AFLOAT BRIG JQR 

USER GUIDE

This guide will explain the brig staff Job Qualification Requirements (JQR) program, what it is, and how to use it.

1.  WHAT IS JQR?

JQR is an integral part of the Ship’s Brig pre-service training program.  It provides the minimum requirements to qualify you in the various areas of Brig duty.  It is a method for qualifying personnel in general Brig matters as well as specific assigned duties/positions within the Brig’s staffing structure.  This JQR will assist you in becoming a more productive member of the Brig Staff team, expand you knowledge of Brig procedures and guidelines thus enabling you to strengthen your personal attributes.  This JQR can also be used in meeting annual in-service training requirements, as personnel re-qualify each year the associated training covers many of the required annual training topics.  

2.  WHAT MAKES UP THE JQR PROGRAM?

The JQR program consists of phased training utilizing a standard booklet and progress chart.

     a.  A standard booklet contains questions you must be able to answer and performance items you must be able to physically accomplish in order to qualify for a particular work or watch station billet.  Requirements are written by naval corrections personnel based on what a sailor would need to know to perform the job properly.  

     b.  The standard booklet is made up of the following parts:

· LETTER OF INTRODUCTION

· TABLE OF CONTENTS

· JQR USER GUIDE

· QUALIFIER RECORD SHEET

· QUALIFICATION SUMMARY PAGE

· QUALIFICATION CARD

· RE-QUALIFICATION SIGN-OFF PAGE

· TASK SIGN-OFF PAGES (100 SERIES) GENERAL QUALIFICATION

· SPECIFIC TASK SIGN-OFF PAGES (200 THROUGH 800 SERIES)

    c.  The progress chart is used to track all the qualification requirements in progress and those that have been completed by Brig Staff Members.  The Brig Supervisor uses the program chart to determine who is qualified to stand the watches and perform the tasks required in the ship’s brig.  Individual service members should check the progress chart periodically to make sure all of the requirements completed have been recorded.  The chart is physically maintained by the staff training supervisor who is the only person authorized to enter information.  

3.  WHAT IS THE JQR FORMAT?

The numbering system in the JQR manual follows a definite logical pattern.  Each series of three or four digit numbers represent either fundamental learning sequence as in the 100 Series; a progressive “up the ladder” type advancement in position, knowledge and responsibility as in the 200 through 500 Series; and specialized billets in the 600 through 800 Series.

4.  WHAT IS PHASED TRAINING?

The phased sequence of training coincides with programmed short and long range training schedules.  

    a.  PHASE 1 – (Initial Training) Before any staff member can begin working on JQR requirements they must have completed phase 1 training which is either the A-831-0001 (Corrections Specialist) or A-831-0003 (Afloat Brig) course.

    b.  PHASE 2a – (Pre-service Training) Completion of the 100 series JQR.  This series must be completed within one week of reporting for duty.

    c.  PHASE 2b – (Pre-service Training) Completion of watch or workstation billet requirements (200 series and above) is mandatory before assuming any watch.  Progress will begin upon assignment to a specific billet by the Brig Supervisor.  This section of the JQR must be completed within 3-5 working days for each level/series required after being assigned to a specific watch or work billet.

    d.  PHASE 3 – (In-service Training) Phase 3 is an in-depth qualification and is progressive in nature. The following time frames are allotted for the completion of the next level on the qualification ladder:

          (1) 200.0    Prisoner Escort JQR 


3 Days

          (2) 300.0    Quarters Supervisor JQR

3 Days

          (3) 400.0    Control Center Supervisor

5 Days

          (4) 500.0    Section Leader JQR   


10 Days

          (5) 600.0    Administrative Supervisor JQR 
20 Days

          (6) 700.0    Brig Supervisor JQR

     30 Days

          (7) 800.0    Correctional Counselor JQR 
10 Days

5.  HOW ARE QUALIFICATION RECORDS SHEETS UTILIZED?

The qualification record sheets are utilized to record satisfactory completion of JQR requirements.  The four types of qualification record sheets that you will find in the booklet are as follows:

    a.  QUALIFICATION SUMMARY PAGE is a tracking record of a completed JQR.  The Staff Training supervisor updates this page, when he receives verification that a service record has been properly annotated with current qualification information as submitted utilizing the qualification card.

    b.  QUALIFICATION CARD is a final record that is filed in your service jacket upon satisfactory completion and qualification for each JQR series.  This page requires a recommending signature from your Section Leader, the Brig’s Staff Training Supervisor, and the Brig Supervisor.  It is then forwarded to the Brig Officer for final approval/qualification.

    c.  TASK SIGN-OFF PAGE is a completion record of performed tasks and instruction for each individual item required to qualify for a specific watch or workstation.  It is maintained in your JQR booklet.  Signatures are obtained from an authorized qualifier/signer maintained by the Brig Supervisor.

    d.  RE-QUALIFICATION SIGN-OFF PAGE is a tracking record documenting recurring qualification requirements.  It is maintained in your JQR booklet and training record.  Signatures are obtained from an authorized qualifier/signer maintained by the Brig Supervisor.

6.  HOW TO QUALIFY.

    a.  The Staff Training Supervisor issues JQR booklets to the staff member and explains the particular requirements in completing the qualification for the watch or workstation assigned by the Brig Supervisor.  Progress toward qualification will be monitored on the Brig’s progress chart.

    b.  Starting in the 100 Series the staff member should determine the qualification requirements series for the watch or workstation assigned including all JQR series preceding it.  Further they should become familiar with the requirements series for the watch or workstation assigned including all JQR series preceding it.  Identify a list of items that must be completed before starting or in conjunction with the task.  In most cases, requirements include shipboard qualifications for areas related to the watch or workstation such as supply and safety petty officer qualifications.  Qualifications should be completed in a timely fashion.   

    c.  References should be made available for review to ensure proper procedures are followed.  Supervisors are also available to assist.  

    d.  As the Prerequisites for a particular JQR have been completed the Staff Training Supervisor annotates the training jacket.

    e.  As an individual or group completes line items for a particular JQR, an authorized qualifier signs the applicable portion of the task sign-off page.

    f.  Completion of all requirements for a particular watch or workstation JQR should be reported to an immediate supervisor to ensure documentation and submittal of qualification cards.

    g.  Approval must be obtained from the Brig Supervisor to work on a JQR requirement that concerns advanced specialized operations or entails a watch or workstation that is not a normally assigned JQR series.

