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SECTION 1 
 
INMATE HOUSING AREA 
 
A. Introduction 

 
The primary goal of a direct supervison jail is to ensure the safety 
and security of staff, inmates and visitors.  Positive behavior will be 
encouraged and rewarded by incentives determined by the officer.  
This Handbook has been prepared to assist you while you’re in our 
custody; however, it is the property of the Lubbock County 
Detention Center (LCDC).  It is your responsibility to protect it from 
damage or alterations.  The handbook is an important part of your 
orientation into the facility.  Please read it carefully from start to 
finish.  It will help you understand the conduct that is expected from 
you.  It will also explain the services available to you.  After reading 
the handbook, ask an officer to clarify any items that you do not 
understand.  If you violate the facility rules or any federal, state or 
local laws you may be subject to disciplinary actions and/or criminal 
charges. You are required to obey all rules and procedures contained 
within the inmate handbook. 
 
B. Definitions 
 
Bunk Restriction – Informal and immediate disciplinary sanction when 
you are restricted to your cell or bunk area for up to 23 hours at 
the discretion of the pod. 
 
Contraband - Contraband is anything that is prohibited by applicable 
federal and state Laws and the policies, procedures, rules, and 
regulations of LCDC. 
 
Inmate Uniform – Issued shirt, pants, and authorized footwear 
 
Lock Down – State of security that does not allow for inmate 
movement. 
POD – A housing unit such as 1B, 1C, etc… 
 
Rack up – Term used by the officer to notify inmates day room activities 
have ended or have been suspended and the inmates should return to 
their cell or bunk. 
 
Roll Call – The activity conducted by officers to account for all 
inmates. 
 
SHU – Special Housing Unit 
 
Staff – Law Enforcement officers, clerks, administrative personnel, 
maintenance, contractors and volunteers 
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C.  Prevention and Reporting of Inmate Sexual Abuse/Harassment 
 
The Lubbock County Sheriff’s Office (LSO) has ZERO TOLERANCE 
for any form of sexual abuse, sexual harassment or employee 
sexual misconduct involving any inmate in the LCDC, or the custody 
of the LSO. During the intake and orientation process, you shall 
be provided information regarding the zero tolerance of sexual 
abuse and sexual harassment or staff sexual misconduct involving 
inmates, as well as how to report incidents or suspicions of sexual 
abuse or sexual harassment. 
 
All such incident reports will be taken seriously and investigated. 
Staff is trained to respond professionally, quickly and discreetly 
to these reports whether made verbally or in writing, for the 
safety of all involved. Medical and mental health support will be 
made available accordingly. 
 
Notify any staff member, verbally or in writing, if you feel you have 
information to help in your protection or the protection of others. 
Sexual Abuse/Harassment is considered a reason to file a valid 
grievance.  Grievance forms are available to help you submit the 
information discreetly in a non-emergency written report, and may 
be sent to the Watch Commander or PREA Coordinator. If sexual 
abuse is about to happen, or the danger of it happening is high, make 
your verbal report immediately to the first available LSO staff 
member.  

  
D. Inmate Wristband 
 
The band on your left wrist serves several purposes.  The primary 
purpose is for identification.  The secondary purpose is for the 
barcode scanning for inmate activities and movement.  Your wristband 
must remain on your wrist at all times and shall not be tampered with 
or removed. If your wristband becomes damaged or has deteriorated 
due to normal wear and tear, it will be your responsibility to notify 
an officer. The officer will determine the cause of the damage. If the 
damage or loss was not normal wear and tear, a $10.00 charge may 
be deducted from your trust fund account; you may also be subject 
to disciplinary action. The officer will make arrangements to replace 
your wristband.  

 
E. Staff and Inmate Relations 
 
Our staff is required to maintain a professional demeanor. With this 
in mind, you are expected to conduct yourself in the same manner with 
the staff.  
 
If a problem arises between you and staff, you should fill out a 
complaint form specifically describing the events, all individuals 
involved, any witnesses and the date and time of the incident. If a 
complaint is found to be true, appropriate action will be taken. 
Likewise, you will be held accountable for your actions, as well as 
making a false report. At no time will you solicit personal favors from 
staff.  All detention and civilian personnel, to include volunteers, 
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are prohibited from having a personal relationship with an inmate. 
 

F. Housing Assignment   
 
You will be assigned to the least restrictive housing based on 
your behavior and classification. You will sleep on the bunk you 
were assigned.  Rule violations may result in you being rehoused. 
Staff has the authority to determine your housing assignment or 
alter it at their discretion. 
 
G. Roll Calls 
 
When the officer announces roll call, you will move quickly, quietly, 
and without additional prompting to your cell (to your bunk if housed 
in a dorm).  You will stand at your door/bunk quietly and present your 
wristband as the officer completes roll call.   
 
H. Conduct Within the Facility 

 
You will keep your bunk made when not occupied.  Nothing is to be 
hung from the bunk or stored under the mattress. 
 
Nothing is to be stuck to or written on the walls or bunks, and keep 
vents free from obstruction. 
 
Feet and shoes will be kept off tables, chairs and walls. 

 
Staff will treat you with respect, and it is expected you will treat 
staff members and other inmates accordingly.  Inappropriate behavior 
is not allowed, and there is a zero tolerance for any gang related 
activities.  There is also zero tolerance for any form of sexual abuse, 
sexual harassment or employee sexual misconduct. 
 
Appropriate noise level will be determined by the officer.  Horseplay 
within the facility is unacceptable.  Television channel and volume will 
be controlled by the officer. You may request a change in volume or 
a change of channel.  Arguing over channel selection may result in 
suspension of television privileges.  
 
You may shower when the day room is open.  After completing your 
shower you must return your hygiene items to your cell.  Staff is not 
responsible for property left unattended in the day room. 
 
Cell doors will remain secure at all times.  If housed on the first 
floor, you may go to the second floor to attend a scheduled video 
visit.  You are not authorized to enter another inmate’s cell. 
 
