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I.    PURPOSE  



       The Montana Women’s Prison (MWP) Operational Procedure establishes guidelines 

       to ensure that inmate property is properly handled, stored and distributed back to the

       general population. 

  II.   DEFINITIONS

       Contraband - an item found in possession or control of an offender who is not 
       authorized to possess such item, or items found in excess of levels permitted by 
       policy.  Any item that can be used as a weapon, or fabricated into a weapon, or can
       be used for purposes of escape or threat to the security of the facility/program.  This
       also includes, but is not limited to, matches, alcohol, drugs, money, or any item that 
       has not been specifically authorized
Detailed Description -means a listing of an offender’s property that includes   number, color, manufacturer, model, identifying markings, serial numbers, condition, and any other specific characteristics.

Offender Personal property- means allowable, non-facility issued offender property items.
Offender Property File- means an electronic file maintained by the Property Officers that contains a detailed description of all property, both state issued and personal, of an inmate..

 III.   PROCEDURE

       A.  Intake
             1.  The intake process for new inmates will be conducted by the transport officer with the assistance of the property officer.  During the process the following will be completed.

                   a.  Strip search conducted on all inmates. 


 b.  Quelling of all inmates unless the inmate is pregnant.


 c.  Urinalysis completed on all inmates.


 d.  Intake paperwork packet completed.


 e.  Photos taken of tattoos, for the escape file etc.

 f.  Property Inventoried and approved or disapproved.


 g.  Inmate ID tag made.


 h.  Inmate’s finger prints taken if needed.

     
 i.  DNA sample taken if needed.


 j.  TB shot given to inmate (by Medical).

       B.  INMATE INTAKE AND STATE PROPERTY

             1.  Property items allowed in through the intake process include:


a. Money/checks to be put on the inmates account.


b. Legal papers


c.  Prescription Glasses (2 pair)


d.  Address Book (1) not metal


e.  Wristwatch (1)


f.  Religious Books (bible) (2)


g. Wedding Ring (band style if married) (1) not a security threat


h.  Religious Medallion (small) (1)


i.   Paper Tablet or Loose (unused) (250 maximum) no metal


j.   Program Books and Material


k.  Drivers License (to records)


l.   Social Security Card (to records)


m. Photo ID Cards (to records)


n.  Photos (no frames or backings) No Polaroid’s (24 maximum)


o.  Shoes (1 pair tennis shoes white only)


p.  Stamps/Stamped envelopes (25 maximum)


q.  Undergarments:  Not to exceed Bras (9), Underpants (9), Socks (9) – Predominantly white – practical in nature (ie- no negligees, see through items)

              2.  Items that are confiscated during the Intake process must either be mailed out or destroyed within 24 hours.  Inmates are responsible for the cost to mail out items.  If an inmate arrives with no funds, the items may still be mailed out but the inmates MWP account will be obligated to the cost of the postage.

             3.  All authorized and unauthorized property will be listed (detailed) on a property inventory sheet and signed by the two officers conducting the initial process as well as the inmate who will have agreed to mail out or to destroy unauthorized items.

             4.  All allowed property will be put on to the computer inventory sheet (must have accurate description of allowed property on form.  Copy of Form in hard file and legal file.)

            5.  After the intake process has been completed, the inmate will be escorted to the property room before going to medical.  If there is more than one inmate going through the intake process then the inmate will be taken to medical first and the inmates will be taken to property one at a time to be issued the following:


a.  Uniform tops (Blue) (3)           k.  Gray Shorts (1)


b.  Underpants (3)

             l.  State Sheets (2)


c.  Bras (3)

                        m.  Sweat Pants (Blue) (1)


d.  Gray T-Shirt (1)

n.  State Towels (2)


e.  Linen Bag (2)


o.  Wash Rag (1)


f.  Blankets (2)


p.  Gray Storage Bins (2)


g.  Sweatshirt (Blue) (1)

q.  Hygiene box (1)


h.  Uniform Pants (Tan) (3)
 r.  State Pillow (1)


i.  Socks (3)


 s.  State Pillow Case (1)


j.  Boxes (3)


 t.  State Shoes (1) pair (If none arrived with  




      the inmate)  


Property not allowed with the inmate in the cell will be kept in the lined bag in the pipe chase.

             6.  When the inmate moves off of D-Pod the inmate will need to turn in the following:


a.  Uniform tops (Blue) (3)


b.  Sweat Pants (Blue) (1)


c.  Sweatshirt (Blue) (1)


   and issued:

a.  Uniform tops (Maroon) (3)

             7.  Jail Transport clothes will be collected up by the property officer and taken to laundry to be washed, this includes slippers.  The MWP transport officer will pick up the property once cleaned and make sure the items are sent back or picked up by transport staff.  If transport staff chooses to wait, transport clothes will be bagged and returned at that time.

