CITY OF OCONOMOWOC POLICE DEPARTMENT
POLICIES & PROCEDURES
DATE: July 27, 2022

HISTORY: September 1, 1999
August 20, 2020
January 28, 2021

SUBJECT: Lockup Policy

POLICY NUMBER: 99-076

I.

PURPOSE
The purpose of this general order is to establish policy guidelines governing the incarceration of adult
and juvenile prisoners in the Oconomowoc Police Department lockup facilities. In this policy “lockup
facilities” shall include jail cells and holding rooms that persons in custody are locked into for the
purpose of temporarily confining them.

II. POLICY
The policy of this department is to provide a safe and secure lockup facility for the detention of
arrested persons awaiting processing, bail posting, transfer to the custody of another agency or release.
The department lockup facilities are for the short-term detention of prisoners. Absent extenuating
circumstances, prisoners should generally not be detailed in lockup longer than two (2) hours. In the
case of juveniles (persons under age 18), the period of detention shall not exceed six (6) hours in the
lockup facility.
III. MANAGEMENT
A. The Captain of Police shall be responsible for the overall operation and maintenance of the lockup
facility. These responsibilities shall include:
1. Management and care.
2. Maintenance and inspection of the facility.
3. Facility safety and security.
4. Training of personnel in lockup operations.
5. Compliance with state statutes/Wisconsin Department of Corrections policy concerning:
a. Physical plant of the lockup
b. Security measures of the lockup
c. Fire safety
d. Sanitation and hygiene of the lockup and of the prisoner(s)
e. Records and reporting
f. Health care
B. Shift supervisors shall be notified/assist in the management of the lockup facility by overseeing its
use during their respective shifts.
C. All personnel who have direct contact with prisoners shall be properly trained. Training for persons
having responsibility for the supervision of prisoners shall include, at a minimum, procedures for:
1. Handling medical emergencies involving prisoners.

2. Supervising prisoners.
3. Methods for applying physical restraints.
4. Liability issues.
5. Emergency procedures in the event of fire, including location and operation of fire
extinguishers.
6. Security procedures.
7. Familiarization with department policies for the proper use of the lockup facility.
8. Orientation on the operation of the lockup facility for non-police personnel.
IV. FIRE SAFETY AND INSPECTIONS
A. Burning Materials
1. No burning or smoking materials will be permitted in the lockup facility.
2. Persons in custody will not normally be permitted to smoke. Exceptions may be made to
facilitate the interviewing of subjects. However, smoking will only be allowed in the presence
of an officer.
B. Fire Prevention, Detection and Evacuation
1. Prior to placing a person in a holding cell, the cell shall be inspected to ensure there are no fire
hazards or foreign combustible materials contained therein.
2. Fire hazards observed in holding cells shall be immediately reported to the shift supervisor,
who will notify the Captain of Police in writing.
3. An automatic fire alarm designed to detect heat and smoke will be strategically placed for each
holding cell. Such alarms and their placement will be approved in writing by the fire inspector
of the Western Lakes Fire Department and/or a city building inspector.
4. An emergency evacuation plan for the lockup facility will be prominently displayed near the
cells.
5. In the event of a fire or any other emergency in which a prisoner must be removed from the
cell, there are two exits from the lockup area: one leads to the police department hallway and
one leads to the sally port.
6. When prisoners must be removed from the lockup area under emergency conditions, it shall be
the responsibility of the shift supervisor to see that the prisoners are immediately removed
from their cells, secured by handcuffs, and kept in a secure location under the emergency has