When “Rack Up” or “Lock Down” is announced by the officer, you will 
move immediately to your assigned cell. 
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I. Cleanliness  
 
Your housing pod is to remain clean and orderly at all times. All 
trash will be properly disposed. When the opportunity to clean is 
made available, your area will participate in cleaning. If you refuse to 
clean you may lose your privileges.  Staff has no duty to locate the 
specific perpetrator of vandalism, but will have all inmates in the 
area clean the vandalism.  
 
Your personal property not in use is to be stored in the issued 
container.  You will be allowed to keep the issued cup and spoon on 
your shelf.  Personal property that is not in use, and not stored 
properly is to be considered contraband which will be confiscated 
and discarded.  
 
You shall be allowed one Bible or similar religious text. You are 
allowed to have in your possession two additional paperback books.  
 
Your dirty laundry is to be kept in the bag provided, and secured to 
the clothes hook.  All shoes are to be lined up neatly under your 
bunk. 
 
Due to weight limitations of the property bag, excess property will be 
released by filling out a property release form. Property not picked 
up within a 35-day period will be donated. 

 
J. Recreation 
 
You will have access to a recreation area during normal dayroom 
hours. No personal items, drinks or food will be allowed in the 
recreation yard. Once in the recreation yard, you may remove your 
uniform shirt, provided you are wearing a t-shirt. Pants may never be 
removed in the recreation yard or lowered past the waist. 
  
K. Meals 
 
You will be provided three meals per day.  The officer will announce 
when meals are delivered to your pod.  You shall stand by your cell 
door or bunk if housed in the dorm. If you do not wish to eat, you 
must present your wristband to the officer to scan and record the 
meal refusal. You will then be allowed to return to your cell or bunk.  
You must remain in your cell or bunk until all trays are returned and 
the officer announces the dayroom is open. 
 
The officer will open the cell doors and will call the inmates over to 
the meal cart in groups of four (4). The officer will scan your 
wristband and you will receive your drink and tray.  You will proceed 
to the table as directed by the officer.  You will remain seated until 
everyone has finished eating. The officer will give you permission to 
return your tray to the meal cart.  It is a violation of inmate rules 
to store, gamble, sell, trade or extort food. No items from the inmate 
meal tray will be taken to or stored in your cell,  
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unless you are on cell restriction and the officer requires you to 
consume your meal in your cell.  No food from outside the facility 
shall be allowed. 

 
L. Inmate Movement 
 
You are never permitted to move from one area of the Detention 
Center to another unless authorized by an officer. While you move 
through the corridors remain on the dark gray tile at all times.  Male 
and female inmates walking in the corridor must stay ten feet apart 
and will not speak with each other.  
 
M. Indigent Inmate Services 
 
You will be considered indigent when less than $1.00 is maintained on 
your trust account for more than seven (7) days. If you have been 
identified as indigent, basic hygiene items will be provided as needed 
each week. You will still be required to complete an indigent request 
form to receive these items. Undergarments such as socks, t-shirts, 
or boxers are not considered to be part of the indigent issue. 

 
 

SECTION 2 
HYGIENE AND LAUNDRY SERVICE 
 
A. Personal Hygiene 
 
While you are in custody in this facility, you will be expected to keep 
your hair and body clean. Whenever clearly justified for health, 
sanitary, and/or safety reasons, you may be required by staff members 
to cut your hair, finger nails, or toe nails. Haircutting and nail 
clippers are available upon request.  Haircuts will be provided by a 
reasonably skilled person.  The hair cutting equipment will be 
screened prior to and after issuance.  Haircuts will be a regular type 
cut as determined by detention staff.  Gang symbols or outrageous 
styles are prohibited. 
 
B. Female Hygiene   

 
During your stay, sanitary pads and disposable panties will be 
provided upon request. You will not be charged for these items if you 
are determined to be indigent.  These items are also available on 
commissary for purchase. The medical staff may provide pain relievers 
for menstrual cramps upon completion of a medical request form. 

 
C. Clothing 
 
You will be issued an inmate uniform. You are expected to keep your 
uniform in good condition at all times. Any problems with your uniform 
should be addressed with an officer. Uniform size will be documented 
and all uniform exchanges will be issued according to the initial size. 
Size changes will be made at the discretion of the Pod Officer.  
 
All clothing shall be worn properly when outside your cell. No t-
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shirts will be worn in the dayroom, unless under the uniform shirt. 
Sleeves and pant legs will not be folded or rolled up above the ankle 
and pant cuffs will not be worn inside the socks.  Pants shall be worn 
appropriately at or above the waist. No head coverings will be 
allowed unless prior authorization from administration is obtained.   
                    
Any damage or alteration to the uniform may result in  disciplinary 
action with sanctions including, but not limited to, a deduction from 
your trust fund account if found guilty. Clothing items purchased 
from commissary will not be altered in any way. Those items found to 
be altered will be confiscated as contraband and discarded. No 
clothing will be accepted from outside sources.  
 
D. Laundry 
 
All inmates will have the opportunity to exchange one dirty uniform 
for one clean uniform on a scheduled basis. Clothing items, purchased 
from the commissary, may be laundered in the pod laundry room twice 
per week according to the schedule. Washing any clothing inside the 
cell is a violation and the items being washed will be confiscated and 
discarded.  Mattress covers and shower mats will be exchanged on a 
scheduled basis. The schedules for pick-up and return delivery are 
based on individual housing pods. The pod officer will notify you of 
the schedule. Blankets will be exchanged once each month. 
  
E. Issuance of Razors or Clippers  
 
You will be allowed to shave on a daily basis unless reasons exist to 
restrict your use of a razor for the safety and security of the 
facility. 
 
Male inmates will be offered razors following the morning meal. 
Female inmates will be offered a razor during their shower time. Male 
working inmates will be offered a razor as needed and at the 
discretion of the pod officer.  You will be allowed a reasonable 
amount of time to shave.  Razors shall be returned to the pod officer 
after use. 
 
Inmates housed in the Special Housing Unit will be allowed to shave 
with clippers. Razors and clippers shall be returned after use for 
inspection by the pod officer. If you do not return the razor/clippers, 
or if they are damaged or altered, you may be subject to disciplinary 
actions.   
  

