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CHAPTER:   Staff Communication and                                   
Transportation 

 
SUBJECT:  Unusual Occurrence - Reporting and                         
Notification 

 
I. PURPOSE:  To provide a procedure for reporting unusual occurrences and a listing of Sheriff’s 

Office Command personnel to be notified when a significant unusual occurrence transpires.  
 
II. POLICY:  It is the policy of the Sheriff’s Office to document all unusual occurrences and notify 

Command personnel of any significant unusual occurrences expeditiously.  The Commanding 
Officer or designee, will analyze, at least annually, serious inmate injuries to identify problems and 
institute corrective actions, if applicable. 
 

III. DEFINITIONS: 
 

A. UNUSUAL OCCURRENCES: Any minor assault/injury to staff or inmate or any disruption to 
the normal daily activities that should be disseminated to other staff members to ensure the 
safety and security of the facility. 

 
B. SIGNIFICANT UNUSUAL OCCURRENCES: Death, serious injury or illness of any staff or 

inmate; any disturbance within the facility that may require assistance; escapes or any situation 
which may draw public attention to, or reflect unfavorably upon the Sheriff’s Office.   

 
IV. PROCEDURE: 
 

A. The Watch Sergeant and Watch Commander will be informed of all unusual occurrences. 
 

1. An Unusual Occurrence form will be completed and turned in to the Watch Sergeant with a 
copy sent to the Watch Commander. 

 
2. Copies of the report will remain in the Watch Sergeant’s office so that the information will 

be passed on to other shifts. 
 
3. The Watch Commander shall determine whether a copy of the unusual occurrence form 

shall be forwarded to the facility Commanding Officer. 
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B. The Watch Commander, or his/her designee, will notify Command personnel of any significant 
unusual occurrences as follows: 

 
1. The facility Commanding Officer will be notified immediately. 

 
2. If he/she is unavailable, the Commander of the Detentions and Corrections Division will be 

notified. 
 
3. If the Commander is unavailable, the following shall be notified: 

 
a. Evenings: Assistant Sheriff over Detentions and Corrections Division 
b. Weekends and Holidays:  On-Call Manager 

 
4. Once notification of a Command Officer has been made, there will be no need to continue 

notification upward unless the individual contacted directs such action to be taken. 


