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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 1-1 

GENERAL SECURITY RULES: 

A. Security Inspections: 

Security inspections will be completed daily per shift. 

1. Security inspections of the West Complex Food Service Department will be 
carried out as indicated on the Daily Security Inspection form. 

2. Personnel conducting security checks are responsible to ensure a thorough 
and systematic inspection of their assigned area is conducted . 

. 3. Particular attention sl,tall be given to locks, gates, fences, camer~s, mirrors, 
bars, lighting, and other devices designed to monitor,· record, restrict inmate 
movement, and prevent escape. 

4. Any potential security risk, or safety hazard, will be recorded on the proper 
security inspection form and brought to the attention of the unit sergeant or 
Food Manager 5. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 2 -1 

INMATE BOUNDARIES: 

A. Out of Bounds Areas: 

B. 

An inmate is considered out of bounds if found to be in any work area other than 
their assigned work area. This will include the following areas: 

1. Staff offices; unless escorted 
I 

2. Dish Tank 

3. Pot Tank 

4. All food and storage lockers 

5. Prep Room 

6. Back Dock 

7. Utensil Room 

8. Mop Closet 

9. Storage closets 

No Loitering Areas: 

1. The main kitchen floor .and all of the above. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 3 -1 

INMATE MOVEMENT: 

1. All Food Service Department gates will be run in accordance with authorized 
movement. 

2. All inmate workers will enter/exit the department at the time they are listed 
on the Daily Master Call Sheet. · 

3. All inmates will enter and exit through the Clean Room (per unit procedures 
for Clean Room). Any l/M worker who fails to clear the metal detector will 
be placed in wrist restraints and escorted to the Shift Holding Cell. The Shift 
Leiutenant will clear the I/M. · 

4. Custody staff will clear any I/M to a call-out after verifying the call-out on 
the Daily Master Call Sheet. If the l/M is not on the Master Call Sheet, he 
does not get cleared to work or attend any other call-out. 

5. No inmate is to leave the department unless cleared by their supervisor or 
the unit sergeant. 

6. Following all counts, with the exception of the cart pushers (when escorted) 
or during an emergency, inmates will not be allowed to exit the unit until 

' count clears. 

7. At approximately 2045 hours, l/M workers will return to their units for 
·count. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 4 -1 

COUNT PROCEDURES: 

There are two (2) formal counts conducted in the West Complex Kitchen. They are held 
prior to Short Line at breakfast (approx. 0600 hours), and dinner (approx. 1600 hours). 

1. Prior to count, the floor officer will pick up the count boards from the staff 
office. 

2. All inmates will be assembled in the dish tank area. 

3. All areas of the kitchen will be checked to ensure no inmates remain. Each 
floor officer will clear their areas of responsibility. 

4. Inmates are not to be out-counted at their workStations unless authorized by 
the kitchen sergeant. 

5. Two officers will count the inmates, using the count boards, as they proceed 
from the dish tank Area. Using the counter, the kitchen sergeant, A/C or an 
officer will count the inmates. 

6. A floor officer will take the count boards to the Control Booth and verify the 
body count with the Booth Officer. The count slip is then taken to 
Operations Control. 

7. In the event of a re-count, the above procedure will again be followed. 

8. In the event of a paddleboard count, the inmates will be returned to their 
living units or counted in the above manner at the instruction of the shift 
lieutenant. All inmates will be escorted to their units. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 5 -1 

CALL OUT PROCEDURES: 

1. Inmates will report from the kitchen to regularly scheduled call outs as listed 
on the Daily Master Call Sheet. 

2. ·Each unit has a copy of the Daily Master Call Sheet for the inmates to check .. 

3. Unscheduled calls (add-ons, counselor, medical, etc.) will be cleared by the 
requesting unit through the shift lieutenant. 

4. Inmates are expected to return tQ work following all call-outs. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 7 -1 

MAINTENANCE: · 

I 

1. The Engineers Department will handle all maintenance or repairs. 

2. With the exception of an emergency, repairs will be requested by informing 
the OA 3 who will log all problems and forward to engineers or contacting 
the Sgt. or on duty food manager. In the event none of these are available . 
send an e-mail to the OA 3 and the unit Sgt. · 

3. Emergency repairs (power outage, inoperable doors, broken water pipes, 
etc.) should be reported to your on duty supervisor or the shift Lt. 
immediately. E-mail your supervisor of any such events. 



PDU-28299    000595

SANITATION: 

WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 8 -1 

1. All supervisors will be responsible for the cleaning of their areas: 

• # 1 A/C Cook supervises the cooks, the cooking area and utensil Room. 
• #2 A/C Cook mornings supervises the back dock, dry storage's and all 

refrigerators. Afternoons tray line 
• #3 A.JC Diet Line supervises the Prep Room, Diet Line, Diet refrigerator 

and morning tray line. PM #3 drives truck and ensures it is cleaned. 
• Custody staff supervises all areas of the kitchen. 

2. Cleaning equipment and cleaning supplies will be stored in the mop closet. 
Chemicals will be issued as needed by staff to inmate workers for use from 
the chemical room where they will be stored when not in use. 

3. Each work area supervisor will ensure their area is in compliance with the 
HACCP Program and the Department of Health guidelines. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 9-1 

UNIT WORKERS: 

A. Assignment of Inmates: 

1. The West Complex Kitchen Sergeant/designee is responsible for assigning 
and un-assigning inmates, maintaining the master worksheet and all daily 
worker assignment sheets. This sergeant will ensure an updated copy of the 
next days' assignment sheet is sent to the Daily Master Call Sheet contact ' 
person before 1100 hours. Email.. ........................... . 

2. The WC Kitchen Sergeant/designee is responsible for maintaining and 
completing the payroll for inmate kitchen workers. 

3. The Sergeant/designee will ensure l/M workers have been given their job 
description and understand their job assignment. 

B. Un-assignment of inmates: 

1. lt is the responsibility of the five (5) day a week Sergeant/designee to un­
assign inmate workers. 