 
 
SECTION 3 
PERSONAL PROPERTY 
 
A. Property Allowed 
 
Upon arrival, your personal property was inventoried and stored. 
Your property will be returned upon release.  
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After orientation, you may store the following items in your issued 
container:  
 
 Photographs, no instamatic photos 
 Legal material, as long as it fits in your issued container  
 Dentures and related adhesives 
 Contact lenses (solution and cleaners are sold in commissary) 
 One (1) soft back Bible, Qur’an or similar religious text  
 Family/friends may deliver prescription/reading glasses (no tint 

unless prescribed) , upon request, may be retrieved from your 
property 

 A soft-back address book or equivalent 
 White socks 
 White t-shirts 
 Bras  
 White thermal underwear 
 Medication purchased from commissary or approved by the medical 

staff to keep on person  
 

If you came from another secured facility, you may be allowed to keep 
some of your personal property if there is a similar item sold on 
commissary at the LCDC.   

 
In addition to those items listed above and those purchased through 
commissary, there are items issued to you. These issued items are 
property of LCDC and any loss or damage may result in disciplinary 
action taken, including, but not limited to, reimbursement from your 
trust fund account, and criminal charges filed. 
 
Issued items consist of: 
 

 Mug   
 Toothbrush    
 Toothpaste 
 Spork   
 Towel    
 Soap 
 Comb  
 Pencil    
 Toilet Paper  
 
 Blanket   
 Mattress Cover   
 Religious Text 

 
Inmate items issued in pod: 
 

 Storage Container   
 Mattress   
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 Laundry bag 
 
Any items in excess will be placed in the inmate’s property. For 
sanitary and security reasons the following items are not allowed to 
be kept or stored by any inmate, and will be discarded: 
 

 Any food items from the inmate meals  
 Trash 
 Opened, perishable commissary foods 

 
Lubbock County nor staff is responsible for any personal property 
being kept by you while housed in LCDC. This includes loss, theft, 
misplacement, or misuse to include improper storage or alteration. 
 
It is not the duty or responsibility of staff to locate or retrieve your 
personal property or monies misplaced, left at another agency, or by 
the transferring agent from or during transport.  
 
B. Clothing for Court Appearance  
 
If you wish to wear your personal clothing (no jewelry) for court 
appearances you must make arrangements with your attorney of 
record. If approved, personal clothing may be worn during court 
appearance. Clothing will be accepted no earlier than 24 hours prior 
to court. Personal clothing used for a court appearance must be 
picked up by the attorney within 72 hours following the completion 
of the trial. Items not picked up will be donated. 
 
C. Valuable Property Release 
 
Your valuable property will be released from you to another 
person on an all or nothing basis. A Valuable Property Release 
form (DET-2003) will be filled out by you or the person requesting 
your property.  You will sign the approval form prior to staff 
releasing the property. 

 
If you are being prepared for transfer to the Texas Department of 
Criminal Justice (T.D.C.J.) or the United States Bureau of Prisons 
(BOP), you will be given an opportunity to have a letter of 
notification (DET-4017) sent to your designee to pick up personal 
property. The designated person will have 35 days to pick up the 
remaining property from the date notice was sent. All property left 
in storage past the deadline will be donated. 

 
D. Personal Money 
 
A trust fund account will be set up for you upon intake into the 
facility. A kiosk is available in the LCDC main lobby, and in the lobby 
of the Lubbock County Sheriff’s Office at 811 Main Street (from 
8:00 to 5:00), to deposit additional money into your account. You 
are not allowed to have or keep any type of money in your 
possession. If money is found, it will be donated. No transfers will 
be made from your account to another inmate’s account. Checks 
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and money orders will only be accepted from authorized agencies.  
 
No money will be released from your account to another person 
unless authorized by the Watch Commander. An invoice/bill must be 
provided for verification, and a check will be issued to the business 
named in the invoice/bill. At no time will a check be written to an 
individual.  
 
E. Release to T.D.C.J./United States Marshals Service (U.S.M.S.) 
 
If you are released to a federal or state agency, you may take only 
the property allowed by that agency. 
 
T.D.C.J. will allow the following items: 
 

 Substance abuse literature    
 One (1) religious text 
 Seven (7) white bras (no underwire) 
 Approved medical items 
 Clear contact lenses 
 Wedding ring 
 Wristwatch 
 Legal material limited to official documents 
 Personal hygiene items - only shower shoes 
 Social Security Card, Driver’s License, Birth 

Certificate 
 Check or Money Order 
 Visitor address list 

 
This list is subject to change at the discretion of T.D.C.J.  
 
Federal inmates are only allowed to take legal material and legal 
books. 
 

 
 

SECTION 4 
INMATE ACTIVITIES 
 
A. Visitation 
 
Visitation will be conducted via video conferencing and is a privilege.  
General Population inmates will receive a 20-minute visit from each 
visitor who checks in between 8:00 AM and 9:30 PM.  Inmates housed 
in the Orientation Pod and in the SHU will receive two 20-minute visits 
per week, to include at least one visit during evenings or weekends, 
according to the visitation schedule for those Pods. Check with your 
Pod Officer for exact times. Visits are timed and will disconnect when 
the 20-minute time limit has expired. Visitation is conducted seven (7) 
days a week between the hours of 8:00 AM and 10:00 PM.  Visitors 
may only check in to visit an inmate once per day. No visit will be 
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scheduled or signed in later than 9:30 PM. The Watch Commander may 
authorize special visits. In most cases, some form of exigent 
circumstance must exist prior to approval. 
 
Contact visits are prohibited unless approved by the Chief Deputy of 
LCDC. 
  
B. Mail 
 
Items such as paper, pencils, and stamped envelopes may be purchased 
from commissary.  You can send as many letters of as many pages as 
you wish, to anyone you want, at any time if you have funds to 
purchase supplies and stamps. If you are indigent, you will be provided 
a reasonable amount of supplies, upon request, to correspond with 
your attorney and the courts. Additionally, upon request, you may 
receive nine (9) sheets of blank paper and three (3) stamped envelopes 
per week for personal correspondence.  
 
