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I. PURPOSE  
    The Montana Women’s Prison will maintain safe and secure facility operations through a comprehensive inmate accountability system that includes scheduled and unscheduled physical counts, accurate record-keeping, and effective staff supervision.
II. DEFINITIONS
Census Check – A count taken in housing units or other locations during periods between official counts to determine if inmates are in their assigned areas.

Control Center – The facility area, or non-centralized functional equivalent, that monitors and coordinates facility safety and security systems and supervises staff and inmate movement.

Cross Count – Two consecutive visual counts of each inmate by two officers to ensure count accuracy, typically conducted during the official count.

Disability – A physical or mental impairment that substantially limits one or more of a person’s major life activities, a person who has a history of such an impairment, or a person who is perceived by others as having such an impairment. See Americans with Disabilities Act of 1990, 42 USC § 12101, et seq., as amended.

Emergency Count – An official, unscheduled count taken in an emergency, e.g., a disturbance or a suspected escape, to immediately account for each inmate.

Official Count – A periodic, scheduled daily count taken to account for each inmate in the facility.

Outcount – A count taken on inmates who are out of their housing units during an official count with the results tabulated into the official total.

Picture Count – A count that verifies inmate identities through direct comparison with their picture identification cards.

Stand-up Count – A count that requires inmates to stand at their cell doors or end of beds to demonstrate they are physically present and not deceiving the observer using dummies or other simulations.
III. PROCEDURES
A. Offender Supervision
1. In addition to count procedures, staff supervision is critical to MWP security.  
a. Staff must be on duty in housing areas and other critical posts 24 hours a day to be able to supervise, observe, and interact with offenders.  
b. Staff must be active in patrolling housing units, and must be alert to unusual incidents, changes in types of offender interaction, or other signs of unusual activity in the facility.
c. Staff must stay out of office areas to the greatest extent their duties allow and remain in personal contact with the offenders in their units.  
d. Staff surveillance of key locations is an important part of the internal surveillance program.
e. All male staff when entering any unit will announce ‘male staff’ when entering a unit

1) This will help ensure that inmates are able to shower, perform bodily functions, and change clothing without nonmedical staff of the opposite gender viewing their breasts, buttocks, or genitalia, except in exigent circumstances or when viewing is incidental to routine cell checks.
2) Exception: when there are emergency situations and/or security issues that need to be handled inconspicuously male staff do not have to announce themselves.  Always notify Shift Lieutenant if these circumstances arise.

B. Locked Unit Supervision
1. Offenders in locked status must be under direct staff supervision in the unit.
2. Unit operations must ensure irregular rounds of the unit, made not less than every 60 minutes.
3. More frequent supervision may be warranted in special instances.  Special suicide watch cases, as identified by appropriate staff, will be supervised per the MWP procedures Suicide Watch 3.5.3a and Mental Health Cases in Locked Unit Status 3.5.3                                      

 
4. Electronic supervision by television monitors is not a substitute for staff supervision, only an aid.  
5. Voice or other communication capability with offenders will be maintained always.  
6. Offenders involved in recreation activity, including those in locked units, will always be subject to direct staff supervision when they are engaged in such activity.

7. All male staff when entering any unit will announce ‘male staff’ when entering a unit

a. This will help ensure that inmates are able to shower, perform bodily functions, and change clothing without nonmedical staff of the opposite gender viewing their breasts, buttocks, or genitalia, except in exigent circumstances or when viewing is incidental to routine cell checks.

b. Exception: when there are emergency situations and/or security issues that need to be handled inconspicuously male staff do not have to announce themselves.  Always notify Shift Lieutenant if these circumstances arise.

