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02.02.01 
 

Section: Booking, Orientation and Release 

Chapter: Booking 

Subject: Booking Area 

 

I. Policy:  It is the policy of the Lackawanna County Prison to admit and 
process inmates in a way that ensures the legality of their 
commitment, the maintenance of facility security, and their 
thorough processing. 

 

II. Sources:  37 Pa. Code 95.222 

 

III. Definitions:  Committing Agency: Any agency legally authorized to commit 
inmates to the Lackawanna County Prison. 

 
Restraints: Any device used to physically restrain an inmate. 
 
Issue: County property given to new commitments during booking 
process. 
 
Gun Box: Key controlled boxes located in various areas of the 
facility, installed for persons that carry weapons, to have a safe 
place to secure them, before entering certain areas of the facility. 
 
Street Clothes: The clothing that an inmate is wearing when being 
committed to this facility. 
 
Weekender:  Any person sentenced to serve weekends, or other 
sentences served intermittently. 
 
Minor Injuries: Any injury not needing immediate medical attention, 
determined by the Health Care Personnel. 
 
Notorious:  Any person(s) who are widely and unfavorably known 
for their actions. 
 
Transgender:  Any term describing persons whose gender identity 
and/or expression does not conform to the gender roles assigned 
to them at birth. 
 
Hygiene kit: Consists of a cup, toothbrush, toothpaste, soap, 
washcloth and comb. 
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IV. Procedure:  Follow Post Order #01 Booking Control Officer and #02 Booking 
Security Officer. 

 

V. Gen. Info:  Pregnant Commitment: 
 

1. Booking Control Officer shall call Medical Staff and Shift 
Commander (via radio or telephone) and inform them of 
situation and possible assistance needed. 

2. Follow normal female commitment procedure except for 
delousing. 

3. Health Care Personnel shall determine housing needed for 
commitment; Female Housing, Restricted Housing, or 
Medical Unit. 

4. Shift Commander shall assign staff to Restricted Housing, if 
needed. 

NOTE: Pregnant Inmates, in their 2
nd

 or 3
rd

 trimester, shall not 

be restrained at any time unless deemed necessary by medical 

personnel. If restrained, supporting documentation shall be 

submitted to the Lackawanna County Prison Administration 

for a subsequent E.O.R. to the Pa. Department of Corrections. 
 
Weapons or contraband discovered (Booking Area): 

 
1. Refer to Document # 10.06 Control of Contraband. 

 
Awaiting Bail: 

 
1. handle like a regular commitment with exception of clothing 

search and shower. 
2. after completion of all other areas of processing, the 

commitment shall have a reasonable time limit to make bail. 
3. if no bail is being made, the commitment shall complete the 

processing procedure. 
 

Individuals turning themselves in and Weekenders: 
 

1. individuals may be ordered from either the Common Pleas 
Court or District Justices to turn themselves in at 
Lackawanna County Prison. 

2. court orders must be in the Records Supervisors’ 
possession prior to or at the time of commitment. 

file:///D:/10.06%20Control%20of%20Contraband.htm
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3. any person(s) appearing at the Lackawanna County Prison 
prior to or without the official committing orders, shall not be 
committed, but shall be interviewed. 

4. when no official committing orders are available, the Shift 
Commander shall: 
a. interview the person to find out who the sentencing 

judge is. 
b. obtain the date of the sentence. 
c. obtain the amount of sentence time. 
d. obtain their attorney name(s). 
e. obtain any other important information about the 

sentence. 
5. the Shift Commander shall ensure that a report is written so 

that the Courts know that the defendant did appear and 
complied with the sentencing order, but the sentencing order 
did not reach the Lackawanna County Prison. 

6. when report is completed, it is to be forwarded to the 
Captain or Lieutenant of the current shift. 

 
Under influence of drugs and / or alcohol commitments: 

 
1. Booking Control Officer shall call the Health Care Personnel 

and Shift Commander to inform them of the situation. 
2. health Care Personnel shall go to Booking to observe the 

commitment and give medical clearance to commit. 
3. if clearance is denied, it shall be the responsibility of the 

Committing Agency to get commitment emergency medical 
care. 

4. if commitment is accepted, it shall be Lackawanna County 
Prisons' responsibility to get emergency medical attention if 
eventually needed. 

5. refer to Document # 10.17 Secure Inmate Transports and 
Document # 10.14 Hospital Security, Supervision. 

 
Violent or self-destructive commitment: 

 
1. if warned prior to arrival of commitment, a Shift Response 

Team shall be put on standby. 
2. if in need of assistance, Booking Control Officer shall call 

Central Control for Shift Response Team. 
3. shift Response Team shall consist of Sergeant, Booking 

Security Officer and Corridor Officer. 
4. shift Response Team shall video the entire process using 

only enough force, if needed, to secure the commitment with 

file:///D:/10.17%20Secure%20Inmate%20Transports.htm
file:///D:/10.14%20Hospital%20Security,%20Supervision.htm
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minimal risk of injury to Staff and / or commitment. 
5. holding cell number four (4) shall be equipped with restraints 

(if needed) the Shift Commander shall determine whether or 
not restraints are needed and document  it. 