passed. If the prisoners cannot be returned to their cells when the emergency is over and they
are going to continue to be held, they shall be transported to the Waukesha County Jail.
C. Inspections and Equipment Tests
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1. The Captain of Police or his/her designee shall conduct a monthly inspection of the lockup
facility for sanitation, operational wear, prisoner tampering, weapons and contraband. The
inspection shall include examinations of all locks, doors, windows, walls, floors, ventilator
covers, glass panels, and other security devices. Further, supplies of blankets, first aid kits, and
prisoner hygiene materials are available. The inspection shall be documented on the lockup
inspection report and retained by the Captain of Police.
2. The inspection shall also focus on verifying the presence and condition of fire equipment in
locations approved by the Western Lakes Fire Department and that the evacuation plan for the
facility, indicating emergency exits, is posted.
3. The Captain of Police or his/her designee shall conduct a monthly test of the facility’s automatic
fire detection devices and alarm system. He/she shall also ensure that a semi-annual
inspection/test shall be conducted by the fire department to ensure the equipment is
operational and functional. A record of all such tests/inspections shall be retained by the
Captain of Police.
4. All defective security equipment shall be replaced or repaired immediately. Any condition
conducive to harboring or breeding insects, rodents or other vermin shall be eliminated.
5. The monthly inspection of the lockup facility shall be recorded on the lockup facility inspection
report and be maintained by the Captain of Police.
V. SECURITY AND CONTROL
A. Under no circumstances, except as directed by a supervisor under emergency conditions, shall
anyone be allowed to take a firearm into the lockup area when a prisoner is present in the lockup
area. Weapons must be secured in the gun lockers prior to entering the lockup area.
B. Officers are discouraged from entering any occupied cell alone. However, if necessary, the officer
shall alert the police support specialist, who will then closely monitor the lockup on the video
camera.
C. Jail cell keys will be kept on a hook in the cabinet. A duplicate set of keys will be in the police
support specialist center. Only sworn personnel are authorized to use the keys to lock or unlock
holding rooms.
D. Cell doors shall be kept locked, even when unoccupied.
E. Prior to placing a prisoner in a cell, the officer shall inspect the room for the presence of weapons,
contraband, or damage to the room. Officers removing prisoners from cells shall also perform a
security check. If a weapon, contraband, or damage is observed, the officer shall immediately
notify the shift supervisor.
F. Under no circumstances shall a detainee be secured to an immovable object unless the object is
designed and intended for such use.
G. The Captain of Police, or designee, will perform a security inspection of each cell monthly. The
inspection shall include checking the condition of all locks, doors, windows, fixtures, vents, panels,
lights, walls, floors and ceilings for operational wear and prisoner tampering. All defective security
equipment should be replaced or repaired immediately. A written report of the monthly
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inspections will be submitted to the Chief of Police or his/her designee. Any noted condition that
threatens the security of the holding facility shall be immediately reported to the shift supervisor
and Captain of Police, who will investigate the matter and give a written report of the investigation
to the operations division supervisor.
H. Tools used for repairs shall not be left unattended in the lockup area. Upon completion of any
repairs, the shift supervisor shall be notified and will conduct a security check of the repaired
room.
I. Culinary tools shall not be allowed in any holding cell.
J.