C. All Inmates and Staff Official Count Times
1. 0415 (In Cell Cross Count)
2. 0615 (In Cell Cross Count)
3. 1235 (Standing Picture Cross Count)
4. 1815 (Standing Picture Cross Count)
5. 2300 (In Cell Cross Count)

a. All inmates are subject to count procedures.  inmates may never be permitted to participate in the preparation, documentation, or operation of the count process.
b. There will be no movement, no talking, and no radios, televisions, Walkman’s, I-Pods on without headphones until after count has been cleared.
c. Inmates will be in appropriate clothing for all counts and will be required to have their ID tags on for the 1235 & 1815 counts.
d. All inmate movement must cease before the count begins and remain suspended until the total facility count is clear and correct. Other than life‑threatening emergencies, there must be no inmate movement during official counts; any movement must be kept to a minimum and immediately reported to the Shift Lieutenant responsible for the count.
e. Each count must be made accurately and promptly.  If there is any doubt as to the correctness of the count, a recount must be taken.  Inmates must be visually identified on each count.  A report of each count must be communicated to the Shift Lieutenant’s Office.  All reports must then be checked and coordinated to verify that the total facility count is correct, and all offenders are present and accounted for.
f. An inmate with a physical or mental impairment that substantially limits one or more of an inmate’s major life activities, an inmate who has a history of such an impairment, or a inmate who is perceived by others as having such an impairment may be given exceptions to physically standing for count or other count procedures.  They will be given an HSR through MWP medical department and a copy of the HSR will be stored in the Shift Lieutenants Office. 
D. Control 
1. Five minutes before counts, the control officer will announce over the radio: “Institutional Count in five minutes.”
2. After the supervisor announces count clear over the radio to the control officer, the officer will repeat over the radio, ‘institutional count clear.’
3. Clearing of count will be made aware to the inmates through the intercom system (0615, 1235, & 1815 counts only) and by each officer and the respective units.  Inmates will not announce the clearing of count.  
E. Floor Officers (Two Minimum)
1. For the 0415, 0615 and 2300 counts, the inmates will be clearly visible in their rooms during the count and are to be at or around their beds.  

2. The 1235 and the 1815 counts are standing picture cross counts. Inmates
 will be standing outside of their cells/rooms, adjacent to the door, in uniform.  Saturdays, Sundays and Holidays sweats will be allowed at all counts and at the 1815 count during the week.

3. The officers will compare the inmates’ ID Cards to the inmate’s face as well as to the inmates’ door cards ensuring they all match. 
a. If the inmates ID card is damaged or the inmates looks have changed because of something they have done the inmate will pay for a new ID card to be made.
4. All counts will be performed in a “Cross Count” manner.

a. To conduct a “Cross Count”, each officer goes a different/opposite direction on the unit/pod.  Each officer counts the inmates as they go.  When both officers are done they compare the count.  If they both obtained the same number, they complete and sign the count sheet in red ink.
5. All inmates housed on the Secured Housing Units (SHU) will always be counted while they are in their cells; inmates are to be at or around their beds.
6. Staff must be positive they see a live human body before counting an inmate as present.  When making night counts, flashlights should be used sensibly, but enough light should be shown on the offender to ensure that the inmate is being counted.  

7. The completed count sheets are turned over to the Shift Lieutenant always signed by two Officers.  Any changes, line outs (single line through the inmate name) or write ins will be done in red ink. 
a. No removals or white outs will be allowed on the count sheet.

8. When an activity is being held in any part of the prison that has been pre-approved by the Warden or designee during count 

a. When “Institutional Count in Five Minutes” is announced the inmates at the activity will stop what they are doing and line up according to their housing assignments.

b. Two Officers will perform a cross count and write the proper information on an Out-Count Sheet  

c. All movement will stop until after they have been counted by an officer and the count has been cleared.
F. Shift Lieutenant or Designee
1. Will verify all count slips, ensure all inmates are accounted for, sign the Master Count Sheet, and then inform the control officer to clear count.

2. Will order a recount if a count is inaccurate.  The facility count cannot be cleared until all inmates are accounted for.

