STONE COUNTY
SHERIFEF’S DEPARTMENT

Correctional Deputy
Job Description

GENERAL PURPOSE

Performs a variety of entry level correctional duties related to the security, safety,
order, operation and maintenance of the Stone County Jail and the incarceration
and detention of prisoners.

SUPERVISION RECEIVED

Works under the close to general supervision of the Corrections Corporal,
Corrections Sergeant, Jail Administrator, Chief Deputy Sheriff or County Sheriff.

ESSENTIAL FUNCTIONS

Corrections: Receives ongoing on-the-job training; attends POST training
sessions receiving instructions in related, responsibilities, liabilities and physical
environment associated with correctional officer functions; assists with
processing inmate requests and grievances.

Supervises inmates in county jail in accordance with established policies,
regulations and procedures while assuming responsibility for all needs (physical,
medical, etc.) of the prisoners during correction.

Supervises various facility functions including booking, housing, building
maintenance, and laundry operations; screens, inspects and distributes mail;
acts as liaison between courts and inmates and inmate families; responds to
questions and issues pertaining to court processes.



Performs various tasks associated with inmate admissions; conducts inmate
searches, books prisoners, takes finger prints; reviews offense status and
classification (violent, non-violent, etc.) to determine appropriate level of security
and confinement; performs inmate releases.

Observes conduct and behavior of inmates to prevent disturbances and escapes;
searches inmates and cells for contraband articles; patrols assigned areas for
evidence of forbidden activities, infractions of rules and unsatisfactory attitudes
or adjustment of prisoners, and reports observations to supervisor; performs
inmate supervision during recreation, visitation, programming and meal periods.

Inspects cells, locks, grills, doors and gates for tampering; conducts “cell
shakedowns” and inspections; employs various forms of discipline as needed to
maintain order among inmates.

Places restraints, i.e., handcuff, waist chain, shackles, etc., and supervises
prisoners in transit between jail, courtroom, prisons, medical and dental
appointments or other points, traveling by automobile or public transportation as
required; supervises inmate workers on general work details, inside or outside
the jail.

Secures all inmate valuables and/or belongings and follows standard procedures
designated for the disposing or maintaining of the same; orders and serves
meals to prisoners and provides or obtains medical aid if needed; dispenses
medication as prescribed by doctor.

Prepares arrest records including reports, bookings, releases, fingerprinting and
mug shot photography (identifying the prisoner and charge against him/her);
assists in the maintenance of various records and information reporting materials
and data base.

Performs general maintenance of jail facility; notifies supervisor and maintenance
personnel of needed repairs to facility and equipment.

Participate in extradition transports; moves inmates to and from various in-state
and interstate locations.

Court Security: Carries out specific plans or programs to insure safety of court
personnel and protection of facilities. Provides security for courtrooms during
proceedings and for court facilities, judges and staff; monitors or operates metal
detectors as needed; patrols court facilities; investigates disturbances and
suspicious situations and takes appropriate action to maintain security; prepares
and submits written reports of security incidents occurring within the courts.

Observes courtroom for violations of regulations such as unacceptable or
inappropriate use of microphones, cameras, movie cameras, or any other device



that would prove disruptive or threaten the security of court proceedings; ejects
or assists with arrests of individuals disturbing court proceedings

Assists witnesses, litigants and public by answering questions about court
procedures and scheduling but does not give legal advice or discuss merits of
case on trial.

May also act as court Bailiff when required, opening court by announcing
entrance of judge; seating witnesses and jurors; carrying out instructions of
judge; supervising and providing for the needs of the jury; summoning witnesses;
etc.; takes evidence into custody.

Performs other related duties as required.



