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Effective:  12/13/2017 
Revised:  02/01/21 
 

REFERENCES:  Federal 8 U.S.C. 1373, RCW 10.93.160, Policy 608 (Foreign Nationals and 
Diplomats), Policy 609 (Prohibition on Enforcement of Federal Immigration Law). 
PURPOSE AND SCOPE 
SCORE has a legal and methodical process for the reception of arrestees into this facility. This 
policy establishes guidelines for security needs, the classification process, identification of 
medical/mental health issues and the seizure and storage of personal property. 
 
DIRECTIVE: 

I. POLICY 

A. SCORE shall use the following standardized policies when receiving arrestees to be 
booked into this facility. This is to ensure security within the facility and that arrestees are 
properly booked and afforded their applicable rights. 
 

II. PRE-BOOKING SCREENING 

A. All arrestees shall be screened prior to booking to ensure the arrestee is medically 
acceptable for admission and that all arrest or commitment paperwork is present to 
qualify the arrestee for booking. Required paperwork may include the following: 

1. Arrest reports 

2. Probable cause declarations 

3. Warrants or court orders 

4. Victim notification information 

5. Special needs related to religious practices, such as diet, clothing and appearance 
(see the Religious Programs Policy) 

6. Accommodation requests related to disabilities (see the Inmates with Disabilities 
Policy) 

7. Information regarding suicidal statements or actions 

B. Any discrepancies or missing paperwork should be resolved before accepting the 
arrestee for booking from the arresting or transporting officer. 
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C. Prior to accepting custody of an arrestee who claims to have been arrested due to a 
mistake of the arrestee's true identity or an arrestee who claims that identity theft led to 
the issuance of a warrant in the arrestee's name, staff shall make reasonable efforts to 
investigate the arrestee's claim of identity fraud or mistake. Staff shall notify a supervisor 
when an arrestee makes a claim of mistaken identity or identity fraud. 

 
III. RECEIVING ARRESTEES 

A. The Executive Director or designee should ensure that policies and procedures related 
to the admission process are being communicated to law enforcement agencies which 
commonly bring arrestees to the jail for booking, including: 

1. Arrestees in urgent need of medical attention should not be transported to this facility. 

2. Arrestees brought to this facility should be properly restrained. 

3. Transporting officer should stay until the arrestee has been searched, screened and 
accepted. 

4. All information relevant and necessary to safely process and house the arrestee 
shall be requested from transporting officer. 

5. The receiving Corrections Officer will notify the Booking Sergeant on duty when a 
transgender or intersex inmate is received. The Sergeant will be responsible for the 
initial determination of vulnerability of the inmate and shall notify the Classification 
Division of the inmate’s status. 

IV. SEARCHES BEFORE ADMISSION 

A. All arrestees and their property shall be searched for contraband by the Booking 
Corrections Officer before being accepted for booking. All contraband items will be handled 
according to facility policy. Items of possible evidentiary value may be turned over to the 
arresting or transporting officer for processing or processed according to the facility's rules 
for handling evidence. Approved personal property and clothing will be accepted. Items 
not approved will be returned to the arresting or transporting officer prior to the arrestee 
being accepted for booking. A description of the items returned to the arresting or 
transporting officer shall be documented on the arrestee's booking record. 

B. Strip searches shall be conducted in accordance with the Searches Policy (RCW 
9.94A.030). 

C. Body Scanner searches shall be conducted in accordance with the with the Searches 
Policy (SCORE Policy 528). 

http://apps.leg.wa.gov/RCW/default.aspx?cite=9.94A.030
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.94A.030
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V. ADMISSION PROCESS 

A. A unique booking number shall be obtained specific to the current admission. 
Photographs and fingerprints shall be taken. 

B. Due to their vulnerability, transgender or intersex inmates shall be expedited through the 
entire booking process until classifications has determined housing, in accordance with 
the PREA standards. The Booking Sergeant on duty will be responsible for expediting 
the transgender or intersex inmate to Classifications. 