No items other than sheets of paper are allowed in the outgoing mail. 
If the staff determines that non-privileged mail contains other items, 
it will be immediately opened and inspected for contraband. If 
contraband is discovered it will be discarded and the letter will be 
placed back in the envelope and mailed. 
 
Outgoing mail must have the delivery address on the center of the 
envelope and the return address in the upper left corner of the 
envelope including your name and LSO Number.  Outgoing non- 
privileged mail envelopes should be left unsealed when placed in the 
mailbox.    
  
Sketches or drawings on the envelopes will cause your letter to be 
undeliverable.  There must be at least one inch (1”) clear space on 
the bottom of the envelope in order for barcoding and scanning by 
the mail service.  Envelopes will be returned if these guidelines are 
not met.  
 
“Non-Privileged” mail is considered to be all mail received from family, 
friends, religious groups and publications. 

 
Incoming mail will be opened and inspected for contraband prior to 
being given to you.  The contraband will be confiscated and the mail 
will be returned to sender. Incoming mail without a return address 
will be routed to the United States Postal Service (USPS). 
 
“Privileged” mail is considered to be correspondence from/to officials 
of the federal, state and local courts; all federal officials and 
officers including the President of the United State; state officials 
and officers, including the Commission on Jail Standards and the 
Governor; letters to bona fide news media and your attorney.  
Incoming “privileged” mail will be opened in front of you to verify no 
contraband is concealed. The contents will not be read by the officer 
unless a search warrant is obtained. 
 
You will only be allowed to keep the authorized contents of letters.  
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All other parts of the letter, including the envelope, will be 
discarded.  You may copy the address of the envelope but no part of 
the envelope will be given to you. 
 
You are expected to adhere to the following guidelines for receiving 
mail: 
 
 You should notify all individuals that incoming mail should include 

your full name and L.S.O. number 
 The sender’s name and address must appear on the incoming 

envelope; if not, the letter will be returned to the Post Office 
 No packages other than books will be accepted.  Packages will be 

returned to sender 
 No Polaroid (instamatic) photos  
 No pornographic or sexual material, or photos of any kind deemed 

to be sexually explicit or containing any full or partial nudity. 
 No postage stamps will be accepted 
 magazines or newspapers will be accepted directly from publishers 

or on-line retailer (Amazon, Barnes & Noble, etc.) only.  
Subscriptions to these publications can be ordered by family 
members for you to receive at the LCDC, but your name, LSO 
number, and the following address must appear on the mailing 
label: P.O. Box 10535, Lubbock, Texas 79408 

 All mail that you want to receive at the LCDC shall be sent to: 
P.O. Box 10535, Lubbock, Texas 79408 
 

C. Commissary 
 
Commissary will be offered to all eligible inmates on a daily basis 
Monday through Friday; it shall be your responsibility to make sure 
you have enough money in your account before making an order. The 
commissary vendor will bring a variety of items to each pod. You will 
be allowed a maximum limit of $100.00 dollars to spend on commissary 
purchases per order. Purchases will be deducted from your trust 
fund account by scanning your wrist band and the items purchased. 
 
If you are housed in the SHU (Admin-Separation only), you will receive 
a commissary order sheet that is to be filled out and turned in no 
later than 7:00 a.m. Monday through Friday. Inmates housed in  
 
the Orientation pod, SHU (disciplinary) will not be allowed commissary 
other than hygiene items and writing materials. It is your 
responsibility to fill out the commissary order form. 
 
In the SHU, the commissary staff will itemize the order in your 
presence at the time of delivery. Commissary staff will print a receipt 
and give it to you at the time of delivery. It will be your responsibility 
to check the delivery thoroughly for correctness. Once you have 
accepted the delivery of your commissary order, it is considered a 
completed transaction. 
 
Errors on the part of commissary will be corrected at the time of 
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delivery. Improperly sized or faulty clothing items will be replaced by 
commissary at the time of delivery. If you fail to notify commissary at 
that time, and accept the order, it will be considered final. If you are 
to be released prior to receiving your commissary order, staff will 
notify commissary and the order will be voided. Once the commissary 
has been processed, money reimbursements will not be permitted. 
 
D. Working Inmate Programs  
 
If you are interested in becoming a working inmate, you should request 
a working inmate request form from your pod officer. The form must 
be completed and placed in the drop box. The request will be 
forwarded to the working inmate officer for processing. If approved, 
you will be placed on a list for the next available position. Violations 
of facility rules will be grounds for removal from the approved list. 
Refusal to accept the position offered will also void the previous 
approval. You are expected to perform your assigned duties, and not 
abuse the privilege you have been given. “Good time” credit can be 
revoked upon conviction of any major rule violation. You may be 
removed from working status upon violating the inmate rules or upon 
the direction of the Administration.  
 
E. Inmate Programs and Activities 
 
The objective of the Programs department is to ensure all inmates 
have equal opportunity to voluntarily participate in a variety of 
religious, education and rehabilitative programs to include, but not 
limited to: 
 

 Courses that address alcohol and drug abuse problems  
 General Education Diploma Courses 
 Life Skills Courses 
 Vocational work programs 
 Group and individual counseling 
 Group religious services 
 Individual religious counseling 

   
Religious, educational and rehabilitative programs and activities will 
be offered to you based on behavior, classification and needs 
assessment. The Programs’ staff will notify officers of available 
classes and times in each pod. If you are interested in participating in 
any of these programs, you should notify your pod officer.  All 
inmates are eligible to participate in any religious, educational and 
rehabilitative programs available unless reasons exist that identify 
safety or security risks to the facility, staff or other inmates.  

 
Re-Entry 
The Goal of the Re-Entry program is to help inmates in their 
transition from Detention back to the community.  Inmates may be 
provided assistance and/or referrals through a pre-release process 
to ensure they have guidance and knowledge of the resources in the 
community.   
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Inmates requesting a Programs Status Letter, or basic living needs 
assistance, must send a request to the Re-Entry Coordinator. 

 
F. Recreational Library 
 
A recreational library cart is available in each pod. You will be 
allowed to borrow two books at a time. You will be required to return 
books before getting new books. Anytime more than two books are 
found in your possession, the extra book(s) will be returned to the 
library cart and your privileges may be suspended through the 
disciplinary process.  
 

