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I. PURPOSE 
 

To publish guidelines for the maintenance of accurate information on inmates. 
 
II. POLICY 
 

It is the policy of the Fairfax County Sheriff's Office that effective inmate administration requires 
the continuous collection, recording, updating, and reporting of information and data concerning 
persons confined in the Adult Detention Center.  To insure that available data is current and 
accurate, continuous auditing of manual and computerized information sources is essential.  
Division Commanders, Branch Chiefs and Section Supervisors shall ensure that information 
collected on inmates is current, accurate, and audited regularly. 

 
III. PROCEDURE 
 

A. Inmate Administrative Records. 
 

1.   The Supervisor, Inmate Records & Transportation Section or designee, is 
responsible for ensuring the accuracy of information pertaining to each inmate's 
administrative status.  With each change in status, the computer will be updated 
to ensure information is current. It is incumbent upon the person entering a 
change to ensure this is accomplished. The Inmate Records & Transportation 
Section Supervisor or designee will conduct periodic audits for verification 
purposes. 

 
2. The Supervisor, Inmate Records & Transportation Section or designee, is also 

responsible for ensuring the accuracy of the automated submission to the 
Virginia State Local Inmate Data System (LIDS). Prior to submission each month, 
the electronic submission is audited and verified with the inmate count, booking 
cards, and SIMS. 

 
B.  LIDS Approval and Certification. 

 
1.  The responsibilities of the LIDS Technician include but are not limited to: 

maintaining the accuracy and integrity of LIDS entries such as, the correctness of 
names, social security numbers, charges, VCC codes, offense codes, offense 
types (Felony, Misdemeanant and Ordinances) offense dates, court codes, court 
dates, bonds, confinement reasons and sentencing information. The LIDS Tech 
will verify and correct the information as necessary. 

 
2.  The LIDS Tech will perform daily audits of all Inmates that were confined and 

released within the last 24 hours to ensure the accuracy and correctness of the 
files. If any discrepancies are found, correct the necessary information. The LIDS 
Tech will run the necessary reports and distribute such reports to the Finance 
Department and the Supervisor Inmate Records & Transportation Section.   

 
3.  The Supervisor Inmate Records & Transportation Section or designee will 

periodically check the daily activity of Incoming/Outgoing Inmates by reviewing 
their files and checking them in LIDS for accuracy and integrity. The monthly 
report is certified by the LIDS Tech and Inmate Records & Transportation 
Supervisor or their designee. 

 
C. Booking Desk responsibilities. 
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1. During off hours and times when Inmate Records is closed, the Booking Desk will 
be responsible for updating the ADC’s inmate RMS screen when they receive 
any type of paperwork or information pertaining to an Inmate’s file. The booking 
officer will ensure that the paperwork is placed in the proper Inactive/Active file.   

 
D.  Preservation of Records 

 
1. Hard-Copy records will be maintained in the Records Section of the Fairfax 

County Sheriff’s Office Adult Detention Center for the current year and the 
previous calendar year. All records will be stored electronically in the Laser Fiche 
program. Records will be purged according to retention schedules developed by 
the Commonwealth of Virginia. 

 
2. Virginia Criminal Information Network (VCIN) Records. VCIN is managed by the 

Virginia Department of State Police. VCIN records maintained by the Fairfax 
County Sheriff’s Office are audited every two years by the Department of State 
Police. 

 
 E.    Classification Records. 

  
1. The Supervisor of the Classification Section will ensure that current information 

concerning the background, criminal history, and jail adjustment of each inmate 
is maintained on file during the individual's term of confinement.  Changes                
involving custody status and internal transfers will be documented. Upon re-
admittance, whenever retired classification files (manual and/or computerized) 
are reactivated, they shall be audited and updated as necessary. Once each 
month, the Institutional Classification Committee will audit a random number of 
active Classification files to check the accuracy and currency of information                            
contained therein.  Results will be reported to the Chief, Classification & Records 
Branch.

 
F. Financial and Property Records. 

 
1. Under supervision of the Chief, Financial Services Branch, the Finance Section 

will ensure accuracy of inmate financial records in accordance with SOP Number 
200.  Upon release or transfer of an inmate, the individual's financial record will 
be audited. 

 
2. Monthly bank statements shall be audited to ensure accuracy. 

 
3. Under supervision of the Chief, Confinement Branch, confinement staff will 

ensure accuracy of inmate property records in accordance with SOP Number 
502. 

 
4. Monthly, the Chief, Financial Services Branch will cause an audit to be 

conducted of the Inmate Fund. A fund status report will be forwarded to the 
Commander, Confinement Division. 

 
G.       Medical Records.   
 

The Supervisor of the Medical Section will ensure accuracy of information compiled in 
inmate medical records. Each change in an inmate's medical status will be documented. 
Whenever an inmate is readmitted the retired medical records will be reactivated, the 
record shall be audited and updated as necessary to reflect the current health status of  
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the inmate. Prior to releasing medical information to another agency/jurisdiction or, prior 
to the transfer of an inmate to another jurisdiction, the individual's medical record shall be 
audited to ensure accuracy and completeness of health information. Members of the 
medical staff using an approved audit tool will review a random selection of at least forty 
(40) active medical records each month. The records will be assessed for completeness, 
accuracy, and timeliness of appointments/procedures. The results of these audits will be 
discussed at the quarterly multidisciplinary continuous quality improvement committee 
meeting.     
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