2. If a staff member believes it is necessary to unassign an inmate, an infraction 
will be written, inmate terminated and returned to his unit. In most cases a 
verbal or written warning will precede termination.· 

3. Inmates will be infracted and unassigned for violation of WAC Rules. 

4. ·An inmate may be unassigned for the following reasons: Stealing from the 
r department, continual unsatisfactory work performance, and continual 

unexcused absence from work or other identified problems. An Inmate 
Employee verbal warning or Corrective Interview will be done prior to 
inmate being unassigned. 

5. In all of the above situations, proper written documentation is a required. 

C. Inmate Attire: 

1. All inmates will report to work properly attired. Sweats, shorts, or tank tops 
are not allowed. 

2. With the exception of the back dock workers, all inmates will wear the 
standard issue whites: Frocks and white scrub pants. All offender workers 
will wear a t-shirt, socks and underwear under their issued frocks and pants. 
Back Dock workers will wear issued coveralls with only a t-shirt, socks and 
underwear. Inmates may wear whites outside the unit when they are· 
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performing assigned tasks under supervision. Workers who have call outs 
will go through the Clean Room following standard procedure. Kitchen 
worker uniforms will not leave the kitchen area at the end of the worker's 
shift. 

3. Inmates will wear a hairnet with hair tucked in at all times in the food 
service areas. Long hair will be braided or banded. Inmates with a beard 
longer than W' will wear beard nets to cover facial hair. Personal hats will 
not be worn. The only head cover allowed is the issued hairnets. 

4. Plastic aprons and rubber boots are available for the dish tank and pot tank 
workers. Rubber boots are availabl.e for cooks and other kitchen workers, as 
needed. Brown work boots will not be issued to any W/C Kitchen workers. 

5. During the winter months, coats, and stocking caps will be available on the 
back dock for inmates conducting work on the back dock area. They will be 
issued to these inmates when needed for outdoors work. 

D. fomate Rules and Regulations: 

1. Inmates will not prepare any food item unless directed to do so by an A/C 
cook or food manager. 

2. Inmates will not avail themselves to unauthorized food items, i.e., juice, 
cereal, pastries, etc. 

3. There will be no eating or drinking on the production floor. All eating will be 
done only in the break area during Short Line/designated breaks. 

4. All on-duty inmates will eat their meals in the designated break area and at 
the regular times established by the food manager. The meals served tO these 
inmates will b~ the same as Main Line. Only food obtained from the Serving 
Line will be allowed, except for inmates on an approved, modified diet. 
Meals for modified diets will be supervised by an A/C cook. 

5. There will be no inmate recreation (card playing, reading, etc.) 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 10 - 1 

BLOOD AND BODY FLUID CLEAN UP: 

All blood, body fluids, and feces must be treated as contaminated. 

1. Upon discovery of blood, body fluid, or feces, staff should immediately isolate 
and mark the spill area and notify the unit sergeant and/or food manager/ 
shift lieutenant. 

2. Until it is determined that the spill is not part of a crime scene, it will not be 
disturbed. 

3. Once it has been determined that the spill is not evide~ce or part of a crime 
scene, clean up will begin. 

4. Use a qualified janitor and bleach for clean up duties. 

5. When utilizing the inmate clean-up crew, at least one correctional officer 
must be present to observe the inmates at all times. 

6. The unit staff supervising the clean up shall complete the proper paper work. 
See Blood and Body Fluid cleanup procedures. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures· 
Section 11 - 1 

EMERGENCY PROCEDURES: 

You will be responding to all emergencies within your zone of control. You are to remain in 
your post during emergencies assessing your zone of control unless directed differently by 
your chain of command. Charlie 324 Floor Officer is the designated Phase Two responder. 
In the event the first responders are unable to control the situation, will respond at the 
request of the Shift Lieutenant I Sergeant, or on site supervisor. 

·Remember your phases of response: 
• DETECT AND NOTIFY. 
• ISOLATE AND CONTAIN. 
• EV ALU A.TE AND PLAN . 
• RESOLVE 
• DEACTIVATE 

1. Your direct chain of command is the WC Kitchen Sergeant. Phone 5016. 
Radio CHARLIE 321, FM 3, phone# 7580 Radio 1240 the next chain of 
command is FM 5, phone# 6597, Radio #David 1241. After hours shift Lt. 
6443 and Food service duty officer. 

2. When you discover an emergency, determine the nature of the emergency 
(medical, fire, fight/assault, disturbance, suspected bomb, hostage, or other 
type of emergency. · 

3. Once the nature of the emergency has been determined, make a clear, 
accurate notification. Notification should be made via the quickest means 
available, i.e., voice, phone (333), radio (BASE), or your radio alarm button. 

4. Secure your area and re-route traffic away from affected area. Do your best 
to preserve any evidence and the crime scene. 

5. Attempt to clearly identify and write down who the participants were, their 
actions, what weapons were involved, the times, and the location the events 
occurred (i.e., who, what, where, and when). Seek direction from your chain 
of command for what to do next. 

6. Once the emergency has been resolved, follow up with reports, (infractions, 
memos, use of force, etc.). 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 11 - 2 

FIREESCAPE PROCEDURES: 

IN CASE OF FIRE IN THE FOOD SERVICE DEPARTMENT, THE FOLLOWING 
EVACUATION PROCEDURES WILL BE J.?OLLOWED: . 

MAIN KITCHEN AREA 

1. If possible, inmates will be escorted through the back dock salleport and 
assemble in the bull pen behind education unless directed differently by the 
shift .Lt. (Refer to schematic) 

2. If this route is blocked, Inmate traffic will be directed through the main salle 
port entrance and staged against the north fence line in front of salle port 
with the Shift Lts. Permission. 
(Refer to schematic) 

In all cases, it is imperative that all inmates and staff remain in two groups at the assembly 
point in order that everyone can be accounted for. Inmates and Staff will be in separate 
groups for safety and security reasons. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 12 - 1 

UNIT LOGS AND REPORTS: 

Below is a list of the most common forms used in the daily operation of the unit. Additional 
copies can be obtained from the unit sergeant. 

