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I.  PURPOSE

  To provide procedures that will ensure early identification and assessment of inmates with 
possible emotional disorders, and the prompt referral of these inmates to Mental Health 
Services.

II. PROCEDURE

  A. MENTAL HEALTH REFERRAL LOGBOOK:

   A mental health referral logbook shall be maintained in each facilityʼs Central Control 
Room.  The logbook shall contain the following information:

   1. Name/number of the referred inmate;

   2. Date/time/tour of referral;

   3. Name/shield number of supervisor making the referral;

   4. Reason(s) why the inmate was referred - state briefly;

   5. Disposition;

   6. Any other pertinent information.

  B. Whenever a Correction Officer observes or is informed of an inmate exhibiting behavior 
that may necessitate mental health intervention or a notation has been made on 
the inmateʼs commitment papers indicating the need for mental health evaluation or 
treatment, the Correction Officer shall immediately notify his/her area supervisor.
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 II. PROCEDURE  (cont.)

 

  
  C. After making the notification, the Correction Officer shall initiate a referral to Mental 

Health Services by completing the top part of form #4018R (Referral of Inmate to 
Mental Health Services).  The behavioral characteristics displayed by the inmate 
shall be indicated by circling the appropriate item(s) on the Behavioral Checklist.  
If the behavior displayed is not listed, the behavior shall be described in the space 
provided on the form; upon completion, the Correction Officer shall submit the form 
to his/her area supervisor for endorsement and further processing.

  D. In addition to completing form #4018R, the Correction Officer shall enter the following 
information in the housing area logbook:

   1. Name, number and cell location of the inmate concerned;

   2. Brief description of the behavior observed;

   3. Name/shield number of the supervisor notified;

   4. Date/time notified;

   5. Name/shield number of the reporting officer.

  E. Upon receiving notification that an inmate may be in need of Mental Health 
Services, the area supervisor shall ascertain the urgency of the situation and take 
appropriate action.  The supervisorʼs assessment of the referral and the disposition 
of handling same, can be carried out by giving oral instruction to the reporting 
officer or by promptly responding to the area concerned. The assessment should 
also include interviewing the subject inmate (if feasible), the officer, and any other 
appropriate parties.  In any event, the supervisor shall complete the lower part of 
form #4018R.

  F. After completing the lower part of form #4018R, the supervisor shall submit the 
original to Mental Health Services and forward a copy to the designated area of the 
institution for filing and future reference.  In the event that mental health staff is 
unavailable, form #4018R shall be submitted to the medical staff.  If required, the 
inmate will be taken to the medical clinic.

  G. After submitting form #4018R to mental health or medical services, the supervisor 
shall make the appropriate entries in the Mental Health Referral Logbook (see 
paragraph II.A.).
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II.  PROCEDURE  (cont.)

 

  

  H. Upon completion of the evaluation, Mental Health Services shall prepare a summary of 
their findings as outlined on the reverse side of form #4018R.  Mental Health services 
shall retain a completed copy of form 4018R for their files; additionally, a copy shall 
be forwarded to medical services and to the Central Control Room, where the Mental 
Health Referral Logbook is  maintained.  The designated person shall then forward a 
copy of the completed form to the office of the Deputy Warden for Programs.  The 
Programs Office shall ensure that the completed Mental Health referral form #4018R 
is filed in the inmateʼs folder in the General Office.  

  I. The Mental Health Referral Logbook shall be reviewed on each tour by the Tour 
Commander in order to ensure that inmates were evaluated by the Mental Health 
Staff in a timely manner.  This logbook will be signed by the Tour Commander at the 
completion of each tour.

  J. All inmates who were referred to Mental Health Services should receive an evaluation 
no later than forty-eight (48) hours following the referral (emergency cases excluded).  
This does not preclude examination and/or treatment by the medical staff.

   Note: In the interim, between referral and evaluation (depending on the severity of 
the case), it may be necessary to place the inmate under special observation 
and/or effect a change of location.

  K. In the event that an inmate is not evaluated/treated within the prescribed period, the 
Tour Commander shall ensure that the subject inmate is seen as soon as practicable; 
additionally, a written report shall be submitted to the Head of the Institution (through 
channels), outlining the reason(s) why the inmate was not seen within the prescribed 
period.  Any information relative to the inmateʼs safety and/or the security of the 
institution should be promptly reported to the Deputy Warden for Security.

 III. REFERENCE

  A. Directive #4016, MENTAL HEALTH REFERRAL OF INMATES AWAITING    
 DISCIPLINARY ACTION, dated 10/25/82.

  B. Rule & Regulation 7.05.090
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I V. ATTACHMENT

  Form #4018R, REFERRAL OF INMATES TO MENTAL HEALTH SERVICES, dated   
  4/7/99.

V. SUPERSEDES

  Directive #4018, REFERRAL OF INMATES TO MENTAL HEALTH SERVICES, dated 


