KERN COUNTY SHERIFF'S OFFICE

Detentions Bureau
Policies and Procedures

TITLE: INCARCERATED PERSON RECORDS A-1100
EFFECTIVE: REVIEWED: REVISED: UPDATED:
June 30, 1990 04-01-2026 08-01-2013 09-12-2025

APPROVED BY: Detentions Bureau Chief Deputy Cindy Cisneros

REFERENCE: Title 15, Section 1041

POLICY

Each facility will maintain accurate and current records for each person detained at that
facility. County incarcerated people records will follow incarcerated persons transferred
to other Kern County Sheriff’'s Detention facilities and upon release, incarcerated person
records will be transferred to the Kern County Sheriff's Arrest Records Section, with the
exception of records maintained by the Bureau Classification Unit as a Classification
history.

Federal incarcerated people records will be archived at the Maximum Medium facility for
five years.

Appropriate portions of the incarcerated persons record will follow the incarcerated
person upon transfer to other agencies.

PROCEDURE A: INCARCERATED PEOPLE FILES

Section managers will ensure that incarcerated people file folders contain at a minimum,
the following:

COUNTY INCARCERATED PEOPLE FILES:
e Court records
e Incarcerated people booking form

e The original field arrest data
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Notification of telephone monitoring
All computer update papers

Inventory forms for all clothing, property, money and valuables taken from the
individual.

FBI and C.I.1. criminal histories, if available.

Incarcerated people disciplinary reports, disciplinary appeals and responses to
appeals

Incarcerated people grievances and responses

Incarcerated people request slips and responses

FEDERAL INCARCERATED PEOPLE FILES:

Incarcerated people booking form

Federal property form

Federal incarcerated people summary form

ARIETIS or federal warrant

Notification of telephone monitoring

Intake paperwork

Incarcerated people disciplinary records, disciplinary appeals, and responses
Incarcerated people grievances and responses

Incarcerated people request slips and responses

Incarcerated people disciplinary reports
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