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Prior to Arriving to Intake, Transfer and Release

Prior to arriving at the Intake, Transfer and Release Facility (ITR), prepare your paperwork
and the prisoner. You will need any applicable warrants relating to the arrest. You may
have the warrants fax to Intake Transfer and Release Facility at8823295.

Perform a thorough search of the prisoner. Any additional contraband or personal property
found at the time of search will be returned to you for impound.

If you need assistance escorting a combative individual from your vehicle, call ITR
Security Control at 60876-8136.

Arrival at Intake, Transfer and Release

The ITR is located at 2670 S®Brive, Phoenix, AZ 85009. Enter through the main gates
on the East side of the building. If arriving in an unmarked vehicle, show your ID to the
Security Control Officer through your driverés side window

Prior to entering the facility, ensure your weapand ammunition have been secured,
either in an available gun locker or in your vehicle.

Make sure the prisoner is handcuffed prior to entering the search area. The handcuffs can
be removed once in the search area.

You are responsible for the conduétlze prisoner. Combative or disruptive prisoners may

be placed in an available isolation cell. Hogtie restraints are not permitted under any
circumstances. If you need assistance with a combative prisoner, MCSO Detention Officers
may provide assistanceytowill not take custody of the prisoner until the booking process
has been completed.

Prisoner Search

Escort the prisoner into Intake via the Search Slider. Onc
handcuffs, have the prisoner disrobe down to one layer of clothing (undergarments are not

considered a layer of clothing), and put the remaining clothing items birthe be placed

on the line scan and searched by MCSO staff. The MCSO Detention Officers will instruct
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you when the prisoner can go through the body scanner machine and then move forward
to the search wall.

After the prisoner has been searched or whilei ng searched, take the prisonerds
information to the MCSO Arrival Officer. The Arrival Officer will print the booking ticket

and hand it to you. Once the prisoner is searched, the Arrival Officer will complete a 2

finger identification process on themdagive them a sack meal. In addition, the Arrival

Officer will give the arresting officer the contact form from adult probation asking them to

write down two phone numbers and an email address. This paper will be kept with the

prisoner throughout the Intakprocess. Once you have completed all these steps, you can

proceed through the sallyport to the B@oking area.

Pre-Medical Screening

Seat the prisoner in the waiting area, making sure that female prisoners are kept away from

male prisoners. Fill out a prisoner information sheet, available in thl€deal area (this

can be done prior to arrival), and hand it to the Correctional Heatth (CHT). The CHT

will call up the prisoner and check their vital signs. Once complete, have the prisoner sit

back down in the waiting area. A Registered Nurse (RN) will then call your prisoner up

and evaluate them. Give the booking ticket to the Rréhep can stamp and initial it once

they have accepted the prisoner. This ticket contains the g
and has a barcode that will be utilized later by the Touch Pay Kiosk.

If the prisoner is denied by Correctional Healtthey will have to obtain

@ medical treatment from a hospital prior to returning to Intake for
booking

@ DO NOT put any money from the prisoner in the Touch Pay Kiosk until

CHS has medically accepted the prisoner.

While waiting for Correctional Health Services (CHS) to complete the medical screening,
obtain the prisonerdéds mugshot, complete the I mmigration an:
(ICE) interview, and ensure that all the prisonerés proper:
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Pre-Booking 2.0 System

Choose an available computer terminal, and instruct the prisoner to sit in a seat near the
computer whenever possible.

All pre-booking computers should already be logged in with thebpoking web
application on thecreen. If the computer has not been logged in, enter the login credentials
posted on the label. The pbeoking webapplication is on the start menu and can be
accessed by any of these browsers: Chrome, Firefox, and/or Edge.

Administration

Log in to the prebooking web-application by typing your Booking ORI into the field. If
the prebooking application was recently used by another officer but is now available, log
out and log back in using your booking ORI

Maricopa County Pre-Booking

CONSENT TO COMPUTER SYSTEM

MONITORING -
This computer system must be used for authorized purposes

by authorized users only The Pre-Booking 20 computer MCSO Usar 1D
system is maintaned by the Maricopa County Integrated

Crminal Justice Information System (ICJIS) Users are Password

advised that the Maricopa Integrated Criminal Information

Systems (ICJIS), with potential input from the Maricopa
system for
* Unauthorized Users (Can and will be prosecuted)
« Unauthorized uses by Authorized UsersiAgencies (May
External agency users:
lose system access privileges)
Click here to get started!
By using this computer system, users consent fo monitoring
and recording of any information on the system by ICJIS and
Sheriffs Office personnel Any information obtaned of
recorded in the course of monitoring may be reviewed, used
and disclosed by ICJIS or Maricopa County Sheriffs Office
staff for cniminal prosecution, personnel achon or other
purposes deemed appropriate.