A. Daily Kitchen Log Book: 

1. The Kitchen Control Booth officer is responsible for completing the Daily 
Kitchen Log Book. 

B. Key Accountability: 

1. The Booth Officer is required to document in daily log book when and keys 
and equipment have been passed down by any staff working in the kitchen. 

C. Daily Job Assignment Sheet: 

1. Copies will be made and maintained in the staff office (12 copies are needed). 

D. . Knife Check-Out Log: 

1. Knives will be checked out from the W /C Kitchen booth officer using tool 
Check Out Log, indicating description, the name and number of inmate 
using the knife, A/C checking it out; time o,ut, time in, and their initials. No 
inmates are to be in the prep room, the door is to be secured, the knife is to 
be secured to the table before the inmate is allowed in the prep room. 

2. When the inmate has completed his work he will exit the prep room and the 
process reversed. 

E. Daily Knife Inventorv: 

1. The Booth Officer and the Diet Line A/C cook will complete the Knife 
Inventory Log after the checked out tools are returned and at the end of each 
meal. 

F. Daily Tool and utensil Inventory: 

1. One floor officer and one A/C are responsible for all tool and utensil 
inventories. Tools and utensils are to be inventoried before each outgoing 
gate. 

G. Daily Time Adjustments: 
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1. The floor and Booth Officer will work together to identify and make any I/M 
work time adjustments that require logging. 

H. Weekly Security I Search reports & Checklist: 

1. All custody staff are responsible for sharing in the completion of weekly 
security checks and searches indicating so on the checklist and search reports 
maintained in the staff office. 

I. Utensil Inventory Log: 

1. The utensil Inventory Log is maintained in the utensil room. Broken utensils 
will be removed from. the utensil Room and flagged and logged on the utensil 
Inventory Log. Date, time, tool description and number, and status, should 
be recorded. The utensil will be logged in the controlled trash log and 
disposed of in controlled trash. 

J. Infraction Forms: 

1. Forms are available on the computer. 

K. Memo Forms: 

1. Forms are available on the computer. 

L. Leave Requests: 

1. Leave request slips can 'be found in the Unit Sergeant's Office or the Food 
Manager's office. · 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 13 - 1 

KEY CONTROL: 

You are issued keys to be used in the normal performance of your duties. You are responsible 
for the secure handling of these keys. 

1. The Kitchen Sergeant is responsible for the overall management of unit key 
control. · 

2. The Kitchen Sergeant maintains an inventory of all keys used in the 
operation of the unit. 

3. At the beginning of the morning shift, keys used in the operation of the 
kitchen are checked out from minor control. 

· 4. During shift change, off going staff will exchange their keys for 'chits from the 
on coming shift. 

5. Any missing or 'broken keys will be immediately reported to the unit 
supervisor. 

6. Keys are to be in the physical control of an officer or A/C cook at all times. 

7. Keys should be turned into the Kitchen Booth when leaving the kitchen for 
any reason. 

8. At the end of the evening shift, all keys that were issued in the morning will 
be returned to the Minor Control. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 14 - 1 

TOOL CONTROL 

1. Tools used in the preparation of food are stored in the tool cabinets in the prep room 
and the kitchen booth. These tools are tracked and inventoried on the Daily Tool control 
check out sheet, DOC 21-514, and daily tool accountability form DOC 21-516 per OM 
420.500. 

2. Check Out: Tools are checked out as needed by Staff. They are logged out on the Daily 
Tool control check out. When the responsibility for tools that are checked out changes 
from one staff to another; the tools must either be checked back in or the relieving staff 
must sign the Daily Utensil Record assuming the responsibility for those tools. 

3. Inventorv: After each meal, and before the inmates are cleared to leave the unit, all but 
essential* tools will be returned to the tool cabinet to be inventoried. Every tool will be 
visually accounted for before the Daily Tool Accountability form is signed. Two staff, an 
A/C Cook and the Floor Officer will complete this inventory. 

4. Utensils will be logged on the daily utensil record and inventoried prior to all outgoing 
gates listed on the daily utensil accountability form. 

5. Utensils are not to be placed on the serving lines until there are staff present to supervise 
their use. They will not be left unattended on the serving lines or Diet line. 

6. Prior to the running of the Tray Line, the A/Cs assigned to supervise the tray make up 
lines will ensure they know what kind and number of utensils they have checked out. 

7. Any missing utensils will immediately be reported to the Unit Sergeant. All inmate 
traffic will be suspended until a thorough search has been completed and the unit 
Supervisor clears movement. 

8. Utensils used by inmates will be under the direct supervision of an A/C cook. 

9. Utensils will not be left unattended. If they are not needed or being used, they will be 
returned to the tool room. 

10. Broken utensils will be removed from the utensil room and "tagged". The kitchen Sgt. 
will be notified and the utensil logged in the controlled trash log than disposed of 
through the controlled trash. 

11. The Unit Sergeant is responsible for ensuring broken tools are replaced. 

*Note: Essential tools/utensils are defined as any tool/utensil that is needed at that time to continue a 
process that is already underway and needs to continue. The can opener locked to the table will be 
considered an essential tool. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 15 - 1 

BACK DOCK PROCEDURE: 

A. Purpose: 

1. To establish a secure procedure for the removal of garbage and the vehicle 
delivery of supplies to and from the Food Service Department. 

B. Applicability: 

1. All institution staff, especially those concerned with the removal and delivery 
of Food Service items. 

C. Policy: 

1. , The Back Dock of the Food Service Department is a high escape risk area 
and extreme care should be used when taking anything such as garbage or 
supplies to and from this area, or in and out of the Institution. All staff 
involved in the implementation of this order should be very aware of the 
potential risks and take care not to compromise the security of the 
Institution. 

D. Procedure: 

The following procedure will apply. 

All traffic including the dumping of Garbage is to be cleared through Base and Charlie 
352. No inmates are authorized on· the back dock if unsecured vehicles are in the area or 
when MSU inmates are in the .area to pick up trash trailer or compost material. 

The inmate workers are on the Back Dock to complete the assigned work and nothing 
more. 

The Officer will supervise the inmates from the time he enters the Back Dock area until the 
job is finished and the i:µmates are secured inside the kitchen. 

