Court Services Division Manual : Chapter 1 - Administrative Procedures

Chapter 1 - Administrative Procedures

e 7-01/010.00 Absence from Duty

e 7-01/010.05 Supervisor's Responsibility

e 7-01/010.10 Absence Requests

e 7-01/010.15 Sickness

e 7-01/010.25 Military Leave

« 7-01/020.00 Day File

e 7-01/030.00 Key Control

e 7-01/030.05 Key Security

e 7-01/030.10 Vehicle Keys

e 7-01/030.15 Court Lockup Keys

e 7-01/030.20 Missing Keys

e 7-01/030.25 Key Inventory

e 7-01/030.30 Watch Commander's Key Block

e 7-01/030.35 Key Safe

» 7-01/030.40 Keys for .R.C. Holding Cells ("O" Keys)
e 7-01/040.00 Meal Breaks

e 7-01/040.05 Fast Food Stops

e 7-01/040.10 Thirty Minute Meal Break

e 7-01/040.15 Inmate Security During Meal Break
e 7-01/040.20 Mobile Digital Log/Trip Ticket Entry
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e 7-01/050.00 Overtime

e 7-01/050.05 Overtime Limit

» 7-01/050.10 Deputy's Responsibility - Overtime

e 7-01/050.15 Watch Deputy's Responsibility - Overtime
e 7-01/050.20 Supervisor's Responsibility - Overtime

e 7-01/060.00 Bureau Scheduling Policy

e 7-01/070.00 Telephone Procedures and Requirements
» 7-01/070.05 Emergency Requests

e 7-01/070.10 Home Telephone Number Requests

e 7-01/070.15 Home Telephone Requirement

e 7-01/080.00 Unit Employee Fund

» 7-01/080.05 Employee Fund Administration

e 7-01/080.10 Unit Employee Fund Committee

e 7-01/080.15 Elections

e 7-01/080.20 Fiscal Procedures

e 7-01/090.00 Driver Regulations, Training and Licensing
e 7-01/090.05 Commercial Licensing

e 7-01/090.07 Licensing for the Superbus

e 7-01/090.10 Bus Driver Training

e 7-01/090.11 Superbus Driver Training

e 7-01/090.15 Commercial Driving Regulations
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e 7-01/090.20 Assignment of County Vehicles

e 7-01/090.22 Assignment of the Superbus

e 7-01/090.25 Training Records

e 7-01/100.00 Daily Log Package

e 7-01/110.00 Minimum Level of Service

e 7-01/120.00 Certificates and Awards

e 7-01/120.05 Driver Training Certificates (SH-AD-500)

e 7-01/120.10 Certificate of Achievement - Bus Training Course
e 7-01/120.15 Driving Awards and Certificates

e 7-01/120.20 Administrative Procedures for Certificates and Awards
e 7-01/130.00 Computer Access and Security

e 7-01/130.05 Computers and Terminals

e 7-01/140.00 Inmate Complaint Forms

e 7-01/150.00 Bus Replacement

e 7-01/160.00 Bureau Bus Route Audit Policy

e 7-01/160.05 Purpose of an Audit

e 7-01/160.10 Auditor's Responsibility

e 7-01/160.15 Documentation

e 7-01/170.00 After Hours Divisional Notifications
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