G. Books 
 
Paperback books may be donated to the LCDC in an inmates’ name. No 
hardback books will be accepted.  Donated books will be received by 
the LCDC Administration, searched, and delivered to the inmate 
whose name they were donated under, for first viewing.  If the inmate 
is no longer in the LCDC, the donated book will go directly into the 
inmate library circulation.  Books must be shipped from a publisher 
or on-line retailer such as, Amazon, Barnes & Noble, Hastings, etc.  
Books will be subject to the same guidelines as incoming mail.  Books 
can be sent for inmates to receive at the following address: 

 
Lubbock County Detention Center 
Inmate Name 
C/O Administration 
P.O. Box 10536 
Lubbock, Texas 79408 

 
H. Law Library 
 
A Law Library has been established in the facility for all inmates 
authorized to use it. The Law Library will only consist of computer 
accessible legal information. If you are representing yourself, you 
must complete an Inmate Legal Request form (DET-4004) in order to 
use the Law Library.   
 
A response shall be given to inmates who submit an Inmate Legal 
Request form. Any inmate who feels the denial of a request was in 
error may appeal to the Director of Logistics. LCDC has the 
responsibility to ensure all inmates have access to the courts.  
Inmates with pending criminal charges in this county will have an 
attorney appointed to them when required by law. 

 
I. Phone Calls 
 
You shall receive two (2) completed phone calls immediately after 
booking, but in no case later than 4 hours after arrival to the 
facility.  A telephone directory is available.  Additional phone calls 
are a privilege.  You will be issued a Personal Identification Number 
(PIN) during booking.  Your PIN will be used to access the phone 
system and you are responsible for the security of your PIN number.  



LUBBOCK COUNTY SHERIFF'S OFFICE 

File Name: 100.06 Inmate Handbook     
Revision 04-2016  

 
 
  Page 17 of 28 

 

You can transfer money into your phone account from your trust 
fund account. Emergency phone calls may be authorized on a case-
by-case basis. If you have questions or concerns regarding your 
phone use, you will need to submit an inmate telephone complaint 
form. 
 
NOT included among your two completed phone calls, and always 
available to you if needed, are these telephone services: 
 
1. The LCDC provides an internal 24-hour confidential sexual abuse 
reporting hotline to all inmates in our custody. You can report a 
sexual assault or sexual harassment incident directly to the LSO 
without fear of retaliation. Your report will be taken seriously. We 
will respond with the greatest level of confidentiality possible 
through the investigative process. Call toll-free on the LSO Prison 
Rape Elimination Act (PREA) Reporting Line by dialing *16 from any 
inmate telephone. 
 
2. The Voice of Hope (formerly known as the Rape Crisis Center) 
provides a 24-hour confidential crisis hotline to all inmates in 
custody at LCDC. You can talk to an advocate about any issue 
related to sexual abuse, regardless of when and where it happened. 
The Voice of Hope hotline provides support, information, and 
referrals related to sexual abuse, even if it happened a long time 
ago. If you want to report sexual abuse through the hotline, you will 
need to give permission to the advocate to contact the LCDC on your 
behalf. Dial *21 from any LCDC inmate phone to reach The Voice of 
Hope hotline. You can call toll-free without having to give your 
name, and the call will not be monitored or recorded. 
 
3. Whenever you find yourself in a crisis situation, for example if you 
are thinking about suicide, you can call StarCare’s Crisis Line 
anytime, 24 hours a day, 7 days a week. When you call, the person 
answering the phone may refer you to other resources in the 
community that can best meet your needs. If your call is an 
emergency, a crisis team may be sent out to help manage your 
situation. If necessary, 911 emergency services may also be 
contacted to respond to your crisis. Just dial *37 toll-free from any 
LCDC inmate phone to reach StarCare’s Crisis Line. 

 
J. Funerals 

 
In the event you have an immediate family member pass away, it may be 
possible for you to attend a private viewing if the funeral home is in 
Lubbock County. A minimum of two escorting officers will be required 
to transport and supervise you during the viewing. Family members 
wishing to make arrangements must contact the Logistics  
Division Administrative Sergeant to make arrangements and pay the 
escort fee prior to the viewing. You may not be eligible for this service 
based upon current charges, disciplinary history or other security 
factors.  
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K. Television 
 
Televisions are placed in all dayrooms. Televisions are a privilege 
and are controlled by the pod officer.   
 

 
SECTION 5 
GRIEVANCE/REQUEST/COMPLAINT PROCEDURE 
 
A. Grievance Procedure: 
 
Prior to writing a grievance, ask the pod officer if they can resolve 
the issue for you. 
 
The Grievance form is available in your Pod. An interim written 
response to the grievance should be returned to you within 15 days 
and a final response is due to you within 60 days of initial receipt of 
grievance. Fill out the form completely with all required information.    
 
GRIEVANCE: 
 
There are five (4) reasons to file a formal grievance: 
 

1. Violation of civil rights 
2. Criminal acts 
3. Unjust denial or restriction of inmate privileges 
4. Prohibited act by facility staff 

 
You shall communicate the right or privilege allegedly violated, 
person(s) involved, witness(s), time(s), date(s) and any other pertinent 
details. The grievance form shall be written in a neat and clear 
format so it can be easily read and understood. If additional space 
is required, the inmate will use the backside of the form. Anonymous 
grievances or those with multiple signatures on one form will not be 
processed and will be discarded.  
 
Your grievance form should be placed in the locked grievance box in 
your pod.  

 
Emergency grievances should be marked as such.  Situations 
regarding an emergency shall be addressed immediately upon receipt 
of the grievance form. A written response shall be submitted to you, 
including findings and actions taken within 15 days. An initial 
response within 48 hours, and a final LCDC decision within five (5) 
calendar days, shall be made and provided to you in writing.  If you 
disagree with the decision, you may appeal to administration; their 
decision if final. 
 
Previously denied privileges, earned “good time” credit or a change 
in classification will be reinstated upon the receipt of a 
substantiated grievance. 
 