All doors and sliders will be secured before the next set of doors or sliders are opened. Use 
the doors and sliders as a salle port system. 

The Back dock AJC will escort and be responsible for the back dock workers loading and 
unloading vehicles. This will only occur when the vehicle keys have been secured in the 
south side shift office salle port. 
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MSU MEAL PICKUP AND TRAY RETURN PROCEDURES 

0400: MSU A/C cook will bring the designated delivery vehicle through three tower gate to 
the W/C kitchen loading dock. The vehicle will be secured; vehicle keys will be placed and · 
secured in a lock box in the shift office corridor south sally port, notify base when the keys 
are secured, and report to the W IC kitchen. 

0530: R & M Officers will conduct informal count. Once all inmates are accounted, Shift 
Lt. will be notified (6443). One R & M officer and the MSU A/C will lOad the locked MSU 
food carts into the truck. No inmates are authorized on the interior or exterior back dock 
during this process. When the truck is loaded the kitchen search mirror will be used to 
check the under carriage of the MSU truck. Once the vehicle is searched the MSU A/C will 
clear himself and the vehicle through Base, Charlie 360 and 3Tower gate Charlie 349 to 
exit the compound. 

0900: On Saturday and Sunday only: The MSU truck will return to the W/C Kitchen 
loading dock, secure vehicle keys, notify base when keys are secured. For all three meals in 
order to stop the transfer of contraband from MSU to the W/f;, returning trays and pots 
will be emptied into recycle barrels on the exterior back dock and the carts searched by the 
MSU A/C and officers, prior to being brought into the W IC kitchen. When the trays, pots, 
and carts have been emptied and searched by staff, inmates may be used to bring the dirty 
items in and to load the truck. After the loading of the lunch meal and prior to the truck 
leaving the compound an officer will use the search mirror to search the under carriage of 
the vehicle. 

1200: Monday through Friday: The MSU truck will return to the W IC kitchen following 
the above procedures. 

1530: One officer and the MSU A/C will load locked carts onto the truck. After the truck is 
loaded, the officer will search the under carriage of the vehicle, prior to leaving the 
compound. Base, Charlie 360, and 3 Tower Gate Charlie 349 will be notified prior to 
vehicle departure. 

1830: The MSU truck will return to the W/C kitchen with dirty dinner carts/trays and the 
above processes will be used. Once the dirty trays have been emptied the truck will leave 
the compound and be parked in the upper parking lot of the E/C. Inmates may be used to : 
bring in the dirty dishes and carts into the W/C kitchen once they have been searched. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Controlled trash/ Hot trash Management 
Section 16-1 

Definitions: Controlled trash/ Hot .trash 

1) Hot trash is any item that could be used by an inmate to compromise security. 

2) Hot trash is any item that can be used or reused to create a security concern or pose a 
danger to staff safety and institutional security. 

3) All staff shall ensure proper disposal of items that would create a risk to others, to the 
order and security of the institution, and the public. 

4) All documents containing information on Staff or Inmates that should not be shared 
with other staff, inmates, or the general public. 

The proper disposal of unauthorized contraband, controlled trash, and hot trash will be in 
accordance with policy. 
Policy references are OM 420.375;and 890.030. 

The following is a list of controlled/hot items. Keep in mind that this is not a comprehensive 
list. All staff shall ensure that all trash meets the definition of controlled/hot trash before 
placing it in the appropriate containment area. 

Examples of Controlled/Hot trash are: 

1) Broken mop handles, broom handles, broken pallets/parts of pallets etc: (Wood or 
fiberglass molded items). 

2) Office supplies and appliances: Fans, staplers, punches, pens, etc: (broken or used up 
supplies). 

3) Metal/Glass objects and containers: metal lids, metal rods/vent slats, rubber gaskets, 
etc. 

4) During the opening of cans a staff member is to be present for the entire procedure 
taking control of each can lid as the cans are opened. Under no circumstances are you 
to leave the process unattended. If an emergent situation should arise stop the process 
collect all can lids and the can opener securing them in a locked area until the situation 
is controlled. Once all cans are opened the lids will be washed, bagged and taken 
immediately to the trash trailer for disposal. 

· A. Storage area for metal can lids must be in a separate area away from the Kitchen. This 
is to minimize rodent and insect infestations due to food matter stuck on the lids. All 
metal lids are dangerous contraband because of weapon making capabilities. 

B. All listed items should be placed in the trash trailer behind the kitchen. Under no 
circumstances. are inmates authorized to remove items from the trash trailer. Items 
may also be placed in controlled trash and logged in the Sgt. office. All controlled trash 
must be logged on form DOC 05-596. 
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WASHINGTON STATE PENITENTIARY 
West Complex Kitchen Food Service Unit Manual 

Policies and Procedures 
Section 17 - 1 

CLEAN ROOM PROCEDURES: 

All inmates reporting for work in the West Complex Kitchen will be required to pass through the 
Kitchen Clean Room. · 

A. Reporting for Work: 

1. Each inmate assigned to the Kitchen work crew must pass through the Clean Room 
when entering/exiting the kitchen. 

2. The inmate will show his state-issued identification card to the Officer. 

3. The Officer will verify and record the inmate's name and DOC number using the call 
sheet and clear the inmate to enter the Clean Room. If an inmate's name and DOC 
number does not appear on the call sheet, he will be denied access until such a time 
that his name and DOC number is added to the call sheet. 

4. The inmate will be directed to his assigned clothing box and will remove all clothing 
except underwear and socks. He will hand hist-shirt and shoes to the searching 
officer as he clears the metal detector to be searched. 

5. The floor officer will assign clothing boxes using the daily master work assignment 
sheet. 

6. When leaving work, inmate kitchen boots will remain on the kitchen side of the Clean 
Room in the assigned clothing box. 

B. Clearing the metal detector: 

1. The inmate will be required to clear the metal detector. 

2. After the offender has stripped down, the offender will hand t-shirt, ID card and shoes 
to the Floor officer to be searched, then the offender will clear the metal detector showing 
the officer the bottoms of his feet and palm of his hands with his fingers spread apart 
showing no contraband present. 

