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I. Purpose  

Pursuant to DYS Policy #301.08, “Searches”, this Standard Operating Procedure sets the requirement that each site develops and maintains sufficient guidelines to ensure safety by conducting searches. 

Items on the current ODYS Contraband List 301.08.01A are prohibited unless the Site Manager or designee has approved a Contraband Exception Form 301.08.01B.

II. Applicability

This Standard Operating Procedure applies to all Ohio Department of Youth Services employees.

III. Definitions 

Contraband - any item that is illegal by law or expressly prohibited by those legally charged with the administration and operation of the facility or program.

Contraband List ‑ a listing of items that have been defined as contraband by the Ohio Department of Youth Services.

Frisk Search – removal of all items from pockets for a visual and/or physical search followed by a hand search of the body.

Metal Detector ‑ a device that is preset to a sensitivity setting established by the Operations Office to detect metallic substances on person(s) seeking entry into an Ohio Department of Youth Services facility.  This setting will be checked and tested frequently to ensure compliance.

Hand Held Metal Detector (Wand) ‑ a hand held device that is used to detect metallic substances on person(s) seeking entry into an Ohio Department of Youth Services facility.  

Site Manager – The Superintendent, Regional Administrator or person assigned to act directly in that capacity.
IV. Procedure  

A.     Institutions

1. Employees and visitors to institutions are subject to search when entering and leaving and for probable cause at any time on state property managed by the Ohio Department of Youth Services. Entrants may be searched by use of a metal detector or similar device, by a pat down that is conducted by a person of the same sex, and by an examination of the contents of the pockets, bags, purses, packages, and other containers proposed to be conveyed or already conveyed onto the grounds of the institution. Searches may be conducted without cause, but shall be conducted uniformly or by automatic random selection. Discriminatory or arbitrary searches are prohibited.

2. All employees and visitors to ODYS institutions are required to enter through the designated entrance, adhering to all entrance procedures, including the metal detector.

3. All employees will be required to properly display their DYS Photo Identification Badge prior to entry, during working hours, and prior to exit of the facility.  Employees and visitors without DYS Photo Identification Badges will be required to provide identification, sign in on visitor’s log, and obtain a DYS Temporary Badge. Upon leaving the institution the DYS Temporary Badge will be returned.

4. Employees and visitors will be required to remove coats, hats, scarves, gloves, etc., and place them on the surface provided.  The attending entry staff member will examine these items.  If questionable items are found, the owner will be asked to remove the items for visual inspection.

5. The employee for inspection must open purses, briefcases or other carry‑in items. If necessary, the owner will be asked to remove items for closer inspection. Pockets of coats and outer garments may be searched prior to returning them to the owner. 

6. Prior to passing through the metal detector, the employee/visitor will empty his/her pockets and remove all items containing metal (watches and other jewelry, keys, coins, eyeglasses, authorized pagers, etc.) and place them in a plastic container provided for visual inspection by facility staff.

7. The employee/visitor will then pass through the metal detector.  If no alarm sounds, the employee/visitor will retrieve their property and metallic items from the inspection container.

8. If an alarm sounds, the employee/visitor will be required to walk back through the metal detector and check themselves again for items that may have set off the detector. 

9. If the employee/visitor fails to clear the metal detector on the second try, he/she will be asked to stand clear of the metal detection device and a hand held wand will be used by the attending staff member to determine the source of the alarm.  Once the source of the alarm is located the staff member will determine the nature of the item and attempt to determine why the employee/visitor did not remove it.

10. If the item is contraband, the on duty Operations Manager will be notified and determine if, and on what terms, the employee/visitor will be permitted to enter the institution.  If the employee/visitor refuses to meet the conditions for entry, he/she will not be permitted to enter the institution.

11. Vehicle sally ports

All movement of people, vehicles and goods into and out of an institution through any vehicular sally port are subject to the same provisions as entry via the main institution entrance. The Superintendent or designee shall establish local procedures, which insure that persons, vehicles and goods are properly identified and searched.

   B.      Regional Parole Offices

1. All employees and visitors to ODYS Regional Parole Offices are required to enter through the entrance(s) designated by the Regional Administrator.

2. All employees will be required to properly display their DYS Photo Identification Badge prior to entry and at all times in the office.

3. Employees and visitors without DYS Photo Identification Badges will be required to provide identification, sign in on a visitors log, and obtain a DYS Temporary Badge. Upon leaving the site the DYS Temporary Badge will be returned.

4. Employees of Regional Parole Offices may be asked to submit to a search when there is probable cause to believe that they are conveying contraband onto the site and random searches at intervals approved by the Regional Administrator.

C. Contraband

1. All contraband confiscated shall be documented on the Search Report 301.08.01C.  All items confiscated will be inventoried on this form.  A duplicate inventory sheet will be attached to the items and a receipt will be given to the individual.

2. Confiscated contraband shall be kept in a secure location and shall be handled by as few staff as possible. The site manager shall determine the chain of custody and secure storage location for contraband.

3.   For articles that are in violation of the laws of the State of Ohio, the State Highway Patrol is summoned and will determine the disposition of the contraband. 

4. Should the search reveal items that are not in violation of the Ohio Revised Code but are considered contraband for the institution, the Superintendent or designee proceeds with disciplinary action up to, and including removal.

5. Items found under (4) are given to the designated Deputy Superintendent to hold as evidence and disposed of when the matter has been closed. 
6. For those items that are not turned over to the Highway Patrol, the following procedure will be used for disposal of items left unclaimed.  
a. Upon the expiration of one-year, all personal property, other than cash, remaining unclaimed in the custody of the department shall be disposed of.

b. The department, at public auction, shall sell all personal property remaining in the custody of the department and the proceeds of the sale delivered to the state treasurer for deposit in the general revenue fund.  

c. If any tangible personal property is not salable at public auction, or if it has no intrinsic value, or if the value is not sufficient to justify its retention by the department to be offered for sale at public auction at a later date, the department may order it destroyed.

D. Exceptions

1. Employees and or visitors with medical conditions that "prevent" them from passing through the metal detector must provide a physician's statement documenting the condition and a completed Contraband Exception Form 301.08.01B with their supervisor's recommendation and approved by the Site Manager.

2. The Contraband Exception Form 301.08.01B will be filed in an accessible location for reference. The physician's statement will be filed in the employee's personnel folder, and the visitor's documentation will be filed in the youth's master file.  The Contraband Exception Form 301.08.01B will be filed in an accessible location for reference.   The Contraband Exception Form 301.08.01B need not specify the nature of the condition.

3. Upon entering the building the employee/visitor who is not "permitted" to pass through the metal detector for medical reasons will inform the entry staff that a Contraband Exception Form 301.08.01B is on file.

4. The entry staff will check the notebook/log to confirm the employee/visitor’s claim.  If the form is on file, steps (1) through (4) will be followed. The employee will not have to walk through the metal detector, but will have to be hand wanded.

5. If documentation prevents hand wand and metal detector search, then a same sex frisk search will be conducted.

6. If no contraband is found, the employee/visitor will be allowed to retrieve his/her personal items and enter the site.

V. Attachments

Contraband List 301.08.01.A

Contraband Exception Form 301.08.01B

Search Report 301.08.01.C

VI. Monitoring

This Standing Operating Procedure shall be reviewed annually and updated as needed by the Deputy Director of Facility Programs and Operations, Deputy Director of Parole and Community Services, Bureau Chief of Facility Operations or designee and Bureau Chief of Parole. 
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