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PURPOSE

To promulgate Departmenial procedures pursuant to Section 626 of the New York City
Charter which authorizes that access to all Departmental faciliies, books, records,
documents and papers be given to the New York City Board of Correction (BOC)
members and staff.

iI. POLICY

A

It is the policy of the Department to cooperate with the Board of Correction in
fulfilling its statutory obligations under the New York City Charter.

The New York City Board of Correction members and staff have the following legal
powers and duties under the New York City Charter:

The inspection and visitation at any time of all institutions and facilities under the
jurisdiction of the Department;

The inspection of all books, records, documents and papers of the Department;

The holding of public or private hearings which would require the examination of
witnesses as well as require the production of evidence, including books, papers

B.
1.
2.
and
3.
or other evidence.
. APPLICABILITY

This directive applies to all employees of the Department of Correction (DOC).
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V. DEFINITION

The New York City Board of Correction and its responsibilities are established by the
New York City Charter. The New York City Charter, as part of New York City law,
mandates that the Board establish minimum standards for the care, custody, correction,
treatment, supervision and discipline of inmates and evaluate the Department of
Correction’s performance. In addition, the Board submits reports to the Mayor,
Commissioner and the City Council regarding the development of the Department's
correctional program planning, and hears grievances and complaints on behalf of
persons confined under the jurisdiction of the Department or by any employee of the
Department. Studies or investigations of any matter within the jurisdiction of the
Department may be conducted by the Board.

A. Board of Correcticn members and staff shall have immediate and unrestricied
access to all departmental facilities, including hospital prison wards and court pens,
upon presenting their shields and identification cards.

B. Except as delineated in Section V.3, Board of Correction members and staff shall be
permitted to bring electronic equipment, including but not limited to cameras, into all
Department facilities in order to document their inspections and to fulfill their
obligations and responsibilities as established by the New York City Charter.
Immediately upon entering a facility with electronic equipment, the Board members
and staff will proceed directly to the office of the Commanding Officer or the highest
ranking supervisor on duty and notify that supervisor that elecironic equipment
has been brought into the facility. That supervisor or his/her designee shall take
whatever action is necessary to facilitate the work of the Board member or staff in
carrying out their responsibilities.

C. Board of Correction staff may view and photocopy departmental records. All
requests by Board of Correction staff to view and photocopy departmental books,
records, documents and papers are to be complied with promptly by Department
staff.

D. Requests that require the creation of new documents or requests that require a
written response to questionnaires will be made by the Board of Correction through
the Office of Policy and Compliance (OPC) to facilitate coordination, a prompt
response, and the efficient utilization of the Department’s resources.

E. Board of Correction members and staff shall be permitted access to all crime
scenes, while adhering to the following protocols:
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Vi.

Vil.

VIIL

PROCEDURES

1. DOC will continue to promptly notify designated BOC staff whenever an unusual
incident occurs at a DOC facility in accordance with Directive #5000R-A,
REPORTING UNUSUAL INCIDENTS as well as any other Department guidelines
regarding BOC notifications.

2. BOC representatives will respond to such incidents as BOC deems appropriate.

3. BOC representatives will be granted access to view a crime sceng area under the
accompaniment of a DOC staff member, and may remain at the crime scene for as
long as is needed fo accomplish their task. BOC representatives shall not be
permitted to bring / utilize any video recording device, or still camera, into any crime
scene area. “

4, BOC representatives will observe all crime scene protocols upon entering the crime
scene, while at the crime scene, and upon exiting the crime scene.

5. These protocols do not pertain to ongoing violent incidents in which DOC
supervisory staff has determined that BOC representatives should not enter the
immediate area because of an imminent threat to personnel safety and security.
For example; during a ballistic search, DOC officials may require all non-essential
personnel to remain outside the immediate area until DOC completes an initial
search for a weapon and the imminent threat to personnel safety and security has
been addressed. BOC representatives will be granted access at that time.

6. BOC representatives will cooperate with law enforcement authorities conducting
criminal investigations as required by Mayoral Executive Order #16.

REFERENCES

A. New York City Charter, Chapter 25, Section 626

B. Directive 5000R-A, Reporting Unusual Incidents, dated 11/19/04 (as amended)
C. Mayoral Executive Order #16

SUPERSEDES

A. Directive #1100R, Board of Correction Authority, dated 08/21/00 (as amended).
B. Teletype Order #HQ-4975-1, Directive #1100R- Board of Correction Authority,
dated 12/06/00

SPECIAL INSTRUCTIONS

Commanding Officers shall prepare and promulgate insfitutional orders to ensure
compliance with the provisions of this Directive.
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FROM: CHIEF®"S ORDER MSG#: 2013-001863

TO = SENT: 04/03/13 1509 HRS

SUBJ:

TELETYPE ORDER NO.  HQ -00752-0
DATE APRIL 3, 2013

TO COMMANDING OFFICERS, FACILITIES AND DIVISIONS

FROM EVELYN A. MIRABAL, CHIEF OF DEPARTMENT

SUBJECT  PROCEDURES FOR ALL PORTS OF ENTRY

1. PENDING THE PROMULGATION OF A COMPREHENSIVE POLICY REGARDING PORT
OF ENTRY PROCEDURES THE FOLLOWING SHALL BE IMPLEMENTED IMMEDIATELY.