7.  QUALIFIERS.

    a.  The following is a listing of personnel who are authorized to sign off JQR line/requirements:


100 SERIES

Administrative Supervisor/






     Brig Supervisor



200-300 SERIES
     Any 2008 or 9575



400 SERIES

Brig Supervisor



500 SERIES

Brig Supervisor/Brig Officer



600 SERIES

Brig Supervisor/Brig Officer



700-800 SERIES
     Brig Officer



First Aid/

     
DC 310 Series/




Straight Jacket     Medical Department



CPR


     Medical Department/






     A Qualified CPR Instructor



EEBD/Gas Mask
     Staff Training Supervisor



Egress


Section Leader or above
JOB QUALIFICATION REQUREMENTS

QUALIFICATION SUMMARY PAGE

NAME:





  RATE:

  SSN:



This page is to utilized to track qualification and progress “DO NOT REMOVE THIS PAGE FROM TRAINING JACKET”
100.0 General Brig Qualification    
                                       ____________________________

Qualifier/Date

200.0    Prisoner Escort JQR 

                                       ____________________________

Qualifier/Date

300.0 Quarters Supervisor JQR

                          ____________________________

Qualifier/Date

400.0 Control Center Supervisor

                          ____________________________

Qualifier/Date

500.0 Section Leader JQR   


                          ____________________________

Qualifier/Date

600.0  Administrative Supervisor JQR

                          ____________________________

Qualifier/Date

700.0  Brig Supervisor JQR    
                                                    ____________________________

Qualifier/Date

800.0  
Correctional Counselor JQR

                          ____________________________

Qualifier/Date

JOB QUALIFICATION REQUIREMENT

QUALIFICATION CARD

THESE QUALIFICATION CARDS ARE TO BE USED AS A RECORD OF SATISFACTORY COMPLETION OF THE DESIGNATED SECTIONS/WATCH STATIONS OF THE JOB QUALIFICATION REQUIREMENTS.  ONLY SPECIFICALLY DESIGNATED SUPERVISORS MAY SIGNIFY COMPLETION OF THE APPLICABLE SECTION OF THE JOB QUALIFICATION REQUIREMENTS.  THIS DESIGNATION WILL BE MADE ONLY AFTER SATISFACTORY COMPLETION OF THE REQUIREMENT.   METHODS OF EXAMINATION MAY BE ORAL, WRITTEN, AND/OR PERFORMANCE BASED.  

NOTE:   SUPERVISORS SHOULD ENSURE THAT THE INDIVIDUAL SAILOR HAS MASTERED THE REQUIRED SKILL PRIOR TO QUALIFYING A SPECIFIC JQR.  FAILURE TO DO SO WILL RESULT IN SAILORS EXPERIENCING DIFFICULTY IN THE PERFORMANCE OF THE ASSIGNED DUTIES.

IF THE SAILOR HAS ATTENDED A SHORE BASE SCHOOL, THE SCHOOL MAY SIGN OFF THE APPROPRIATE SECTIONS OF THE JQR.   HOWEVER, IN ALL CASES, THE RESPONSIBILITY FOR FINAL QUALIFICATION RESTS WITH THE BRIG OFFICER.

________________________________________________________________________________

QUALIFICATION:  Having observed _________________________________________________________ performing the watch and having examined him either orally, in writing or both, in the items listed in the job qualification requirements and found his/her knowledge and performance satisfactory, it is recommended that he/she be certified as having fulfilled the job qualification requirements for:

RECOMMENDED  ____________________________________       DATE __________________



       SECTION LEADER


RECOMMENDED  ____________________________________       DATE __________________



       TRAINING SUPERVISOR

RECOMMENDED  ____________________________________       DATE __________________



       BRIG SUPERVISOR

APPROVED            ____________________________________       DATE __________________



       BRIG OFFICER

JOB QUALIFICATION REQUIREMENT

RE-QUALIFICATION SIGN-OFF PAGE

NAME: ______________________________      RATE: __________     SSN#: ________________

Defensive Tactics (Annual)

_______________               ______________              _______________              _______________

First Aid (Annual)

_______________             _______________              _______________             _______________

CPR (Annual)

_______________              _______________             _______________              _______________

Egress Exercise (Quarterly)

________________              _______________           _______________            ________________

________________              _______________           _______________            ________________

EEBD (Quarterly)

________________              _______________           _______________            ________________

________________              _______________           _______________            ________________

SCBA (Semi-Annual)

________________              _______________           _______________            ________________

________________              _______________           _______________            ________________

MCU-2/P Gas Mask (Annual)

_______________               _______________            _______________            _______________

JOB QUALIFICATION REQUIREMENTS

Task Sign-Off Page

100.0
GENERAL BRIG QUALIFICATION

1.  Discussion:  This is a progressive JQR that requires the initial completion of all line items within the first 100.0 series, GENERAL BRIG QUALIFICATION, before you can begin qualification for a specific billet.  Thereafter, as you are assigned to a billet in the Brig you will be required to complete requirements in the level assigned as well as the next level of training.  Personnel are not authorized to skip any billet level of progressive qualification.  The JQR series will give you both the fundamental and the specific hands-on training to perform all requirements and tasking of your assigned billet in the Brig aboard this specific ship.