C. The admission process should include an attempt to gather a comprehensive record of 
each arrestee, including the following: 

1. Identifying information (including name and any known aliases or monikers) 

2. Current or last known address and telephone number 

3. Date and time of arrest 

4. Date and time of admission 

5. Name, rank, agency and signature of the Corrections Officer and transporting 
officer, if different 

6. Health insurance information 

7. Legal authority for confinement, including specific charges, arrest warrant 
information and court of jurisdiction 

8. Sex 

9. Age 

10. Date of birth 

11. Race 

12. Height and weight 

13. Occupation and current or most recent employment 

14. Preferred emergency contact (including name, address, telephone number and 
relationship to inmate) 

15. Driver's license number and state where issued, state identification number or 
passport number 

16. Social Security number 

17. Additional information concerning special custody requirements or special needs 

18. Local, state and federal criminal history records 
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19. Fingerprints (RCW 43.43.745) 

20. Photographs and notation of any marks or physical characteristics unique to the 
inmate, such as scars, birthmarks, deformities or tattoos 

21. Medical, dental and mental health screening records, including suicide risk (Medical 
Pre-Booking Questionnaire) 

22. Inventory of all personal property including clothing, jewelry and money (Property 
Intake Form). 

a. Items of rare or unusual value should be brought to the attention of a supervisor 

b. The inmate's signature should be obtained on the booking record and on any 
forms used to record money and property 

23. Veterans status 

24. A record of personal telephone calls made at the time of booking or the time the 
opportunity was provided to place calls if the calls were not made 

25. Name of booking staff member 

D. A person’s transgender or intersex status is considered confidential information. This 
information, including electronic records, shall have strict dissemination controls. 

E. SCORE shall keep transgender or intersex screening information confidential except as 
necessary to conform to required protocols. 

F. A transgender or intersex inmate’s own view with respect to his or her own safety shall 
be given significant consideration and recorded on their inmate record. 

 
VI. LEGAL BASIS FOR DETENTION 

A. Arrestees admitted to the facility shall be notified of the official charge for their detention 
or legal basis of confinement in a language they understand. 

 
VII. NATIONALITY, CITIZENSHIP, AND IMMIGRATION STATUS 

A. Within 72 hours of detention, SCORE will inform, verbally and in writing, all persons 
taken into custody, regardless of their known or perceived nationality, citizenship, or 
immigration status, that: 

1. The person has the right to refuse to disclose information about their nationality, 
citizenship, or immigration status; and 

2. Disclosure of such information may result in civil or criminal immigration enforcement 

http://apps.leg.wa.gov/RCW/default.aspx?cite=43.43.745
https://powerdms.com/link/IDS/document/?id=23513
https://powerdms.com/link/IDS/document/?id=23513
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against them, including removal from the United States.  

B. SCORE personnel shall not inquire about or request any documents or information from 
a person for the purpose of determining the person’s immigration or citizenship status, or 
place of birth, unless the information is directly connected to an investigation into a 
violation of state or local law by SCORE or one of SCORE’s partner jurisdictions.   

C. If any SCORE personnel becomes aware that a person in custody is a foreign national, 
he or she will proceed as set forth in Policy 608 Foreign Nationals and Diplomats). 

D. SCORE personnel processing fingerprint card or Automated Biometric Identification 
System (ABIS) submissions shall enter “Unknown” for these fields addressing 
immigration or citizenship status unless the information is otherwise known. 

E. SCORE personnel shall use the Valley Communication's Language-Line or other 
approved resources for any language services necessary to perform duties for SCORE.  
SCORE personnel shall not utilize or accept language services from any person 
engaged in, or intending to engage, in immigration enforcement, including federal 
immigration authorities.  SCORE personnel shall presume that federal immigration 
authorities are engaged in immigration enforcement. 

F. The following definitions apply to this Section VII of Policy 504: 

1. “Immigration or citizenship status” means such status as has been established to 
such individual under the Immigration and Nationality Act. 