Always enter booking informationusing our agencyds ORI . Entering
information under another agencyés ORI wildl require
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Starting the Booking Process

At the Intake Transfer and Release Facility you are able to complete multiple functions
at once. Once you enter the fBeoking areaMCSO recommends you have your
prisoner receive hisugshot photo and speakI©E while they wait for their medical

assessmentand aptenceTo f i nd t he

prisonerdéds booking record, follow
steps.

Maricopa County Pre-Booking

Booking

Administration Logout
Booking ORI
AGUA FRIA JP (TOLLESON) (AZ007073))
JAK CHIN POLICE DEPARTMENT (AZDI0G500)
JALCOHOL/TOBACCO/FIREARMS DIV (AZATFO200)
IAPACHE COUNTY SHERIFF'S OFFICE (AZ0010000)
APACHE JUNCTION PD (AZ0111300)
JARCADIA BILTMORE JP (PHXEAST2) (AZ007193])
ARIZONA ATTORNEY GENERAL (AZ007015A)
JARIZONA FISH & GAME DEPARTMENT (AZFGD000O)
ARIZONA HP(TUCSON) (AZ0109900)
JARIZONA MOTOR VEHICLE (AZO07€000)

Type in your booking ORI and select an option from the list.

Maricopa County Pre-Booking

Booking Administration Logout
Booking ORI

AZ0075100

Prisoner Last Name First Name Middle Name Suffix

Active Bookings
ISurname I IGWE“ Name, I l | l 1 Unable able to find matches

\ Start New Booking \

To find the prisonerinthe PBooki ng system, enter the pri

for the prisoner has already been entered, their name will be listed in the Active Bookings

soner 6s name. | f
list.

Maricopa County Pre-Booking Booking
Booking ORI

AZ0075100

Administration Logout

Prisoner Last Name First Name Middle Name Suffix Active Bookings
elinatal [Given Name ] | | TELLNOTAIL, JOHN TEST

Start New Booking
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Click the name of the prisoner to continue the booking protfietb& name is not found,

click the 6Start New Bookingd button. I f you believe it is
assistance from the MCSO staff.

Maricopa County Pre-Booking

Booking ORI

AZ0075100

Prisoner Last Name First Name Middle Name Suffix
Teste

‘ Start New Booking

Clicking the 6Start New Bookingd button brings you to the
the beginning of the booking process.

From here, access each information page using the icons above the fields. Complete each
page before progressing to the next. You can access other pages to add information at any
time during the booking process. Remembertc | i ck 6 Savedé before moving

from one pa
to another.

Some of the fields are required. If you miss filling out a required field, the application
will inform you before you move to the next page and during the final validation process.
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Prisoner Information

This page is used to enter general prisoner information. Enter the requested information in
the applicable fields. Provide as much information as possible. Some fields are required. If
you miss a required field, thapplication will warn you and will not let you proceed until

you have filled in the field. When youobre

6Next . 0

Maricopa County Pre-Booking

TESTERTON, JUSTIN ANNETTE | AZ0075100 | No Bookiry

@@@.@C.O@

Employment Charges Form IV Reports
Prbon.f Sumame  Given Name Middle Suffix
[TESTERTON | DUSTIN ] ANNETTE | | e e

Date of Birth

[2000-01-01 |©@ ©
Height Weight

Sex Race

[Female  v] [white v|s06  Jpso ]
Eye Color Hair Color

[Blue v] [Blond or Strawberry v]

Social Security Number

o

Place of Birth Interpreter Language Interpreter Comment
jus I v

Gitizenship

[ Jee

Has the defendant served in the U.S. Military?

Save Next Clear

To add aliases, click the green plus sign
Prisoner Surmame Given Name Middle Suffix o
‘ [TESTERTON | ANNETTE A ] -

When thenew fields appear, enter the alias information.

‘ Prisoner Sumame Given Name Middle Suffix Prisoner Surname Given Name Middle Suffix °
[TESTERTON | [ANNETTE | A - [Testerton | Paneway v ] -

If you need to enter other alias information, suctDase of Birth DOB) andor Social

Security Number$SN), look for thegreen plus buttonext to those fieldand follow the

same process. When vy olfuhereis eo alfas imfdrnsation  entet i ¢ k
then do not add argdditionalfields andcontinue to the nexrea
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Contact Information

This page is used to enter contact informatarthe prisoner. Provide as much information
as possible. Some fields are required. If you miss a required field, the application will warn
you and will not let you proceed until you have filled in the field.

