






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 IS 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, IS 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 IS 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 
 