2. “Federal immigration authority” means any on-duty officer, employee, or person 
otherwise paid by or acting as an agent of the United States (U.S.) Department of 
Homeland Security (DHS) including, but not limited to, its sub-agencies, Immigration 
and Customs Enforcement (ICE), Customs and Border Protection (CBP), U.S. 
Citizenship and Immigration Services (USCIS), and any present or future divisions 
thereof charged with immigration enforcement. “Federal immigration authority” 
includes, but is not limited to, the Enforcement & Removal Operations (ERO) and 
Homeland Security Investigations (HSI) of ICE, or any person or class of persons 
authorized to perform the functions of an immigration officer as defined in the 
Immigration and Nationality Act. 

3. “Language services” includes but is not limited to translation, interpretation, training, 
or classes. “Translation” means written communication from one language to another 
while preserving the intent and essential meaning of the original text. “Interpretation” 
means transfer of an oral communication from one language to another.   

 
VIII. TRANSITION FROM RECEPTION TO GENERAL POPULATION 

A. The Sergeant is responsible to ensure that only arrestees who qualify based upon initial 
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classification are placed into the appropriate intake housing pod. Those who will not be 
placed into general population include: 

1. Arrestees who are intoxicated or under the influence of any chemical substance. 

2. Arrestees who are arranging bail. They shall be permitted a reasonable period of 
time, at the discretion of the Sergeant, to make telephone calls before being placed 
in general population. 

3. Arrestees held for felony investigation. 

4. Arrestees who are mentally ill or suicidal. 

5. Arrestees whose classification level exceeds general population standards. 

6. Arrestees who are custody transfers. 

B. The Correction Officer (s) responsible for the intake and booking of a transgender or 
intersex inmate will only ask questions related to sexual orientation, gender identity or 
gender expression for the purpose of making intake, housing and initial classification 
assignments. If necessary, the inmate will be referred to SCORE Medical for screening. 

C. An inmate/detainee shall be referred to Classifications, at any time during his/her custody 
at SCORE when any of the following occurs: 

1. Self-Reporting - An inmate indicates that they are transgender or intersex upon 
arrest, at time of booking, or anytime during their custody. 

2.   Observation - An inmate’s gender identity, appearance, overt expression, or behavior 
differs from their apparent birth sex or genitalia. 

3. Complaint - An issue has been raised that focuses on an enhanced risk of an inmate 
being sexually abused or sexually abusive during their custody at SCORE based on 
transgender or intersex identity. 

4. Error - It is discovered that a gender designation made by SCORE differs from 
a gender designation that has previously been made by any public entity, 
government agency or law enforcement agency. 

D. Screening assessments of all inmates, including transgender or intersex inmates, shall 
be respectfully conducted using SCORE approved screening instruments. 

E. Classification shall use the information from the risk screening to determine housing, bed, 
work, education, and program assignments with the goal of keeping separate 
transgender or intersex inmates at high risk of being sexually victimized from those at 
high risk of being sexually abusive. 

F. Classification shall make individualized determinations on how to ensure the safety of each 
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inmate. 

G. In deciding whether to assign a transgender inmate to a male or female Housing Unit 
and in making other housing and programming assignments, Classifications shall 
consider, on a case- by-case basis, whether a placement would ensure the inmate’s 
health and safety, and whether the placement would present management or security 
problems. 

H. A transgender or intersex inmate’s own view with respect to his or her own safety shall 
be given significant consideration and recorded on their inmate record. 

I. Inmates may not be disciplined for refusing to answer, or for not disclosing complete 
information in response to screening questions. 

 
IX. MONITORING FOR SIGNS OF INTOXICATION AND WITHDRAWAL 

A. Withdrawal from alcohol or drugs can become a life-threatening condition requiring 
professional medical intervention. It is the policy of this agency to provide proper medical 
care to inmates who suffer from drug or alcohol overdose or withdrawal. 

B. Staff shall respond promptly to medical symptoms presented by inmates to lessen the risk 
of a life- threatening medical emergency and to promote the safety and security of all 
persons in the facility. 

C. Custody staff should remain alert to signs of drug and alcohol overdose and withdrawal, 
which include, but are not limited to, sweating, nausea, abdominal cramps, anxiety, 
agitation, tremors, hallucinations, rapid breathing and generalized aches and pains. Any 
staff member who suspects that an inmate may be suffering from overdose or 
experiencing withdrawal symptoms shall promptly notify the supervisor, who shall ensure 
that the appropriate medical staff is notified. 

