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I.
PURPOSE  


To ensure that an accurate computerized record of offender property (Personal & State) is maintained, the following procedures will be followed:

II.
DEFINITIONS  

None
III. PROCEDURES  

All Staff: To access the computerized version of the Offender Property Files, go to the 

“I” Drive, click on the “Control” folder, click on the “Third Shift” folder and then click 

on the “Property Files” folder.

Click on the folder which has the offender’s name. The folders contain the offender’s property file and digital photos of any approved jewelry. Included in the “Property File” folder is a folder which has digital photographs of lost and found jewelry.  
Offender Property: Are responsible for creating and maintaining the Offender Property 

Files.

Workers: They update the files with items purchased from canteen.  

Inmate Services: If an offender needs something removed, the offender must “kite” 

Inmate Services and explain why the item is to be removed.

         

Inmate Services will update the offender property files by transferring the files from the property computer to the I: drive.  When an offender discharges from MWP the electronic file will be printed out and stored.  After printing the file the electronic file will be deleted.

IV.
CLOSING

Questions concerning this procedure should be directed to the Operations Manager or Inmate Services.
V.
ATTACHMENTS 


None