Police support specialist shall monitor the intercom system and the video camera system whenever
there is a prisoner in the holding area. The police support specialist will notify the shift supervisor of
any problems detected in the holding area.

K. Officers will use their portable radios and/or the intercom or duress button, to summon help in the
event of an emergency developing in the holding area.
L. In the event of an escape from the holding facility, the shift supervisor shall be notified immediately.
All other on-duty personnel shall also be advised by the police support specialist. The shift
supervisor shall deploy officers strategically in efforts to recapture the escapee and pertinent
information concerning the escapee should be broadcast to all units. The shift supervisor shall
consider calling for assistance from other law enforcement agencies, including the use of search
dogs. All parties involved in the search should be notified when the escapee is recaptured.
VI. PRISONER PROCESSING (ADULT AND JUVENILE)
A. All prisoners brought into the lockup area (and prior to being placed in a cell or handcuffed to the
bench) shall be thoroughly searched for weapons and contraband. They shall also be positively
identified as soon as practical. All personal property except clothing shall be taken from the
prisoner and will not be allowed into the cells. Clothing items that the prisoner could use to harm
him/herself should also be taken. (Example: shoestrings, belt).
B. An itemized inventory of all property removed from the prisoner, including prescribed medications
will be made on the Jail Record Form. When possible officers of the same sex should conduct a
search of a prisoner. An officer searching prisoners of the opposite sex will have another officer
witness the search of the prisoner prior to removing the handcuffs from the prisoner or conduct
the search in view of a video camera.
C. Items taken from prisoners shall be secured in the prisoner property lockers located in the lockup
facility. The arresting officer will keep the key to the property locker until the prisoner is released.
If the arresting officer goes off-duty before the prisoner is released, the key for the property locker
will be turned over to the on-duty shift supervisor.
D. The Jail Record Form will contain information regarding arrest, property inventory, medical
screening for illness, and disposition of prisoner shall be completed by the arresting officer.
E. Females shall be kept in holding rooms separate by sight and sound from incarcerated males.
F. Prisoners who are under the influence of alcohol or other drugs shall remain under close
observation with frequent security checks being made for their well-being. If the prisoner is
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incapacitated due to alcohol or other drugs, refer to Section VIII, Medical and Health Services of this
General Order.
G. Prisoners who are violent, combative, or self-destructive shall be restrained to prevent injury to
themselves or others. Prisoners who are or may be suicidal, as decided by the shift supervisor or
arresting officer, shall be placed under close observation with frequent security checks being made,
at least every 15 minutes at irregular intervals, for their well-being. If needed, the prisoner can be
processed according to the emergency mental commitment procedures. Officers shall document
all actions taken on the Jail Record Form, or on an attached sheet of paper that will remain part of
the record.
H. In the event of a suicide or attempted suicide by a prisoner, every effort shall be made for the
intervention of the suicide by application of first aid procedures and the summoning of rescue
personnel. The following persons shall be notified in the event of a potential or attempted suicide:
on-duty shift supervisor and Captain of Police. For a completed suicide, the on-duty shift supervisor
shall notify the Captain of Police, the Chief of Police, the Waukesha County Medical Examiner, and
the Waukesha County District Attorney’s Office.
I.