3.After clearing the metal detector, the inmate will obtain state-issued work clothing and 
dress for work. A clean uniform - frock and clean pants - will be issued to each worker every 
day. 

C. Exiting the kitchen: 

Offender will place dirty work clothing in receptacle and the above process is reversed. 
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GENERAL GUIDELINES/RESTRICTIONS 

• 2 officers will be positioned in the clean room. 
• No more than 5 inmates will enter the clean room at a time. 
• Once the five inmates have been processed and exit the clean room the booth officer will 

let the next five in. 
• No layering of clothing is allowed. 1 pr. of underwear only. · 
• An inmate must wear his state issued identification card at all times. 
• Issued work boots worn at the work site must remain in.that location. They may not be 

worn back and forth from a living unit to the kitchen. 
• Inmate workers are assigned a specific job number. That job number will correspond to 

their assigned cubicle in the Clean Room. This is the only cubicle a worker is allowed to 
place their property. When a worker changes jobs, he will be changing cubicles to 
correspond with his new job number. 

• Inmate workers will not be allowed to personalize their assigned cubicles or issued 
clothing, boot, aprons, i.e. no drawings; security threat signs/monikers, no tape covering 
up cubicle number or any other defacing of heir assigned cubicles. Any violations will 
result in the inmate worker being infracted and unassigned. 

• All kitchen whites, boots, and aprons are to remain on the kitchen side of the clean room. 
• Only prescribed medications will be permitted at the work site in medication packets 

issued by medical staff This medication will be left in the Kitchen Control Booth. The 
Kitchen Control Booth will only hold medication an inmate worker is required to take 
during the work period. · 

• The medicatfon packet shall include the following information: · 

a. Name of the medication 
b. Inmate's name 
c. Inmate's DOC number 
d. Dosage 

• Inmates requiring prescribed controlled medications shall be cleared to go to the 
appropriate "pill line." 

• Personal items, books, papers, pens, hats, etc., will not be allowed in the Clean 
Room/Kitchen. 

• Wedding bands will be the only personal articles allowed past the Clean Room. 

• If an inmate is unable to clear the metal detector he shall be restrained and escorted to the 
Shift holding cell. 

DEFINITIONS: 

CLEAN ROOM - Two rooms separated by a metal detector that allows the officer to inspect for 
the possible presence of contraband. 

METAL DETECTOR INSPECTION - The procedures followed whereby the inmate moves 
from one side of the Clean Room to the·other through the metal detector that improves the 
officer's ability to detect the presence of contraband. 


	AHCC EBC Offender Orientation Workbook 8 28 13.pdf
	Evidenced based practices have been proven effective in helping people become aware of their own thoughts feelings attitudes that have caused problems in the past and successfully changing behavior to avoid the same mistakes in the future.
	1. Session One
	3. Session Three:     Clarifying Values
	4. Session Four:   Introduction to CBT
	5. Session Five:   Introduction to Thinking Reports
	6. Session Six:  Introduction to Skill streaming—SAYING THANK YOU
	7. Session Seven:   Introduction to Skill streaming— INTRODUCING YOURSELF
	8. Session Eight:  Identifying Goals
	Reinforcements and Behavior Interventions
	1. Session One
	2. Session Two:   Introduction to the Decisional Balance
	4. Session Four:  Introduction to CBT
	5. Session Five:  Introduction to Thinking Reports
	6. Session Six: Introduction to Skill streaming—SAYING THANK YOU
	7. Session Seven: Introduction to Skill streaming—INTRODUCING YOURSELF
	You will then learn the social skill INTRODUCING YOURSELF through educational presentation and modeling.  You will practice using the skill via structured role play.
	8. Session Eight: Identifying Goals
	Session 4 Handout
	Introduction to CBT
	Session 5 Handout
	Introduction to Thinking Reports
	Introduction to Skill streaming—Saying Thank You
	Session 7 Handout
	Introduction to Skill streaming—INTRODUCING YOURSELF
	You will then learn the social skill INTRODUCING YOURSELF through educational presentation and modeling.  You will practice using the skill via structured role play.
	Session 8 Handout
	Identifying Goals
	State your goal or the behavior you wish to change:
	The importance of my goal is _______%
	I am _______% confident that I will achieve my goal.
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	Fire Prevention - DOC 890.380 Fire Prevention Plan
	Fire Alarm, Drill Evacuation, and Emergency Procedures
	Laundry Services - State issue clothing will be laundered by Laundry Services. Follow the schedule posted in your unit.
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	COYOTE RIDGE CORRECTIONS CENTER
	I. AMERICANS WITH DISABILITIES ACT (ADA)
	How to Ask for Reasonable Accommodations
	If you have a disability and need accommodations for programs, activities, or other services, you can contact the ADA Coordinator (Health Care Manager 1) or any other staff member in person or in writing.  He or she will work with you to ensure that y...
	When requests for TTY/TDD services are received, arrangements will be made for the offender to make a telephone call using the TTY/TDD equipment.  These calls will be monitored per DOC 450.200 Telephone Use by Offenders.
	II. CENTRAL FILE REVIEW
	You will be entitled to a review of your central file every 6 months.  To review your file, submit DOC 21-473 Offender’s Kite to the Records Department requesting a file review along with DOC 05-066 Request for Disclosure of Records obtained through y...
	III. CLASSIFICATION
	You will be assigned a classification counselor upon arrival.  Check with unit staff to find out which counselor you are assigned to.  All questions about your case, funds, program assignments, etc., will be directed to your assigned counselor.  You w...
	IV. CLOTHING/LINEN/GROOMING REGULATIONS
	LAUNDRY SERVICE
	Movement periods will be announced according to specifications: “GYM/YARD” or “PROGRAM AND CALLOUTS”.  Movement from one location to another does not occur until announced over the speakers by the movement control officer.
	VI. COUNT
	Formal Count Times:
	12:00 AM – 6:05 AM – 4:00 PM - 9:05 PM
	Movement will not be allowed during formal count.  If you are in a living unit, you must return directly to your assigned cell prior to count being called.  Formal count will be called by unit staff and announced overhead prior to count beginning.  If...
	You must be physically visible and identifiable to staff during count.  If officers are required to stop during count and ask you to move anything so you become ‘visible and identifiable’, you will be infracted for interfering with count.
	During formal count, you must remain in your cell until officers have announced “count clear” or for MI3 units when the count lights go off, over the PA system, at that time limited movement will be authorized.   Staff will announce when count has cle...
	VII. DINING ROOM SCHEDULE
	The Dining Room Schedule will be posted in the dining room and each living unit.