2.  Prerequisites: 

    a.  Permanent Staff:  Complete the Correction Specialist Course (A831-0001) and possess the 9575 or 2008 NEC.

    b.  Temporary Staff:  Complete the Afloat Brig Training course (A831-0003)

3.  References:  

    a.  SECNAVINST 1640.9C

    b.  OPNAVINST 1640.8

4.  Knowledge Requirements




      INITIALS
       DATE

     a.  Explain the mission of the Brig.                                                      _____________/__________
     b.  Explain the philosophy of corrections.                                          ___________/_____________
     c.  Explain the goal of the correction program.                              _____________/_________

     d.  Explain the various elements, which comprise the total

corrections program and their importance to the program.                  ____________/__________

     e.  State purpose and demonstrate ability to utilize:

          (1)  SECNAVINST 1640.9C                                                    _____________/_________

          (2)  OPNAVINST 1640.8                                                          _____________/_________

          (3)  Uniform Regulations                                                           _____________/_________
          (4)  Manual for Courts-Martial                                                  _____________/_________

          (5)  United States Navy Regulations                                          _____________/_________

     f.  Define each term:

          (1)  Confinement                                                                          _____________/_________

          (2)  Prisoner                                                                                  _____________/_________

          (3)  Detainee                                                                                 _____________/_________

          (4)  Bread & Water                                                                       _____________/_________

          (5)  Contraband                                                                             _____________/_________

     g.  Explain each:

(1)  Shore Brig                                                                              _____________/_________

(2)  Ship’s Brig                                                                             _____________/_________

(3)  Correctional Custody Unit                                                     _____________/_________
     h.  Explain the following as it applies to general rule of conduct for personnel assigned to Brig Staff duty:

         (1)  Extending privileges or information to prisoners                    _____________/__________

         (2)  Soliciting or accepting favors or services involving prisoners_____________/_________

         (3)  Use of force in dealing with prisoners                                      _____________/_________

         (4)  Security of facility and safe custody of prisoners

(Preventing escape, injury and fire)                                                          _____________/_________

         (5)  Receiving or giving gifts or promises                                       _____________/_________

         (6)  Using official position to establish or maintain social

contact with prisoners family or friend’s                                                 _____________/_________

         (7)  Fraternization with prisoners                                                   _____________/_________

         (8)  Harassment

                (a)  Physical abuse of prisoners                                                   _____________/_________

                (b)  Mental abuse of prisoners                                                     _____________/_________

                (c)  Verbal abuse of prisoners                                                      _____________/_________

         (9)  Military bearing in addressing prisoners and prisoners

addressing staff personnel                                                                             _____________/_________

          (10)  Prisoner’s submission of requests                                             _____________/_________
     i.  Explain the following as it applies to general guidelines for personnel assigned to Brig Staff duty:

         (1)  Misconduct                                                                                  _____________/__________

         (2)  Grooming and Uniform Standards                                              _____________/__________

         (3)  Use, care, and accountability of equipment                                _____________/__________

         (4)  Authorized and unauthorized equipment                                    _____________/__________
         (5)  Use of alcohol and drugs                                                            _____________/__________

         (6)  Abuse of position                                                                        _____________/__________

         (7)  Employment outside the Brig                                                     _____________/__________

         (8)  Relations with crew                                                                    _____________/__________

         (9)  Disclosure of information                                                           _____________/__________

         (10)  Notification of occurrences                                                      _____________/__________

         (11)  Watch structure                                                                        _____________/__________

         (12)  Leave, liberty, and school                                                        _____________/__________

         (13)  Education and advancement                                                    _____________/__________

         (14)  Evaluations                                                                              _____________/__________

         (15)  Special requests                                                                       _____________/__________

         (16)  Chain of Command                                                                  _____________/___________

     j.  State the qualification and training requirements for staff:

         (1)  Initial training                                                                            _____________/____________

         (2)  Pre-Service training                                                                    _____________/____________

         (3)  In-service training                                                                       _____________/____________

     k. Demonstrate a working knowledge of Brig emergency bills:

         (1)  Medical Emergency                                                                    ____________/________________

         (2)  Fire and flooding                                                                        ____________/______________

         (3)  Collision at sea                                                                           _____________/____________

         (4)  General Quarter’s                                                                       _____________/____________

         (5)  Man overboard                                                                            _____________/____________

         (6)  Abandon ship                                                                               _____________/____________

         (7)  Prisoner escape                                                                            _____________/____________

         (8)  Riot and disorder                                                                         _____________/____________

         (9)  Hostage                                                                                        _____________/____________

     l.  Demonstrate a familiarization and ability to utilize Brig Post Orders and explain there 

importance.                                                                                                  _____________/____________

     m.  Demonstrate a working knowledge and identify the location of the following physical plant items:

           (1)  Emergency escape scuttle                                                          _____________/____________

           (2)  Communication system                                                              ____________/_____________

           (3)  Electronic locks and duress alarms                                           _____________/_____________

           (4)  Personal protective and life saving equipment                         _____________/_____________

           (5)  Damage control gear and fittings                                              _____________/_____________

           (6)  Utilities control access                                                              _____________/_____________
     n.   Explain the following procedures:

           (1)  Key and Lock Control                                                               _____________/____________

           (2)  Tool control                                                                               _____________/____________

           (3)  Use and storage of paints, solvents, and chemicals                   _____________/____________

     o.  Identify each and explain guidelines for the protection of prisoner rights and administration of prisoner privileges.                                                                                       _____________/____________

     p.  Identify by title each command special assistant and explain their respective

responsibilities.                                                                                             _____________/____________

     q.  Explain the basic function of each billet in the Brig.                         _____________/____________

     r.  Complete 100.0 series written examination.                                       _____________/____________
JOB QUALIFICATION REQUIREMENTS

Task Sign-Off Page
200.0  PRISONER ESCORT

1.  Discussion:
The Prisoner Escort is responsible to the Brig Section Leader for the control and transportation of prisoners outside the Brig facility for appointments and for working parties of not more than three prisoners.  The Prisoner Escort also provides escort of prisoners transferring to shore facilities.

2.  Prerequisites:  Formal training as previously delineated, basic escort training (offered at local shore brigs), and 100.0 series Job Qualification Requirements

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:  


        
                               INITIALS               DATE            

     a.  Identify and explain the degree of supervision and identification required for the custody classifications.