The Captain of Police shall notify the Wisconsin Department of Corrections Regional Detention
Facility specialist within 48 hours after any of the following events occur:
1. An inmate dies or attempts suicide and is hospitalized.
2. An inmate has received an injury while in custody and is hospitalized due to that injury.
3. An inmate escapes or attempts to escape from confinement.
4. Significant damage occurs to the lockup facility.

J.

If prisoners are received from another agency, positive identification shall be required, including
verification of the person's authority to hold the prisoner in custody.

K. On occasions when the number of prisoners exceeds the maximum capacity of the holding rooms,
the assistance of the Waukesha County Sheriff's Department may be requested by the shift
supervisor for the purpose of transporting the excessive number of prisoners to the Waukesha
County Jail, until they can be processed by this department.
L. Officers releasing a prisoner shall positively identify the prisoner to ensure the right person is being
release.
M. Upon release, all of the personal property of the prisoner shall be returned to the prisoner. The
prisoner will be required to sign the Jail Record Form acknowledging the return of the property. If
the prisoner refuses to sign for the property, the property will be retained for safekeeping.
Property being retained shall be noted on the Jail Record Form. If the prisoner is being transported
to another facility, the transporting officer shall sign the property receipt and take control of all the
prisoner's property. The property will then be placed on property inventory as prisoner property.
VII. JUVENILES HELD IN SECURE CUSTODY
A. All provisions of this general order remain in effect for purposes of holding juveniles in the lockup
or cell as defined in Wisconsin Department of Corrections 349.03(2) and 349.03(12) pursuant to
Wisconsin State Statute 938.209(2m).
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B. A juvenile, age 10 or older, alleged to have committed a delinquent act as defined in DOC
349.03(4m) and 349.03(10m) may be held in the Oconomowoc Police Department lockup/cell
pursuant to the following conditions:
1. The on-duty shift supervisor shall ensure against any sight or sound contact between juveniles
and adult inmates in all areas of the lockup facility, including entrances, booking, garage,
elevator, staircases, holding rooms, interview/interrogation rooms, and all other areas in which
juvenile inmates could have contact with an adult inmate.
a. Arrangements to keep in-custody adults and juveniles separated by sight and sound is the
responsibility of the arresting officer and the shift supervisor.
b. Officers shall notify the shift supervisor when they are transporting an arrested person to
the police station.
c. Officers shall securely detain a person held in custody by secluding that person to prevent
verbal communication or visual contact with the incoming prisoner (pertains to adult and
juvenile prisoners).
d. Movement of juvenile prisoners and adult prisoners throughout the building shall be
preceded by visual inspection by the officer intending to move the prisoner to assure all
precautions have been taken to prevent verbal communication and visual contact between
prisoners. If this is not possible, prisoners should not be moved until this requirement is
met.
2. Physical checks of juvenile shall be conducted at least once every 15 minutes at irregular
intervals and recorded on the Jail Record Form. Officers must check juveniles and properly
record information recognizing this may be the juvenile's first exposure to secured detention
and the responses to this type of environment may be atypical.
a. Physical checks of juveniles determined to be at risk, such as mentally ill, developmentally
disabled, displaying suicidal tendencies, or suspected to be under the influence of drugs or
alcohol shall be checked at least every 15 minutes at irregular intervals; however, more
frequent checks are encouraged.
3. Juveniles shall not be held longer that six (6) hours in secured custody. The arresting officer
shall make efforts as soon as practical to identify alternative placement of a juvenile held in
secured custody including release to a parent, adult guardian, adult relative, or Waukesha
County Juvenile Intake.
4. Jail booking sheets and health intake screening sheets for juveniles held in the lockup shall be
maintained in a confidential manner and kept separate from adjust jail records.
5. The Captain of Police shall submit all required federal forms bearing the required juvenile
information once monthly with the Office of Justice Assistance-State of Wisconsin.
VIII.MEDICAL AND HEALTH CARE SERVICES
A. Prisoners requiring medical attention shall be immediately reported to the shift supervisor, who
will summon emergency medical services for evaluation, treatment, and transport to a hospital if
indicated. Depending upon the type of treatment needed, the prisoner shall be transported by
police squad or ambulance to the closest most-appropriate hospital, with a preference for
ProHealth Oconomowoc Memorial Hospital, 791 Summit Ave, 262-569-9400 (medical). Waukesha
County Mental Health Center, 1501 Airport Road, Waukesha 262-548-7950 (adult emergency
mental detention); Milwaukee County Child and Adolescent Inpatient Services (CAIS), 8700 W.
Wisconsin Avenue, Wauwatosa, 414-257-5717 (juvenile emergency mental detention).
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B. The first aid kit will be kept available and a weekly inspection of the kit will be documented and
overseen by the Captain of Police, or designee. Supplies will be replenished as necessary.
C. The Jail Record Form shall be filled out completely by the booking officer, including the prisoner
medical screening on the reverse side of form #_____. The contents of the health screening shall
be confidential. The medical screening includes an inquiry into:
1. Current health of the prisoner.
2. Medications taken by the prisoner.
3. Behavior, including state of consciousness and mental status.
4