	Each unit will eat in the dining room designated by staff.  If you are found eating in the wrong dining room or before your unit is called, you will be infracted.
	Offenders will have 10 minutes to move from their living unit to their assigned dining hall after their unit is called to Mainline.  The doors to the dining halls will be closed 10 minutes after each unit is called.   Offenders will be given 20 minute...
	CRCC uses “Blind Feeding”.  Talking to anyone inside the preparation area will not be allowed.  If you have any questions or concerns about the meal that you have received, request assistance from the officer positioned at the serving line area.
	VIII. GRIEVANCES
	The Grievance Office is located in the Offender Programs building “M”.  DOC 05-165 Grievance Offender Complaint will be located in the living units in both pods.  Offenders will be strongly encouraged to attempt to resolve issues at the lowest level b...
	IX. HEALTH SERVICES
	Unless you are in your cell, your ID name tag will be worn on your outermost garment, upper left chest area, with picture facing out at all times.  Do not alter your ID name tag or place unauthorized stickers, pins, or other objects on it.  If your ap...
	Replacing ID Cards and Clips
	If your ID card is lost or damaged, it can be replaced by contacting your assigned counselor or submitting DOC 21-473 Offender’s Kite and DOC 06-075 Offender Request to Transfer Funds to Records.  A new card will be made and $3.00 will be charged to y...
	Identification of Offender Living Units
	When you arrive at your assigned living unit, a sticker will be placed on your identification card that identifies what unit you will be assigned to.  The sticker will be placed on the upper right-hand corner of your ID badge.  Do not attempt to remov...
	XI. LIBRARY
	XII. LIVING UNITS
	There are eight general population living units.  Unit B, C, D, and E house medium custody offenders and Unit F, G, H, and I house MI3 offenders.  Additional unit specific rules will be posted on the bulletin boards in both English and Spanish.  Viola...
	CELL ASSIGNMENTS
	Living unit assignments will appropriately reflect the diverse population of this facility.  Upon your arrival, you will be assigned to a vacant bunk and will be required to occupy the bunk assigned unless approved for a cell assignment change.
	You will be able to request an initial courtesy move upon arrival to the unit you are assigned.  Courtesy moves can be requested every 6 months after the initial move, provided you have remained serious infraction free within the last 90 days and mino...
	CRCC 19-003 Bunk Move Request must be completed by the offender indicating his current cell/bed assignment and vacant cell/bed to which he is requesting to move.  The request will then be forwarded to the Unit Sergeant for determination of eligibility...
	YARD IN TIMES
	You will not be allowed out of your assigned cell after the 9:05 pm count until the 6:05 am count clears, unless you are participating in an authorized program/work assignment or cleared by staff.  In the MI3 units, you will be allowed out of your cel...
	CELL KEYS
	Upon your arrival to the living unit you will sign CRCC 19-004 Unit Room Key Acknowledge acknowledging that the key will be your responsibility and if lost you will be responsible for the cost of replacing it.  Replacement cost will be $5.00 and will ...
	It will be your responsibility to return your key to the Unit Officer/Sergeant upon your transfer or release.  If you fail to do this, you will be charged a replacement fee for the key.
	DAYROOMS
	The dayrooms will be available for your use when the 6:05 am count clears until 9:00 pm each day. The dayroom may be closed at the discretion of the CUS or Shift Lieutenant for cleaning, maintenance, or security needs.  Personal property will not be l...
	You are to remain in your assigned pods, except as authorized for appointments and job duties, or unless instructed to move to another pod by unit staff.
	OFFENDER TELEPHONES
	Telephones in the dayrooms may be used during open dayroom times only.  At the officer’s discretion, a phone waiting list may be implemented depending upon demand.  Offender phones will be monitored and recorded.  You will not share telephones/calls. ...
	The IPIN number you received from WCC/Shelton transfers with you.  Contact CRCC’s Chief Investigator via DOC 21-473 Offender’s Kite for any question/issues/phone maintenance.  You can also self report any offender phone issues by utilizing your IPIN a...
	Two telephones per living unit will be designated for unmonitored attorney calls.  Unmonitored legal calls may also be dialed collect to your attorney’s office through any of the dayroom phones. See your counselor to schedule a time to use the legal p...
	OUT OF BOUNDS AREAS:
	Unit out of bounds areas include the rotunda/front door area, under stairs, officer’s station(s), storage rooms, and holding cell areas.
	You will not be allowed to enter any cell, pod, or unit if you are not assigned there.  If you are housed on the upper tier, you will not be allowed to be within 5 feet of the lower tier cells.  If you live on the lower tiers, you will not be allowed ...
	Taking or passing any item between units is not authorized.  Loitering in front of counselor offices, on the tiers, stairs, and laundry room, or in the bathroom/shower area will not be allowed.  This includes areas around the officer’s station, bullet...
	LIVING AREA INSPECTIONS
	Cell inspections will be conducted by unit staff randomly and can occur at any time during the day.  Cells will be expected to be maintained in accordance with the unit rules at all times.  Results of the inspections will be documented on the Daily Ce...
	Cell housekeeping standards, regulations, and guidelines will be posted in each living unit on the bulletins boards located in each pod.
	XIII. OFFENDER BANKING
	TRUST ACCOUNT STATEMENTS
	If you have any questions about your account statement, send DOC 21-473 Offender’s Kite to Offender Banking.  If you require an additional copy of your monthly statement, send a signed DOC 06-075 Offender Request to Transfer Funds to Offender Banking ...
	For questions concerning your account, Kite Offender Banking.  Questions concerning medical or dental co-pays must be sent to Medical via DOC 13-423 Health Services Kite.
	XIV. OFFENDER MAIL
	All mail will be subject to DOC 450.100 Mail for Offenders.  To send/receive mail and packages, it must be addressed correctly as follows:
	Coyote Ridge Corrections Center
	John Doe #123456 Unit I Cell #A14U
	PO Box 769 / 1301 N. Ephrata Ave
	Connell, WA 99326
	All outgoing mail not addressed as noted above will be returned to sender.  Outgoing mail will be examined randomly. You may decorate your letters with drawings provided the drawings meet DOC Policy, are not obscene or gang related, and does not inter...
	Money orders from family or friends must be filled out completely, to include the sender’s address and signature or it will be rejected.  Money orders received through the mail will be pulled, logged in the mailroom, forwarded to Offender Banking, and...
	Any package sent out of the facility must be processed through the Property Officer.
	Letter tapes must be approved by the Superintendent.  It is your responsibility to notify the Property Officer by Kite that you have received a letter tape so your inventory sheet can be adjusted.
	LEGAL MAIL
	Legal mail is defined per DOC 450.100 Mail for Offenders.  Incoming legal mail will be logged in by the inspecting staff member, signed for by you, and then opened in your presence.  Staff will check the contents for contraband.
	To send your legal mail out, take your unsealed, correctly labeled legal envelopes to a unit Correctional Officer and/or assigned Classification Counselor, who will inspect the correspondence for contraband.  You will then seal the envelope in the pre...
	All legal mail must be clearly labeled “LEGAL MAIL” and have a return address on the outside of the envelope for all incoming and outgoing legal mail.  Otherwise it may be subject to the same search procedures as non-legal mail.  This standard does no...
	XV. OUT OF BOUNDS
	Areas that are out of bounds include any work areas that you have not been assigned to, any areas you are not on call out for, areas within 10 feet of the perimeter fence, and any areas posted as out of bounds.
	XVI. PERSONAL PROPERTY
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	INTRODUCTION
	I.  UaMERICAN WITH DISABILITIES ACT (ada)
	OFFENDERS WITH DISABILITIES
	NOTICE OF RIGHTS FOR OFFENDERS WITH DISABILITIES
	The Right to Reasonable Accommodations
	How to Ask For a Reasonable Accommodation
	How to Make Complaints
	II. CENTRAL FILE REVIEW
	III. CLASSIFICATION