Any staff member who subjects you to harassment, curtailment of 
privileges, or any other type of punishment because you have filed a 
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grievance or attempts to prevent or interfere with the filing of a 
grievance, shall be subject to disciplinary action. 
 
You should address each grievance to the proper staff member. If 
you are unsure to whom the grievance should be addressed, you may 
ask for assistance.  
 
If you feel the problem is an immediate emergency, write 
“EMERGENCY” on the Grievance. You should hand the Grievance 
directly to an officer and explain that it is an emergency.  
 
B. REQUEST PROCEDURE: 
Request/Complaint Form: 
 
To request services or access programs, a request/complaint form 
shall be used. The pod officer in charge shall make a reasonable 
attempt to resolve the issue. If the issue cannot be resolved by the 
pod officer in a timely manner, the form will be filled out according 
to the following instructions:  
 

 You shall complete the request/complaint form  
 Check all appropriate boxes which apply and the nature of the 

request  
 If additional space is required, use the backside of the form  
 Anonymous requests/complaints or those with multiple 

signatures on one form will not be processed  
 The request/complaint form will be placed in the grievance box 

 
If the response does not satisfy your inquiry, you can resubmit the 
complaint or request to the Administration for review.  
 
The grievance and complaint/request forms are internal documents 
for LSO use only. Grievances will not be forwarded to attorneys, 
bonding companies or other agencies. Officials at the courthouse 
such as judges or employees of the District Attorney’s Office should 
be contacted by mail. You should be aware that no division or agency 
outside LCDC has a duty or requirement to respond to requests or 
complaints. 

 
C. Request for Inmate File/Records 
 
Pursuant to Government code 552.028, a government body is not 
required to accept or comply with a request for information from an 
individual who is imprisoned or confined in a correctional facility. 
The LCDC Records Section will not forward credit time or file 
information if requested from an incarcerated individual.  
 
 
 
 
 
 
 



LUBBOCK COUNTY SHERIFF'S OFFICE 

File Name: 100.06 Inmate Handbook     
Revision 04-2016  

 
 
  Page 20 of 28 

 

SECTION 6 
SAFETY AND SECURITY 
 
A. Searches 
 
You are subject to search at the discretion of any LCDC officer. You 
are expected to cooperate. Searches will be conducted to maintain 
the safety and security of the facility, staff, and inmates. Any 
contraband or incorrectly stored personal items may be confiscated 
and discarded. You do not have the right to be present during these 
searches. 
 
B. Contraband 
 
Contraband is anything that is prohibited by applicable federal and 
state laws, and the policies, procedures, rules, and regulations of 
LCDC. 
 
You are prohibited from possessing the following: 
 

 Items not issued by the LCDC facility 
 Items not purchased from LCDC commissary  
 Items not listed as authorized in this handbook 
 Items specifically listed as contraband in this handbook 
 Items not in their original condition  
 Any item not being used for its original purpose  

 
It is a violation of state law, Texas Penal Code 38.11 and 38.114 to 
possess, provide, or distribute items considered as contraband to an 
individual that is incarcerated. Criminal charges may be filed against 
you, family, friends, volunteers or any staff member who provides 
contraband to inmates.  

 
C. Strip Searches 
 
You are subject to strip searches at any time while in LSO custody, 
as deemed necessary by staff for security purposes. You may be strip 
searched upon returning to your housing pod if you have left the 
housing pod for any reason.  You will be strip searched if you leave 
and return to the secured perimeter, during shakedowns and when 
returning from work details. 
 
 
D. Tobacco-Free Facility 
 
LCDC is a Tobacco-Free Facility. You are not allowed to possess or 
use any tobacco products.  
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SECTION 7 
MEDICAL 
 
A. Medical Services Provided 
 
Medical, dental and mental health services are available.  There may 
be a charge for these services (including inmates held under Federal 
jurisdiction).  See Section 7(G). 
 
Treatment services shall be provided to the inmate victim of sexual 
abuse while in LCDC custody without financial cost, and regardless 
of whether the victim names the abuser or cooperates with any 
investigation arising out of the incident. 
 
Services include: 
 

 Doctor Call Visits   
 Prescription Medication 
 Nurse Call Visits   
 Emergency Treatment 
 Dental Call Visits   
 Limited Non-prescription Medications 
 Treatment Prophylaxis (in the event of sexual abuse, as 

medically appropriate) 
 

Dental care will be provided by an authorized dentist. Dental 
services will include extractions, temporary filling, limited X-Rays 
(as determined by the dentist) and one free annual dental screening. 
 
Unless otherwise scheduled, Doctor Call and Dental Call will occur 
once a week. Nurse Call is available every day. Mental health 
services are scheduled by the medical department. 

 
B. Outside Medical Services 
 
Inmates treated by their personal outside doctors, clinics or 
hospitals will be responsible for the entire bill prepaid.  Your 
elective medical procedures, including but not limited to: routine eye 
testing, dental services, medical services and prescription glasses 
are not provided unless you intend to pay. Eligibility for these 
services is based on medical and security staff review. 
 
C. Receiving Medication 
 
Medication will be issued by medical staff at scheduled times from 
the issue room of each housing pod and individually in the SHU. Some 
non-prescription medication is available through commissary. When 
staff announces “Pill Call” in the pod, it will be your responsibility 
to come forward and receive the medication. You must be in complete 
uniform, with a cup of water in hand, ready to receive and consume 
the medication. You are required to take your medication with water 
in the presence of the medical staff dispensing the medication. After 
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swallowing your medication, you will open your mouth for inspection 
by medical staff.  Failure or refusal to come forward and receive 
your medication may result in having your medication discontinued. 
 
If you know you will be out of your area during medication pass, it is 
your responsibility to advise the officer of the situation. The officer 
will make arrangements for you to receive your medication.  
 
If you believe the wrong medication was administered to you, DO NOT 
TAKE THE MEDICATION. Advise the officer and medical staff of the 
situation immediately. Once the medical staff confirms that the 
medication is correct, take the medication. Never take or receive 
medication from another inmate for any reason. 
 
At the discretion of medical staff certain prescriptions may be given 
to you as “Keep on Person” (KOP).  Failure to take your KOP 
medication as prescribed will result in the medication being 
confiscated.  Stockpiling, hoarding or exchanging medication is 
prohibited and may result in disciplinary action. 