         (1)  Maximum                                                                                      _____________/____________

         (2)  Medium-In                                                                                    _____________/____________
         (3)  Medium–Out                                                                                 _____________/____________

         (4)  Minimum                                                                                      _____________/____________

     b.  Identify those items that are considered as:

         (1)  Authorized                                                                                    _____________/____________

         (2)  Contraband                                                                                    _____________/____________

     c.  Identify three types of searches and conduct frisk and strip searches:

         (1)  Frisk                                                                                              _____________/____________

         (2)  Strip                                                                                              _____________/____________

         (3)  Body cavity                                                                                   _____________/____________

     d.  State when instruments of restraints may be utilized and demonstrate the proper procedures for applying:

         (1)  Handcuffs                                                                                      _____________/____________

         (2)  Transportation belts                                                                      _____________/____________

         (3)  Leg Irons                                                                                       _____________/____________

         (4)  Straight jacket                                                                               _____________/____________

     e.  Explain what events can lead to escape.                                             _____________/____________

     f.  Explain and demonstrate the immediate actions used in the event of an attempted and successful escape to include:

         (1)  Voice command                                                                            _____________/____________

         (2)  Use of force                                                                                  _____________/____________

         (3)  Maintaining control of other prisoners                                         _____________/____________

         (4)  Reporting of escaped prisoner                                                      _____________/____________

     g.  Identify the safety precautions to be used when escorting prisoners:

         (1)  On foot/military formation                                                           _____________/____________

         (2)  By vehicle, car, bus, and truck                                                      _____________/____________

         (3)  By aircraft                                                                                     _____________/____________

         (4)  Aboard ship through passageways and ladders                            _____________/____________

     h.  Identify uniform requirement for prisoners escorted off ship            _____________/____________

     i.  Conduct prisoner movement using proper military bearing:

         (1)  On foot / military formation                                                         _____________/____________

         (2)  By vehicle                                                                                     _____________/____________

     j.  Read and demonstrate a working knowledge of Post Orders for

Prisoner Escort.                                                                                            _____________/____________

     k.  Explain the purpose and demonstrate the ability to complete the following forms and reports:

         (1)  DD Form 2708 Receipt for Inmate or Detained Person               _____________/____________

         (2)  DD Form 2713 Inmate Observation Report                                 _____________/____________

         (3)  DD Form 2714 Inmate Disciplinary Report                                 _____________/____________

         (4)  DD Form 2718 Inmate’s Release Order                                       _____________/____________

     l.  Explain the safety precaution and procedures for supervising prisoners in the following situations:

          (1)  During appointments                                                                   _____________/____________

          (2)  In medical spaces                                                                         _____________/____________

          (3)  During church call                                                                       _____________/____________

          (4)  On work/project sites                                                                   _____________/____________

          (5)  During court proceedings                                                            _____________/____________

     m.  Explain the procedures of Prisoner Escort personnel in regards to:

           (1)  Prisoner injured on board ship                                                    _____________/____________

           (2)  Prisoner injured off ship                                                             _____________/____________

           (3)  Fire and flooding                                                                        _____________/____________

           (4)  Collision at sea                                                                           _____________/____________

           (5)  General Quarters                                                                         _____________/____________

           (6)  Man overboard                                                                            _____________/____________

           (7)  Abandon ship                                                                              _____________/____________

           (8)  Riot and disorder                                                                        _____________/____________

           (9)  Hostage                                                                                       _____________/____________

     n.  Explain the role of the Prisoner Escort during prisoner reception.    _____________/____________

     o.  Explain requirements for escorting detainees.                                   _____________/____________

     p.  Explain institutional tension (causes, recognition, & prevention).   _____________/____________

     q.  Discuss the methods of maintaining overnight security for 
prisoners under escort from the ship underway to an overseas or stateside facility when a stopover is required but detention facility

is not available.                                                                                             _____________/____________

     r.  Perform escort of a new prisoner:

          (1)  Identify Confinement Order requirements                                   _____________/____________

          (2)  Identify required sea bag items and authorized personal

property                                                                                                        _____________/____________

     s.  Properly brief the Section Leader on all aspects of escorting.           _____________/____________

     t.  Stand four watches under the instruction of a fully qualified staff member.                                                                                                         

           DATE

SIGNATURE OF STAFF

SAT

UNSAT

     

           ___________          ________________________            _____                  ________                 

           ___________          ________________________            _____                  ________                    

           ___________          ________________________            _____                  ________                   

           ___________          ________________________            _____                  ________                   
JOB QUALIFICATION REQUIREMENTS

Task Sign-Off Page

300.0
QUARTERS SUPERVISOR
1.  Discussion:
The Quarters Supervisor is responsible to the Brig Section Leader for the maintenance of good order and discipline, sanitation, and the accountability and welfare of prisoners within the berthing areas of the Brig. He/She supervises shower call, personal hygiene, prisoners in segregation, and sick call held in the Brig.

2.  Prerequisites:  Formal training as previously delineated and 100.0 and 200.0 series Job Qualification

Requirements.

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:





INITIALS               DATE          

     a.  Properly complete the Inspection Record for Prisoners in Segregation (DD form 509) and explain the purpose of each section.                                                                         _____________/____________
     b.  Explain all security procedures for all egress training and demonstrate the ability to locate and utilize emergency equipment and damage control fittings.                          _____________/____________

     c.  Demonstrate a working knowledge of prisoner rules and regulations pertaining to conduct within the cellblock.                                                                                                _____________/____________

     d.  Demonstrate a working knowledge of the Brig daily routine.           _____________/____________

     e.  Explain the requirements and regulations for housing prisoners in:

          (1)  Detainee status                                                                             _____________/____________

          (2)  Bread and Water status                                                                _____________/____________

          (3)  Disciplinary segregation                                                              _____________/____________

          (4)  Special quarters                                                                           _____________/____________

     f.   Explain procedures for handling contraband and demonstrate the ability to complete evidence custody document (OPNAV 5527/22).                                                        _____________/____________

     g.  Explain the precautions and special orders for monitoring:

          (1)  Suicidal prisoners                                                                        _____________/____________

          (2)  Aggressive homosexuals                                                             _____________/____________

          (3)  Violent prisoners                                                                         _____________/____________

     h.  Demonstrate a working knowledge of Request for Interview (DD Form 510) and explain how it is used:                                                                                                              ____________/____________

     i.  Explain the purpose, requirements for, and special handling of requests to the Commanding Officer from prisoners to include the following:

          (1)  Request for submission                                                                _____________/____________
          (2)  Procedure for maintaining the Commanding Officer’s

Mailbox  and Log                                                                                         _____________/____________

          (3)  Method of delivery                                                                      _____________/____________

     j.  Demonstrate frequency, procedures, and formation to be utilized during prisoner counts as well as personnel and locker inspections.                                                                _____________/____________

     k.  Explain security requirement and procedures for visiting prisoners 
in segregation or special quarters.                                                                                                        _____________/____________

     l.   Explain procedures for the storage, preparation, and cleaning of 

prisoner laundry and linen.                                                                           _____________/____________

     m. Demonstrate the ability to conduct the following:

          (1)  Shower call                                                                                  _____________/____________

          (2)  Personal hygiene periods                                                            _____________/____________

          (3)  Rope-yarn and self-study periods                                                _____________/____________

          (4)  Television / news call                                                                  _____________/____________

          (5)  Mess call within the Brig                                                             _____________/____________

          (6)  Sick call within the Brig                                                              _____________/____________

     n.  Demonstrate a working knowledge of the rules and regulations of:

          (1)  Handling and inspection of prisoner mail                                   _____________/____________

          (2)  Storage and arrangement of items in prisoner lockers                _____________/____________

          (3)  Bunk Appearance                                                                         _____________/____________

     o.  Demonstrate security, issue, and handling procedures of cleaning gear and tools utilized in the Brig facility.                                                                                                          _____________/____________

     p.  Demonstrate ability to conduct a physical plant inspection of:

          (1)  Bulkheads and overheads                                                            _____________/____________

          (2)  Doors and gates                                                                           _____________/____________

          (3)  Access panels to ship’s systems                                                  _____________/____________

          (4)  Plumbing and electrical                                                               _____________/____________

          (5)  Life saving equipment and damage control gear                         _____________/____________

     q.  Demonstrate a working knowledge of the key control system.          _____________/____________
     r.  Explain the role of the Quarters Supervisor during the prisoner

 reception process.                                                                                        _____________/____________

     s.  Read and demonstrate a working knowledge of Post Orders for

the Quarters Supervisor.                                                                              _____________/____________

     t.  Explain the responsibilities of the Quarters Supervisor in regards to:

          (1)  Prisoner injured within the Brig facility                                      _____________/____________

          (2)  Fire and flooding                                                                         _____________/____________

          (3)  Collision at sea                                                                            _____________/____________

          (4)  General Quarters                                                                          _____________/____________

          (5)  Man overboard                                                                             _____________/____________
          (6)  Abandon ship                                                                               _____________/____________

          (7)  Riot and disorder                                                                         _____________/____________

          (8)  Hostage                                                                                        _____________/____________

          (9) Suicide Attempt                                                                            _____________/____________
     u.  Explain procedures for conduct of departmental weekly visits.        _____________/____________

     v.  Properly brief the Section Leader on all aspects of prisoner

security and control within the cellblock.                                                    _____________/____________
     w.  Stand four watches under the instruction of a fully qualified staff member.


DATE

SIGNATURE OF STAFF

SAT

UNSAT

     

           ___________          ________________________            _____                  ________                 

           ___________          ________________________            _____                  ________                    

           ___________          ________________________            _____                  ________                   

           ___________          ________________________            _____                  ________                   

JOB QUALIFICATION REQUIREMENTS

Task Sign-Off Page
400.0
CONTROL CENTER SUPERVISOR
1.  Discussion:  The Control Center Supervisor is responsible to the Brig Section Leader for maintaining prisoner accountability and Brig logs; operation of the communication system; coordination of all information and activities; providing issue and accountability of all gear, keys and instruments of restraint, and operation of all electrical doors, gates, and alarms; controlling the movement and security of prisoners within the Brig facility.  The Control Center Supervisor serves as second in command for the Brig Staff Watch Section on duty.

2.  Prerequisites:  Formal training as previously delineated, 100.0, 200.0, and 300.0 series Job Qualification Requirements.

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:





     INITIALS               DATE 

     a.  Demonstrate how to maintain the Control Center status board.         _____________/____________

     b.  Demonstrate specific procedures for the following:

          (1)  Security, issue, and accountability of locks and keys                  _____________/____________

          (2)  Security, issue, and accountability of equipment and tools         _____________/____________

          (3)  Movement of prisoners through the vestibule area                     _____________/____________

          (4)  Utilization and test of:

                (a)  Brig alarms                                                                             _____________/____________

                (b)  Duress alarm                                                                          _____________/____________

                (c)  Electric door and gates                                                           ____________/_____________

                (d)  E-call communication system                                                ____________/_____________

                (e)  Radio system                                                                          _____________/____________

     c.  Demonstrate procedures for maintaining and specific entries in the:

          (1)  Brig Log                                                                                       _____________/____________

          (2)  Visitor Log                                                                                   _____________/____________

          (3)  Medical Log                                                                                 _____________/____________

          (4)  Tool Issue Log                                                                             _____________/____________

NOTE:  Brig’s Afloat may consolidate to one Brig Log containing entries for Brig, medical, and tool logs.

     d.  Read and demonstrate a working knowledge of Post Orders             _____________/____________

     e.  Demonstrate a thorough knowledge of the specific procedures contained in the following emergency bills:

          (1)  Medical emergency                                                                      _____________/____________

          (2)  Fire and flooding                                                                         _____________/____________

          (3)  Collision at sea                                                                            _____________/____________

          (4)  General Quarters                                                                          _____________/____________

          (5)  Man overboard                                                                             _____________/____________
          (6)  Abandon ship                                                                               _____________/____________

          (7)  Escape                                                                                          _____________/____________

          (8)  Hostage                                                                                        _____________/____________

          (9)  Riot and disorder                                                                         _____________/____________

     f.  Explain the policy concerning the admittance of weapons and riot equipment into the

Brig facility.                                                                                                 _____________/____________

     g.  Explain notification requirements to the Section Leader, Brig Supervisor, Brig Counselor, Brig Officer, CMAA, and OOD.                                                                           ____________/____________

     h.  Demonstrate a general knowledge of the duties assigned to the 

Section Leader.                                                                                             _____________/____________

     i.  Properly brief the Section Leader on all Control Center operations   _____________/____________
     j.  Stand four watches under the instruction of a fully qualified staff member.