Ask the prisoner if theyonsentto text mesage notifications If they do, select the
appropriateanswer in the dropdown menu located next to the fields for phone number and
type.

At the bottom of thepagec | i ck 6 Saved and then 6Next. 6

Maricopa County Pre-Booking Booking Administration Logout
TELLNOTAlL JOHN TEST | AZ0075100 | c000224 | A(cepted by Medical | @ Not Validated

' —] '
Pnsoner

Employmenl S Property Arresl Charges Form IV Reports

Subject is Hnmeless’

Phone Number Type Consent to Text
Xx-x000x_| | v Ve e
Address
Type Cohabitant Years Months Days
| ] [Cohabltant name | |YY I |MM I [DD |
Number Direction Street Name Suffix Apartment #
I || 4l || Y]
City State Postal Code

I I v |

Nearest Relative

Name Relationship: Phone Number:

|Fu|| Name | | I |xxx—xxx—xxxx

Address:

I |
Save J Next J
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This page is used to enter employment information for the prisoner. Provide as much
information as possible. Some fields are required. If you miss a required field, the
application will warn you and will not let you proceed until you have filled in tHd.fie

If the prisoner is not currently employed or chooses to not report their employment status,

select the most appropriate answer from the employment statug@rospmenu.

At t he

bottom of the

form

cl

ck 6Savebd

Maricopa County Pre-Booking

TELLNOTAIL, JOHN TEST | AZ0075100 | €000224 | Accepted by Medical |

S L.89

Prisoner Contact Property Arrest
ﬂemwwmem St
Occupation Name of Employer Phone Number
| OCCUPBUOH | | Company name 1 | XXX’XXX’XXX);
Employment Length Years Months Days
[ J[mmv_ oo ]

Employer Address
Number Direction Street Name Suffix Apartment #
I /| ¥ /1 Y]
City State Postal Code
I I ¥ |

Save J Next J

Administration

Charges

Logout

Form IV Reports
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Scars, Marksand Tattoo Information

This page is used to enter scars, marks, and tattoo (SMT) information for the prisoner.
Many scars, marks, and tattoos are readily visible but not all, so be sure to ask the prisoner.
Some SMTs may be indicated the warrant. If the prisoner has any SMTs, fill out this
page. To add more lines of information, click the green plus sign.

Maricopa County Pre-Booking Booking Administration Logout
TELLNOTAIL, JOHN TEST | AZ0075100 | C000224 | Accepted by Medical |

@ Not Validated
S0 828008

Property Arrest Charges Form IV Reports

SMT Code SMT Description
[SMT Code ] [SMT Description | @& © -

Save J Next J

When you click into the SMT Code field a pap appears and prompts you to select or
searchfor one of the standar8BMT Codes. You can refine your search by selecting the

6Tattoosd or O6Scarsd buttons which willdl only display that
below.

TELLNOTAIL, JOHN TEST | AZO075100 | C000224 | Accepted by Medical | @ Not Validated
@ @
Property

Prisoner Contact Employment Arrest Charges Form IV Reports
SMT Code SMT Description
SMT Code SMT Description -+

rcovr
SMT Code Item / Location / Description Category

(ALSO KNOWN AS STRETCHING, TAPERING, EXPANDING OF -

GAUGING EARLOBE OR OTHER BODY PARTS) OTHR: Other Physical Characteristics
PRCD ABDMN ABDOMEN, PIERCED OTHR: Other Physical Characteristics
PRCD BACK BACK, PIERCED OTHR: Other Physical Characteristics
BALD BALD/BALDING OTHR: Other Physical Characteristics
BODY MOD BODY MODIFICATIONS (NOT OTHERWISE CODED) OTHR: Other Physical Characteristics
DIMP L CHK CHEEK, LEFT, DIMPLES QOTHR: Other Physical Characteristics
DIMP CHEEK CHEEK, NONSPECIFIC, DIMPLE OTHR: Other Physical Characteristics
DIMP R CHK CHEEK, RIGHT, DIMPLES QOTHR: Other Physical Characteristics

DDED AT CLIN_DIEDCED ATHD. Atbas Dinmisal Chassshasisbion

When you are finished adding SMT informatienl i ck 6 Save® and then O6Next
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