       C.  General Population Signup Sheet


       1.  A signup sheet will posted on each pod for inmates that are in need of replacement item, refitting, etc.  This sheet will be picked up every Sunday and inmates will be called down as soon as possible. 

       D.  Changes in Inmate Status 


 A.  Right Living Community (RLC) Phase Down 


            1.  Inmates who are phased down and have Right Living Community (RLC) phase incentives that they are no longer allowed to have based on their new phase shall have that property confiscated.  This property will be stored in a secured room of the property room.  Property from phase downs that have been confiscated must be earned back or mailed out within 60 days of being logged into the property room.  Property not earned back or sent out will be destroyed.



      2.  When an inmate is phased up or down, the Phase Committee will email the Property Department regarding the inmates change in phase.  Property Officers will update the inmate’s property file with the appropriate phase level.  All electronics will be turned into the Property Officer by the SOD along with the detailed property receipt listing what was taken from the inmate.  The property receipt will be signed by staff and inmate unless the inmate refuses to sign the receipt which staff will note on the receipt.



 B.  Administrative Segregation 


            1. Inmates moved to Administrative Segregation status shall be given the property allowed according to their phase in the RLC Program.  For example, if a Phase 1 inmate is moved to Administrative Segregation, the inmate is not allowed a T.V. or radio. 


      2.  The Property Department will determine what Phase Level the inmate is on in the Secured Housing Unit.  The inmate property allowance will be determined by the MWP Operational Procedure property allowance (see MWP 4.1.3 attachments and phase incentives as listed in the operational procedure.)

       C.  Temporary Lockup (T/L) Status

             1. Inmates moved to T/L status shall be given all allowed T/L property at the time of the lock up by the securing officers.  These items shall be inventoried and given a disposition of being returned to the inmate on a property receipt.  All property not allowed in the cell shall be secured in the pipe chase.  The remaining property will be inventoried by night shift staff and then secured in the property room with the property receipt paperwork.  All property confiscated by officers as contraband, belonging to another inmate, etc … will be inventoried (detailed) on a property receipt that will be signed by the confiscating officers and inmate.   Appropriate write ups will be completed.  All jewelry and medicine bags will be inventoried on a separate property receipt and picked up by either the property officer (jewelry) or the Chaplin (medicine bags).   


 D.  Disciplinary Detention (DD) or Maximum Security

              1. Once an inmate is moved to DD or Maximum Security status, notice will be given to the property officer who will be responsible for issuing the new allowed property from the inmates items secured in the property room.


 E.  Movement Off Of Secured Housing Unit (SHU) To General Population


      1. Once the change in status has been made, the inmate can be moved off of   the SHU back to general population along with the items granted to them while in their prior status.  To receive their other secured property, notice will be given to the next on duty property officer who will be responsible for returning the inmates property. 

      F.  Discharge


      1.  Inmates that are being discharged from the facility shall have their state property collected and returned to property to be reissued.

E.  Canteen

 A.  Ordering



1.  When an inmate orders canteen that is a RLC phase incentive item, the Canteen Supervisor will make sure that the inmate is of proper phase to be ordering the item.  If the inmate is not of the proper phase, the item will not be ordered.  The Canteen Supervisor will also check the inmate’s property files to make sure the inmate is not exceeding the property limit of any ordered item.

     B.  Incoming Canteen



1.  When canteen arrives and is passed, all property will be inventoried and tagged with the inmate’s name.  The property will be tagged and sent to the Property Department.  When the Property Officer receives this property, they will check on the phase level of the inmate and determine if the property is allowed.  If any property is over the inmates limits or the inmate has ordered items which they are not allowed to have, the property will be sent out by the inmate.  There will be no refund for these items.



2.  All canteen will be signed for and agreed with between the Canteen Supervisor and the inmate before the items are sent to property for processing.

           3.  Electronics to be etched at MSP (MP3 have internal IDs)

                a.  Electronics checked by Property Officer/Inmate Services Supervisor in front of inmate to make sure it works, inmates then signs off. 

          b.  If the electronics do not work, send back to Canteen via Inmate Services Supervisor for replacement or credit.


      4.  Canteen arrives on Tuesday or Wednesday depending on weather and other conditions.  Property Officers will need to process canteen orders promptly before the next weeks orders arrive.

F.  Inventory and Confiscation
 

       1.  Anytime an inmate’s property is inventoried or confiscated a proper detailed Property Receipt must be filled out documenting all items and the disposition of any property.

 IV.  CLOSING

        Questions concerning this policy shall be directed to the Shift Supervisor or the       Deputy Warden of Security.

  V.   ATTACHMENTS

       None