DATE

SIGNATURE OF STAFF
       SAT
         UNSAT

      

         ___________          ________________________          _____                  ________                 
         ___________          ________________________          _____                  ________                
         ___________          ________________________          _____                  ________                
         ___________          ________________________          _____                  ________                
JOB QUALIFICATION REQUIREMENTS 

Task Sign-Off Page
500.0
SECTION LEADER
1.  Discussion:  The Brig Section Leader is responsible to the Brig Supervisor for the supervision of his/her Brig Staff Watch Section; the maintenance of good order and discipline; the proper health, welfare and safety of staff members and prisoners; the carrying out of the Brig daily routine; and implementation of emergency bills.  In the absence of the Brig Officer, Brig Supervisor, and Administrative Supervisor, the Section Leader is in charge of the general operation of the Brig.
2.  Prerequisites:  NEC 9575 or 2008, 100.0, 200.0, 300.0, and 400.0 series Job Qualification Requirements.

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:





     INITIALS               DATE

     a.  Maintain section watch bill.                                                               _____________/____________

     b.  Demonstrate procedures for implementing the Staff Recall Bill       _____________/____________

     c.  Coordinate Brig activities with the CDO.                                          _____________/____________

     d.  Be prepared to manage emergency situations as contained in the emergency bills for:

          (1)  Medical emergency                                                                      _____________/____________

          (2)  Fire and flooding                                                                         _____________/____________

          (3)  Collision at sea                                                                            _____________/____________

          (4)  General Quarters                                                                          _____________/____________

          (5)  Man overboard                                                                             _____________/____________

          (6)  Abandon ship                                                                               _____________/____________

          (7)  Escape                                                                                          _____________/____________

          (8)  Hostage                                                                                        _____________/____________

          (9)  Riot and disorder                                                                         _____________/____________

     e.  Properly complete, authenticate, verify, and explain the handling and distribution of the following admin items:

          (1)  Report and Disposition of Offense(s) (NAVPERS 1626/7)        _____________/____________

          (2)  Disciplinary Action Data Card (NAVPERS 1640/5)                  _____________/____________

          (3)  Conduct Record (NAVPERS 1640/8)                                         _____________/____________

          (4)  Prisoner Identification Badge (NAVPERS 1640/16)                  _____________/____________

          (5)  Inventory and Receipt of Valuables (NAVPERS 1640/17)        _____________/____________

          (6)  Prisoner Escort Identification (NAVPERS 1640/18)                  ____________/_____________

          (7)  Initial Contact Sheet (NAVPERS 1640/19)                                _____________/____________

          (8)  Evidence/Property Custody Receipt (OPNAV 5527/22)            _____________/____________

          (9)  Request and Receipt for Health and Comfort Supplies                       

(DD Form 504)                                                                                             _____________/____________

          (10) Inspection Record of Prisoner in Segregation (DD Form 509)  _____________/____________

          (11) Request for Interview (DD form 510)                                        _____________/____________

          (12) Victim/Witness Certification and Election Concerning Inmate 

Status (DD Form 2704)                                                                               _____________/____________
          (13) Confinement Order (DD Form 2707)                                        _____________/____________
          (14) Receipt for Prisoner or Detained Person (DD Form 2708)        _____________/____________

          (15) Privacy Act Statement (DD Form 2709)                                    _____________/____________
          (16) Inmate Background Summary  (DD Form 2710)                       _____________/____________

          (17) Work and Training Report (DD Form 2712)                              _____________/____________

          (18) Inmate Observation Report (DD Form 2713)                             _____________/____________
          (19) Disciplinary Report (DD Form 2714)                                        _____________/____________

          (20) Inmate Summary Data  (DD Form 2715-2)                                _____________/____________

          (21) Prisoner Release Order (DD Form 2718)                                   _____________/____________

          (22) Continuation Sheet (DD Form 2719)                                         _____________/____________

          (23) Scars, Marks, Tattoo’s Sheet (Local)                                         _____________/____________

     f.  Demonstrate a familiarization with the following admin items:

         (1)  Monthly report of Prisoners (NAVPERS 1640/11)                   ______________/____________

         (2)  Record Transmittal (NAVPERS 5000/64)                                  _____________/____________

         (3)  Prisoner Sentence Computation (DD Form 2710-1)                  _____________/____________
     g. Demonstrate a clear understanding of the following area:

         (1)  Prisoner Rules and Regulations                                                   _____________/____________

         (2)  Staff Rules and Regulations                                                        _____________/____________

         (3)  Searches and shakedowns                                                            _____________/____________

     h.  Demonstrate a familiarization with the duties and responsibilities 

of the Brig counselor.                                                                                   _____________/____________

     i.  Explain the function of the following boards:

          (1)  Classification and Assignment                                                    _____________/____________

          (2)  Discipline and Adjustment                                                          _____________/____________

          (3)  Disposition                                                                                   _____________/____________

     j.  Explain the regulations for visitations: 

          (1)  Official visitors                                                                            _____________/____________

          (2)  Departmental visitors                                                                   _____________/____________
          (3)  Personal visitors                                                                           _____________/____________

     k.  Demonstrate a clear understanding of the duties and responsibilities of each Command Special Assistant:

