OAKLAND COUNTY SHERIFF'S OFFICE

Policies and Procedures

NUMBER | DATE
136 February 27, 2004
SUBJECT: DISTRIBUTION
TOURS A B&H.
REFERENCE:
POLICY

It is the policy of the Oakland County Sheriff's Office to provide service to the citizenry of
Oakland County. Toward this endeavor, tours of the Law Enforcement Complex, including
the Main Jail/Annex, are provided, when possible, in response to requests from local
Courts, service organizations, schools and area churches. This educational opportunity for
the members of these organizations is in keeping with the principles of openness with our
public. As a maximum-security facility, at no time will the scheduling of a tour jeopardize
the safety and security of the facility, inmates, and deputies or tour participants. The
Division Captain may cancel a tour at any time. Advance notice, if possible, shall be made
in the event there is need to cancel a tour.

PROCEDURE

1.0 SPECIAL TOUR REQUESTS

1.1  Special tours scheduled by the Sheriff will be given to a Main Jail Lieutenant.

1.2 The Lieutenant will notify the Corrective Services/Main Division Secretary to
document and identify any scheduling conflict.

1.3 Scheduling shall ensure that the tour does not present conflict with other Jalil
activities such as kitchen preparation, jail meal distribution, Court calls/returns, shift
changes, and other security matters in which tours may interfere with the operation
of the facility.

1.4  The Corrective Services/Main Division Secretary shall be responsible for recording
the tour and rescheduling other tours, if necessary, to avoid conflict.

20 REGULAR TOUR REQUESTS

2.1 When a request for a jail tour is made, the requestor will be directed to the
Corrective Services/Main Division Secretary, who will obtain the following
information:

- Name of the group/organization
- Reason for the tour

- Group size {limited to 20 total}
- Points of interest desired
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2.2 The Corrective Services/Main Division Secretary shall maintain a written
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documentation of all tour requests for the following purposes:

- To ensure no conflict.

- To ensure notification of all appropriate units: e.g., Annex, Kitchen, Sheriff's
Office and Visitation.

- To provide a record of the organizations requesting this service and a contact
name should the tour need to be canceled.

The Sheriff shall be notified of all scheduled tours.

DAYS AND TIMES

Tours will be conducted on weekdays and will be limited to no more than two per
week.

Times: 9:30 a.m. - 11:00 a.m.
1:15 p.m. - 2:45p.m.
6:00 p.m. - 8:00 p.m.

The only exception to this schedule will be through special permission granted by
the Office of the Sheriff.

GROUP SIZE

Groups will not exceed 20 in total number {including adults, i.e., teachers/leaders/
parents}.

Tour participants will be subject to search and must adhere to the posted visitors'
dress code.

AGE OF PARTICIPANTS

No group with participants under the age of eleven {11} will be permitted into the
Main Jail facility.

Authorization must be obtained from the Captain of the Technical Services Division
for younger groups such as cub or girl scouts or elementary schools. The areas of
tour for these groups will be confined to the viewing of the Records Unit, Forensic
Science Lab {Building 38E}, Detective Bureau, Line-up Room {if not in use}, and
Gun Range. No prisoner lock-up/housing areas, etc., will be included in tours for
this age group.

Those requesting a tour for the age 11 and younger group shall be directed to the
Technical Services Division Secretary to schedule the tour. Personnel from
Technical Services will be responsible for conducting the tour. The Technical
Services Division Secretary will follow the guidelines outlined in section 2.0

FACILITY NOTIFICATIONS

Prior to beginning of a tour, it will be the responsibility of the officer conducting the
tour to make the following notifications:
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- Master Control {85060}
{to advise and check security status}

- Annex Sub | {85510}
{to advise and check security status, to restrictinmate movement in hallways
during the tour in the Annex - and to alert Annex Receiving Deputies for
possible demonstration of the Live Scan system.} Lockdown of the pods
may not be necessary.

- Booking {84000}
{to advise the Annex in the event of a "new" female arrest is enroute to the
Annex while a tour is in that area.}

Tour officers shall have the authority to terminate the tour for cause including
disruptive behavior.

COURT/PROBATION SPECIAL PROGRAMS

Those tours that are specific to a court/probation initiated programs shall be
scheduled during the evening hours. The purpose of these tours will dictate the
length of the tours.

The Program Coordinator, or his/her designee, will provide the Corrective
Services/Main Division Secretary the following information on a weekly basis; time,
size of group and nature of the tour.

All tour participants will adhere to the visitors' dress code and are subject to search.

The officer conducting the tour shall have the authority to remove a participant or
terminate the tour for cause including disruptive behavior.

DOCUMENTATION

Documentation of all tours will be submitted to the Division's Secretary where the
tour initiated providing the following information upon completion:

- Date

- Time

- Number of participants {# scheduled & # attending}
- Any unusual incidents during the tour

Michael J. Bouchard
Sheriff

MJIB/HW/AMR/SS/bjw