3. If two cross counts are completed on a unit, and the officers are not able to agree on count, the Shift Lieutenant will send two different officers up to do cross-count.  If the count is agreed upon and reconciled, then count can be cleared.

4. If the count sheet numbers do not match the master count, the facility will be locked down. All inmates will be escorted back to their assigned cells and a standing picture count will be done.  

5. If inmate(s) are not accounted for, notify the Duty Officer and begin a Building/Grounds search for the missing inmate(s). 

6. If the missing inmate(s) are not found, then escape procedures will be initiated.
7. In case the computer system goes down, the Shift Lieutenants’ will ensure there is a supply of hard copy count sheets in the Lieutenants Office.

8. All count sheets will be stored and maintained for a minimum of thirty days.
G. Work Supervisors
1. Once “Institutional Count in five minutes” has been announced over the radio, all inmate movement will stop until after the work supervisors have visibly identified and counted all inmate workers, filled in the Out-Count Sheet, and “Count Clear” has been announced.

2. The Out-Count Sheet will be filled in with no deletions or white-outs to it and signed by two officers/staff.  An officer will pick up the count sheet and deliver it to the Shift Lieutenant.

H. Admin/Support Personnel
1. Once “Institutional Count in five minutes” has been announced, all movement within and into the Facility that requires the control officer, stops until after “Institutional Count Clear” has been announced.  There will be no groups or programs conducted during count times, except as approved by the Warden.
I. Inmate Rule Violations During Counts
1. If an inmate is in their assigned room, but not clearly visible, during the 0415, 0615 and 2300 counts, they may be written up for 4308- Unauthorized Area or a 4216-Interfering with Count, a lock-up offense.

2. If an inmate is not in their assigned room, cell, or other pre-approved location during a count, they may be written up for a 4101 Escape or 4234-Unauthorized Area, both of which are or could be lock-up offenses. 

J. E-MAILING IN COUNT TO MSP COUNT OFFICE
1. Shift Lieutenant or designee
a. After the 0415 count is conducted and cleared the Lieutenant will e-mail the count into the MSP count office using the Daily Population Report; e-mail address is CORCPU-Count@mt.gov .  The following information will be sent
1) MWP numbers

a) Total on site

b) Off site

c) Out to Court (OLTC)

1. Total numbers for MWP
2) Jail holds

a) DOC-ASRC

b) PPD

c) MWP

1. Total jail holds
3) To verify the Jail Hold numbers being e-mailed, go to 
a) data mwp,  

b) DATA
c) STATUS

d) MWP Status and Movement Reports
1. Scroll through the “Status” sheet to find the necessary information.

K. Emergency Count
1. Staff will conduct emergency counts in response to an immediate need to account for all inmates’ present at the facility. Inmates will return to their housing units at once, provided the emergency does not prohibit such movement and that the facility shift supervisor has cleared the movement.

2. Staff will conduct emergency counts in circumstances such as: a missing inmate, after a lengthy power failure, or when indicated by a facility disturbance.

3. Shift Lieutenants will organize records so that an emergency count may be completed quickly and accurately, i.e., the master count sheet prepared immediately, with verbal or telephone outcounts approved by the designated supervisor.
L. Census Check 

1. Periodic daily census checks, taken between official counts help determine whether inmates are in their assigned locations and help staff learn if inmates may be hiding, perfecting escape routes, engaging in sexual misconduct, or fabricating contraband.

2. To keep staff and inmates aware of the facilities accountability requirements staff may randomly conduct census checks over the entire facility by stopping inmate movement and counting inmates where they are located at that time. 

3. Staff must document census numbers to the control room where it will be logged.  An official count is not required unless the census check reveals missing inmate(s), inmate(s) out of bounds, or other improper activity and may require immediate investigation.

IV. CLOSING
Questions concerning this procedure should be directed to the Shift Lieutenant or the Associate Warden of Security.
V. ATTACHMENTS
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