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I. PURPOSE

To ensure delivery vehicles entering and leaving the perimeter of the Montana 

Women’s Prison are thoroughly searched, the following procedures will be followed.
II. DEFINITIONS
None
III. PROCEDURE
A. Control and/or Front Desk Post: 
1. When a delivery arrives and requests entry, either the front desk officer or control room officer notifies Food Service that a delivery has arrived at the receiving gate.
B. Food Service/designee:
1. The Food Service Supervisor/designee will go back into the receiving room and make sure there are no inmates in the area. 
2. Once the area has been cleared, the Food Service Supervisor/designee will open the over head door and verify the delivery.
3. The Food Service Supervisor/designee will radio control to close the kitchen slider and open the receiving gate.
4. When the gate is opened, the truck will back in and the receiving gate will be closed if possible, a search of the vehicle including the passenger compartment, and under the vehicle underbody frame, should be conducted at this time to locate possible contraband.
5.  The driver will unload what he must deliver and place it in the receiving room.
6. The Food Service Supervisor/designee will check the delivery and verify the contents, sign for it and then request control to open the receiving gate.
7. The Food Service Supervisor/designee will observe the truck leave the receiving area and make sure the receiving dock area is clear and then request control to close the receiving gate staying in the area until the gate is secured.
8. The Food Service Supervisor/designee will close the over head door and ask control to open the slider to allow inmate access to the receiving room to store the item(s) just delivered. 
9. At no time will the Receiving Gate, Receiving Area Overhead Door, and the Door between the kitchen and the receiving area, all be open at the same time.  If the Receiving Gate is open, the door between the kitchen and the receiving area and the door from the receiving area to the hallway will not be opened until the Receiving Gate is once again secured.  Inmates will not be allowed into the receiving area until the Receiving Gate is secured.  The door between the kitchen and the receiving area may be opened for staff to pass through.
IV. CLOSING
Questions concerning this procedure should be directed to the immediate supervisor. 
V. ATTACHMENTS
None