Body deformities, trauma markings, bruises, lesions, jaundice, ease of movement, etc.
a. if a prisoner has prescribed medication in his/her possession when taken into custody, the
medication shall be provided for the prisoner in the dosage and at the times set forth on
the prescription label. The shift supervisor shall ensure that the prescription medication
is prescribed for the particular individual in custody. Prescription medication will be given
by the shift supervisor to the prisoner. All transactions concerning prescribed medication
shall be documents on the Jail Record Form. Only prescribed medication may be given to a
prisoner. No other medication is permitted.

IX. COMMUNICABLE DISEASE CONTROL
A. Each arrestee shall be screened by the arresting officer for communicable disease. This information
shall be documented on the Jail Record Form.
1. Any officer, who determines that an arrestee has admitted to having, or is suspected of having
a communicable disease, shall immediately notify the on-duty supervisor.
2. Depending on the circumstances, a decision may be made, upon approval of the shift
supervisor, to release the arrestee due to medical necessity if the violation is of a minor
nature.
3. If the arrestee remains in custody, the arrestee must remain isolated from all other prisoners.
4. Proper notice must be made on the arrestee's Jail Record Form.
5. The arrestee should be seen by a physician to determine what special care and treatment is
needed. Pertinent information shall be documented on the Jail Record Form.
6. Any and all areas frequented by the arrestee shall remain off limits until proper cleaning takes
place.
7. Following physician or other medical/health department orders, all persons who have come in
contact with the arrestee will be informed of the suspected disease and recommended test
procedures and/or prophylaxis.
X. PRISONER RIGHTS
A. Prisoners shall be processed in a timely fashion, avoiding unnecessary delay in either their
appearance before a judge, or release upon issuance of a citation.
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1. If the prisoner is facing criminal charges, she/he should be transported to the Waukesha County
Jail to await the posting of bail or the routine initial appearance before the Intake Court.
2. If the prisoner is being held on municipal charges, a citation should be issued with a court date
indicated. Afterwards, the prisoner should be released as soon as practical.
B. Bail for Criminal and Municipal Charges
1. Bail amounts for felonies will be set by a circuit court judge at the prisoner's initial court
appearance.
2. Bail amounts for misdemeanors will be in accordance with the State of Wisconsin Uniform
Deposit and Bail Schedule.
3. Bail amounts for municipal ordinance violations will be as set forth in the Lake Country
Municipal Court Bail Schedule. Generally, bail will not be required for municipal ordinance
violations. However, in cases where the offender is an out-of-state resident, may be a threat to
public peace, or there is reason to believe the offender will not appear in court voluntarily, bail
can be demanded prior to release. If the subject is unable to post the bail amount, Lake
Country Municipal Court should be contacted possible.
4. Prisoners will be given the opportunity to arrange for the posting of bail as soon as practically
possible upon arrival at the police station.
C. Attorney Contact
1. Prisoners will be allowed to telephone the attorney of their choice as soon as reasonably
practical. Every effort should be made to ensure prisoners' privacy during such calls.
2. Attorneys who have been requested by the prisoner will be given access to the prisoner, and all
reasonable efforts will be made to ensure their privacy during such contact.
3. Prior to being given access to a prisoner, attorneys must establish their identity and submit to a
search of their person for weapons and contraband.
D. Telephone Calls
1. Telephone calls to parties other than attorneys will be limited to purposes of informing family
members, employers, etc., of the prisoner's whereabouts, and attempts to arrange for bail.
2. Assistance shall be given to prisoners in making such telephone calls as needed.
XI. SUPERVISION OF PRISONERS
A. At least once during each 8-hour shift, the shift supervisor will make a visual inspection of each
prisoner and will document the time and the condition of the prisoner on the Jail Record Form.
B. The shift supervisor will be responsible for assigning an officer to make visual security checks of
each prisoner at least once every 60 minutes at irregular intervals. The officer shall document the
time the check was made and the condition of the prisoner on the Jail Record Form.
C. No audio or visual electronic surveillance equipment will be allowed to be used to infringe upon the
personal privacy of a prisoner, except for legal evidentiary or security purposes.
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D. If possible, security checks of prisoners will be performed by persons of the same sex as the
prisoner.
E. Prisoners will not be permitted to accept mail, money, checks, food, tobacco products, or packages
from visitors.
F. Generally, prisoners will not be allowed to have visitors. Exceptions may be made on a case-bycase basis at the discretion of the shift supervisor. When visitation is permitted, the following
procedures shall be strictly adhered to:
1. Prisoners having visitors shall be removed from their cells and secured in one of the interview
rooms within the lockup area.
2. Visitation will be allowed only when sufficient manpower is on-duty.
3. Prisoners shall be searched before and after each visit.
4. Visitation should be limited to attorneys and immediate family.
5. Visitors, prior to the visitation, shall be subject to a search of their person and belongings, and
shall not be allowed to take packages into the visitation area.
6. A record of each visitor's name, address, and relationship to the prisoner shall be attached to
the Jail Record Form and be maintained by the operations division supervisor. Positive
identification shall be obtained from all visitors.
7. Supervisors shall have the responsibility and control over all visitations. With the exception of a
prisoner's private consultation with an attorney, a police officer shall be present and supervise
the visitation. Supervision shall be reasonable and discreet.
G. Jail Record Form, containing medical history, prisoner property, and prisoner monitoring history
shall be maintained by the Captain of Police or his/her designee.
XII. INTERROGATION ROOMS
A. The two interrogation rooms located on the north wall while entering from the police department
garage, is intended as a short-term holding area for status offenders and those subjects being
detained pending a mental health evaluation.
1. Subjects being detained in the interrogation rooms must be under constant visual supervision.
2. Males and females will not be held together unless they are family members.
3. Subjects being detained in the interrogation rooms will be searched prior to use and the door
kept unlocked. If necessary, detainees may be kept handcuffed. Detainees needing the
restroom will be escorted by a same-sex officer to a restroom in the common area of the police
station.
4. If a detainee becomes uncooperative or combative, they should be transferred to a cell in the
lockup. Status offenders will be secured in handcuffs.
5. A jail sheet and medical intake report shall be completed for all persons being detained in the
interrogation rooms.
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6. Officers should take appropriate security precautions when using the interrogation rooms to
prevent escape and maintain weapon security.
XIII. EXCEPTIONS TO THIS POLICY MAY BE AUTHORIZED ONLY BY THE CHIEF OF POLICE
This policy is effective immediately
and will supersede any directives or understandings in conflict

Page | 10

