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I. PRUPOSE

To ensure that security is maintained while allowing staff and visitors to enter the Montana Women’s Prison through the Front Entrance, the following procedures will be followed.
II. DEFINITIONS:
None
III. PROCEDURE
A. Front Desk Officer 
1. The following areas of operation are your responsibility:
a. Front Desk Operations.

b. Visitor/volunteer sign in 

c. Inspect all incoming non-inmate packages.

d. Conduct and log random and Mandatory Staff Searches. 
2. When taking control of the front doors from the Control Center and allowing individuals access to the facility, the following process will be followed:
a. To take control of the front doors of the facility, click on the box that says “Call MCR” on the bottom computer screen.  The Control Center can then release control of the front doors to the Front Desk Officer by clicking toggle on.
b. When an individual press the front door button, the computer screen will activate notifying you that there is someone at the front door on the next call check list.
c. Click the next call square on the screen or directly on to the door square on the screen to activate the front door.
d. Press the talk button on the speaker pad to talk to the individual at the door.  If you cannot hear the individual at the front door, turn up the volume using the knob located at the top of the speaker pad.  Ask them their name and purpose.
e. When their identity and purpose of their visit have been confirmed, click on the unlock button on the right side of the screen to open the front door.  This should allow them entrance through the second door as well.  If the individual does not make it through the second door before the door locks, click on the inner door square on the computer screen and click on unlock.
f. Log them in the logbook to include date, time and name. 
g. A random search of staff will be conducted using the following procedures:
1) All MWP/DOC staff and their backpacks, purses, etc. will be searched when they first enter the facility before they are admitted to the briefing room or past the front desk.
a. When a staff member leaves the secure perimeter and re-enters through the front desk area they will need to be searched, each and every time.
2) Have the staff member pass through the metal detector and/or utilize the hand-held metal detector.  If the detector does not sound, then allow the person to proceed.  If the alarm does sound, have the person remove all metal objects and again pass the detector.
3) If the alarm continues to sound contact the shift LT as to how to proceed.
4) This search is to be logged in the Staff Search Log located at the Front Desk.
3. If you are required to leave the immediate area of the front desk, click on the “Transfer to Central” button on the left side of the computer.  This will allow the Control Center to take control of the front doors by toggle off; or notify the Control Center directly via the phone, radio etc… so they can take control of the front doors.  Control of the front doors will not be controlled by the front desk if there is not an officer/staff member at the front desk 
4. If the individual or individuals are visitors, volunteers, or others that require an escort in order to enter the facility, the below procedures will be followed: 
a. Inform them to leave all personal items, except car keys and a picture ID, in their vehicle.  If they have no vehicle, inform them they may leave the items at the    front desk at their own risk.
b. Law Enforcement and other authorized personnel may leave their weapons in their vehicle or in the lock boxes provided in the intake/transport vehicle sally port or lock box at the front desk. They will retain the key to the box.  Weapons include: Firearms, ammunition, any type of baton, knives, “OC” spray, Cuffs or Cuff keys.  None of these items will enter the secure areas.  Personal Cell phones are not to be permitted inside the secured parts of the facility unless authorized by the Warden or an Associate Warden.
5. Greet the visitors/volunteers and place their coats, shawls, ponchos, hats, etc., (after a search is conducted on each item) on the coat rack adjacent to the front desk and then sign them in using the following procedures:
a. Request a picture ID, compare the photo to the person and to their Volunteer   badge and/or to the Volunteer Movement sheet to verify the purpose of their visit.
b. Place their picture ID in the slot you removed the volunteer or visitor badge from, and sign them in.
c.  Car keys will be kept in the visitor key box/ID box.
d.  All carried in items will be searched for possible contraband.
e. All visitors/volunteers will pass through the Metal Detector.  If the alarm sounds have them remove any metal objects from their person and pass through again.  If the alarm sounds a second time, use the hand wand to determine the location of the possible object.
f. If contraband is suspected contact the shift LT.  They will request the visitor/volunteer to submit to a “Pat” search using a same sex officer.  If they refuse, the person will be denied entrance into MWP.
g. After the search has been completed, notify Control to have an officer escort them to the appropriate area.
h. Volunteers will need to obtain their folder containing an attendance roster.  They will take attendance for their group and return the roster to the front desk upon checkout.
i. Chapel Volunteers will also need the volunteer Radio if they request it.  
B. Visitor Dress Code
1. Those entering the Facility must be dressed and groomed in a manner that will not distract, disturb, or cause offense to staff, inmates or other visitors. The Front 
Desk Officer will make decisions on this matter. 
2. If the person in question has an objection to this decision, it will be referred to the On-Duty Lieutenant.  If the Lieutenant makes the same decision, the person will be asked to leave the Facility.  
3. No person who appears to be under the influence of drugs or alcohol will be allowed entrance into the Facility.
4. Necessary Prescription medications will be locked up at the front desk or in the Shift Lieutenant’s office until needed and given back to the owner as they are leaving.
5. When visitors are ready to leave, they will notify Security staff on the floor, or in Control, and wait in the dayroom for an escort if unfamiliar with the facility.  The floor officer will be notified and proceed to the appropriate floor to escort the visitor out. If the volunteer/visitor is familiar with the facility and once the inmates are out of the area the volunteer/visitor may proceed to the front door and await Control to open the door and the security staff to check them out.
6.  To check a visitor/volunteer out, the following procedures will be followed:
a. Request the ID Badge (visitor badge) and return their ID to them along with their keys that were placed in the ID boxes at the front desk.
b. A random search of all bags, boxes, books or other items should be completed before they are taken out of the Facility.
c. Ensure volunteers return their folder with attendance roster.
d. Ensure the volunteer radio is returned from volunteers who use it.
IV. CLOSING 
Questions concerning this procedure should be directed to the immediate supervisor.

V. ATTACHMENTS 
None