 

X. INMATE SEPARATION 

A. Inmates should be separated from the general population during the admission process. 
Newly admitted inmates should be separated according to the facility’s classification 
plan. 

 
XI. INMATE PROPERTY CONTROL 

A. All property received from inmates at the time of booking shall be inventoried. A receipt 
should be signed by the inmate and the booking Corrections Officer and referenced to 
the booking number before the admission is completed. The original copy of the property 
receipt will be retained and placed in the inmate file and/or with the property. A 
photograph is taken with the inmate holding their small property card. Inmate property 
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not accepted at SCORE is returned to the transporting officer and documented on the 
property intake form and in JMS. 

B. Excess personal items will be returned to the transporting officer. 
 

XII. VERIFICATION OF INMATE'S MONEY 

A. Whenever practical or possible, all monies belonging to the inmate and retained by the 
booking Corrections Officer shall be verified in front of the inmate. When possible, the 
inmate should verify the dollar amount on the intake banking machine receipt at the time 
the money is counted. All money, currency and coin, is deposited into the intake banking 
machine. If rejected by the intake banking machine the money will be counted in the 
currency counter machine to verify the amount or if that is not possible the money will be 
counted and verified by at least two Corrections Officers. Once verified, the money will 
be placed into an envelope with the receipt generated by the machine or the handwritten 
receipt and sealed. The envelope will be placed into the safe until such time that the funds 
can be loaded onto the inmate's account. 

B. In those instances, where counterfeit money is found, the money is to be seized as 
evidence and forwarded to the appropriate law enforcement agency. 

C. Negotiable checks or other financial instruments, foreign currency, coins not accepted 
by the intake banking machine, jewelry and other small property shall be inventoried and 
sealed on the inmate property card and logged into JMS. 

 
XIII. PROPERTY STORAGE 

A. All inmate property should be stored in a secure storage area. Only authorized personnel 
may access the storage area and only for the purpose of depositing or retrieving property, 
or to conduct authorized work, including maintenance and other duties as directed. 

 
XIV. INMATE TELEPHONE CALLS 

A. Inmates detained in this facility will have access to a telephone to make calls.  The calls 
may   be of a duration that reasonably allows the inmate to make necessary 
arrangements for matters that he/she may be unable to complete as a result of being 
arrested. The calls are not intended to be lengthy conversations and the corrections staff 
may use their judgment in determining the reasonable duration of the calls. If it is 
determined that the person is a custodial parent with responsibility for a minor child, the 
person shall be entitled to make such additional telephone calls as reasonably necessary 
for the purpose of arranging care for the minor child. 

 

B. There is no obligation for the corrections staff to make a telephone call on an inmate's 
behalf, for example in the case of a person who is so intoxicated that he/she cannot make 
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a call. The corrections staff is not required to wake an intoxicated person so that the 
person may complete a call. An intoxicated person should be provided the opportunity to 
make the telephone calls once the person awakes. 

 
C. TELEPHONE CALL PROCEDURES 

1. SCORE will pay the cost of local calls. Long distance calls will be paid by the inmate, 
using calling cards or by calling collect. 

2. Calls between the inmate and his/her attorney shall be deemed confidential and shall 
not be monitored, eavesdropped upon or recorded (RCW 9.73.095(4)). 

3. The provisions of RCW 9.73.095 shall be posted in bold block type in a conspicuous 
place within the custody facility. 

 
D. ONGOING TELEPHONE ACCESS 

1. Ongoing telephone access for inmates who are housed at this facility will be in 
accordance with the Inmate Telephone Access Policy. 

 

 

 

 

 

 

This Area Intentionally Left Blank 

 
 
 
 
 
 
 
 
 
 
 
Reviewed by: Executive Director Devon Schrum 

http://apps.leg.wa.gov/RCW/default.aspx?cite=9.73.095
http://apps.leg.wa.gov/RCW/default.aspx?cite=9.73.095
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