Court Services Division Manual : Volume 1 - Administration

Volume 1 - Administration

e Chapter 1 - Administration

* » 1-01/010.00 Court Services Areas of Responsibility, Organizational Charts and
Bureaus

e » 1-01/020.00 Uniform and Equipment Policy for Court Services Division
Personnel

* » 1-01/030.00 Special Event Overtime Assignments

1-01/040.00 Confidential Roster /| Employee's Personal Information
1-01/050.00 Obligation to Accommodate 1.0.D. Medical Appointments
1-01/060.00 Inter-Division and Intra-Division Transfers

1-01/070.00 Employee Overtime

1-01/080.00 Bilingual Bonus Pay

1-01/090.00 Calling in While Off-Duty

Chapter 2 - Courthouse Procedures

1-02/010.00 Sheriff's Response Team (SRT)

1-02/020.00 Transportation of Evidence by Department Personnel
1-02/030.00 Facility Closing Security Checks

1-02/040.00 Handling Suspicious Packages / Letters Re: Bio-Hazard
1-02/050.00 Courthouse Security Data Entry

1-02/060.00 Use of the Court Security Alarm System (Ai-Phone)
1-02/065.00 Superior Court's General Order Definition

1-02.065.05 Procedure for Violations of General Orders

* » 1-02/065.10 Procedure for Violation of the General Order Prohibiting the Use
of Cameras or Recording Devices in a Courthouse or Court Related Structure
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* » 1-02/070.00 Managing Uncooperative, Argumentative, or Highly-Emotional
Persons

e Chapter 3 - Required Briefing and Training
* » 1-03/010.00 Required Briefing

* » 1-03/020.00 Court Services Division Policy on Training and Training
Nomenclature

e » 1-03/030.00 Recurrent Training Policy
* » 1-03/040.00 Orientation of New Employees at Branch Courts

* » 1-03/050.00 Orientation Training for Outside Personnel on Overtime in Court
Services

e Chapter 4 - Equipment Use and Management

e « 1-04/010.00 Maintenance of Video Equipment and Tape Recorders

1-04/020.00 Satellite Telephones

* » 1-04/030.00 Conducted Electrical Weapon (C.E.W.)

* » 1-04/040.00 Key Control

* » 1-04/040.05 Key Inventory

* » 1-04/040.10 Emergency Access

* » 1-04/040.15 Lost Keys

» » 1-04/045.00 Portable Radio Control for the Motorola HT 1250

* » 1-04/050.00 Weapon and Safety Equipment Storage and Control

» » 1-04/060.00 Facility Cleaning and Maintenance Inspections of Waist Chains

» » 1-04/070.00 Handcuffing Port Use and Tactical Employment of All Safety
Equipment

e Chapter 5 - Administrative Procedures

* » 1-05/000.05 Court Security Plans / (B.E.C.)
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1-05/010.00 Vacation Scheduling

1-05/020.00 Private Entity Contract (PEC) Overtime Administration
1-05/030.00 Service Comment Audits

1-05/040.00 Retention of Department and Division Records

1-05/050.00 Notification and Reporting of Significant Incidents
1-05/060.00 Agency Jurisdiction Involving Courthouse Incidents
1-05/070.00 Court Services Division Radio Call Signs

1-05/080.00 Reference Number System

1-05/090.00 Computer Games on County-Owned Computers

1-05/100.00 Wellness Program

1-05/110.00 CSDNET (Court Services Division Network) (UNDER REVIEW)
1-05/120.00 Inmate Complaints

1-05/130.00 Unscheduled Absences Policy

1-05/140.00 Personal Electronic Communication Devices

1-05/150.00 Interpretation of Forms for Non-English or Non-Reading Person
1-05/160.00 Handling an Accelerated Civil Claim Settlement

e » 1-05/170.00 Procedures for Processing a€ceResistance, Delaying and
Obstruction Arrestsa€ (148(A)(1) PC, 69 PC and 243(b) PC)

e « 1-05/180.00 Escape and Attempt Escape Defined

* » 1-05/190.00 Reserves in Court Services Division Policy and Procedures

* » 1-05/190.05 Definitions and Training Requirements of Reserve Deputies
Permitted to Work in Court Services Division

e Chapter 6 - Security Operations Unit (SOU)

* » 1-06/010.00 Security Operations Unit Duties
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1-06/020.00 Situations When Security Operations Unit is Needed

1-06/030.00 Threat Assessment

1-06/040.00 Planning / Operations

1-06/040.05 Coordination

1-06/050.00 Security Surveys
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