          (1)  Medical Officer                                                                           _____________/____________

          (2)  Chaplain                                                                                       _____________/____________

          (3)  Disbursing Officer                                                                       _____________/____________

          (4)  Sales Officer                                                                                _____________/____________

          (5)  Food Service Officer                                                                   _____________/____________

          (6)  Postal Officer                                                                               _____________/____________

          (7)  Legal Officer                                                                                _____________/____________

            (8)  Command Master Chief                                                              _____________/____________

     l.   Explain the procedures for handling prisoner’s funds and

 valuables.                                                                                                     _____________/____________

     m.  Demonstrate an understanding of the various Brig programs:

          (1)  Reception                                                                                     _____________/____________

          (2)  Counseling                                                                                   _____________/____________

          (3)   Physical Fitness                                                                          _____________/____________

          (4)  Work and Employment                                                                _____________/____________

          (5)  Incentives                                                                                     _____________/____________

          (6)  Recreation                                                                                    _____________/____________

          (7)  Release                                                                                         _____________/____________

     n.   Explain safety precautions and procedures for supervising:

     (1)  Physical fitness training                                                             _____________/____________

          (2)  Recreation call                                                                            _____________/____________

          (3)  Mess call                                                                                      _____________/____________

          (4)  Group activities                                                                            _____________/____________

     o.  Explain guidelines and procedures for placing a prisoner into disciplinary segregation/special quarters.                                                                                                        _____________/____________

     p.  Demonstrate a clear understanding of the regulations and procedures for the following areas:

          (1)  Prisoner mail                                                                                _____________/____________

          (2)  Special handling of detainees                                                      _____________/____________

          (3)  Temporary releases                                                                      _____________/____________

     q.  Read and demonstrate a working knowledge of Post Orders for the

Section Leader.                                                                                             _____________/____________
     r.  Properly brief the Brig Supervisor on all aspect of Brig operations.  _____________/____________
     s.  Demonstrate specific procedures for the inventory, care, maintenance and issue of life saving equipment.                                                                                                    _____________/____________

     t.  Stand four watches under the instruction of a fully qualified staff member.


DATE

SIGNATURE OF STAFF

SAT

UNSAT

      

         ___________          ________________________               _____                ________                  
         ___________          ________________________               _____                ________                 
         ___________          ________________________               _____                ________                 
         ___________          ________________________               _____                ________                
JOB QUALIFICATION REQUIREMENTS

Task Sign-Off Page
600.0
ADMINISTRATIVE SUPERVISOR
1.  Discussion:  The Administrative Supervisor is responsible to the Brig Supervisor for the receiving and release of prisoners; computation of sentences; administrative records and reports; facility correspondence; statistical data; prisoner records and reports; planning and coordination of all work projects and work parties employing prisoners.  Additionally, He/she is responsible for in-service staff/escort training and maintenance of training records.  The Administrative Supervisor oversees the supply and facilities maintenance functions.  In the absence of the Brig Supervisor, the Administrative Supervisor serves in his/her capacity.  The Administrative Supervisor will be capable of assuming the duties of Section Leader when required and as directed by the Brig Supervisor.

2.  Prerequisites:  NEC 9575 or 2008, 100.0, 200.0, 300.0, 400.0, and 500.0 series Job Qualification Requirements.

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:        


                              INITIALS               DATE    

     a.  Draft staff watch bills and training schedules.                                   _____________/____________
     b.  Demonstrate how to compute prisoner sentences.                             _____________/____________

     c.  Demonstrate how to receive and process a prisoner into 

confinement.                                                                                                 _____________/____________

     d.  Demonstrate the proper procedures for pre-release, temporary

release, and final release of a prisoner for confinement.                             _____________/____________

     e.  Demonstrate procedures for maintaining prisoner files and

information.                                                                                                  _____________/____________

     f.  Demonstrate the procedures for the inspection and handling of 

prisoner mail.                                                                                                _____________/____________

     g.  Demonstrate a general knowledge of the Correctional Counselor’s

duties and responsibilities.                                                                           _____________/____________

     h.  Demonstrate a working knowledge of the Brig Supervisor’s duties

and responsibilities.                                                                                      _____________/____________

     i.  Complete, authenticate, verify, and explain the handling and distribution of the following administrative items:

          (1)  Monthly Report of Prisoners (NAVPERS 1640/11)                   _____________/____________

          (2)  Records Transmittal (NAVPERS 5000/64)                                _____________/____________

          (3) Victim/Witness Certification and Election Concerning Inmate 

Status (DD Form 2704)                                                                               _____________/____________

          (4)  Inmate Background Summary  (DD Form 2710)                        _____________/____________

          (5)  Prisoner Sentence Computation (DD Form 2710-1)                   _____________/____________

          (6)  Work and Training Report (DD Form 2712)                             ______________/____________

          (7)  Disciplinary Report (DD Form 2714)                                       _____________/_____________

     j.  Explain proper procedures for releasing prisoner information.        ______________/____________

     k.  Plan, survey, organize, and schedule prisoner work projects.          ______________/____________

      l.  Explain submission requirements for daily, weekly and monthly

reports.                                                                                                        ______________/____________

    m.  Demonstrate procedures for maintaining staff training records and submission

of training reports.                                                                                                _______________/____________

     n.  Demonstrate the procedures for processing prisoner funds and

valuables.                                                                                                     _____________/____________

     o.  Perform a prisoner strip search.                                                         _____________/____________

     p.  Explain procedures for ensuring the Brig facility maintains the

highest 
degree of sanitation possible.                                                          _____________/____________

     q.  Explain the criteria used during annual certification and its importance during normal operations of the Brig.                                                                                                        _____________/____________

     r.   Demonstrate the proper submission of staff and prisoner muster

reports.                                                                                                          _____________/____________

     s.  Explain the procedures for maintaining Division Officer records.    _____________/____________
     t.   Read and demonstrate working knowledge of Administrative Supervisor

