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initials and ARJIS number on the emergency evacuation lists, floor sheets or operations 

report.  These documents will be taken to and archived in Key Control. 

 

G. During day hard count, the key control deputy will verify each floor's "Hard Count" log 

entry.  During night hard count, the key control deputy will review the JIMS facility 

browse report to verify the counts were entered and verify each floor's "Hard Count" log 

entry.  The key control deputy will file the count sheets in the count sheet filing cabinet. 

 

H. Once the hard count is confirmed, the key control deputy will log the facility hard count 

as completed and inform the watch commander. 

 

I. At the end of each month, the administrative deputy will collect and archive the count 

sheets in accordance with Detentions Policy and Procedure F.1. 

 

III. COUNTS: 

 

TIMES 

 

DAY SHIFT 

 

• Soft Count to be conducted between 0630-0700 

• Hard Count to be conducted between 0900-1200 

• Soft Count to be conducted between 1700-1800 

 

NIGHT SHIFT 

 

• Soft Count to be conducted between 1830-1930 

• Hard Count to be conducted between 2100-2300 

• Soft Count to be conducted between 0400-0500 

 