 
D. Medical Services for Indigent Inmates 
 
If you are considered indigent, you will not be denied medical service 
or medication deemed necessary by the medical staff. However, if you 
receive medical services, a charge against your trust fund account 
will be recorded. Should you receive money on your account, charges 
for medical services will be deducted.  
 
E. Sick Call 
 
When you need to see a doctor, nurse or dentist, you will submit a 
sick call request form. Sick call request forms should be filled out 
and returned to medical staff during medication delivery rounds or 
placed in the medical box within the pod. If you request medical 
services and then refuse the medical service when offered, you will 
be charged as if service had been rendered. Emergency requests need 
to be made to the officer who will then contact medical staff to 
respond appropriately. Medical staff will determine if it is an 
emergency. 
 
Sick call request forms can also be used for you to report a sexual 
abuse or sexual harassment incident privately. You can request to 
meet with medical staff and during this medical visit, you can make a 
report.  You will not be charged for a medical visit for this specific 
purpose. 
 
F. Personal Medication 
 
Prescription medication from outside sources may be approved by 
medical staff. If approved, the medication will be used and distributed 
per doctor’s orders.  Medication furnished by your family will be 
distributed to you at no charge.  Your family must bring the 
prescription medication in its original container with the doctor’s 
name and instructions on the container. When the medication needs 
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to be refilled, your family can bring the refill to LCDC. It will be 
your responsibility to ask for your personal medications when being 
released from LCDC. If not, your medication will be kept for 30 days 
past your release and then destroyed.  
 
G. Cost for Medical Services 
 
Doctor or Dentist Visit $ 10.00 
 
Nurse Visit $ 5.00 
 
Prescription Medication (each) $ 3.00 
 
Emergency Room and Hospital Services billed by provider 
Other Outside Medical Care 
 
Sexual Abuse Treatment and Prophylaxis No Charge 

 
If you attempt to evade paying for medical services by using another 
inmate’s name or trust fund account, you will have disciplinary action 
and/or criminal charges filed against you. 
 
 
SECTION 8 
CONDUCT AND DISCIPLINE 
 
A. Discipline 
 
All incidents of misconduct will be reported and reviewed by 
detention staff. If it is determined that a violation is founded, 
disciplinary action will be assessed in accordance with the severity 
of the violation. 
 
Inmate rule violations are listed under two categories, major and 
minor.  For all violations, each inmate may be offered an opportunity 
to waive a formal hearing at the discretion of the disciplinary officer 
provided there is no loss of good time credit accrued or restitution 
for damage to detention property.  A waiver form shall be provided 
that will inform you of the charges against you, the allowable 
sanctions and the sanctions offered for signing the waiver. You will 
have 24 hours to determine if you wish to accept the terms offered 
in the waiver. Unless formally waived, a hearing will be convened to 
review the rule violation and all details. 
 
If you cause damage to detention property, you may have actual 
cost(s) incurred deducted from your inmate trust fund account, 
following an institutional due process hearing establishing your 
liability.  This hearing may not be waived.  Criminal charges may also 
be filed. 
 
Major violations will be reviewed by a disciplinary board consisting 
of neutral and impartial staff. Major violations of sexual abuse, 
sexual harassment, or staff sexual misconduct involving an inmate 
will be investigated thoroughly. 
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If a hearing is convened you will be given a notice, no less than 24 
hours prior to the hearing, of the violation or charges against you. 
You will have the opportunity to be heard in person and to present 
documents for evidence. In the event it is determined you are 
illiterate, it will be necessary for the Disciplinary Officer, or a staff 
advisor, to act as your advisor. The staff advisor may be an employee 
or third party. 
 
You will not be able to have an attorney present at a disciplinary 
hearing. You can request any relevant witnesses (staff or inmate) to 
be called before the hearing to offer testimony.  You must submit 
your request for witnesses forty eight (48) hours prior to your 
hearing. The Disciplinary Officer will determine if a witness can be 
called and allowed to appear. All evidence and reports will be 
provided for you to review and read. Confidential informants may be 
protected. Once the hearing is completed, you will receive copies of 
the disposition report, to include the evidence relied upon and the 
reason(s) for the disciplinary action taken. If the allegation is found 
to be true, you may have all or part of the following actions taken 
against you. 
 
 
Minor Infractions: 
 
Violations of rules and regulations which do not represent serious 
offenses against persons and do not pose a serious threat to 
institutional order and safety. Sanctions shall be limited to: 

      
    1. counseling;  

         2. verbal or written reprimand; 
3. temporary restriction to cells for a period not to exceed 
twenty-four hours;  

        4. loss of privileges for a period not to exceed fifteen days;  
5. disciplinary separation for a period not to exceed fifteen days; 

         6. restitution for damage to jail property; and  
         7. loss of good conduct credit.  
 
 

Major Infractions: 
 
Violations of rules and regulations which constitute serious 
offenses against persons and property and pose a serious threat to 
institutional order and safety. Sanctions may include: 

      
    1. loss of good conduct credit;  

         2. loss of privileges for a period not to exceed thirty days;  
         3. removal from work details or programs;  

4. disciplinary separation for a period not to exceed thirty days;          
and 
5. restitution for damage to jail property.      

 
B. Immediate Cell Restriction 
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In order to get compliance or maintain order with you, an officer may 
select one of the following actions instead of filing a rule violation 
against you. 
 