6. a protective helmet shall also be available to prevent the 
commitment from hurting themselves. 

7. health Care Personnel should be called to come view the 
individual for any injuries. 

8. commitment shall be restrained and observed closely until 
they settle down and cooperate with staff. 

9. when commitment is willing to cooperate, they shall go 
through normal processing. 

 
Minor injuries not needing emergency medical attention: 

 
1. health Care personnel shall give clearance to accept the 

commitment. 
2. commence Blood Borne Pathogens Policy (Document # 

09.05). 
3. treat injuries (via Health Care Personnel) if necessary, prior 

to commitment procedures. 
4. Booking Control Officer shall document and take 

photographs of the injured area(s) and secure the 
photographs as evidence. 

5. fill out a Chain of Evidence Form and secure evidence as 
per Document # 10.18 Collection and Preservation of 
Evidence. 

6. use holding cell (if needed). 
7. commitment may be moved to Medical Housing Unit or 

Restricted Housing Unit (via Booking Security Officer), if 
deemed necessary. 

 
Suicidal Commitment: 

 
1. Booking Control Officer during process or information 

received, discovers the commitment is suicidal. 
2. the Booking Control Officer shall document and report this 

information to the Shift Commander and Facility Health Care 
Personnel. 

3. Booking Security Officer shall pass on information of suicide 
watch to the Booking Control Officer. 

4. inmate shall be housed in a cell nearest the Control Officer 
station. 

 

file:///D:/09.05%20Blood%20Borne%20Air%20Borne%20Pathogens.htm
file:///D:/10.18%20Collection%20and%20Preservation%20of%20Evidence.htm
file:///D:/10.18%20Collection%20and%20Preservation%20of%20Evidence.htm
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Mental Health Commitment: 
 

1. Booking Control Officer notifies Shift Commander (via 
radio/telephone) of situation. 

2. sergeant, Booking Security Officer, Corridor Officer respond 
(if needed). 

3. follow procedure for commitment and document all behavior. 
4. place in holding cell until taken to Housing Unit. 
5. Director of Treatment and / or Shift Commander shall place 

any, if needed, watch instructions on commitment. 
6. Inmate shall be housed in a cell nearest the Control Officers’ 

station. 
 

Notoriety Commitment: 
 

1. anyone being committed, that is  known as "notorious" shall 
be handled as a normal commitment. 

2. Booking Control Officer shall locate the Shift Commander 
(via radio), followed by telephone contact, for cell 
assignment or possible need for Administrative Custody. 

 
Non-US Citizen Commitment: 

 
1. anyone being committed, that is a Non-US Citizen, booking 

staff shall inform that commitment of their right to have their 
Consular’s Office notified of their detainment. 

 
Serious Offenses: 

 
1. Should an inmate be committed with charges of homicide, 

sodomy and / or any aggravated homosexual assault; or 
assault on a Police Officer; the commitment shall be housed 
in the Booking Area until the Classification Personnel can 
review and determine housing requirements. 

 
Handicap or Prosthetic Devices: (includes casts, crutches and 
wheelchairs): 

 
1. Booking Control Officer shall notify Shift Commander and 

Health Care personnel (via radio/telephone) of situation. 
2. Booking Control Officer shall follow same procedures for a 

commitment. 
3. if commitment has any devices, the Security Staff shall 

check them for contraband. 
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4. wheelchairs, crutches and canes shall be searched and 
replaced with a Lackawanna County Prison wheelchair, 
crutches or cane. 

5. the commitment's wheelchair, crutches or cane shall be 
stored in bulk storage. 

6. commitment shall be housed according to needs determined 
by the type of device(s) and recommendations of Health 
Care Personnel. 

 
Mass Commitments: 

 
1. Booking Control Officer notifies Shift Commander and 

Booking Security Officer. 
2. commitments shall be held in cell (5) and (6) in Booking with 

the Committing Agency staying till procedure is completed. 
3. commitments shall be selected individually from the Booking 

Holding Cells for the following: 
a) pat search. 
b) removal of restraints. 
c) use of hand held metal detector and thorough pat 

search. 
d) removal of personal property and valuables. 
e) placement  in alternate holding cell (as needed). 
f) from waiting area or group holding cell, processing 

shall continue individually. 
4. segregate male (s) and female (s) commitments and place 

in holding cells (as needed). 
 
Transsexual: 

 
1. after being committed, the Booking Control Officer shall 

notify the Health Care Personnel and the Shift Commander 
to report to Booking Area. 

2. Booking Control Officer shall proceed with normal 
commitment processing. 

3. health Care personnel shall examine and determine the 
appropriate sex if possible. 