	IV. CLOTHING, LINEN, AND GROOMING
	V. COUNT

	VI. DINING ROOM SCHEDULE

	WEEKDAYS UNLESS OTHERWISE NOTED
	WEEKENDS AND HOLIDAYS UNLESS OTHER WISE NOTED
	VII. EXTRA DUTY

	UTIERS / HALLWAYS / BREEZEWAY
	XII. OFFENDER BANKING
	UTRIBAL FUNDS DEPOSIT
	USENDING FUNDS OUTSIDE OF THE FACILITY
	UOFFICE OF SUPPORT ENFORCEMENT (OSE)
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	CRCC SEG Offender Handbook revised Aug 09
	 
	INTRODUCTION 
	ARRIVAL / INTAKE PROCESSING 
	2. Coyote Ridge Corrections Center 
	3.   PO Box 769 
	2. Coyote Ridge Corrections Center 
	3. PO Box 769 
	 1 Seg library book list
	 1 plastic drink cup
	 1 roll of toilet tissue

	 First shift begins at 9:30 PM and ends at 6:00 AM 



	LCC Offender Orientation Handbook
	MCC WSRU Offender Orientation Handbook
	MCCCW Offender Orientation Handbook
	OCC Clearwater Orientation Memo
	OCC OZETTE UNIT PORs
	OCC Posted Operational Rules 9-12 second
	OCC Posted Operational Rules-classroom
	OCC SHU Handbook 06 13
	Section 1:  PERSONAL PROPERTY – (DOC 320.260)
	Section 2:  LEGAL MATERIAL – (DOC 590.500)
	Section 3:  HOW TO MAKE REQUESTS WHILE IN SECURED HOUSING
	Section 4:  MEALS
	Section 5:  SPECIAL DIETS, MEDICATIONS
	Section 10:  PROGRAM MANAGEMENT ACTIVITIES SYSTEM – (DOC 320:260)
	Offenders assigned to the SHU will be allowed the program activities identified in the SHU Program Activities Grid (attached). Offenders serving a sanction as authorized by WAC 137-28 for an infraction incurred while in the SHU will have reduced acces...
	Section 11:  PROGRAM MODIFICATIONS – (DOC 320.260)
	Section 14:  GRIEVANCES
	Section 15:  CELL GUIDELINES & SANITATION
	Section 16:  MOVEMENT


	Olympic Corrections Center 2013 final
	SCCC IMU Handbook 2013 B
	SCCC Offender Handbook - 2013
	I. GENERAL INFORMATION AND SAFETY
	3. Fire Prevention:  To prevent the risk of fire and to prevent fire hazards:
	4. Fire Alarm, Drill Evacuation, and Emergency Procedures:  You are required to attend and participate in all fire and emergency drills.  During a fire or emergency drill, facility staff will provide specific directions.  Evacuation routes/maps are posted in all buildings.  Follow all staff directions during any emergency or drill.
	II. SECURITY OPERATIONS 
	E. Contraband
	Items considered contraband include, but are not limited to:  Any item in violation of WAC 137-28; property of another offender; property not authorized or not included on offender’s personal property inventory list; any cash or other negotiable items; non-issued electronic devices to include cell phones; any flammable materials that might be used to disguise illegal activities or to start a fire; candles, cigarette lighters, or matches; state property not issued to you; any item altered from its original state or that is being misused; medicine or drugs not issued to you by the Health Services Unit or prescribed by health services staff, with the exception of over-the-counter medication available from the Offender Store; any expired medication; authorized food items in excess of allowable storage space in cell; pressurized containers of any kind; any identification not issued to you; tobacco products; any drawings or pictures of any security devices (i.e., locks, electronics, grounds/buildings); and/or sexually explicit pictures or subject matter.
	F. Unauthorized Areas
	The following areas are considered out-of-bounds and will be treated as such: 
	 Within 10 feet of the perimeter fence; 
	 Any work/program/activity area other than as assigned or scheduled for you; 
	 The courtyard area in front of any living unit unless you are assigned to that living unit; 
	 Any other area designated by staff, or outlined in SCCC Operational Memorandums; and/or
	 Within 10 feet of staff windows facing into secure area.