2. PERSONS ENTERING A DEPARTMENT FACILITY SHALL DISPLAY THE FOLLOWING
CREDENTIALS TO THE SATISFACTION OF THE OFFICER ASSIGNED TO THE FRONT GATE,
AND TO ANY OTHER UNIFORMED MEMBER OF SERVICE ASSIGNED TO THE MAIN ENTRANCE:

A. VALID PHOTO IDENTIFICATION ACCEPTABLE TO THE DEPARTMENT; AND
B. SHIELD (IF APPLICABLE).

3. THE OFFICER ASSIGNED TO THE FRONT GATE SHALL NOT PERMIT ACCESS TO
THE FACILITY WITHOUT FACE-TO-PHOTO CONFIRMATION OF THE PERSON>S IDENTITY AND
CONFIRMATION OF THE CREDENTIALS AS VALID.

4_. STAFF ASSIGNED TO THE FRONT GATE SHALL INSPECT THE IDENTIFICATION
CARD TO DETERMINE WHETHER IT HAS EXPIRED (IF THERE 1S AN EXPIRATION DATE).
IN ADDITION, STAFF SHALL DETERMINE WHETHER THE IDENTIFICATION CARD SHOW SIGNS
OF TAMPERING.

5. IF A VISITOR HAS AN IDENTIFICATION CARD AND A SHIELD, THE OFFICER
MUST VERIFY THAT THE AGENCY LISTED ON THE IDENTIFICATION CARD AS WELL AS THE
RANK OR TITLE, IF PROVIDED, MATCHES THE AGENCY AND RANK OR TITLE DEPICTED ON
THE SHIELD.

6. THE FRONT GATE OFFICER, AND ANY OFFICER ASSIGNED TO THE MAIN
ENTRANCE, MAY DENY ANY PERSON ACCESS TO THE FACILITY PENDING VERIFICATION OF
PROPER IDENTIFICATION AND CREDENTIALS.

7. IN CASES WHERE THE OFFICER ASSIGNED TO THE FRONT GATE, IDENTIFIES
DISCREPANCIES, 1S CONCERNED ABOUT TAMPERING, HAS ANY QUESTIONS ABOUT WHETHER
THE PERSON SHOULD BE ADMITTED OR SUSPECTS THAT A PERSON MAY NOT BE WHO HE OR
SHE CLAIMS, THE FRONT GATE OFFICER SHALL RETAIN POSSESSION OF THE



IDENTIFICATION CARD (AND SHIELD, IF APPLICABLE), DENY THE PERSON ACCESS AND
REQUEST THE ASSISTANCE OF A SUPERVISOR WHO SHALL REPORT TO THE FRONT GATE AND
EVALUATE THE MATTER.

8. UNIFORMED STAFF MAY DETAIN ANY PERSON WHO KNOWINGLY PRESENTS A
FAKE/FRAUDULENT IDENTIFICATION CARD IN AN ATTEMPT TO ACCESS A DEPARTMENT OF
CORRECTION FACILITY. UNIFORMED STAFF WHO REASONABLY SUSPECT THAT AN
IDENTIFICATION CARD 1S FAKE/FRAUDULENT SHALL CONFISCATE THE CARD AND NOTIFY A
SUPERVISOR WHO SHALL EVALUATE THE SITUATION. [IMMEDIATE NOTIFICATION TO THE
FACILITY”S TOUR COMMANDER, THE SPECIAL OPERATIONS DIVISION”S TOUR COMMANDER,
AND THE INTELLIGENCE UNIT SHALL BE MADE IN THE EVENT ANY PERSON IS DETAINED
FOR KNOWINGLY PRESENTING A FAKE/FRAUDULENT IDENTIFICATION CARD.

9. THE CAPTAIN RESPONSIBLE FOR THE FRONT GATE SHALL REVIEW FRONT GATE
SIGN-IN LOGBOOKS AT LEAST TWICE PER TOUR FOR COMPLETE AND LEGIBLE ENTRIES.

10. ANY AUTHORIZED CONTRACTOR OR DOC EMPLOYEE MAKING AN APPROVED
DELIVERY TO A FACILITY. ENTERING A SPECIFIC AREA OF A FACILITY THROUGH A PORT
OF ENTRY OTHER THAN THE FRONT GATE (I.E., COMMISSARY, KITCHEN, ETC.) SHALL
NOT BE PERMITTED ACCESS BEYOND THAT AREA FOR ANY REASON. TO ACCESS ANY OTHER
PART OF THE FACILITY, THAT PERSON MUST DEPART THROUGH THE SAME PORT OF ENTRY
AND THEN, REENTER THE FACILITY VIA THE FRONT GATE AND SATISFACTORILY REPEAT
THE CREDENTIALING PROCESS.

11. COMMANDING OFFICERS OF FACILITIES AND DIVISIONS SHALL ENSURE THAT
THIS TELETYPE ORDER IS READ AT TWENTY-ONE (21) CONSECUTIVE ROLL CALLS AND
POSTED IN APPROPRIATE EMPLOYEE AREAS.

AUTHORITY:
OFFICE OF THE CHIEF OF DEPARTMENT
MM/CR