1. Verbal reprimand 
2. Bunk restriction by officer (not to exceed 23 hours) 

 
C. Acts considered a violation 
 
MAJOR VIOLATIONS: 
 
CODE VIOLATION        
 
A01 BRIBERY 
 
A02 FIGHTING 
 
A03 HOARDING MEDICATION 
 
A04 INCITING RIOTOUS BEHAVIOR 
 
A05 INTERFERENCE WITH COMMUNICATIONS OR 
 COMMUNICATION DEVICES 
 
A06 INTERFERENCE WITH COURT-RELATED 
 PROCEEDINGS 
 
A07 INTERFERENCE WITH SECURITY OPERATIONS 

 
A08 MUTILATION 
 
A09  POSSESSION OF STOLEN PROPERTY 
 
A10 POSSESSION/MANUFACTURE OF CHEMICAL 
 AGENTS 
 
A11 POSSESSION/MANUFACTURE OF ESCAPE 
 DEVICES 
 
A12 POSSESSION/MANUFACTURE OF INHALANTS 
A13 POSSESSION/MANUFACTURE OF NARCOTICS/ 
 NARCOTIC PARAPHERNALIA 
 
A14 POSSESSION/MANUFACTURE OF UNAUTHORIZED 
 DRUGS OR MEDICATION 
 
A15 POSSESSION/MANUFACTURE OF WEAPONS 
 
A16 POSSESSION/MANUFACTURE/DISTILLING/ 
 BREWING ALCOHOLIC BEVERAGES 
 
A17 SETTING FIRES 
A18 SEXUAL ABUSE 
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A19 SMOKING/POSSESSION OF TOBACCO PRODUCTS 
 
A20 TAMPERING/DESTRUCTION OF PROPERTY 
 
A21 THROWING OR PROPELLING OBJECTS/SUBSTANCES 
 
A22 TRAFFICKING 
 
A23 ABUSE OF INTERCOM SYSTEM 
 
A24 COERCION 
 
A25 DISRESPECT TO STAFF 
 
A26 DISRUPTION OF ANY INSTITUTIONAL ACTIVITY 
 
A27 EXCESSIVE NOISE 
 
A28 FALSE REPORT OF AN EMERGENCY 
 
A29 FEIGNING INJURY OR ILLNESS 
 
A30 HABITUAL VIOLATOR 
 
A31 IMPEDING HEADCOUNT/ROLLCALL  

 
A32 IMPEDING SECURITY  
 
A33 INCITING A FIGHT 
 
A34 INDECENT EXPOSURE 
 
A35 NUDITY 
 
A36 POSSESSION OF TATTOO PARAPHERNALIA/ 
 OBTAINING TATTOO OR PIERCING 

 
A37 RECKLESSNESS 
 
A38 SEXUAL ACTIVITY 
 
A39 SEXUAL SOLICITATION 
 
A40 THREATENING 
 
A41 INCITING OR ENCOURAGING COMMUNICATIONS 
 WITH PERSONS OUTSIDE THE FACILITY 
 
A42 REFUSAL TO FOLLOW WRITTEN OR ORAL 
 DIRECTIVES 
 
A43 VIOLATION OF COMMISSARY PROCEDURES 
 
A44 VIOLATION OF FEEDING PROCEDURES 
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A45 VIOLATION OF MAIL PROCEDURES 
 
A46 VIOLATION OF MEDICATION CONSUMPTION PROCEDURES 
 
A47 VIOLATION OF PROGRAM PROCEDURES 
 
A48 VIOLATION OF RECREATION PROCEDURES 
 
A49 VIOLATION OF VISITATION PROCEDURES 
 
A50 VIOLATION OF WORK ASSIGNMENT PROCEDURES 
 
A51 VIOLATION OF FEDERAL, STATE or LOCAL LAWS 
 
MINOR INFRACTIONS: 
 
CODE VIOLATION        
 
B01 DEFACING PROPERTY 
 
B02 DISRESPECT TO OTHER INMATES 

 
BO3 ENTERING OR EXITING AN AREA WITHOUT 
 PERMISSION/FAILURE TO PROCEED TO 
 DESIGNATED AREA 
 
BO4 FAILURE TO RESPOND TO STAFF QUESTIONS 
 
B05 FALSE SELF-IDENTIFICATION 
 
B06 GAMBLING 
 
B07 LYING TO OR ABOUT OTHER INMATES 
 
BO8 POSSESSION OF CONTRABAND 
 
B09 PRESENT IN UNAUTHORIZED AREA 
 
B10 REFUSAL TO PROPERLY WEAR OR PRESENT WRISTBAND 
 
B11 UNAUTHORIZED ABSENCE FROM WORK OR ACTIVITY 
 
B12 UNAUTHORIZED EQUIPMENT USE 
 
B13 UNAUTHORIZED TAKING ITEMS INTO/OUT OF UNITS 
 
B14 SUBVERTING THE CHAIN OF COMMAND 
 
B15 YELLING AT OTHER INMATES 
 
B16 DISORDERLY CELL OR BUNK AREA 
 
B17 HORSEPLAY 
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B18 INADEQUATE, PARTIAL OR IMPROPERLY WORN UNIFORM 
 
B19 INADEQUATE PERSONAL HYGIENE 
 
B20 MALINGERING 
 
B21 OBSTRUCTION OF VIEW 
 
B22 POSSESSION OF UNAUTHORIZED CLOTHING, LINEN OR 

BEDDING 
 
B23 UNAUTHORIZED CHANGING OF BED ASSIGNMENT 
 
B24 UNAUTHORIZED CONTACT 
 
B25 UNAUTHORIZED PASSING OF ITEMS 
 
B26 VIOLATION OF WRITTEN OR POSTED RULE 
 
D. Appeal of Disciplinary Action 
 
You have the opportunity to appeal any disciplinary action from the 
Disciplinary Review Board or officer.  The appeal will be addressed 
to the Director of Logistics or designee within 72 hours of the board 
hearing. Once received, a review of all facts and board procedures 
will be conducted and a response forwarded to you, The Disciplinary 
Officer, and placed in your file. If the Disciplinary officer’s or 
board’s decision is overturned an immediate order to eliminate any 
disciplinary action will be made, and you will be returned back to the 
same status as before the incident. All decisions made by the 
Director of Logistics are final. 

 
E. Disciplinary Records 
 
Your behavior will be used to determine your housing assignment. 
Positive actions will result in the least restrictive housing; Negative 
actions will result in more restrictive housing. All disciplinary 
records will be maintained as part of your permanent record which 
can be used at any time.  If you are being transferred to T.D.C.J.-ID 
or other facilities they will receive copies of all disciplinary 
records.  These records will not only affect your classification 
while in this facility but could also affect future assignments in 
other facilities.   
  


