicion to believe that the subject is concealing weapons, evidence of a crime or contraband.
c. All strip searches conducted shall be performed by persons of the same sex as the arrested person, in a professional manner, and on premises where the search cannot be observed by persons not physically conducting the search.
d. Officers performing strip searches must obtain the permission of a supervisor for the purpose of authorizing the strip search.
e. In all cases where a strip search has been conducted, the officer will document the following:

i. The name of the person searched;

ii. The person who conducted the search;

iii. The supervisor who authorized the search;

iv. The offense the suspect was arrested for;

v. Facts and circumstances that led the officer to believe that the detainee was hiding weapons or contraband on their person;

vi. The manner in which the search was conducted;

vii. The persons who were present during the search;

viii. The location where the search occurred;

ix. The items that were recovered as a result of the search.

f. Body Cavity Searches: No search of any body cavity other than the mouth shall be conducted without a duly executed search warrant.  Any warrant authorizing a body cavity search shall specify that:

i. The search must be performed under sanitary conditions;

ii. The search must be conducted by or under the supervision of a physician licensed to practice medicine in this state.
I. Medical Care: 

a. All Officers are required to be first aid certified. Any police officer that becomes aware that a detainee is in need of medical attention shall immediately seek aid.  That officer shall also begin first aid treatment if needed. Treatment of a detainee shall continue until relieved by a person with higher medical certification. 
b. A first aid kit and Narcan (naloxone) shall be kept in the holding facility. An AED will also be available by the holding facility. Each month, the day shift supervisor shall inspect the first aid kit, Narcan (naloxone) and replenish it as needed. This inspection shall be documented. 
c. If the severity of medical conditions is unclear, or if a detainee requests medical attention, an EMT shall examine the detainee.
d. An officer shall be responsible for security of the detainee at a designated medical care facility. Except for a medical reason, detainees will be restrained during transport to the hospital. 
e. An itemized inventory of property taken from the detainee, both personal and confiscated, shall be recorded on the booking sheet and the prisoner property form. 
f. All detainees shall be directly supervised by a department officer.
g. If necessary, violent or self-destructive/suicidal detainees may be restrained with department issued restraints. 

h. All detainees shall be positively identified before their release. This may be accomplished by a combination of check of the information contained in the booking report, fingerprints and comparison of the person’s photograph.
i. All personal property, not confiscated as evidence or contraband, shall be returned to the detainee upon release from the holding facility or transferred along with the detainee sent to court. The detainee shall acknowledge the return of personal property by signing the detainee property form if the detainee is released from the station. If the detainee is transferred to the courts, the court lockup personnel shall sign the prisoner property form indicating the transfer of the property. If the transfer facility does not accept property, the property will be secured per departmental policy.
J. Juveniles: 
a. If the juvenile is non-violent and poses no risk of flight, it is recommended that the juvenile not be secured or restrained and that the juvenile be visually supervised by the responsible officer.

b. In all cases where a juvenile is restrained the Shift Supervisor will be advised and a detailed report shall be written. 

c. Juveniles shall not be placed in the same room area with an adult detainee. Juvenile detainees must be separated from adults by sight and sound.
d. If a situation occurs when a juvenile and adult are in custody at the same time, an officer will remain present within the detention area to ensure the separation.
e. If a juvenile is in custody for a status offense, they will not be restrained. If their actions become criminal in nature and the juvenile must be placed in secure custody, then officers will ensure and they will not have sight or sound contact with adult detainees.
K. Visitors: 
a. Detainees are not allowed to have visitors, unless approved by the Shift Supervisor. Approved visitors include: 

i. Attorneys. Attorneys do not have an absolute right of access to a detainee.  Access shall be at the discretion of the Shift Supervisor. 
ii. Parents/Guardians of Juveniles 

iii. Consular Officials 

b. All visitors shall have their name and information recorded and shall be thoroughly searched before meeting with a detainee. Visitors will be allowed to meet with the detainee. An officer shall monitor the meeting at all times. Detainees should be thoroughly searched before leaving and reentering the holding cell.
L. Detainee Rights: All detainees shall have the following Rights: 
a. The right to a timely court appearance.  
b. The opportunity to make bail.  
c. The right to use the telephone. 

d. The right to be alerted to monitored or recorded telephone conversations, to include signs in the prevalent language in the area and/or an audible signal on the phone.
e. Ensuring that meals and drinks and are provided to all detainees.

f. The right to medical care. 

M. Persons who are in police custody have the right to communicate free of charge with an attorney of their choice and members of their family as soon as possible upon being taken into police custody, but no later than three (3) hours after arrival at the first place of custody. 

a. In this Section "custody" means: the restriction of a person's freedom of movement by a law enforcement officer's exercise of his or her lawful authority.

b. Persons in police custody must be given:

· access to use a telephone via a land line or cellular phone to make three (3) phone calls, and the ability to retrieve phone numbers contained in his or her contact list on his or her cellular phone prior to the phone being placed into inventory. 

c. In accordance with Section 103-7, at every facility where a person is in police custody a sign containing, at minimum, the following information in bold block type must be posted in a conspicuous place:

· a short statement notifying persons who are in police custody of their right to have access to a phone within three hours after being taken into police custody; and 

· persons who are in police custody have the right to make three (3) phone calls within three (3) hours after being taken into custody, at no charge.

d. In the event a person who is in police custody is transferred to a new place of custody, his or her right to make telephone calls under Illinois Law within three (3) hours after arrival is renewed.

e. The three hours requirement shall not apply while the person in police custody is asleep, unconscious, or otherwise incapacitated.

f. If the place of custody is located in a jurisdiction where the court has appointed the public defender or other attorney to represent persons who are in police custody, the telephone number to the public defender or appointed attorney's office must also be displayed. The telephone call to the public defender or other attorney must not be monitored, eavesdropped upon, or recorded.

N.  Supervision and Welfare Checks: 
a. Detainees shall be physically checked at least once every thirty (30) minutes. The check shall be recorded simultaneously with the check. 

b. Detainees deemed to be a suicide risk shall be checked once every fifteen (15) minutes the check will be recorded simultaneously with the check. 
c. When possible, detainees shall be supervised by department staff of the same sex as the detainee. When this is not possible, there should be at least two employees present during all physical contact with detainees of the opposite sex.[image: image3.png]
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