4. normal procedures shall be done for the commitment's 
property. 

5. commitment shall be housed in the Restricted Housing Unit. 
If Restricted Housing Unit is not prepared for the 
commitment, they shall be placed in a holding cell (single 
celled) in Booking, until the unit can place them. 
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Receiving an escapee: 
 

1. Booking Security Officer shall: 
a. Upon receiving inmate, do a thorough search of 

clothing and an unclothed search. 
b. Check inmate for any injuries. 
c. Have Health Care Personnel treat injuries (as 

needed). 
d. Secure inmate in a single holding cell. 

2. Take urine sample and secure in Medical Department. 
3. Warden/Deputy Warden: 

a. Make decision for housing of inmate(s) in 
Lackawanna County Prison. 

b. Make decision for housing of inmate(s) outside of the 
Lackawanna County Prison. 

 
Booking common area: 

 
1. this area shall be used for the processing of all inmates, 

unless their behavior warrants a holding cell being used for 
the process. 

2. this area is limited to the inmate movement from cell to 
search room or Processing Counter. 

3. at no time shall any inmate approach the Booking 
Processing Counter without permission. 

 
Holding Cell Uses: 

 
1. Holding cell number one (1) 

a. Temporary holding place for commitments (as 
needed) pending processing. Shall be used for 
female inmate(s) for either Booking processing or 
outgoing transports (as needed). 

b. Female(s) shall be placed in this cell unless special 
restraining equipment is required. 

2. Holding Cells Number Two (2) and number Three (3) 
a. Temporary holding place for commitments (as 

needed) pending processing. 
b. This cell is used for single or small group holding.  

This cell is equipped with no special equipment. 
3. Holding Cell Number Four (4) 
4. Temporary holding place for commitments (as needed) 

pending processing. 
a. This cell offers maximum observation from the 
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Booking Control Officer's Station for special needs 
inmates. 

5. Holding Cell Number Five (5) and number (6) 
a. Temporary holding place with benches for 

commitments (as needed) pending transports. 
b. This cell is a group holding cell, which can be used for 

mass commitments (as needed), pending processing. 
c. This cell has no special equipment. 

6. Rear Booking Cells – utilized as temporary holding cells to 
accommodate overflow for incoming and outgoing court 
inmates. Every attempt should be made to limit use to no 
more than 30 minutes. 

 
Access to Legal Counsel: 

 
1. Booking commitments shall have access to an attorney 

counsel room. 
 

Feeding Within Booking: 
 

1. meals shall be supplied at the Booking Area, to 
commitments, if it is apparent that the processing of the 
inmate(s) will not allow the inmate to attend a scheduled 
mealtime in a Housing Unit. 

2. the Booking Control Officer shall notify a Food Service 
Employee, (via phone) for meals needed at the Booking 
Area. 

3. if inmates return from court or hearings during meals they 
shall: 
a. If the meal service for the inmates Housing Unit did 

not start, the inmate shall be changed over and 
allowed to eat with their assigned unit. 

b. If it is past any mealtime the inmate shall be given a 
bag lunch and fed in the Booking Area holding cell. 

c. If an inmate is going to court and shall not return for 
lunch at the Lackawanna County Prison, the Chief 
Deputy or designee shall notify the Shift Commander 
on duty. This shall be done 24 hours prior, with a list 
of inmates who shall require a bag lunch. The Shift 
Commander shall then notify the Food Service 
Provider to prepare the needed bag lunches. 

 
 
Holding for Transports: 
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1. inmates being held for transports shall be placed in holding 

cell(s) number five (5) and number six (6), as needed. 
2. transporting Agencies shall place restraints on their 

prisoner(s) in the Holding Cell Area. 
3. if an unclothed search is needed, the Unclothed 

Search/Shower Room Area shall be provided for 
transporting agencies. 



 







Lackawanna County Prison 
Intake Triage Questions for Committing Authorities 

Committing Officer, 
Please answer the following questions to the best of your knowledge… 
 
 Has the defendant exhibited any SUICIDAL tendencies or talked 

about committing SUICIDE while in your custody? (please check 
one) 

 
    YES    NO 
 
 To your knowledge, does the defendant have any 

PSYCHOLOGICAL history that we should be aware of? (please 
check one) 

 
    YES    NO 
 
 Is the defendant under the influence of DRUGS or ALCOHOL? 

(please check one) 
 
    YES    NO 
 
 Has the defendant acted violently while in your custody or during 

the commission of his/her crime? (please check one) 
 
    YES    NO 
 
 Is the defendant a member or suspected member of a street gang 

(please check one) 
 

YES            NO 
 
 Is the defendant a juvenile?  Date of Birth_____________________ 

 

YES            NO 
 
A. Is there anything else we should know about this defendant? 
B. Please explain any YES answers from above… 

 

 
 

PRINT NAME : __________________________________ Agency : ________________ 
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