	III. PRISON LIFE 
	H. In-House Bed Moves
	You are eligible for a room change after your first 90 days at SCCC.  Cell moves can be requested every 6 months.  Eligibility for cell changes will be based upon the offender remaining major infraction free for 90 days and PREA compatibility.  An in-house cell move request form must be completed by the offender indicating his current cell/bed assignment and vacant cell/bed to which he is requesting to move. This form will then be forwarded to the Unit Sergeant for determination of eligibility. Priority will be given in order to accommodate offenders with HSR’s or for facility needs, if and when they become necessary. The CUS may authorize any moves at his/her discretion. Once a move has occurred, BOTH offenders are locked into the move for 6 months.

	I. Property – DOC/SCCC 440.000 Personal Property for Offenders 
	All personal property must be on your property list.  Property limits are shown on the Maximum Allowable Personal Property Matrix (MAPPM) - Men’s Facilities.  The limits are based on the custody level of the facility, not the individual offender.  SCCC is a medium custody facility.  You are responsible to secure your own property.
	IV. OFFENDER SERVICES AND PROGRAMS
	A. Food Services Department
	Once you have entered the dining hall, this is your opportunity to eat.  All offenders’ identification cards will be scanned at all meals. If you are directed to leave for failure to follow rules or behavior prior to eating or finishing your meal, you will not be provided a second meal or opportunity to eat during that mainline. With the exception of HS sacks and pre-authorized religious fast meal, no food will be removed from the dining hall. If you are unhappy with the appearance or size of your meal you may address your concerns with the AC Cook in the dining room.  
	1. Medical Diets, Religious Diets and supplemental snacks will go to the second window for their trays. If a medical diet is approved, then a HSR will be issued. 
	a. Special Diets:  If you require a special diet, you will move to mainline with your Unit.  Sack meals and health snacks need to be consumed within 24 hours of issue or will be considered contraband. Store purchases may also be monitored for compliance with your medical diet. 
	b. Religious Diets – DOC/SCCC 560.200 Religious Programs:  If you need a religious diet, send DOC 21-473 Offender’s Kite to the SCCC Chaplain - T Building, requesting DOC 20-428 Religious Diet Request.  
	2. Mainline meals will occur 3 times a day at these approximate times: Breakfast – 7:00 a.m., Lunch – 11:30 a.m., Dinner – 4:00 p.m.  You will be called to mainline with your pod by unit staff.
	3. Row Seating will occur during mainline.  During mainline, one row of tables will be open for seating at a time. A row must be filled to 80% capacity before the next row is opened. When entering the dining hall you will proceed directly to the serving line. After receiving your tray, you will be required to sit at the next available seat in the open row.
	4. Dining Hall dress standards allows for T-shirts, pants and sweatshirts with sleeves. Clothes must be clean, with no holes, tears or rips. Clothing not allowed are: Sweatpants, hats, stocking caps, sleeveless shirts, shower shoes or sandals, shorts of any kind, sunglasses (unless medically prescribed).   Work boots are not allowed for offenders not working in the Dining Hall, with the exception of offenders called for Work Line.

	B. Visiting Program 

	WCC RU Offender Handbook
	WCCW OFFENDER HANDBOOK (Revised 4-22-2013)
	INTRODUCTION
	RDC ORIENTATIONS AND ASSESSMENTS

	Staff in your assigned unit will conduct initial Custody Orientation. This orientation is to provide you with basic information.  All new commitments and re-admissions will attend all orientation and assessment sessions.
	FIRE/SAFETY
	COUNT/ RECALL
	Contraband
	Dining HALL
	CANTEEN
	RECREATION/GYM
	LEISURE YARDS
	MAIL/PACKAGES
	Program Assignment
	Counselor Access
	Grievances
	Law Library
	UNIT HOURS
	IDENTIFICATION
	UNAUTHORIZED AREAS
	PROHIBITED ACTIONS
	Room ASSIGNMENTS / KEYS and Padlocks
	ROOM/CELL STANDARDS
	DAYROOMS
	The dayroom hours are posted in your living unit. You must keep your voice and, for MSC and TEC Residential, the volume of the television, at a conversational level while in the dayroom.

	Unless residing in MSC Units, you may not eat in the dayroom unless authorized by the Correctional Unit Supervisor for special occasions.  You will prepare your food in your room/cubicle.  Once prepared you may go to the dayroom, and use the  hot wate...
	SMOKING
	SHOWERS
	STATE ISSUED LINEN EXCHANGE
	ROOM/PERSONAL CLEANING SUPPLIES
	HAIR CARE
	BULLETIN BOARDS
	Library
	TIER REPRESENTATIVES
	VISITING & EXTENDED FAMILY VISITING
	VISITING SCHEDULE:  10:30 am to 1:30 pm and 4:45 pm to 7:30 pm

	FLOWERS FOR SPECIAL OCCASSIONS

	WSP Orientation Handbook
	BANKING/TRUST ACCOUNTS

	WSP Victor Medium Unit Manual (Long Version)
	Section 6 – Count (DOC 420.150 & OM 420.150)
	I. Requests
	II. Calls

	I. Limitations
	III. Curio Terminated
	A. If an offender with a curio permit incurs a major infraction his curio privileges will be terminated for no less than 30 days and he may reapply at that time.
	B. If an offender misuses the curio, the curio may be terminated for a period of time to be determined by the Unit Manager.   Offender will go through Program Review to document the loss of curio as well as an OMNI entry.  Appeals may be made to the C...
	I.  Emergency Medical Needs
	I. Offender Job Requests
	I. General Procedures
	I. Routine Calls will be made using the phones in the dayroom and small yard.  Unit staff on the floor will ensure that offenders have equal opportunity to utilize the dayroom/small yard phones.
	II. Legal Calls


	WSP W Complex Kitchen Food Service Unit Manual