Post Orders.                                                                                                  _____________/____________
     u.   Properly brief the Brig Supervisor on all aspects of Brig administration

and operation.                                                                                               _____________/____________
JOB QUALIFICATION REQUIREMENTS

Task Sign-Off Page
700.0
BRIG SUPERVISOR
1.  Discussion:  The Brig Supervisor is responsible to the Brig Officer for the movement, control and accountability of prisoners; security of the Brig facility, performing on-site inspections of all areas of the Brig; operation of daily activities and programs; and emergency planning and response.  He/she monitors the activities of Command Special Assistance and programs in support of daily Brig routine and programs.  Additionally, the Brig Supervisor is responsible for the training, assignment, and performance evaluation of all Brig staff personnel and oversees all administrative functions.  He/she serves as senior member of the Classification and Assignment Board, the Disciplinary Adjustment Board, and the Disposition Board.  The Brig Supervisor shall be appointed in writing by the Commanding Officer.  In the absence of the Brig Officer, the Brig Supervisor serves in his/her capacity.

2.  Prerequisites:  Formal training as previously delineated, possess the 9575 or 2008 NEC, 500.0, and 600.0 series Job Qualification Requirements.

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:  



                               INITIALS               DATE 

     a.  Plan, organize, and schedule an in-service training program.            _____________/____________

     b.  Explain incidents that must be reported, means of reporting and individuals requiring

reports.                                                                                                         ____________/_____________

     c.  Demonstrate ability to conduct formal weekly inspection of logs, facilities, sanitation conditions, and inventories and the submission of a written report.                             ______________/____________

     d.  Demonstrate a working knowledge of all corrections forms, administrative requirements, and supervision of persons responsible for completion of each.                       _____________/____________
     e.  Explain the guidelines for the following:

          (1)  Custody classifications                                                                _____________/____________

          (2)  Telephone calls to or from prisoners                                           _____________/____________

          (3)  Implementation of disciplinary measures.                                   _____________/____________

          (4)  Use of all levels of force                                                              _____________/____________

          (5)  Problem with visitors                                                                   _____________/____________

          (6)  Closure of the Brig facility                                                          _____________/____________

          (7)  Manning, selection criteria, and replacement procedures.          _____________/____________

          (8)  Special administrative concerns and requirements for 

detainees.                                                                                                      _____________/____________

          (9)  Submission of requests to alter Brig physical plant.                   _____________/____________

     f.  Explain contingency plans for the immediate short terms relocation of prisoners and subsequent transfer due to the Brig facility becoming uninhabitable.                            _____________/____________

     g.  Read and demonstrate a working knowledge of the Brig Supervisor

Post Orders.                                                                                                  _____________/____________

     h.  Demonstrate a general knowledge of the Brig Officer’s duties and

responsibilities.                                                                                             _____________/____________

     i.  Demonstrate the ability to properly implement and direct staff in carrying out the provisions of all emergency bills.                                                                                            _____________/____________

     j.  Brief the Brig Officer on all aspects of brig administration, programs, operations, and

procedures.                                                                                                   _____________/____________
JOB QUALIFICATION REQUIREMENTS
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800.0
CORRECTIONAL COUNSELOR
1.  Discussion:  The Correctional Counselor is responsible to the Brig Supervisor for the rehabilitation and restoration programming.  The Counselor provides direct and indirect, individual and group counseling of prisoners, and assists in their performance and program evaluations.  The Counselor refers problems requiring professional attention or administrative action to the Brig Officer.  Additionally, the Brig Counselor serves as the Mail Supervisor, appointed in writing by the Commanding Officer, to process prisoner mail in accordance with applicable instructions.  

2.  Prerequisites:  100.0 series Job Qualification Requirements, possess the Correctional Counselor 9516 NEC (Qualify Divisional Career Counselor), possess the 9575 NEC or complete the Afloat Brig Training Course (A831-0003).

3.  References:

     a.  SECNAVINST 1640.9C

     b.  OPNAVINST 1640.8

4.  Knowledge Requirements:        




      INITIALS               DATE  

     a.  Explain the role of the Counselor in the Brig.                                    _____________/____________

     b.  Demonstrate ability to conduct group counseling.                             _____________/____________

     c.  Identify local programs available to prisoners.                                  _____________/____________

     d.  Demonstrate knowledge and the ability to apply the

“Principals of Reality Therapy”                                                                   _____________/____________

     e.  Demonstrate ability to teach life skills                                               _____________/____________

     f.  Demonstrate a general knowledge of the duties and responsibilities assigned to the Administrative Supervisor.                                                                                                    _____________/____________

     g.  Demonstrate a general knowledge of the duties and responsibilities assigned to the Brig Supervisor.                                                                                                    _____________/____________

     h.  Explain the role of the Correctional Counselor during prisoner

reception.                                                                                                      _____________/____________

      i.  Complete, authenticate, verify, and explain the purpose and distribution of the following administrative items:

          (1)  Privacy Act Statement (DD Form 2709)                                     _____________/____________

          (2)  Inmate Background Summary  (DD Form 2710)                        _____________/____________

          (3)  Work and Training Report (DD Form 2712)                             ______________/____________

          (4)  Continuation Sheet (DD Form 2719)                                        _____________/_____________

     j.  Demonstrate a thorough knowledge of regulations and handling procedures for prisoner mail to include:

          (1)  Privileged Correspondence log                                                    _____________/____________

          (2)  Incoming mail screening and delivery                                         _____________/____________

          (3)  Outgoing mail screening and dispatch                                         _____________/____________

          (4)  Rejection of mail procedures                                                       _____________/____________

          (5)  Processing of contraband                                                             _____________/____________

     k.  Explain the specific procedures for processing prisoner requests.  

(DD Form 510)                                                                                             _____________/____________

     l.  Read and demonstrate a working knowledge of Brig Counselor 

Post Orders.                                                                                                  _____________/____________

     m.  Properly brief the Brig Officer on all aspects of prisoner activity, correctional concerns and counselor issues.                                                                                           _____________/____________
